Burli NE Desktop

User Manual - Version 11.4

ELIMEDIA ™

LLLLLLLLLLLLLLLLLLLLLLLLLLLLLLL



Copyright 2018 Burli Software Inc. Allrights reserved.

Information in this document is subject to change without notice. The software described in this
document is furnished under a license agreement or nondisclosure agreement. The software
may be used or copied only in accordance with the terms of those agreements. No part of this
publication may be reproduced, stored ina retrieval system, or transmitted in any form or any
means electronic or mechanical, including photocopying and recording for any purpose other
thanthe purchaser's personal use without the written permission of Burli Software Inc.

Burli Software Inc

4664 Lougheed Hwy, Suite 264
Burnaby, BC, V5C5T5
(604)684-3140

This User Manual was created in MadCap Flare v12 by Sean Poole, Burli Software Inc

Thisdocument covers up to and including version BurliNE Desktop 1.11.4.10
Created and uploaded 7/11/18.

The features and technical information in this document is subject to change without notice.



Table of Contents

Getting Started ..l 11
Nt oAU ON 12
What's New in Burli NE Desktop 11,4 . 13

Recently ArChived RemS . . 13
Component Link Enhancements ... .. 13
BUG FIXES . 13
Release Notes Online ... .. 13
StartiNG BUI 14
Logintothe System . 14

NV IGaT ON 17

SCrEEN LAY OUL L 18
MaINSCIrEEN ... 18
COM et TrEE il 19
O PaANE 20
BOt oM Pane il 20
Primary Browser Tab . 21
SHONY LSt 22
ComMPONENT TYPES .. .o 22
STONY SUMMAIY . e 23
Content DISPIaY Ar€a. . ... .o 24
Search Toolbar . .. 25
Recording Transport AnNd VU Meters ..o oo 26
M S S agES ol 27
ClOCK L 28
Clock Deadline Scheme ... . 29
CUStOM SOt CULS .. 31
TICKEIADE . L 32
Viewing Stories That Appear On The Ticker ... ... 32
Sending Stories To The Ticker ... .. 33
Reset Ticker CoNtainers ... o 33
Ticker DireCtiON .. 33
QUICKPIAY DECKS . . L 34
StAtUS DiSPlaY . . 35

COM et T e il 36
Managing Objectsinthe Content Tree ... . ... 36

O O TYPES .. 39
Appearance and Behaviour .. .. 39
FO QT 40
SoUrce FOIAEr 40
SOUrCe OrganiZer .. 40




BurliNE Desktop ver 1.11.4

PO il 41
PlaCen Ol 42

S AN CN 42
RUNGOWN .. 42
Live AUCIO SESSIONS . . e 43
ASS NN 43
COM A S . 43
ANV L 43

Al OIS il 44
Tab BrOWSING .. .o 45
Primary Browser Tab ...l 45
Creating Tabs .l 46
Rearranging Tabs .. ..o 48
CloSING TabS . 48
Split-Horizontal Tab VieW . . 49
Tile View for Multiple Tabs . ... oo e 49
Floating Workspace .. .. 50
D BrOWS Y . 52
OPENING A BrOWSET ... .o 52
Browser Controls and APREAranCe ... 52
Copying Data fromthe Web . 53
Web BooKmarks .. il 54
Navigation ShorCULS ... .. 55
MU S e 56
REMOtE VIEWING ..o 56
Remote EQtING ... 57
SO IS 59
Whatis a Burli SOy 2 60
Story COMPONENTS . ..o 60
Primary Component Tab .. L 61
Managing Story COmMPONENTS . ... .. 62
Rearrange Component Tabs ... .. .. 65
Delete ComMPONENtS .. 65
Create a New Story froma Component ... ... .. 65
Display FONT 67
ComMpPONENt Properties ... 68
Viewing and Editing Data Fields ... .. 69
Field Values il 70
Component Properties EAtOr ... . 72
SOy SUMMIANY il 74
Creating StOrieS .l 75
Usingthe Tab menu .. . 75
From a Text SeleCtiON .. 75




Table of Contents

Froma Story CoOmPONENT . ..ol 75
Create a Story Using the ‘New Story’ Button ... . 76
COPYING STOTIES ... oo 77
Using Drag and Drop ...l 7
Usingthe Menu (Copy/Paste) . ... 7
Copy Stories to Your Home folder ... ... .. 77
MOVING STOTIES ... o 78
USING the MENU ..o L 78
Renaming StOries .. .. 79
Rename a Story SIUQ -l 79
Rename a Story Title inthe Story List ... oo 79
Deleting StONIeS il 80
Delete Manually .o 80
Delete Automatically ... ... 80
Restore Deleted Stories ... 80
Story Filtering and SortiNg . ... oo L 81
Filtering by Title L. 81
Sorting the Story List Using the Field Columns ... ... ... 81
Manual STOry OFQEr . ... 83
Viewing the Manual Story Order .. . 83
Manually Changing the Story Order ... 83
Setting the Manual Story Order From Another Column Sort ... ........_. 84
SOy L OCK . 85
Story LOCK INAICatOr ... 85
Story UnloCK BUttON .. 86
Prompter Story LOCKING . . .o 86
PriNtiNg S OIS .l 87
Printing Select Stories .. .l 87
Printing All Stories In a List .« 87

T Xt BN .ol 89
TexXt A Or ] 90
Page SearCh .l 90
Exclude From TimiNg ..o L Q0
Adjust Run Time Text Markup ... ..o oo o1
Copying and Moving TeXt .ol o1
Other Editing Functions ... .. 93
SPEl CNECKET 4
SUGOESH ONS 95
TextInformation Bar ...l 97
NOtes COMPONENTS . . a7
Audio Component LINKS . ... 99
Managing Audio Component Links ... ... ... .. 99
TEXEMACIOS .. 100




BurliNE Desktop ver 1.11.4

AUIO PrOJECTS . 105
AUAIO ProJeCES 106
Creatinga New Audio Project . ... .o i 106
Extracting Audio fromaVideo File ... . 107
Renaming an Audio Project ... 107
Addingand Removing Tracks ... ... o il 108
Adding Audio to an Existing Audio Project ... ... . 108
Inserting Audio into an Audio BIOCK ... ... o 108
Creating Multiple Audio Projectsina Story ... ool 109
Managing Multiple Audio Projectsina Story ... .o ol 109
Viewing and Editing the Properties for an Audio Project ........ ... ................. 109
Editedvs Unedited AUGIO . ... o 110
AUAIO RECOrAING ... 112
Using the Keyboard ... .. L 112
Using the Master Transport Buttons ... o . 112
QUICK RECOIA .. 113
Recording to a Shared or Non-Personal Folder ... ... .. 113
Recording Audio Using a Remote Control Device ....... ... .. 113
VU M OIS 113
Audio Playback .. 115
Play Al TraCKS . 115
SO0 Pl aY L 115
Right Click Playback .. ... 115
Using the Audio Project Toolbar .. ... . o 116
QUICKPIAY . .o 117
StOP PlaybacCK ... 117
Audio CountdoWN TIMET ..o 117
AUIO TOOIOAY . 119
Playback Ut ONS ... 119
Playback Menu OptioNns ... oo 120
Audio Editingand View bUttoNS . ... oo 123
ZOOM e 124
Audio EAIiNg MOGES .. ..o 127
MOVE MO ... 127
Bt MOAE ... 130
ENVelope MOAE . .. 138
Adjustments and EffeCts .. 141
Preset Volume AdiUustments . . 141
Summary of Audio Effect Definitions ... . 142
Details of Audio Effect Definitions ... .. 142
MULING AUTIO .o 145
Quick KeysforFade and Cross Fade ... ... oo 145
Project Settings and Options .. ... oL 146




Table of Contents

SetiNGS MEBNU ..o 146
ProjeCt Size MeNU ..o 147
Project AUtO-SNUg Delete ... oL 147
Block AUTO-SnUg Delete ... 147
AUO-SPlit IMOrt L 147
AUTO ZEIO CrOSS ... 148
Other Audio BIOCK CONrolS . .. .. 149
Rename an Audio BIOCK . ... o 149
Grouping AUAIO BIOCKS . .. .. 149
LINKING AUAIO BIOCKS . ... o 149
Unlinking Audio BIOCKS . ..o 150
MiIXING DOWN el 151
Mix Down Menu OptioNS ... oo 151
EXPOIT (SAVE QS) ..o 152
Wave Wizard . L 153
Preparing YoUr AUTIO .. ..o e 153
Combining AUdIO ProjeCtS . ..o 154
IMage EQItING .. 155
IMage EAtING . 156
Image Toolbar BUttoNS ... 156
Optical Character ReCognition .. ... el 158
USING O CR .l 158
SN CNING <o 159
Searchingin BurliNE DeSKIOP ... ..o 160
SearCh TO0I0AY ... 160
QUICKSBAICN . 160
SearCh HiStOrY L 161
Search Boay TeXt ... o 161
External Search ENGINES .. ..o 161
AQVANCEA SEAICN .. 162
Using Boolean SearCh LOGIC ... .o 164
Save Searchesinthe Content Tree ... o i 164
Save as DetaUlt .o 165
ArCNIVE SEarCN 167
PagE SEarCN 168
St RUNGOWNS . 171
Overview of RUNCOWNS .. ..ol 172
Managing RUNGOWNS . e 173
Opening RUNAOWNS . ..o 173
Creating RUNGOWNS . e 175
Generating Script Rundowns from Templates ... 175
Creating a New (Blank) Script Rundown ... . 175

T eMIDIatES .. 176




BurliNE Desktop ver 1.11.4

RUNAOWN Properties ... 176
Managing RUNAOWN STOMES .. .. o 178
Adding Stories 1o a RUNAOWN <o o 178
Copying Stories to Another RUNdown ... L 178
Changingthe Story Order ... .o 179
Broadcast TImMiNG . ..ol 181
Script Rundown Information Bar . ... . 181
SECHON Breaks . ..o 182
TIME MarKEIS e 182
TIMING FIelaS e 183
Override the Story Component Length ... .o i 184
Exclude the Component Length fromthe RunTime ... ... ... .......... 184
Reader SPEEA ... 185
Prompter MOGE ... 187
Viewing a Rundown in Prompter Mode ... ... . 187
Viewing a Rundown in Edit Mode (Default) ... ... .. 188
Working with Stories in Prompter Mode ... ..o 188
Scrolling the Prompter . 188
Audioin Prompter MOGe ... o 189
Playback of AUIO ... 190
Audio Playback Status .. ... 191
Manually Queue or Re-Queue an Audio BOX ... 192
Auxiliary Audio Playback .. 192
Changing Prompter View Settings ... 192
On Air Prompter Status ..o 193
Prompter TIMEr 194
TN Bar 198
QUICK RECOIA ... 200
Printing RUNQOWNS .. 202
PNt Al S O eSS . 202
PNt UMM ANy 202
IMporting and EXPOrting .. ..o 203
IMPOMING FIlES . 204
Import an Audio File Usingthe Menu Option ... ... . 204
Importing Files from a Compact Disk (CD RIpPEr) ..o 204
Import an Audio File Using Dragand Drop ... 205
Importing a File FromaWebsite ... ... 207
Export and DispatCh . ... 208
SaAVING A8 FIlES .o 208
ISPt . 208
BUM NEWSWIIE 210
Newswire as a Data SOUICE .. ... L 210
Posting to the NeWsSWIre ... e 210




Table of Contents

TICKEr MESSATES . ..o 212
SOCIal MEAIA .. 213
W 214
Sending atext Story to TWitter ... o L 214
Sending atext Excerpt to TwWitter .. 214
Sending Photos 10 TWitter .o 214
LiNKS IN TWEETS e 215
SOUNACIOUA . . . 216
Ingesting from SoundCIOUd . . ... 216
Posting to SouNdCIOUT ... ... 216
Other Social Media . . ... o 219
Facebook and YoUTUDE ... o il 219

W Or AP S . . L 220
About EXporting to WordPress ... oo 220
First TIME USE e 220
SUBSEQUENT USE .. 220
FiNal EOtNG o 220
MESSENGET . . 221
MBS S NG . .ol 222
Message TOOIDAr .. ... 222
Starta Conversation Thread .. ... L 222
Replyt0aMESSAQE ... .. 223
Managing Multiple Message Threads . ... i 223
SendiNg SNy LINKS . .o 223
Urgent MESSAQES . ... .o 223
DeletiNng MESSAQES ... ..ol 223
ENAiNg @ Chat 224

SV S EM AlCI S 225
AlEt EVENTS 225
System Alert Tooloar ... 225
DataaSES ...l 227
Contact Database .. ... o 228
Opening the Contacts Database ... ...l 228
Managing Contacts . ... 228
Contact Component Tabs . ... 229
Adding Story Shortcutsto Contacts ... o i 231
Deleting CoNtaCTS ... ..o 232
Filtering CoNtacts ..o 232
Changingthe Column VIEW . . e 232
Printing CoNtaCTS ... .o L 234
Assignments Datalbase ... .. 235
Managing ASSIgNMIENTS .. 235




BurliNE Desktop ver 1.11.4

ASSIONMENT VWS 237
AsSIgNMENt COMPONENTS ...l 241
AdAiNg 10 ASSIgNMIENES o 244
Adding Stories to an ASSIgNMENt ... 244
Adding a Story SO CUL .. 244
Contacts LINKING . .. 244

AN CNIVE . 246
Sending Storiestothe ArChive ... L 246
Searchingthe ArChIVe . 246
Browsing the Archive using Filters ... 246
User Saved Search Filters ... .. 247
Retrieving Stories fromthe ArChive ... . 247
Recently Archived RemS . 248
APPRENTICES ..l 249
Keyboard SN CULS . ..ol 250
GlOSSaNY . .o 253
INAEX 255
LICENSING ISSUES . .. ..o 257
OGN POt 257
Licensing Warnings and Error MeSsages ... ..o 257
TECN SUPRO L 259
CONMtaCT US . 259
SUPPROIT HOUIS . 259
Reporting a Problem . . 259
Datalbase VerSiON ... 259
What's New ONliNe .o 259

10






BurliNE Desktop ver 1.11.4 User Manual

Introduction

BurliNE Desktop is powerful news production software designed specifically for broadcast journalists. It
capturesand integrates newswire sources, social media, and multimedia feeds so the information you
need isright at your fingertips.

You're given a powerful editing and management suite, and the ability to not only read out your scriptsto
air, but export your content to socialmedia, the web, and playout systems, quickly and easily.

The software isfast and easy to use, and is designed to be configurable toimprove your newsroom's
workflow.

Burlialsofeatures...

» Email, RSSFeeds, PDF, podcast, and video support

« Text, audio, and image editing, allwithout leaving the Burlienvironment
« Advanced search capabilities and on-the-fly filttering

o Aresponsive HTML5app

« Powerfuland customizable metadata

« Shortcutsforimproved workflow

» Editorialapprovals and story-by-story user locks

« Fully customizable folder structure

« Instant Messaging and Internal BurliMail

o Anintegrated Web browser

« Contactsand Assignments database

« Searchable Story Archive

» Single and Multi-track Audio

o Support forall Audio formats

« Easyconnectiontoremote bureaus and stations, across town or around the world

Fornew Users, it'simportant to remember that while Burliis loaded with features, it's stil remarkably easy
tolearn. Ifyou dohave a question, you'llfind answers on the Burliwebsite, at Www.burli.com, or send an
e-mailto Support@burli.com.

Note: This guide is intended for the day-to-day Users of BurliNE Desktop. As such, it does not
contain the technical contents suitable only to System Administrators of the system. Ifyou see a
description in this guide that does not match your software's performance or features, please
contact your System Administrator before contacting Burli Technical Support.
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Chapter 1: Getting Started - Recently Archived ltems

What's New In Burli NE Desktop 11.4

Here are the new and/orimproved features since the last User Manual update.

Recently Archived ltems

We've made it very fast and easy tofind items that were Recently Placed In The Archive, requiring
only acouple of clicks.

Component Link Enhancements

Cleaned up the section about Component Links and clarified their use and behaviour.
Bug Fixes

Asalways, we've squashed afew bugs - they won't be missed.

Release Notes Online

Burlikeepsa complete running set of release notes, available to our customers. Visit us onthe web
(Www.burli.com) for detalils.

13
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Starting Burli

To start using BurliNE Desktop, double—click onthe desktop shortcut (pictured at right).

You canalso start the program from the Windows Start Menu in the bottom left of your Main
Screen.

Login To The System

As BurliNE Desktop launches, you willbe prompted for a user name and password. Before you can login,

your System Administrator must first set up an account foryou, and provide you with your user name and
password.

Whenyou're ready, enter your user name and password and press the Enterkey, or click the Login...
button.

The Burli NE Desktop login window

Burli NE

Username: I |

Password: I l

Profile; Profilel v

SOFTWARE

Tologout and then login as a different user, you can use the Filemenu options, or press Ctri+Lto prompt a
new login window.

No HASP Available

Burliis protected by use of physical security keys, usually called HASPs. Ifyou try to loginto Burliwith no
HASP available, or if your newsroom has used up allyour available keys, you will see the following pop up:

Burli NE

@ No available licenses.

OK

Speak toyour System Administrator to clear up licenses, or to arrange for more licensestobe purchased.

No Login Screen

Ifyou do not see the login screen at all, don’t panic — Burlican be set up with Window's Active Directory to
log credentialed usersintothe system. Inthis case, login happens automatically.

14
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Contact your System Administrator for more information.

You can get past the login screen by hitting the Cancel button, but Burliwon’t let you do very much. You will
not be able to play or edit audio, share items with other users, openfolders, or perform many other basic
functions.

In addition, you won’t have access to your personal folder and work (as the system can't recognize you as
itsowner).

Note: Your System Administrator has the option to set up an autornatic log out period to protect
unattended computers, orto automatically log out at a set time of day, daily. See your System
Administrator for details.

15



This is an empty
page! (| meantto
do that)







BurliNE Desktop ver 1.11.4 User Manual

Screen Layout

It’simportant to have a basic understanding of Burli’s overall layout before learning its features. See the
following for a brief description of the features available on Burli’'s Main Screen.

Main Screen

Once you have successfully logged in, you will see the Main Screen with its panels as defined below.

Thislayout is by default, but most of it can be reconfigured by the user. Note the adjustable handles
between panes ofthe window can be used toresize the panes, or hide them altogether.

Main Screen as defaulted at startup

O 00:00"00'000/ T E Err e e e .

N errr—— =l Y Y [(S) 2:28:43% |

8 - @ B |[ Nate/Don't Panic - UPDATE2 20 Properties |[B] Nate/Don't Panic- UPDATE2 105
Time Arived ~ ETY

Word Count 67

Media Play Time 106

State Unedited

Las.Vegas Shooting_I...
p Stocks-What's That...

Nate/Don't Panic Mayor Mitch LandrieuOutCue: heavy rainRuns: 05

WRITE IN:

Astate of emergency. in New Orleans. Mayor Mitch Landrieu is bracing. for tropical storm Nate... which could hit his state this weekend.
Landrieu says by then.. Nate could be a category one hurricane.

nic- UPDATE2 23

W Hutcherson-Health_ Minute_Min... 7 minutes ago nic - UPDATEZ 06

L]
" W Riohnson-Murphy_Resigns

Media Play Time 06
Audio Out Cue  heavy rain VERBATIM;
I want to stress there’s no need to panic. we just need to be ready for heavy wind and heavy rain.

m's 1D'd
UPDATE2

Lot On Hands Download
T "o =
tem At = @ B | [ 17 Kitted/Received Catis 47 [ X7 KilledReceived Calls 35 [B] Texas 7 Killea/Received Calls 09 | properties |
I unTime ~ & & & [Toas7 KiledReceved Cals , 05 [ Exciude from Run Time
, Word Count 111
- W1 Ima/Priorities 1:07 et D - D E G-@- @] b BE D 4 2 - 44100
A/ B2  TX7Killed/Received Calls 7 G dited —
'm all ready! 3 NewsStory 0 ate iedte 05 1o 1’5 20 25 30 3 A X X x E A s 90 95
System Administrator Time Modified  9/14/17 238:50 PM
Toe B4 | Untitled Story 0 Modifier Sean Poole
L w [} TX7 Killed/Received Calls. 38
o fj Word Co m
To:  [System Administrator B3 Vencou otos o s e SRR
2 ?o z:;-; Js:;m addresses reporters z: femmedhid C
B11 | Untitled Story €
Shorteuts ¥ |m2 on ing 153204 a1
Script Templates. 81 )
RS Feeds 81 0
@1 ntact and, yes, o
Nevcal W16 Chocolate/Hea Disease 57
My Personal Folder B Whistler o
Social Media "8 18 Budget/Measuring Compassion - UPD, 2 .
Today 63 stories

[staton 2g 00000 = |

(hemes. 00000 o J[Musiobed 00000] = |

[ratic— 0000] o J[weatner 00000] = |

[imarii 00067 = |

W Jimenes.Las_Vegas_Shaoting Investigation 3 Guns/Bump Stocks-What' Tht? - UPDATE 23 Vegas Shaoting/Families Notfied All 5 Dead_-3DACA Deadiine Today - Whit House no action 3 Tease - Vegas Shooting/Familes Notied AllSS Dead _ $53Guns/Bump Stocks Tighten Compliance _ 5Guns/Bump Stocks-What's That?_ WS Hutchers

Current User: sp Licensing: OK BLSS: CONNECTED NUM_ D> 0000

Now let'stake a closer look at these pieces on the following pages!
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Content Tree

@ BurliNE
File Open View Administration Help

Contents
= © Burli (VAED3) o~ (d — I

9 Newsroom Data

5 53DACA Deadiine Today - Wi
"8 < Tease - Vegas Shooting/F

@ Bur Newswire 19 W Hutcherson-Heath Minute.Mi

)T "B W Riohnson-Murphy_Resigns
48 Persona Folders End
Public Folder

im's 1D'd
UPDATE2
Lot On Hands

o [System Administrator

P
Shooting/ Families Notifie... 2 minut

‘ =Gt
B 11 Unitied Story 12
Shortcuts = || EE12 | On-airrecording 153204 a1
Script Templates. B3 Unitied Story )
—— H14 POTUSA )
B15  Quidditch: Full contact and, yes, a rea o
Newscall %16 Chocolate/Heart Disease 57
My Personal Folder 17 Whistler 04
Social Media " 18 Budget/Measuring Compassion - UPD. 2 .
Today 63 stories

B -0 Nate/Don't Panic - UPDATE 2

Word Count 67
Media Play Time 106

State Unedited
ites ago Time Modified 1 minute ago
o Modifier ean Poole

Word Count 67
~ @8 Nate/Don't Panic - UPDATE 2
Media Play Time 106

Audio Out Cue  heavy rain

-0 B || 77 Kited/Received Calls
Word Count 111
Media Play Time 100
State Unedited
Time Modified  9/14/17 23850 PM
Modifer Sean Poole
v [% TX7 Killed/Received Calls
Word Count 111
~ BB Texas 7 Killed/Received Calls

Media Play Time ~ 109
Audio OutCue  in Plano

v [* Nate/Don't Panic - UPDATE2

“ -8 X
: B Y ll0) 2:28:43%
29 mopertes |[B] NoteDon' anicUPDATEZ 108
Sa
Nate/Don't Panic Mayor Mitch LandrieuOutCue: heavy rainRuns: :05
WRITE IN:
23 Astate of emergency. in New Orleans. Mayor Mitch Landrieu is bracing. for tropical storm Nate... which could hit his state this weekend
Landrieu says by then. Nate couid be a category one hurricane.
0
VERBATIM:
I want to stress there's no need to panic. we just need to be ready for heavy wind and heavy rain.
Download
47 [ TX7 Killed/Received Calls :38 [B] Texas 7 Killed/Received Calls :09 | properties |
o's

‘[Stanon tag 0000 o][ o ”

[hemes_00000] & | Musiobed 00000] = |

[raic 00000 = |

[Weatrer 00000] o |

[imapi_ 00067] = |

W Jimenez.Las_Vegas_Shooting_Investigation 55 Guns/Bump Stocks-What s Tnat? - UPDATE 23 Vegas Shooting/ Families Notiied All 56 Dead _3DACA Deadline Today - White House no action 3 Tease - Vegas Shooting/Familes Notiied All 58 Dead 23 Guns/Bump Stocks-Tighten Compliance 52 Guns/Bump Stocks-Whats Tnat? W Hutchers
Current User: sp Licensing: OK BLSS: CONNECTED NUM_ > 00:00

The Content Tree islocated at the left-most side of Burli’'s Main Screen. Generally, thisisthe "input” side of
the screen, where data first enters the system.

Thisiswhere you willfind a variety of objects such as Folders, Filters, Saved Searches, Source Folders,
Rundowns (Scripts), Live Audio Sessions, Contacts and Assignments. Each hasa unique purpose, but
they all serve the function of keeping a high volume of data neatly organized.

Atanytime, you can click onany object to view the list ofitems inside it. These items willbe displayed inthe
Primary Browser Tab in the adjacent column to the right of the Content Tree (see PRIMARY BROWSER
TAB and TAB BROWSING for more info).

While many ofthese system objects are built into Burli, many more

v Contents

objects canbe created and managed by you or your System =-© Burli (VAE03)
Administrator. For the most part, you willbe managing Foldersand =29 Newsroom Data

Saved Searches.

=¥ InQueue

You may find it helpful to create multiple Tabs of your favourite folders a-B) RSS

and leave the filter tree window closed, especially if you are viewing

Burlionasmallscreen.

See CONTENT TREE for more information.

InQueue

UnderNewsroom Data, the top iteminthe Content Tree isalways
the InQueue. Thisis single repository forincoming data, whether
from news wires, social media, or any other source. New data in Burli

always startsinthe InQueue.

Theitemsbelow the InQueue (when you expand it) are merely filters,

E\@ Social Media

33 ABC

83 Email

W Westwood One

|- & Personal Folders
& Public Folders
-LZ Rundowns
‘B Mobile
»»»»»» < Assignments
»»»»»» &4 Contacts
&l Archive
+-€) Chicago

F}-[F-[F}

H
H

helping you quickly find specific information by source.
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Top Pane
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The top right set of windows on the Main Screen are for viewing of various incoming Objects. By default at
startup, thisarea displays the InQueue, and is therefore initially read only. This pane can also be used like
the Bottom Pane to allow for editing of multiple Stories or Rundowns at once.

Bottom Pane
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The bottom right set of windows on the Main Screen are for editing of various Stories and components,
including Audio. By default at startup, the bottom pane displays your personal work folder.
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Primary Browser Tab

The Primary Browser Tab is ®  InQueye I
alwaysthe left-most tab inthe

Top Pane. It cannot be moved | <Fiter by Tit | B-0E
orclosed. Title Time Arrived e
Thistab isresponsible for E. England quali r World Cup R... | 2 minutes ago

displaying the contents of each
folder orfilter as you click on
theminthe Content Tree.

W Jimenez-Las_Vegas_Shooting_In... 7 minutes ago
ébCCGunslBump Stocks-What's That... 9 minutes ago

. Ebc:Vegas Shooting/ Families Notifie... 9 minutes ago
Youwilalsosee Searchresults, | g £,.3pACA Deadline Today - White H... | 10 minutes ago
Contacts, and Assignments —— - - -
displayed here. ;bc:Tease - Vegas Shooting/Families ... 10 minutes ago
&< Guns/Bump Stocks-Tighten Co... = 12 minutes ago

Additional Browser Tabs can
be created, allowing you to view and edit the contents of multiple objects.

The InQueue and all contained Stories are displayed in the Primary Browser Tab by default when you login
tothe system.

Note: Your Personal Folder is always the left-most tab in the Bottorm Pane when you log into the
system.

See TAB BROWSING for more information.
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Story List
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Stories can be contained in various objectsinthe Content Tree. They can be created manually by Burli
users, orautomatically by newswires, email, etc.

The Stories forthe active Content Tree Object can be displayed inthe Top Pane, Bottom Pane, or both (as
pictured above).

All Stories have anlcon and Title (or Slug). The contents for each story are displayed in the contained
Componentslocated to the right of each Story Slug.

Component Types

Asingle Story contains one or more of the following component types: Text, Audio, Newswire, Image,
Video, Web Bookmark, PDF, Faxes, and more. For this reason, you will notice a variation oficons for Stories

inthe system.
See STORIES AND STORY COMPONENTS for more information.

Note: Virtually all Tabs include a Filter by Title field at the top ofeach story list, for quick Title filtering.

See STORY FILTER for more information.
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Story Summary
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The Story Summary areas show highlight data about the Story being displayed in the Content Window to
its right.

Thisincludes:

« Thename ofthe Story

« Theword count (inthe event of a text Story)

« Themediaplaytime and out cue (for audio and video)

« Editorial state

« Time of last modification, and the user who carried that out
« Detailsonanyindividual pieces making up the story

Note: These panels may be closed to allow more display room ofthe Story content. Click the blue
"i" icon above the Story List to open and close the Summary.

See Story Summary for more details.
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Content Display Area

When focusing on individual Stories you will see the content displayed in the Content Area, located tothe
right of the Story Title. This area fills most of the right side of Burli’s Main Screen in the Top or Bottom Pane
(depending on where the Storyislocated).

Forexample, when you focus on a Text Story, the Content Area will present the body text for that Story.
When you click onan audio item, the content will display the audio waveform, and soon.

The primary contents for a Story can change if the Story contains multiple components and they are
rearranged. See STORY COMPONENTS for more information.

Contentarea of a Text Story (not editable) located in the InQueue

Properties “I‘ Nate/Don’t Panic - UPDATE2 :06 |

& Mh Editing Tools Inactive (Read Only)

Nate/Don't Panic Mayor Mitch LandrieuOutCue: heavy rainRuns: :05

WRITE IN:
A state of emergency.. in New Orleans.. Mayor Mitch Landrieu is bracing.. for tropical storm Nate... which could hit his state this weekend.

Landrieu says by then.. Nate could be a category one hurricane.

VERBATIM:
| want to stress there's no need to panic, we just need to be ready for heavy wind and heavy rain.

Download

Notice inthe example above, the Story does not have any available editing tools. Thisis because this Story
islocated inthe InQueue whichisread-only by design. Ifyou want to edit a read-only Story you can copy it
toaPersonal or Public folder which hasread and write privieges. See MANAGING STORY
COMPONENTS, TEXT EDITOR and AUDIO EDITING for more information

Contentarea of a Story (editable) located in a Personal Folder

[} Nate/Don’t Panic - UPDATE 2 :24 “z‘ Nate/Don’t Panic - UPDATE2 :06 I Properties [

& & é | Nate/Don’t Panic - UPDATE 2 | Length:l :24 [JExclude from Run Time

MO YEB B I U LAD ,A— Editing Tools Active (Edit Mode)

Nate/Don't Panic Mayor Mitch LandrieuOutCue: heavy rainRuns: :05

WRITE IN:

A state of emergency.. in New Orleans.. Mayor Mitch Landrieu is bracing.. for tropical storm Nate... which could hit his state
this weekend. Landrieu says by then.. Nate could be a category one hurricane.

VERBATIM:

| want to stress there's no need to panic, we just need to be ready for heavy wind and heavy rain.

Download

To Cursor Time:23 Words 67 Chars 394
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Search Toolbar
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One ofthe most powerful Burlifeaturesis the Search Engine. The Search Toolbar islocated at the top-left of
Burli’s Main Screen.

Search Toolbar with available search engines displayed

Olympic Accident VIQ ‘ G '\Y/:

The Search Toolbar allows you to search for Stories in both the Burli system and external Search Engines
like Google, Wiki, Yahoo and more. Your personal Search history is available in the pull down menu.

Search criteria can be customized and saved for you or other usersin the system. See SEARCHING for
more information.

Note: This feature is moveable within the display, and therefore may not be as pictured inthe
layout.

25



BurliNE Desktop ver 1.11.4 User Manual

Recording Transport And VU Meters
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Thisarea provides an easy way to record audio and view the audio decibel levels (Record and Playback)in
the VU meters.

Record and Playback meters

® B B 00:00738000 e mrrre v e o e rane]

O 00:00"04'888 B m vt oo te e de s & 3 4 b |Unitedwoendng 170333

Note: This feature is moveable within the display, and therefore may not be as pictured inthe

layout.
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Messages
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BurliNE Desktop offers an in-system Messenger client that allows for sendinginstant messages between
Burlisystems without leaving the Main Screen. See Messenger for more details.

Thisarea also allows for the display of System Alerts - flags for the user that advise ofissues with the system,
aswellas customizable conditions that the user sets.

Forexample, you can set up an Alert for every time a new story with words "election" and "primary", and
the system willsend you a message whenever such a story comesin.

See System Alerts for more details.

Mini Messages window

useri urs

Good morning, how is tonight's script
coming?
Sean Poole
5 hours

To: user

The Messages may be hidden by clicking on the twisty arrow at the top right of the window (see above).
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Current User:sp. Licensing: OK BLSS: CONNECTED.

The Clock display gives an at-a-glance readout of the time of day at alltimes within the Main Screen.

Note: This feature is moveable within the display, and therefore may not be as pictured in the

layout.

To configure the Clock, click the Clock button to the left of the time. The Clock Properties window

willopen.
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Clock Properties
Time Zone: @ Local (O UTC
[]24-Hour Format
Show Time Zone
otcoor | ~|

Background Color: | N ~ |

Deadline Color Change

Change Color as Deadline Approaches

Recurs: (O Hourly (® Daily
Deadline: 12:00:00 AM =

Begin changing color (00:05:00 5| before deadline

Change Color: (O Gradually (® Immediately

.........................................................................

Background Color: I_j

Restore Default |

Text Color:

OK | Cancel

X

Within the Clock Properties, you can:

« Adjust Time Zone foryour Local time zone or UTC
o Displayin 12 or 24 hourtime

o Choosetodisplay the Time Zone on the clock face

» Change the text and background colours of the Clock
« Setthe configuration ofthe Deadline Scheme ofthe Clock

Clock Deadline Scheme

The Clock can be set up to change its appearance based on an hourly or daily schedule. Thisisthe

Deadline Color Change.

This can be turned off entirely (the colour willnever change), or set to perform a Gradual or Immediate
colour change based on either the time of day or minutes past each hour.

The transition to Deadline Color will begin at the same time based on your input.
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Daily Color Change

Deadline Color Change
Change Color as Deadline Approaches

Recurs: (O Hourly (@ Daily

Deadline: 12:00:00 AM 5
Begin changing color (00:05:00 5| before deadline

Change Color: (O Gradually (® Immediately

Text Color: v

Background Color: |_j

Inthisexample, the Clock willchange to red textimmediately at 5 minutes before midnight, every day.

Hourly Color Change

Deadline Color Change
Change Color as Deadline Approaches
Recurs: @® Hourly (O Daily

Deadline: 30:00 =

Begin changing color |05:00 =-| before deadline

Change Color: @ Gradually (O Immediately

Text Color: | I |

Background Color: |_ﬂ

Inthisexample, the Clock willchange to red gradually over the course ofthe 5 minutes leading up to 30
minutes past every hour.
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Custom Shortcuts
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Current User: sp Licensing: OK BLSS: CONNECTED NUM_ > 00:00

Thisfeature allows usersto easily access areasin the Content Tree that you access on aregular basis. This
is similar to a bookmark or “favourites” feature.

You can create a Shortcut tovirtually any object in the system by right- Shortcuts - _
clicking on the object (not the object tab) and selecting the Create Script Templates
Shortcutoption. This willinstantly create the Shortcut buttoninthe list RSS Feeds
titled with the original object name. Newscall
My Personal Folder
Social Media
Today

The Shortcuts may be hidden by clicking on the twisty arrow at the
top right of the window (see above).

See NAVIGATION SHORTCUTS for more information.
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Tickertape
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The Tickertape (or the Ticker) is designed to display stories as they enter the Burli system. Depending on
how your System Administrator has set up thisfeature, it’s possible that allincoming wire stories, audio
feeds, faxes and email wil scrollalong the Tickertape at the bottom ofthe screen.

New Stories that meet your Administrator's criteria willenter the Ticker from the left and scroliright. Ifthere
are nonew Stories, the Ticker will stop scrolling.

When Burliusers submit an item to the system, the title of the Story will also scroll across the bottom ofthe
screen.

Standard Tickertape view

K\ Burress-Indicted/weapons Possession K| Sportswatch AM1 ] MED-Breastfeeding/Benefits

Thisfeature is useful for new Stories as they enter the system or when they are added to one or more select
Folders.

Urgent items appear in red text, making them very noticeable.

Tickertape with Urgent item

D Oscar Pistorius is sentenced 7D Washington County Train Derailment Critically Injures 5

You can hover your cursor over a Story in the Ticker to see how long agoit arrived in the system.
ﬁ

W Stolnis-Making_a_Murderer Rull,g

Viewing Stories That Appear On The Ticker

Toview a Story scrolling across the Tickertape, click onthe title. The focus will change to the original Story in
anewtab inthe Top Pane. The Story’s content willappearin the Content Area.
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When you mouse over the Ticker, it willhold stilland stop scrolling, allowing you to easily choose your Story,
ratherthan "chasing" it acrossthe screen.

The Ticker can be manually pulled left or right using the mouse. This allows you to see stories that donot
currently appear onthe screen.

Sending Stories To The Ticker

Storiesadded tonew Folders willnot appearinthe Ticker by default. Here’show to enable a Folder to send
Storiestothe Ticker:

1. Right-click onaFolderinthe Content Tree

2. Selectthe Send Storiesto Tickeroption. Stories that enter this Folder willnow appear on the Tick-
ertape

Other Object Typesinthe Content Tree can send Stories to the Ticker. See OBJECT TYPES for more
information.

Reset Ticker Containers

You may have a highnumber of containers set to ‘Send stories to Ticker’. Rather than manually disabling
them one-by-one, it may be easier to do a fullreset and add only the containers you want.

Toreset the Ticker Containers:
1. Right-click onthe Ticker.
2. Select Reset Ticker Containersfrom the menu.
3. Aconfirmation dialogue willappear, click OKto reset tothe default.

Ticker Direction

By default, the Ticker scrolls left-to-right. If you prefer right-to-left, just right-click any Story in the Ticker, and
select your preferred direction.

Scroll Direction > Left to Right
Reset Ticker Containers . Right to Left

W Stolnis-Making_a_Murderer_Ruling W Taylor-Moore ~His_Words-Concerning
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Quickplay Decks
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Current User:sp. Licensing: OK BLSS: CONNECTED.

The Quickplay decksare configurable Audio buttons, preloaded with commonly used sounds or music
used on air. See Quickplay Decks for more information.
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Chapter 2: Navigation - Status Display

Status Display
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BurliNE puts error messages, licensinginfo, and other status info into the bottom right corner of the display.

Youmay need torefer tothis section ifyou are ever calingour TECHNICAL SUPPORT.

Prompter Countdown Timer

Depending on your settings, you may have a Timer showing in the Status Display, in the extreme bottom-
right corner ofthe screen. Thisis a perpetual timer for anything currently playing in the Prompter.

Current User: Sean Poole Licensing: OK BLSS: CONNECTING NUM [ 00:00

See Prompter Mode for details.
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Content Tree

The Content Tree islocated inthe left-most column of Burli’s Main Screen. Its primary purpose is to provide

an easy method for browsing all the content stored in the Burli system. The column can be collapsed and
expanded, allowing for more screen space.

The Content Tree

Contents
B@ Burli (VAEO3)

=-£9 Newsroom Data
-8 InQueue

@B RSS

488 Social Media
i3 ABC

' ...... 8 Email

.\ Westwood One
+- @ Personal Folders
18 Public Folders
+-2 Rundowns

...... O Mobile

...... < Assignments

...... 84 Contacts

EE\""@ Archive

&) Chicago

1

(o OO O

Inthe Content Tree you will notice a variety of objects which, at first glance, may appear like Folders. In
many cases thismay be true, but there are several Object Types which are intended for specific purposes.

Formore details, see Object Types.

Managing Objects In The Content Tree

ltisimportant to understand the different Object Types and how they work before creating, modifying or
deletingthem.

Note: You may find that you are restricted from managing certain Folders or other objects. Thiscan

be intentional (due to design of the system), or your System Administrator may have applied
security conditions.

Creating Objects

You can create any of the Object Types by right-clicking on an existing object and navigating to the New >
menu to choose the Object Type.

Inmost cases, you will create a regular Folder using the default settings. However, there are many other
optionstoconsider.
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Creating a Folder
- S ———
‘%‘ & Personal Folders [l Reception tests dropped as mea... 48 minutes ago
' 2 F i - ~ 7 76_Trump_Role_Is_To_... 52 minutes ago
zﬂ Open n > loasor acle £or o moarcat? | EE oninator soo
&8 Pul New > Folder...
@ 2 sa Delete Rundown...
U M( Rename Filter...
j ?SS'gl Refresh Search...
&4 Contz
| ° Create Shortcut Placeholder...
I-i Archiy
Search Source Folder...
Subscribe... Source Organizer...
— Schedule O i
1 Recording Location Lot (LS e
Send Stories to Ticker En ]

Creating Folders

Here are the stepsfor creating a Folderinthe ‘Public Folders’ area for example.

« Right-click onthe ‘Public Folders’ object and navigate to the New >menu option to choose the
Object Type

» Choose Folder(or any other Object Type). Anew window willappear in the bottom pane with the fol-
lowing fields:

Name — Enter the folder title here.

Location— Displays the full path for this object.
ID: Object ID for System Administrators.
Type - Displays the Object Type.

Proposed Length — Enter the proposed lengthin [mm:ss] if applicable. Use the default value
ifyou are not sure what toenter.

Scheduled Date — Enter the scheduled (broadcast) date for this object. Use the default
value ifyou are not sure what to enter. Thismay already be automatically set up and you do
not have tochangeit.

Scheduled Time — Enter the scheduled (broadcast) time for this object. Use the default
value ifyou are not sure what to enter. Thismay already be automatically set up and you do
not have to changeit.

Default Reader— Choose the default Reader from the pull down menu (ifapplicable). Use
the default value ifyou are not sure what to enter.

Media Server— use the default value unless instructed otherwise by your System
Administrator. Use the default value if you are not sure what to enter.

Include in Templates List — This willadd this configuration to the Script templateslist. Do not
enable thisfeature unlessinstructed otherwise by your System Administrator.

Mirror Audio Files— Designed for On Air redundancy for System Administrators.

Story Clean Up Options — for System Administrators.

« Enterthe preferred valuesinto the fields mentioned above. In most cases you may want to create a
basic folder that does not include allthe special settings. To do this, enter the Name and use only
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the default values for the remaining

« Click the Finishbutton to create the new Folder OR click the Next > button to choose a differenticon
OR modify the Security settings. See Choosing an lcon and Security Settings directly below

Choosing An Icon

Ifyou clicked the Next >button in the previous step, you can now choose a different icon for this Folder. Use
the default ora Custom icon fromthe presets. Click the Finishbutton to create the new Folder OR click the
Next >button to modify the security settings. See Security Settings directly below.

Security Settings

Ifyou clicked the Next >buttonin the previous step, you can now modify the security settings for this
Folder. You can modify the settings for virtually all existing Objects by right-clicking on a chosen Object and
selecting ‘ Properties’ (appliestolconsand Settings).

Deleting Objects

Todelete anobjectinthe Content Tree:

1. Right-click onthe folder you wish to delete
2. Select Deletefromthe menu.

Note: Be aware that you cannot undo this action!

Moving Objects

é\“& Personal Folders
There are afew options for moving folders and other objectsin the tree. You  LAsp
can move them up or down at the same level or move themin and out of

P 2l Sean Poole
otherfolders or placeholders. e -

[-%8 Public Folders

Inthe following example, a Folder willlbbe moved to another position at the

é\--LZI Scripts
same levelinthe Content Tree. '
1. DragtheFolder, or other Object Type, you want to move.

2. Youwillnotice ablack horizontal bar (see above) as you drag the selected object toanother pos-
ition. Thisindicates the target position for the selected object.

3. Whenyou see the intended target position, drop the selected object.

Note: Be aware that you cannot undo this action (you can manually undo the change, but not with
Ctr-Z or similar). You may not be allowed to perform this task due to system or security restrictions.
Contact your System Administrator for more details.

Searching

See Searching Within Content Tree Objects for more information.
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Object Types

The Content Tree contains several different Object Types. These include Folders, Filters, Saved Searches,
Source Folders, Live Audio Sessions, Assignments, Contacts, and more (see Content Tree for more info).

Appearance And Behaviour

There are several Object Types which are intended for specific purposes. Each Object Type willhave a
different defaulticon, and willhave noticeable differencesin behaviour.

Forexample, some Objects willallow youto add or delete items (Folders, Stories etc...) and some willnot.
Thismay be due to system security settings or the functionality of the Object Type itself. These conditions
willbecome fairly straightforward as you gain a good understanding of your Newsroom workflow.

You canidentify the Object Type by right-clicking on each object and choosing Properties... from the

menu.

Identifying Object Type properties

Contents % InQueue
=@ Burli (VAE03) ————————
E\d Newsroom Data <Fiter by THle>
cel B
aRR
mes e ’
5 A Delete
“““ EN S Rename
<<<<< WW Refresh
=@ Persc Create Shortcut
””” A S Search
- 2 ¢ Subscribe...
&8 Publ
L2 Serig Recording Location
..... 0 Mob Send Stories to Ticker
""" 2 Assignr Schedule...
M ConFaci Alerts...
@ Archive Generate Rundowns...
Auto-Dispatch...
T Properties...

Note: The most common objects users willmanage are Folders. It’s likely that the other Object
Types willalready be set up and managed by your System Administrator.
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Folder

Foldersare similar to folders in Windows Explorer. They can contain an unlimited number of Stories, sub-
folders or other Object Types. You can edit, copy, move and sort contained Story items and other Object
Types (provided you have required permissions).

When you login to the system for the first time, a personal Folder is automatically created for you (titled with
your Burliuser name). This folder willappear with the same contents on each Burliworkstation you login to.
Thisfolder can be found in the Personal Foldersfolder located in the Content Tree. Thisis where you can
create more personalfolders.

Foldernotes:

« FolderscancontainallObject Typesexcept for Filters

« However, any Folder can befiltered by entering text in the <Filter by Text>field located
underthetab foreach Folder

« Folderscanbe setasRundown Templates
« Folderssupport Story Alerts
« Folderscansend Storiestothe Ticker

Source Folder

Sources Folders contain stories generated from external sources. Forexample, Newswires, Audio Feeds,
Emails, and Faxesand more.

By default, Stories contained within Source Folders cannot be edited. In order to preserve the original
content, they can be edited by copying them into an area that allows for editing (eg. your Personal Folder).

As Stories enter a Source Object they are sorted chronologically, displaying the newest at the top ofthe
Story List. Stories within Source Objects cannot be rearranged, but the list can be sorted by clicking onthe
Field Columns at the top ofthe Story List.

Source Folder notes:

« Sourcescan contain Filters, but no other Object Types
o Sourcescan send Storiestothe Ticker

Source Organizer

Source Organizers contain Source Folders. When focused on a Source Organizer, you will see a collection
of allthe stories within the contained Source Folders.

Forexample, ifa Source Organizer contains a Source Folder for BBC and another Source Folder for CNN,
focusing on the parent Source Organizer will display all the stories for both BBC and CNN.

Note: In this way, the InQueue functions like a Source Organizer. Clicking on the InQueue shows all
Stories within all Source Objects, regardless ofhow they are arranged.
Source Organizer notes:

« Source Organizers can contain only Source Folder Objects and no other Object Types
» Source Organizers can send Stories to the Ticker
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Filter

APFilter displays stories that match specific criteria. Unlike Searches, these Filter objects only display stories
located inthe parent Source Object.

Filter used to sort the ABC source for stories containing the term "POTUS"

—-# InQueue
+-B RSS
+-id Social Media

[

=83 ABC

.. 8d POTUS
A Email
W Westwood One

Fitters willmost likely be set up by your System Administrator. However, you may be able to create your
own custom Filters. Asaved Filter can be comprised from a basic to complex set of conditions (search
rules). These conditions caninclude:

o StoryTitles

o BodyText

o Sources

» Categories

« Creators(BurliUsers)
« Time Created/Modified
- Metadata

o Priorities

« Reader

 Editorial State

o Manymore

A Source Folder may contain hundreds of stories. AFilter can narrow the results to a smaller Story count,
making the high number of Stories more manageable.

ASaved Filter itself can be fittered, which allows you to narrow the results even further. Thisis done using the
<Fitter by Title>field located at the top of each Folder Tab. Thisis a quick way tofind the Story you are
looking for, provided itislocated in the parent Source object. (Ifnot, you may want to use the Search
Engine which can search for all stories in all Content Tree Objects.)

See SEARCHING for more information.

You canview or modify Saved Filter search rules by right-clicking on each Filter object, choose Properties
fromthe menu. Navigate tothe ‘Search Rule’ tab. See Opening The Advanced Search Window for
more information.

Filter notes:

« Filterscan only be saved withina Source Object in the Content Tree
« Filtersobject only display stories located inthe parent Source Object
« Filterscan contain Sub Filters, but no other Object Types
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Placeholder

Placeholders are designed for organizing the Content Tree Objects themselves and, by design, donot
allow storage of Story ltems.

Placeholders are created automatically by the system and by your System Administrator. It is unlikely you
willbe required to create them unless you are an advanced user.

Placeholder notes:
« Placeholders can contain all Object Types, except for Filters

« Placeholderscanbe setasRundown Templates
« Placeholderscansend Storiestothe Ticker

Search

Searchresults can display all stories within the system that match specific criteria. Searches can be saved
inthe Content Tree for convenience.

See SEARCHING for more information.

Searchnotes:

« Saved Searches cannot contain any other Objects. They are designed to display only Stories

Rundown

Similar to Folders, Rundowns can contain an unlimited number of Stories. The main purpose for Rundowns
is On Air presentation.

See SCRIPT RUNDOWNS for more information.

ARundown gives you full control of the Story Order - you can move one or more stories up and downthe
list. The Story Order within a Rundown is synchronized across all Burliworkstations so that everyone may
seetheintended On Air order.

The Field Columns seenin other folders are hidden to ensure that allusers, on all workstations, view the
same Story Order at alltimes, especially in the on-air studios.

Rundownsdisplay extra status information, including total run time, proposed run time, and over/under
time (difference value between the proposed run time and the total run time). This statusinformationis
displayed inthe status barlocated at the bottom ofthe Story List.

Rundowns and all contained stories can be viewed in Prompter Mode.

See Prompter Mode for more information.

Rundown notes:

« Rundownscan contain only Stories and no other Object Types
o Rundownscanbe setas Rundown Templates

o Rundownssupport Story Alerts

« Rundownscan send Storiestothe Ticker
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Live Audio Sessions

Burlican record multiple audio sources simultaneously on one or more Burlimachines. Thisis where you will
find recorded audio from the Live Audio Sessions, which are set up by your System Administrator.

Therecord types are: Continuous (24/7/365), Clock, Switch, and Threshold. Please contact your System
Administrator for more information.

Live Audio Session notes:

« The Live Audio Sessions can contain only Audio Session materialand no other Object Types
« Live Audio Sessions are set up by your System Administrator
« The Live Audio Sessions feature is built into the system and cannot be removed

Assignments

The Assignments feature is a tool for managing tasks or events. Similar to a shared Calendar, events (past,
present and future) can be managed by multiple users.

Each Assignment can be assigned to any user in the system and provide storage for Stories, along with
many more features.

Allcontained stories associated to an Assignment willappear in the search system results.
See ASSIGNMENTS for more information.

Assignment notes:

« Assignments can only contain Assignments and no other Object Types
« The Assignmentsfeature is built into the systermm and cannot be removed

Contacts

The Contacts feature can be used to store contact information including many of the standard fields
(Name, Address, Phone, emailand more).

Text Filtering and Filter Scheme presets can help you quickly find one or more Contacts.

Each Contact entry provides storage for Stories, along with many more features. Allcontained stories
contained in Contacts willappearinthe Search resullts.

See CONTACTS for more information.
Contact notes:

« Contactscan only contain Contact entries and no other Object Types
» The Contactsfeatureisbuiltinto the system and cannot be removed

Archive

The Archive is designed for saving (manually or automatically) Stories long-term and offloading them from
the everyday working area of the system. These Stories can be located by browsing the Archive inthe
Content Tree or by using the Archive optioninthe Search tool.

Storiesinthe Archive cannot be edited. However, stories can be copied back into the working area,
edited, and then archived again.

See ARCHIVE for more information.

Archive notes:
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« The Archive and allcontained items are read-only
o The Archive feature is built into the system and cannot be removed

Alerts

Alerts can be set up to notify you or other users when a story enters a Content Tree Object. See Object
Types Defined to see which object type support sending Alerts.

See your System Administrator and System Alerts for more information.
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Tab Browsing

Tab Browsingin Burliis very similar to Tab Browsingin most internet browsers.

In Burli, Tab Browsing allows you to view Folders, Filters, Search results, Saved Searches, Contacts,
Assignments, external Web Pages, and more.

Atanytime, you can create new tabs across the Top or Bottom Panes. This allows you to view multiple
Content Tree object quickly and easily. With multiple tabs open you can easily copy or move Stories
between folders.

Create, copy, arrange, close and split Tabs horizontally so you can view multiple sources simultaneously on
one screen.

Virtually all Tabs allow Story Titles to be filtered. See Story Filter (Filter By Title) for more information.

Primary Browser Tab

The Primary Browser Tab is always the left-most tab in the Top Pane and cannot be moved or closed
(notice inthe image below, the INQueue does not have a close button, but Social Media and RSS both do).

The contents of the Primary Browser Tab willchange dynamically as you browser though the Content Tree.
Whatever you click oninthe Tree willbecome the content in the Primary Browser Tab.

Burli story search results willappear in the Primary Browser Tab. External Web Search results willappearin
aseparate tab designed for Web Content. See External Search Engines for more information.

When you login tothe system, the InQueue folder willbe the focus of the Primary Browser Tab.

Displaying the InQueue in the Primary Browser Tab

% |nQueue
I <Filter by Title>

Title Time Arrived o~
¢ Obama-Argentna_Refugee_Crisis = 2 minutes ago
¢ Obama-Argentina_Climate_Chan... 3 minutes ago

B Social Media [/|El RsS [

KR

The Primary Browser Tab can be copied, asanew Browser Tab, allowing you to continue browsing
through the Content Tree without losing sight of your important folders or fitters.

Note: Upon login, the Primary Browser Tab in the Bottom Pane will default to your Personal Folder.
This Tab also cannot be closed.

Going Back In The Primary Browser Tab

When clickingaround inthe Tree, it is possible to get turned around and accidentally dismiss a view. Ifyou
would like to goback one Tree selection, right click the Primary Browser Tab and click Back. You willbe
takenback one step tothe Tree item you were last viewing.
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Going back one step in the Content Tree

Contents B8  Social Media |
=€) Burli (VAED3) |: Duplicate
BE; Newsroom Data e Open in Floating Workspace
- InQueue Title
B RSS New Web Browser Tab
E]@ Social Media Back
& CBS Radio News Forward
ol twitter
Youtube Google Close
- o3 ABC Close Other Tabs
----- 4] Email
----- W Westwood One Split - Horizontal

Click Forwardinthe menuinstead to go forward one step.

Creating Tabs

Similarto most Web Browsers, creating multiple tabs is useful for viewing and managing multiple folders.
There are various methods for creating Folder Tabs.

Note: Tabs are created in the upper half of Burli’s Main Screen by default, but you can also open
theminthe lower halfifrequired.

Create A New Tab From The Content Tree (Drag And
Drop)

You can create a new tab directly from the Content Tree. To dothis, dragand drop the Content Tree
Object tothe right of the Primary Browser Tab, or to the Bottom Pane.

Anew tab willappear, displaying the contents of the object below the tab. You may now continue to
navigate through the Content Tree without losing sight of your new favourite object.
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Creating a new tab in the Top and Bottom Panes

Contents

% InQueue |zll ae [/|W westwood One ||

=€ Burli [BLSS: CONNECTED]
C—]@ Newsroom Data

E—]lﬁ InQueue

&K RSS

@ Social Media

-85 ABC

I@Q Email

W Westwood One

[+ & Personal Folders

-8 Public Folders

| <Filter by Title> |w v ®
Title Time Arrived ~
W Keilar-Campaig sconsin_De... = Less than 1 minute ago

WDos_San anama_Papers_Glo... | Less than 1 minute ago
& ampaign_Wisconsin_Dem... = 2 minutes ago

mp-2016-Megyn_Kelly_Guests = 4 minutes ago

i W Kastenbaum-PA_Amtrak_Derail... = 4 minutes ago

W Keilar-Campaign_Wisconsin_De... = 4 minutes ago

W Keilar-Campaign_Wisconsin_De... = 5 minutes ago

& ébgApril Violence/Pattern 7 minutes ago

Title Time Arrived

W Keilar-Campaign_Wisconsin_De... = Less than 1 minute ago
W' Dos_Santos-Panama_Papers_Glo... Less than 1 minute ago
W Keilar-Campaign_Wisconsin_Dem... 2 minutes ago

L2 Scripts 1 W Keilar-Campaign_Wisconsin_De... = 7 minutes ago
----- & Assignments 2Vote 2016/Wisconsin's National ... = 8 minutes ago
.89 Contacts 5 Vote 2016/Tuning Out Trump 8 minutes ago
(-__-I,AD Archive e 2016/Trump Attacks From ... = 8 minutes ago
E] 29 Newsroom Data -Campaign_Wisconsin_De... = 9 minutes ago
P n 10 minut
- =14 Scripts minttes age
H : 11 minutes ago
w2 2016 :
i % 2015 13 minutes ago
i * 14 minutes ago
2l Assignments W Trump-2016_M \rdoch_Not_Fair 15 minutes ago v
1625 stories
2 ae W Westwood One [/
[ <Filter by Title> R
A

Create A New Tab From The Content Tree (Ctri+Click)

Hold down the Cirikey while clicking on various objectsin the Content Tree. This will create new a new

Browser Tab inthe Top Pane each time you click an object.

Tocreate new tabs onthe Bottom Pane, hold the Shiftkey while clicking various objectsin the Content

Tree.

Duplicating Browser Tabs Within A Pane

Atany time, you can duplicate an existing tab. This willnot copy the contained Stories.

1. Dragthe Browser Tab to the right of the originaltab, or to the Bottom Pane
2. Dropitwhenyouseea[+]signappear. Acopy ofthe tab willbe created

Duplicating the InQueue

® InQueue @ InQueue 4;1'

<Filter by

|~ 5

Title
W Clinton-2016-Counterterrorism_O...
&30bama/Values And Syrian Refug...

Time Arrived &
2 minutes ago
3 minutes ago
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Forexample, if you make a copy of the Primary Browser Tab, you can continue to navigate through the
Content Tree and the copied Browser Tab wil not change.

You can also right-click the tab you want to duplicate, and click Duplicate.

Note: Keep in mind that duplicating a tab does not duplicate the contained stories. You are only
looking at another instance ofthe original content.

Duplicating Tabs Between Panes

You can easily duplicate atab sothat it appearsin both the Top and Bottom Pane at the same time.
1. Hold downthe Shiftkey
2. Dragthe Tab tothe other Pane
3. Dropitwhenyouseea[+]signappear. Acopy ofthe tab willbe created

Note: Keep inmind that duplicating a tab does not duplicate the contained stories. You are only
looking at another instance ofthe original content.

Rearranging Tabs

You can easily move existing tabs by drag and dropping them to the desired location.

Tabscanberearranged on the same tab bar or moved to the top or bottom tab bar depending onthe
originallocation.

Rearranging Tabs
® InQueue | ae [I|W Westwood |& Social Media_| | %9 Email l
’I«:Filter by Title> 4~ p

Closing Tabs

Tabscanpopulate very quickly. There two methods for closing them.

Using The [X] Button

Closingtabs can be done by clicking on the [X] button located onright side of each tab.
Using The Menu Option

Toclose aTab, right-click onthe Tab and select Close from the menu.

The ‘Close Other Tabs' option willdojust that - it will close alltabs except for the one in focus. Thiscanbe
usefulwhen too many tabs are open and you want to view only the tab in focus.

Alternatively, you can press Clri+F4to close the tab currently in focus. Using this key command repeatedly
willallow you close many tabs very quickly.

Closing a tab using the menu

® InQueue |Z ae [/ Westwood One (|6 Social Media |83 Email /1]
[ <Filter by Title> | Close
Title Time Arrived SEEE o ATE RS
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Split-Horizontal Tab View

Burlidisplays the Story content to the right of the Story slugs by default. The Split Horizontal view option
allows you to view the content of the Story below the slug title. This will provide more horizontal space for the
Story Content Area.

Tosplitthe Tab View horizontally, right-click on the Tab and select Split— Horizontalfrom the menu

Split-Horizontal menu command

w Westw--- ~-- = = & rromo lsa ~ - |
— Close
Close Other Tabs
Tim

Open in Floating Workspace

_De.. 5mi
[ Glo_ | 5 mi New Web Browser Tab
Dem... | 8 mir Split - Horizontal

Split Horizontal View

% InQueue
[ <Filter by Title> |w ~ 8
Title Time Arrived ~
EbgTeasel Info Promo 6pm ET 3 minutes ago D
W Keilar-Campaign_Wisconsin_De... = 7 minutes ago
' Dos_Santos-Panama_Papers_Glo... 7 minutes ago
W Keilar-Campaign_Wisconsin_Dem... = 9 minutes ago v
1626 stories
Properties “Zl Kirkland-PA_Amtrak_Derailment_Waiting_To_Find_Out  :11
& ¢
Kirkland- A
PA Amtrak Derailment Waiting To Find Out
WWO News
Kirkland-PA Amtrak Derailment Waiting To_ Find_ Out (0166)
Thaddeus Kirkland [Mayor of Chester  PA]Out Cue: further
information.Runs: :11 v
OITTCK VIEFW-

Torevert the back to Vertical View, right-click on the Tab and select Split— Verticalfrom the menu.

Note: Vertical View is the system default. Closing and opening the tab willalso revert back to
Vertical View.

Tile View For Multiple Tabs

Thisfeature allows you to view the Storiesin multiple tabs side-by-side. This can be usefulwhen you want
to simultaneously ‘monitor’ the incoming stories from multiple sources.

Toview multiple tabsin the Tile view, press the Ctrikey while clicking on two or more Folder Tabs that you
wanttoTile.
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Toreset the view back to the default, click on any one of the Folder tabs or another folder in the Content

Tree.

Viewing multiple tabs side by side

@ InQueye |mEANP (] && May 105,CBRD108:00 am [E]

<Fiter by Tile>

Title

5 Syria ‘pulls o4l of UN spot race

3 New ministers appointed on Monday
EIVIDEO: Disaster relief for flood...
a B‘\J Groupon advert complaints uph...
[FiAlleged B.C. fraudster ordered ...
[l Home set on fire while family sat watc...
il How the Afghanistan war has a...
FJFEMA asks for return of disaste...

| ~ || <Filter by Title>

Tirne Arrived E“ f Title Time Arrived

(|
18 minutes agoi, M #T\os zevende op punterikoess 2, 2011-03-23 1:21:03 PM
24 minutes ago \ B “"APS: Leeuwendaal zet activitei... 2011-03»21!:03:26
29 minutes ago B “" Spanning Palestiinen en Israél ... 2011-03-23 1:07-48 ..
29 minutes ago H B.4TLijk gevonden in woning Breda 2011-03-23 1:05:40 ...
44 minutes ago B **Vos zevende op puntenkoers 2011-03-23 12:59:2...
59 minutes ago “"Rosenthal ontzet over aanslag ... 2011-03-23 12:58:0...
1 hour ago at 03:08 ... B *" Heracles verder met Breukers ...  2011-03-23 12:51:3...
1 hour ago at 03:08 ... B *"Vodafone biedt excuses aan 2011-03-23 12:36:3...

Floating Workspace

When working with large or dual monitors, you may want to open some of your favourite Foldersina
separate ‘floating’ window. This can be useful for the On Air Prompter, Audio Editing, Story Management
plusmuchmore. It’sup toyou how to use it, consider it as more space to work with.

: |

w || <Filter by Title>
|| Title R
Ti Venezuelan inmates take hostages
E3National News
Paolling stations open across Canada
f i [5'34 neglected dogs rescued in N.E. Calgary
Canadians react to bin Laden's death
B Miltary identifies 3 Man. crash victims
ERegional News

Massive fire at Vancouver heritage home

Dragand drop functionality works the same way when working between Floating Workspace and the

main Burliworkspace.

Virtually any Navigation or Component tab can be opened inthe Floating Workspace. Tabs canbe added
or removed from the Floating workspace using drag and drop.

Note: Only one Floating Workspace window can exist at one time. This avoids multiple windows
stacking and becoming unmanageable.

Open Tabs In The Floating Workspace

w o~

Right-click onthe Tab you want to openin a Floating Workspace
Select Open in Floating Workspace from the menu
Dragthe Floating Workspace window to your secondary monitor

4. Maximize the Window to make fulluse of this feature

Opening a Tab in the Floating Workspace

- =
! InQue Close
@ Close
Title Open
- T ‘? o

Other Tabs
in Floating Workspace

Opening a Component Tab in the Floating Workspace

Properties mMurray-‘
@ & & Murray-T
L] P v O e v

[ ——

Open in Floating Workspace

Alternatively, you can open the Floating Workspace though the Open > Floating Workspace menu option.
This willopen your personal folder as a Floating Workspace.
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Close The Floating Workspace

Click the X button on the top-right corner of the floating window. Restarting or logging out and back in will
alsoreset the view.

Standard Windows Close button

[®7 Burli NE Floating Workspace - O X

A ae '® InQueue EII

Properties ||I|April Violence/Pattern :09

& ¢4

April Violence/Pattern (07537)Heidi BeirichOutCue: month of AprilRuns: :08

WRITE IN:

Beware April. Terrorism experts and other researchers ... saying April marks the

start of what one group calls "the killing season” ... an apparently popular time

to carry out attacks. Heidi Beirich (BYE-rick) ... Director of the Intelligence Project

at the Southern Poverty Law Center ... says there's typically a spike in mass

killings around this time of year: Seung Hui Cho killed 32-students and teachers

at Virginia Tech in April, 2007 ... and Dylan Klebold murdered 13-people at

Columbine High School in April, 1999. Vv
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Web Browser

BurliNE Desktop comes with a fullexternal Web Browser so that you can view linked content from within
Stories, or bring web content directly into Burliwithout leaving the Burlienvironment.

Opening A Browser

Tomanually openanew Web Browser Tab within Burli, right click any browser tab and select New Web
BrowserTab.

Opening a new Web Browser

2 |nQueu ' - e 1
————— Close

@ Close Other Tabs

Title Open in Floating Workspace

&3Vote 20° New Web Browser Tab

&Vote 20° ) i

TedVote 20 Split - Horizontal

a4
W Smith-Ti New 5
W Stolnis-( )
X Recycle Bin...

W Clinton-{ )

WCinton Wave Wizard.. Ctrl+W
W Trump-1 Import >
W Clinton-{ Export >

i Sports D )

TV Print >

avcVote 2011
5SMN Boy Reload
W Costanti Properties...

Abrowsertab willopenin the same pane you made your right click in.

Note: Ifyou click onany linked content within a Story, a browser willautomatically appear.

Browser Controls And Appearance

The Web Browser shows up as another Tab within one of Burli's panes, just like any other Tab Browsing
one might dointhe Burliworkspace.
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A Web Browser tab in the Upper Pane

®  InQueue BBC - Homepage ]
[ htto://www.obc.com/
BB o Sign in News Sport Weather Shop Earth Travel Capital More - m
Welcome to BBC.com Tuesday, 6 September

-

e AN
The wcﬁ!‘s m!t insm :

leaders

p &
Trump welgomes

endorsement from 88 military
leaders

WORLD US & CANADA

‘x

IS Kills Turkish Soldiers'in Syria

Two Turkish soldiers-have been killed and five injured in a rocket attack by
so-called Islamic State in northern Syria, the Turkish army says.

Depression sufferer's.
bedroom clean-up becomes
online hit

S v
Mel Gibson's latest film ‘as
stirring as Braveheart'

MIDBEE EAST TRENDING CULTURE

ADVFRTISFMENT

Navigation withinthe browsertab isthe same as any web browser - click on where you want to go, orenter
atext addresstoancther website if you want to navigate away entirely.

Tohelp you get around, there is a simple navigation toolbar included at the top ofthe browser.

Web Browser toolbar

| htto://www.bbc.com/ v e @

There isan address bar for entry of website addresses, a Back/Forward button pair for going forward and
back in your browsing history, and a Home button to goto the Home page specified in your settings.

Note: The Home button address is set by your System Administrator.

Once somethingis openinthe BurliWeb Browser, you can easily transfer it to your computer's default web
browser. Just right-click the browser tab and select Open in External Browser.

Copying Data From The Web

One ofthe best things about having a built-in browswer within Burliisits ability to let you pullinformation
quickly and easily from the web directly into new Stories without key presses or changing windows.

Text

Just like in other news sources, copying text from web to story is very fast and simple.

1. Highlight the text you want to copy.

2. Dragand drop the highlighted text from the web to another destination (usually your personal Work
Folder).

Whenyourelease the text into the destination folder, anew Story is created. The slug will be the first line of
the copied text (which canthen be changed, if desired).

See Text Editing for further info.

Images

You can copy animage down to Burliby dragging and dropping it from the Web Browser into a destination
folderaswell. The image willbe labelled "Untitled Content" in the destination folder, just click onitand
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change the slug.

Youwillalso be able to edit the image directly within Burli, and otherwise work with it as you normally would.
See Image Editing for further details.

Links

Ifyou click and drag a link into your local folder, everything contained behind that link willbe copied to that
folder. Thisis extremely handy for copying down whole stories for editing!

Within Burli, this willappear as a full web page in the local editing environment. However, ifyou attempt to
insert aweb page intoa Rundown, you willsee only the name ofthe original link. It isrecommended you
copy out specific text from the Story before putting it to use ina Rundown.

Web Bookmarks

One ofthe Story typesyou can Create isa\Web Bookmark. Thisis a speciallink to a saved web address
(URL) that you canreferto as often as you like, and may be sorted and stored like any Story object in Burli.
Openinga Web Bookmark in BurliNE Desktop will present a view of the linked website in Burli's web
browser.

Web Bookmarks may be edited after creation. Right-click the Web Bookmark inthe Story List and select

Properties. You willbe presented with a dialogue box allowing you to update the name and URL of the
Web Bookmark.
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Navigation Shortcuts

Once you have gotten used to navigating the system manually, you willlikely want to start implementing
Shortcuts.

Shortcuts offer a quick way to navigate access your favourite Folders or other Objectslocated inthe
Content Tree. This way you can save time jumping to frequently used Objects. Shortcuts appear asa list of
buttons at the bottom ofthe left pane.

List of available Shortcuts
Shortcuts N
Script Templates
RSS Feeds
Newscall
My Personal Folder
Social Media
Today

Tocreate a shortcut toa Content Tree Object:

1. Right-click onthe object of your choice and select ' Create Shortcut'
2. Anew dialogue willappear allowing you to give the shortcut a different name
3. Press OKtosave the Shortcut

Clicking on Shortcuts will quickly focus on and expand the linked object inthe Content Tree.

By default, a Shortcut named ‘Today’s Rundowns’ appearsin the list of Shortcuts for all users. This will
quickly locate and expand the current (‘today’) in the Scripts object located in the Content Tree.

Note: Optionally, System Administrators can assign shortcuts to users or user groups by changing
the default Owner.
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Multi Site

BurliNE Desktop supportsthe ability to look directly into the shared resources and database ofany

connected newsrooms to which you have been granted access. This allows for powerful sharing of Stories,
Contacts, Assignments, and much more between Burli sites.

Remote Viewing

Muiltiple sites listed in the Content Tree

9"0 Chicago
El@ Newsroom Data
@-#) InQueue

08 Personal Folders
@ Public Folders
@ Newscasts

.. Mobile

----- & Assignments

../ Contacts

Eg---g Archive

----- W Westwood one news
=-&) New York

E]@ Newsroom Data
m InQueue

[ Mobile In-Queue
»-& In House

@ Bulletins

@ Private

@ Shared

../ Contacts

Above we can see more than one site available in the Content Tree.
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Highlighting the local site (Chicago) and remote site (New York)

Contents

EI~® Chicago

=-£ Newsroom Data
-8 InQueue

-8 Personal Folders
- &5 Public Folders

--®] Contacts

- Archive

----- W Westwood one news
\34-@ New York

Elé Newsroom Data
@@ InQueue

.l Mobile In-Queue
-/ InHouse

-] Bulletins

@Lﬂ Private

|§|7@ Shared

----- 8] Contacts

Inblue, we can see our local site (Chicago) and its available content. In green, we see aremote site in New
York, and its shared content.

The remotely viewed content caninclude almost all Newsroom Data, but not the remote Archive.
The system willupdate you in realtime with a notice if someone edits a Story remotely - you willbe
prompted to download an updated copy of the Story when you're ready toreceive it.

Remote Editing

Note: Viewing and edliting permissions still apply based on a user's group and individual access
rights. The ability to see or manipulate remote data is still assigned to your login credentials in NE.

Fornow, remote editingis limited to a few actions, and itis not possible to directly edit remote Stories.
Tofully edit aremote Story:

1. Copya Story from the remote site into alocal container at your site
2. Makeyoureditstothe Story
3. Copythe Story back tothe remote site into an accessible container

Note: Ifediting remote Stories is going to be a regular part of your workflow, it is a good idea to have
apre-defined containerto deposit new or edited Stories into at the remote site.
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What Is A Burli Story?

In Burli, Stories are like packages that contain content in one or more Components. Stories can be created
manually by Burliusers or come in from external sources. A Story will contain one or more of the following
Components:

Text

Audio

Audio Project
Newswire
Image

Video

Time Marker
Section Break
Web Bookmark
PDF document

Generally, Storieslocated in a Source folder are read-only. Thisis by design, to preserve the original
contents ofthe original Story - you can't damage or destroy the content that way.

Stories can be edited depending on the storage location, security configuration and the component type
(s) ofthe Story.

Story Components

Story Components appear astabslocated at the extreme top of the Content Area within a Story. Similar to
Navigation Tabs, Component Tabs can be moved, inserted and deleted.

There are severalicons used toindicate the contents of a Story, inthe Content Area..

Symbal Description

Text (Story and Prompter text)

Note (supplemental text, not for Prompter)

Image (editable JPG or other digitable image file)

Component Tab)

Video (play only, not editable within Burli)

Web bookmark (ink to the internet)

]
’ Audio (this serves as a play button as well, clicking it plays the audioin the
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iy PDF (Adobe PDF file, readable in Burli)

Q Lower Third (video text overlay)

.‘.
Fax (scanned material)

A Story may have multiple Components, including those of different types.

Single Story containing four Components

B Chipotle/Queso Not Selling :42 “Z] Queso sales :33 I B Restaurant EXT I-_“ Menu | Properties
S = ’Chipotle/Queso Not Selling l Length:l 142 [] Exclude from Run Time

) BBo~B7ZULESE

L =

Chipotle's newest food offering is reportedly not be working out so well as we A
hear from ABC's Alex Stone.

VERBATIM:

Chipotle was counting on a warm cheese sauce to boost its bottom line...

Queso was rolled out -- hoping that diners would put it in burritos and smother v

Note: A Story cannot have more than one Text component. Therefore, the main Text component
(the yellow icon) is considered the pubilshable/readable story, and any Notes (the blue icon) is
considered supplemental, and willnot appear in the Prompter.

You can easily view the contents of each Component Tab by clickingonit.

Primary Component Tab

The Primary Component Tab is always the left-most tab (or only tab, ifapplicable) contained within a Story,
and isdisplayed above the Content Area. Itis the component that will be viewed by default when users
click onthe Story, soitisassumed that the Primary Component Tab is usually most important component
within a Story.

The Story Title isalways linked to Primary Component Title. When you change the Primary Component
Title, you willnotice the Story Title changes to match. You willalso notice the Story Icon willchange when

the Primary Component changes.
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The Primary Browser Tab, displaying the Story's Title (on the left)

@Chipotle/oueso Not Selling @“I] Queso sales  :33 I B Restaurant EXT I i Menu | Properties
& & & IChipotIe/Ques | Length:l—l“Z [] Exclude from Run Time
A ¥ BRE o o U @@l

Chipotle's newest food offeriity is reportedly not be working out so well as we

hear from ABC's Alex Stone.

VERBATIM:
Chipotle was counting on a warm cheese sauce to boost its bottom line...

Queso was rolled out -- hoping that diners would put it in burritos and smother

Managing Story Components

This section explains how to create, copy, move, and delete Story Components and more.

Note: Keep in mind that some Stories cannot be changed ifthey are in a Source Object. You must
also have the required security permissions to make changes.

Create Story Components

When creating a Story, acomponent is always created, and it becomes the Primary Component.
However, you can create or add new Components within an existing Story, allowing youto package
multiple formats of information in a single Story.

Creating A New Text Or Note Component

1. Right-click onany existing Component Tab
2. Choose Newfrom the menu. Ifyou donot yet have a Text component, you may choose Text, oth-
erwise choose Note.

3. Anew Text/Note Component willbe created adjacent to the tab you right-clicked and named
“Untitled”
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New Component option
[ chipotle/Queso Mat Sallina <42 IR i catnr 22 1 =9 Restaurant EXT | '@ Menu I Propertiesl
Delete I—l
r & | Length: 42 [JExclude from Run Time
r& 0 . e

o - e
EE— Open in Floating Workspace

—_—
Chipotle's newest food offering is reportedly not be working out so well as we hear from ABC's Alex Stone.

VERBATIM:
Chipotle was counting on a warm cheesre sauce to boost its bottom line... Queso was rolled out -- hoping that

with it. But that's apparently not happening. Business Insider reports only a small fraction of customers are orde
worse... Queso is costing Chipotle money because those who order queso, don't also order guacamole which cc

bounce back after its 2015 E-coli outbreaks. Alex Stone, ABC News. rickshaw

New (untitled) Component created

D' Chipotle/Queso Not Selling :41 é Untitled Note mzl Queso sales :33 I _-_Restaura_ntEXT ‘@'Menu | Propertiesl

L rE |Untitled Note I Length:l #0 [A Exclude from Run Time

B FRRBo B I U L@

Copying Components From Other Stories

1. Dragasingle Component Tab from any Story and hover it over the target Story to ensure it isin focus

2. Drop the Component on any existing Component Tab ofthe target Story item. This will create anew
Component named with the original Component Title
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Copying Components between Stories

Properties mObama-NucIear_Summit_AIbert_EinsteinvLong 113 |

ama-Nuclear_SummitSiigert £ Length: 13 Exclude from Run Time
v [ v‘

R v 44100

[ obama-Nuclear_Summit_Chall... S:43| [Y Untitled :00 II]Obama-Nuclear_Summit_Alber’(_Einstein-Long S ¢
P | Obama-NucIear_Summit_Albert_l‘ Length: 13 D Exclude from Run Time

R v v |20 P~ TR R v 44100

13" 14"

1. Dragone or more non-text Stories from any Story List and hover it over the target Story toensure itis
infocus

2. Drop the new Story(s) on any existing Component Tab. This willinsert all Components from the ori-
ginal Story item into the target Story

Creating a new Component from an existing Story

= |
[<Fitter by Titie> [ @ 5 || Werner-Tennessee. Wildfire Devasta 1:12  Properties [B] Wemer-Tennessee_Wildfire_Devastating_Time :11 |
ting_Time 5
Word Count 178

ing_Time

Length: 11 [_] Exclude from Run Time

Title Time Arrived A

" W Acosta-Trump _Transition_Corker_.. | 41 minutes ago 2 - |[44100
8 W Corker-Trump_Transition_Glad_T... 41 minutes ago CEACARD 6
b State Unedited
" 53 Trump/HHS Price/Couldn't Be F... 42 minutes ago Time Modified 55 minutes ago
"8 W Acosta-Trump_Transition_Cabine... 42 minutes ago Modifier Sean Poole
@ [l Liverpool 2-0 Leeds United 45 minutes ago DO Cooiern, )
*E S Tease/ Info Promo 5 p ET 52 minutes ago Devastating_Time -
B W Haslom T Whdfire Tru... | 52 minut » B Werner-Tennessee Wildfire D :11
"8 W Haslam-Te . Wildfire_Spe... 54 minut evastating Time
" W Haslam-Te . Wildfire Rec... 54 minut
% < Tracy Morgan/Plea Deal 55 minutes ago
"8 W Wemer-Tennessee WildiiiDevas... 56 minutes ago
"B W Werner-Tennessee_ Wildfire_ Happ. Iigminutes 2go
" W Werner-Tennessee_Wildfire_Ho... 57 minutesiiy
" W Waters T Wildfire_Hou... 59 mi 3

") W\ Waters-Tennessee_Wildfire_150... 1 hour ago at 01:31 PM

" W Waters-Tennessee_Wildfire_Progre... 1hour ago at 01:30 PM

" W\ Waters-Tennessee_Wildfire_She... 1 hour ago at 01:30 PM

B [ Chapecoense plane crash: Footb... 1houragoat 01:229PM

5427 stories
4 = |
[<rierby Tie> | # <[ 55 || Wemer Tennessee Wildfire Devasta 101 L3 Werner-Tennessee Wildfe_Devasating_Time  Wperoperte |

Tt RunTime # ||| Sa-Time & & & [WemerTennessee Wildire Devastating_Time | tengtn[ ™ T:01 (Jexciude from Run Time
B4 | Untitled Ted o1 Vet z
&5 Wemer-Tennessee_Wildfire Devastatin... 101 g‘f” R/ :Soedt u L] & =R
46 | 15kl Turkish soldiers in Syria 00 T,::Mm,wd L:;; .'h; oy Werner-Tennessee_Wildfire_Devastating_Time (0199)Mike Werner [Mayor of Gatlinburg_ TN]Out Cue: gonna make it.Runs: :10
&7 | Tennis 0 Modifier Sean Poole QUICK VIEW:
B8 | Another five soldiers were wounded in . 18 D B Wemner-Tennessee Wildfire.  1:01 | At least three people have been confirmed dead in deadly wildfires in Tennessee. The Mayor of Gatlinburg, Tennessee, Mike
E ?0 :::g::ﬁ?;‘?:ﬁ;?;z:i :T: :22 Dot b Werner, says these fires have been extremely destructive.
11 Quick Record 10:4624 - 06 LONG VIEW.
BE12 | Trump-Wi-Trump_Campaign_Wont_All... 19 Wildfires that have been burning through parts of the Great Smoky Mountains have destroyed a resort, and forced thousands
ME13 | Quick Record 10:39:47 1:05 of people to flee to safety. The flames burned to the edge of the Dollywood theme park in Tennessee, after spreading overnight
%14 Vote 2016/Clinton - Why Go There? *Fl.. 47 as winds gusted above 87 miles an hour. Hundreds of homes and other buildings, including a 16-story hotel, were damaged or
@15 | CtrlSTest 03 destroyed. At least a dozen people have been taken to hospitals, including some with burns. National Guard troops arrived
B16 | Quick Record 10:38:38 37 today to help overwhelmed firefighters. And Mother Nature provided a little relief as the winds calmed and rain fell in some
E17 | Quick Record 1031:05 125 areas. Forecasters said the rain would not be enough to end the relentless drought that has spread across the South and set the
EH18 | Untitled recording 10:02:06 13 ™ ctamn Fnr wildfirnc in TAnnAccAn FAnrmin an A Narth Faraline
19 stories
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Creating A New Component From A Text Selection

1. Make aselection of Text inany Story
2. Dragthe highlighted portion of text and hover it over the target Story toensure it isin focus

3. Drop the highlighted portion of text on any existing Component Tab. This will create a new Com-
ponent named with the original Component Title

Tuming a text excerpt into a new Component

Properties IEI Nuclear Summit/WMD's _Terror Groups :10|

& ¢

Nuclear Summit/WMD's & Terror Groups (07041)President ObamaOutCue: to .
revent thatRuns: :09

WRITE IN:

Trying to prevent terrorists

Dracidant NhAanaA rnanlina

getting their hands on nuclear material. v

s IEridAnN At tha +an AfFtha AlAacina caccian

[ Obama-Nuclear_Summit_Chall.. 5:43 [ Nuclear Summit/WMD's Ter... :04 | [ untitled mi D] 0bama~|IE’
G, E | Nuclear Summit/WMD's & Terrol Length:l :04 [_]Exclude from Run Time

B LB B I U AR

Nuclear Summit/WMD's & Terror Groups (07041)President ObamaOutCue: to prevent A
thatRuns: :09

Rearrange Component Tabs

You can easily move single Component Tabs by drag and dropping left or right to the desired location.

Delete Components

1. Right-click onthe Component you want to delete
2. Select Deletefrom the menu. A confirmation dialogue box willappear
3. Clickthe Yesbutton toconfirm

Create A New Story From A Component

We have already seen how to turn a Story into a Component, but you can also dothe reverse.
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1. DragaComponent Tab from any Story
2. Dropitintothe Story List of the target folder. This will create a new Story in the list

Creating a new Story from a Component

& InQueue I
‘,F,“E, by Title> ] % ~ /& || Properties D Nuclear Summit/WMD's _Terror Groups :10 |

ar Summit/WMD's & Terrol  Length: 10 Exclude from Run Time

28 8~|

Title Time Arrived &
5SS Nuclear Summit/Remain Focused | 1 hour ago at 01:33 PM

EEE=d|

R v |l44100 ¢

SdWashington Monument Elevator ... 1 hour ago at 01:33 PM

5eSVA Shooting/Hostile Situation 1 hour ago at 01:33 PM H

@Nuclear Summit/WMD's & Terror ... 1 hour ago at 01:33 PM
:"j‘Vote 2016/Trump/Sued for Incit... 1 hour ago at 01:32 PM

\WFlaherty-VA_Bus_Station_Shooti... 1 hour ago at 01:25 PM
T W Flahartu\/A Ruc Statinn Shanti 1 haur 2nn 3¢ 11:24 P

1312 stories

=———
2 userl
[ <Filter by Title> y AR [®] Nuclear Summit/WMD's Terror Groups :10 Ipropertiesl

a Title RunTi... ~ [Nuclear Summit/WMD's & Terrol Length:| 110 [Jexclude from Run Time
"1 | Obama-Nuclear_Summit_Challeng 6:08 R D v o v v @4 =R ARy N JOR AN 4 32 ~ 44100
En2 Nuclear Summit/WMD's & Terror Groups 110

H 1" B 4" 5" 6" 7 8" 9" 10"

2 stories
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Display Font

The font used to show content inthe Story List and in the Content Display Area can be adjusted for user
comfort.

(For display optionsin Prompter Mode, see Prompter Appearance.)

Change The Cell Height (Font Size) In The Story List

Youmay find that the Story list area is difficult toread and want to increase the font size in the display. Thisis
done byincreasing the cell height - the font size willauto size accordingly.

1. Right-click anywhere inthe Story List area

2. Select View > CellHeight.. . option fromthe menu

3. Enterthe cellheight, press OKtoenter.
The default size is 20, and the acceptable range is between 12 and 60.
Changing the Cell Height

A userl
| <Filter by Title> | v [ obama-Nuclear_Summit_Chall.
Title RunTi.. & & & | obama-Nuclear Su
1 Obama-Nuclear_Summit_Challenges 6:08 D B« o« ¥
En2 Nuclear Summit/WMD's & Terror Groups 10 |
Obama-Nuclear Summit_C
Burli NE X
Enter the cell height, in pixels (default is 20) d
bo Nin
2 stories L
Zika_Prepa | OK | ’ Cancel of|

Change The Font In The Content Display Area

Tochange the font displayed in the Content Display Area:
1. Click Administration

Select Story Text Editor

Select Font

Select your chosen Font, Style, and Size

Preview inthe Sample window below

Click OK

The next time you navigate to a different Story, all Story font will match your selections.

[S2ENCLEE I S
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Component Properties

Burliorganizes an extensive list of Data Fields which are attached to all Componentsin the system. For
simplicity, we use the word Properties to define a collection of Data Fields associated to a Component.
Component Properties can be viewed in the Story List (Column Header Bar) and the Component
Properties Editor.

Each Component Type has a different set of Data Fields. For example, an Audio Component will contain
fields like ‘Audio Out Cue’ or ‘Media Play Time’, while an Image Component may contain a field named
‘ImageID’.

Keep inmind that all Component Types also have common Field Names like Title, Date Modified, Date
Created, Custom Fields etc. Thisisimportant since these fields are required for all Components Typesand
generalworkflow.

Most ofthese fields are built into the system, but Custom Fields can be set up by your System Administrator
orthird party systems.

The default Story Fields (in orange)

Select Fields X
Field Name Sample Value Show Field Types:
[] creator Sean Poole Default
End Time Custom
Media Play Time 31
System
Modifier Sean Poole Llsy

[] override Time
|:| Proposed Cume
[] Proposed Length :00

[[] reader Sean Poole

RunTime 1:35

[] security ID

D Source InHouse

Start Time

[] state Approved

[] system State Default

I:] Time Created 4/06/16 1:12:12 PM

D Time Modified 11/29/16 2:48:27 PM
Title Subway Calorie Counts
[] urgency edium

[] usage

[] uses Audio Yes

[[] word Count 189

Cancel

Some Fields are designed to be modified by users, while other Fields are controlled by the systemand
cannot be modified by users.

The ColumnHeader Barislocated above the Story List for all Folders and Filters. This is where you can
view, sort and manage the available Fields. Each Field displayed in the Column Header Bar allows you to
sort the Story List in ascending or descending order
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Column Header Bar displaying various Story Fields

& InQueue

[ <Filter by Title> |m >
Title Time Arrived State Source RunTime #
éngudear Summit/We Will Prevail = 1 hourago at 01:33 PM  Unedited Web Feed 45
ébg‘Nudear Summit/Remain Focused 1 hour ago at 01:33 PM  Unedited Web Feed 44
ébEVA Shooting/Hostile Situation 1 hour ago at 01:33 PM  Unedited Web Feed 44
E@Washington Monument Elevator ... | 1 hourago at 01:33 PM | Unedited Web Feed :54
E@Nuclear Summit/WMD's & Terror... 1houragoat01:33PM  Unedited Web Feed 44
E@Vote 2016/Trump/Sued for Incit... 1 hour ago at 01:32 PM | Unedited Web Feed 1:09 v
WE W Flahartu A Ruc Statinn Shanti | 1 haur ann 24 01:25 PM | Inaditad Wah Faad -85
1313 stories

The “Title’ and ‘Run Time’ Fields are visible for all Folders and Filters when you login to the system for the first
time. See Changing Fields In The Column Header Bar for more information.

Note: You can search for Stories based on the Values for virtually any of these Fields. See
SEARCHING for more information.

Viewing And Editing Data Fields

The visible Fields are displayed in the Column Header Bar located at the top of the Story List. Thisiswhere
you can change which fields are visible.

Note: Some Field Views or Metadata Values cannot be changed due to the location of the parent
Folder/Fitter in the system. The Metadata Type also may not allow modifications. You must also
have the required security permissions to make changes. Contact your System Administrator for
assistance.

Changing Fields In The Column Header Bar

You can change which fields are visible in the Story List for one or more Folders or Filters

1. InaFolderor Filter, right-click anywhere on the Column Header Bar located at the top ofthe Story
List (underthe Quick Filter area)

2. Selectthe Change Fields... menu option. Anew window willopen displaying all the available fields
3. Selectone ormore ofthe Fields you want to see inthe Story List
4. Click OKtoapply the changes

Changing Fields in the column header bar

©  InQueue I
[ <Filter by Title>

Title h FT- d o Ste
oS Nuclear Summit/W ANgE VIEICs— PM | Un«
&S Nuclear Summit/R Set Story Order PM  Un¢
&5SVA Shooting/Hostil S [FE PM  Un
ElgWashington Monuri PM | Une
M 2o Nliclaar Simamt AMMDN'e & Tarrar 1 hoaurann 36 01:22 DM Llne
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Note: At this point, the changes are not saved. Ifyou close the current Folder or Filter, you may be
prompted to save the changes. You can also manually save this view for the current Folder or for
ALL Folders and Filters in the system (see next section).

Saving Field Views

Once you have made some changesto the Field Columnsin the Column Header Bar, youmay want to
save these changestoone or ALL Folders or Filtersin the system.

Saving a Field View

& InQueue I

[ <Filter by Title> | % ~ & || Properties (] Nuclear
Title ST State Source RunTime || @& & & [Nudlears

X Change Fields... i 11 =
" W Kasich-2016_Cr 1:35PM | Unedited Web Feed 1:56 D v m v
WKasich-2016_Att Set Story Order :34PM | Unedited Web Feed 1:38 1 I ————
= :
gNuclear Summi Save Fields > Apply to "InQueue" when viewed by user "user1” 1

(% p
25 Nuclear Summivremam rocusea 1 nourago at

L4 Apply to "InQueue” when viewed by any user
< VA Shooting/Hostile Situation 1 hour ago at

B3Washington Monument Elevator ... | 1 hour ago at ( Apply to every "Source Organizer” when viewed by user “user1
B A Nirloar Comm# AMMNY'e R Tarrnr 1 haue ann ot 0 Apply to every "Source Organizer” when viewed by any user
1315 stories —

Now that you can customize the Field Views, you will ikely need to change some of their values. See
Changing Field Values (below) for more information.

Field Values

Burli offers a variety of different Field Types. Text, Integer (Number), Date and Presets are some ofthe
available Field Types.

Many Field Values are automatically modified by the system, while many can be modified by Burliusers.
Thiscan be very usefulas you can change the Title, Run Time, State, Proposed length, Reader, Urgency
and many other Custom Fields. These changes are synchronized instantly and can be seen by other users
inthe system which helps provides a very efficient workflow.

Thisfunctionality is especially powerful when you take advantage of Burli’'s Search Tool which can which
can produce results based onthe Field Values. See SEARCHING for more information.

Changing Field Values

The valuesin some Fields like Title, Run Time, Reader, State and Urgency (and more) can be changed by
the Burliusers.

Some Fields Values cannot be modified. For example, Fields like Creator, Source, Time Modified, Date
Created since are automatically changed by the system and cannot be manually changed by Burliusers.

Changing A Text Field (Rename A Story Title)

Changing the Story Title is used in this example as this willbe a common task for most users. You can apply
these same stepsto other editable Fields.

1. Click once ona Story you want to change to ensure it isin focus. The entire Story should be high-
lighted in blue; indicating itisin focus

2. Click once onthe Text Field (For example, Title) to enable the edit mode as seenintheillustration
below
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3. Maketherequired change

4. Pressthe Enterkey or click anywhere else in the Burli screen to save the change

Renaming a Story Title Field

A usert |

[ <Filter by Title>

|~ 2

Title

B 1 [ Obama-Nuclear Summit Challend

B2 Nuclear Summit/WMD's & Terror Groups

RunTi...
6:08
10

Changing A Number Field (Manually Adjust The Run

Time)

Overriding the Run Time is used in this example as this willbe a common task for many users. You can
apply these stepsto other Number Fields:
1. Click once ona Story you want to change toensure it isin focus
2. Click once again onthe Number Field (For example, Run Time) to enable the Field Edit Mode
3. Maketherequired change
4. Pressthe Enterkey or click anywhere else in the Burli screen to save the change

Adjusting the Run Time

A userl ]
[ <Fiter by Title> R-RdP-
N
Title RunTime
1 Obama-Nuclear_Summit_Challenges I——m]
Em2 Nuclear Summit/WMD's & Terror Groups 10

Inthe Run Time example, the default value is generated by the system based on the content contained
withinthe Story.

Changing this value will overwrite the default, indicated by the underlined value as seen
ilustrated tothe right. To clear this Field, delete entered value and pressthe Enterkey. The
default value willbe recalculated.

RunTime
.00
10

To actually stretch or compress the running time of an Audiofile, see Mix Down Menu
Options.

Changing The Editorial State

Changing the Story State isa common task for many users. (You can apply these stepsto other Field
Presets)

1. Click once ona Story you want to change toensure it isin focus

2. Click once onthe State Field. The default value is “Unedited”

3. Click one ofthe presets from the menu. (For example, Do not Air). This willchange willbe saved
instantaneously, across all workstations, for the Story in focus
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Changing a Field Preset State

e Time Modified State Si

'3 2 minutes ago [ v /| Ir

7 dhouwrs agoat1... Do notAir 1
READY FOR AIR
READY FOR WEB
Unedited

You may also change the Editorial State of any Story by right clicking it in the Story List and selecting State.
Choose the State you like. The current State isindicated with a checkmark.

Finally, the right-click option also allows you to see the history of the Story's Editorial State. (select State
>> History) Here, you willa complete list of updates to the State field, including the dates of allchanges, and
whomadethem.

Changes made to a Story's Editorial State

State History of "Brady Jersey/Reaching Into Bag" X
State Time Modifier
Unedited 3/21/17 10:34:03 AM System Administrator
Do not Air 3/21/17 10:10:59 AM System Administrator
Unedited 3/21/17 10:09:25 AM System Administrator

Set as Current

Saving Field Values

Values are automatically saved once they have been modified.

Component Properties Editor

While you may have the optionto edit Fieldsin the Story List area, this may not be the most convenient or
efficient method for viewing or editing Field Values.

The Component Property Viewer and Editor isan easy way to view and edit Fields that are not generally
visible inthe Story List as described above.

Keep inmind that you will see a different set of Properties depending on the Component type you are
viewing. See Component Types for more information.

»

below.

ToView and Edit the Propertiesa Component, click the Propertiesbutton as seeninthe image
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The Properties button

Obama-Nuclear_Summit_Challenges 5:43 l Nuclear Summit/W
P _@ IObama-NucIear_Summit_ChaIIenges ‘

@ M<rl';

B 7 U &

Obama-Nuclear_Stigmit_Challenges (0086)Barack Obam
QUICK VIEW:
President Barack Obama delivered the opening remarks 1

Editing A Field Value In The Component Properties

Click onthe Propertiesbutton

Add the value into the field

Press Enter, click in another Field or close the Properties window to save the changes
Repeat steps 1 and 2 for other Custom Fields if necessary

5. Click Closeto close the Properties window

HMoon =

Audio Project Properties

Obama-Nuclear_Summit_Challenges 5:43] Nuclear Summit/WMD's _Ter... :O4] Untitled :00 mObam.

P ’Obama-Nuclear_Summit_AIbert_Einstein-Long ‘ Length: 13 DEchude from Run Time
..n Q it At LW e g=s | - |- N - LF .m0 ams Il 00

"Obama-Nuclear_Summit_Albert_Einstein-Long” Properties

Title Obama-Nuclear_Summit_Albert_Einstein-Long
Time Created 4 hours ago at 11:21 AM

Creator userl

Time Modified 4 hours ago at 11:21 AM

Modifier useri

Close

Note: Some fields may be set up for auto-complete. Please contact your System Administrator for
more information.
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Story Summary

Burliincludes an at-a-glance Story Summary that you can use to see data about the entire Story and its
Components without having to go into each individual Component's properties window.

Toopenthe Story Summary, select any Story and click the blue i icontothe right of the Filter By Title field.
Story Summary collapsed

2 s |
4+ - @ ;5 | @ Phelps-Olympics-Mens_swimming Finish 1:29 | (] Phelps-Olympics-Miens Swimming_Finish  :15 | Properties
~ | Tite - & & & [Phelps-Olympics-Mens_Swimming_Finish | tength:[ 129 [JExclude from Run Time
%1 Phelps-Olympics-Mens_Swimming_Fin. 144 L @ ~B7UuAd
BE2 | Quick Record 10:46:24 06 helps-Olympics-Mens_Swimming_Finish (0148)Michael Phelps [Olympic Swimmer]Out Cue: | just dreamt of Runs: 15 A
BE3 | QuickRecord 1039:47 105
QUICK VIEW:
BE4 | QuickRecord 1038:38 a7 AT e chael Phel he . . " . s he next 48
E5 | QuickRecord 103105 125 WATCH FOR DATING*** Swimmer Michael Phelps - the most winning Olympian in history - is competing in his last races over the next ours.
HE6 | Untitled recording 10:07:29 o1 FONG VIEW:
EE7 | Untitled recording 10:06:54 03 ritain qualified fastest on Friday in the men's 4x100 metres medley relay, threatening to spoil the party for Michael Phelps when he swims the last race of his
EEE | Untitled recording 10:02:06 a3 ppic Olympic career on Saturday. The British team of Chris Walker-Hebborn, Adam Peaty, James Guy and Duncan Scott won the first heat in 3 minutes 30.47
B9 | Scaia-Zika_Death White_ House Should.. 114 econds, with Peaty making his first appearance since winning gold in the 100m breaststroke on Sunday. The U.S. men won the second heat in 3:31.83 with
"B 10 King-Olympics_Swimming-Believe. 128 || David Plummer swimming backstroke, Kevin Cordes breaststroke, Tom Shields butterfly and Caeleb Dressel freestyle. Phelps took the afternoon off, recovering
11 Vote 2016/Clinton - Why Go There? “Fl... 47 5 y
E12 Trump-Wi-Trump_Campaign Wont Al.. 19 rom his exertions on Thursday night when he won the 200m individual medley to become the only swimmer to take gold in the same event at four
13 | Carroll-WI_Trump_Campaign_Big_Trum... a5 onsecutive Olympics. Shortly after that swim, he raced again to qualify for Friday night's final of the 100m butterfly, in which he is also bidding for his fourth
onsecutive gold, and told reporters later: "My body is in pain." Teams are allowed to rotate swimmers between the heats and finals of the relay events.
Phelps, who after four gold medals this week now has 22 gold, two silver and two bronze medals (and counting), is expected to bid farewell on Saturday inthe W
13 stories

The Story Summary willexpand to the right ofthe Story List, and willmatch the Story selected inthe list. The

Story inthe Content Window willresize itself, sliding to the right.

Story Summary opened

a s |
B -[@ 45 |[PreteOympicsMens Swim 14 8 Phelps-Olympics-Mens_Swimming Finish  1:29 | [¥] Phelps-Olympics-Mens_Swimming_Finish 15 | Properties
~ " {mibg_ Finkshy & # & [Phelps-Olympics-Mens_Swimming Finish | Length:] 120 []Exclude from Run Time
Title RunTi.. Word Count 260 =
M1 Phelps-Olympics-Mens_Swimming_Fin... 144 Media Play Time  :15 LR BB 7U0AaQ
EE2 | QuickRecord 1046:24 % State Unedited - ics-Mens_Swimming_Finish (0148)Michael Phelps [Olympic Swimmer]Out Cue: | just dreamt of Runs: 15 A
BE3 | QuickRecord 1039:47 105 Time Modified  Less than 1 RUICK VIEW.
EE4 | Quick Record 10:38:38 37 WD .
5 | QuickRecord 103105 125 Modifier Sean Poole ***WATCH FOR DATING*** Swimmer Michael Phelps - the most winning Olympian in history - is competing in his last
EE6  Untitied recording 10:07:29 01 aces over the next 48 hours
EE7 | Untitled recording 10:06:54 03 v @ Phelps-Olympics-Men  1:29 LONG VIEW:
s Swimming_Finish o .
EES | Untitled recording 10:02:06 13 o . ritain qualified fastest on Friday in the men's 4x100 metres medley relay, threatening to spoil the party for Michael Phelps
ford Count
"89 | Scaia-Zika Death White House Should... 114 ou when he swims the last race of his epic Olympic career on Saturday. The British team of Chris Walker-Heboorn, Adam
"B 10| King-Olympics Swimming-Believe fs.R.. 128 . eaty, Jamgs Guy and Duncan Scott won the first heat in 3 minutes 30.47 seconds, with Peaty making his first appearance
411 | Vote 2016/Clinton - Why Go There? *Fl... 47 e ¢ ‘ § . Yy 9 N
_Swimming_Finish g gold in the 100m breaststroke on Sunday. The U.S. men won the second heat in 3:31.83 with David Plummer
BE12 | Trump-Wi-Trump_Campaign Wont All.. 19 ;
13 | Carroll-WI_Trump_Campaign_Big_Trum... a5 Media Play Time  :15 wimming backstroke, Kevin Cordes breaststroke, Tom Shields butterfly and Caeleb Dressel freestyle. Phelps took the
Audio Out Cue | just dreamt of. fternoon off, recovering from his exertions on Thursday night when he won the 200m individual medley to become the
pnly swimmer to take gold in the same event at four consecutive Olympics. Shortly after that swim, he raced again to v
13 stories

The Story Summary displays a read-only view of the characteristics of the entire story, regardless of how
many Componentsit has, or their type. Thisincludes word count (oftext), play time and outcue (of audio),

and last modification info.

The top ofthe Story Summary is the total of allits individual Components. Below this, there willbe alist of

subtitles representing the Components, and their runtime (ifapplicable).

By expanding the subtitles below (click the down arrow), you will see more information about each
Component, without leaving the Summary.
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Creating Stories

s 1R
Stories can be created manually in various objects in the system provided the Object Type

and Security Permissions allow you to do so. You can manually create five different Story types:
Text Story
Audio Project
Web Bookmark
Section Break
5. Time Marker (within Script Rundowns only)

HMoon -

Folders are the most common Object types that allow manual creation of Stories. Other Object types may
not allow Stories to be manually created. In this case, the menu options willbe disabled.

Using The Tab Menu

1. Right-click onthe Tab where you want to create the Story
2. Ifthe optionsisenabled, choose one of the five Story types from the New > sub-menu

Ifthe option to create new storiesis disabled, check the Object Type and the Security Permissions for the
target folder.

From A Text Selection

This option allows you to create a new Story from a selection of text.

1. Make a selection oftext inthe body of a Story. This can be anIn-house Story, newswire, webpage
orany other source within Windows that allows you to select or highlight the text body.

2. Dragthe highlighted text and drop it into the Story List of your target folder. You can drop the selec-
ted text into the same folder as the source Story orinto another folder located elsewhere in the sys-
tem provided you have the required permissions.

This will create a new Story using the first line of the selection as the Story Title.

From A Story Component
This option allows you to create a new Story from a Story Component. This can be useful if you want to
‘extract’ a Component from a Story that has multiple components.

1. DragaComponent froma Story
2. Drop the Component into the Story List of your target folder

Thiswill create a new Story using the Component title as the new Story Title.
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Create A Story Using The ‘New Story’ Button

1. Click the down-arrow on the New Storybutton locate at the top-right of the Story List
2. Selectthe Story Type from the menu

3. Anew Story willbe created inthe Story List m ‘ ‘ Obama-Nudlear S

When using the Tab Menu or New Storybutton, New Text Stories willbe Text Story

titled “Untitled Text” and new Audio Projects wil be titled “Untitled
Audio”. &I Audio Project

@® Audio Recording
Web Bookmark
Section Break

Clicking the button itself (not the down arrow) will create a new Text Story
by default. Pressing Ctri+Nwill also create a Text Story.

Time Marker >
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Copying Stories

There are afew different methods for copying stories within the system. You can use drag/drop, menus
and key commands.

Using Drag And Drop
1. Selectone ormore Stories
2. Dragthe selected itemsand drop theminto the Story List area of another folder

You wil see the selected items have been copied from the originallocation and appear in the target
location.

Using The Menu (Copy/Paste)

1. Select one or more Stories

2. Right-click on the selected Story(s) and choose Copy (Ctri+C) from the menu. Thiswilladd the
selectitemtothe system clipboard.

3. Focusandright-click inthe target Folder, select Paste (Ctri+P) from the menu

You willnotice the selected items have been copied from the originallocation and also appear in the target
location.

Copy Stories To Your Home Folder

1. Right-click on one or more stories
2. Selectthe CopytomyHome Folderoption fromthe menu
Copying a Story from a Source Folderto My Home Folder

% InQueue I

[ <Filter by Title>

Title Time Arrived State Sou
Enguclear Summit/We Will Prevail = 1 houragoat01:33 PM Unedited Web
——

52VA Shooting/Hostile pen in Original Location

E@Washington Monum Cut Ctrl+X

L) .

?%Nuclear Summit/Wh Copy Ctrl+C

o2 Vote 2016/Trump/S

= W Elahartw-\/A Ruc C#: paSte Ctr[+v
1319 stories Delete Del

2 userl Copy to my Home Folder
“ gr——— Wave Wizard Ctrl+Shift+W
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Moving Stories

Similar to copying, you can also move (copy and remove original) stories to another location.

Using The Menu

1. Select one or more Stories

2. Right-click onthe selected Story(s) and choose Cutfrom the menu. This willadd the selectitem to
the system clipboard.

3. Focusandright-click inthe target Folder, select Pastefromthe menu

You willnotice the selected items have been removed from the originallocation and appear in the target
location.
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Renaming Stories

Stories within Burlican be renamed. Itis suggested that you change the title to something descriptive and
unique, ifitis not already. This will help you and other users easily identify the contents of a Story. Keep in
mind that the Story Title greatly affects how a Story appearsin Filter or Search results.

Rename A Story Slug

1. Focusonthe Story youwanttorename

2. Replacethetextinthe Title Field located in the Content Area

3. Pressthe Enterkey or wait for change to take affect
You willnotice the yellow lock icon change to ‘unlocked’ after a brief pause (or you can press Ciri+Sto dis-
miss the Story Lock). See Story Locking for more information.
Entering a new Title in the Story Title field

A userl

<Filter by Title>

" Title RunTime

i Mummn_cmnengs 6:08
m2 e MR P1SEIEK Uil |
When changing the Story Title in the Title Field, you willnotice the Title also changesin the Story List.

Rename A Story Title In The Story List

Thisisan alternate method for changing the Story Title

E0bamag Nuclear_Summit_Challenges  5:43 I Nuclez

Obama |> Nuclear_Summit_Challenges

@Aéh LB« B I U AR

S na-Nuclear Summit Challendes (00861Barad

1. Click once onthe Story you want tochange

2. Click again onthe Text Field (Forexample, Title) to enable the Field Edit Mode
3. Maketherequired change

4. Pressthe Enterkey or click anywhere else in the Burli screen to save the change
Renaming a Story in the Story List

Title RunTime State
1 | Obama - Nuclear Summit Challenaes | S
EH2 Nuclear Summit/WMD's & Terror Groups :10 | Unedited

Story titles will also change when rearranging the contained Components. See Primary Component for
more information.
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Deleting Stories

There are afew methods for manually deleting stories throughout the system. The Burli system also
provides automatic methods which can be set up by your System Administrator.

Delete Manually

1. Select one or more Stories
2. Right-click onany of the select stories, select Delete (Del)from the menu

This willmove the selected items from the originallocation into the Recycle Bin. ltemsin the Recycle Bincan
be restored with imited conditions.

The lifetime for Recycle Bin itemsis 24 hours by default, but it is possible that your System Administrator has
changed thisvalue. Contact your System Administrator for more details.

Delete Automatically

Some Foldersinthe Burlisystem may be set up to auto delete or auto archive. This means that Stories will
be removed after an Admin-specified number ofhours or days. It is very important to understand short-
term and long-term storage locationsin the system. Please contact your System Administrator for more
information.

Restore Deleted Stories

Thisfeature can be used inthe event that a Story was deleted accidentally. Unique and descriptive Story
titles willhelp you locate accidentally deleted stories.

From The Recycle Bin

1. Locate the original Folder where the Story was deleted
2. Right-click onthe folder Tab, navigate to the Restore menu
3. Click onthe Story Title fromthe list

You should see the restored Story now appear inthe original folder.
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Story Filtering And Sorting

Once several Sources are set up and running, the system will quickly begin displaying many Stories. It can
become difficult tolocate a single Story, or group of Stories, by looking at the fulllist. Instead, you can Filter
and Sort your Stories.

Filtering By Title

Tofiterthe Storiesinalist, enterthe | 2 ysert
text (Story Title only) you want tofilter
inthe area marked <Filter by Title>,
directly below the Story List Tab.

| <Filter by Title>

Asyoutype, the Story List results willnarrow and the background colour will turn yellow.

Filtering the InQueue folder for “Obama’” in the Navigation Tab

£ |nQueue |
| Obama kR
Title Time Arrived A

\\* Obama-Argentina_Terrorism-Mu... 3/23/16 10:00:50 AM

¥ Obama-Argentina_Terrorism-Mu... 3/23/16 10:00:47 AM

¥ Obama-Argentina_Policy-1SIS-Sy... 3/23/16 9:56:14 AM u
¥ Obama-Argentina_Policy-1SIS-Sy... 3/23/16 9:56:12 AM

W' Obama-Brussels_Attack_Underst... 3/23/16 9:54:36 AM

DWW Nmn s Acmmndina Fevee B lio. 2D /1K OLEADT ARA

< >
87 stories of 1330

Quick Filters apply only to the current Story List Tab in focus. Only the Story Title isfiltered, not the body text
orany other Components contained inthe Story. In other words, stories displayed in the filtter results always
include the fitter text in the Story Title.

If you want to search across multiple areas in the Content Tree, orinthe body of a Story, you willneed touse
Burli’s built-in Search Engine.

See SEARCHING for more information.

Note: The Filter By Title option is disabled when in Prompter mode. This is to ensure all stories are
visible at alltimes for On Air presentation

Sorting The Story List Using The Field Columns

Formost Folders and Filters, the default Story order is chronological. This can be easily changed by clicking
onany ofthe visible Field Columns located at the top ofthe Story List.

Repeated clicking on the same Field Column willtoggle the list order by ascending (arrow up) or
descending (arrow down).
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Story Sort Order is showing all stories in alphabetical descending (indicated by the down-arrow) order starting atZ

% InQueue

[ <Filter by Title> |m v p
Title Time Arrived (N
E*%Zika/Prepare Now 4 hours ago at 11:21 ...
E*%Zika/Congress Needs To Act 4 hours ago at 11:21 ...

W Zeleny-2016_Sanders_Campaign... 4 hours ago at 11:21 ...
W Zeleny-2016_Democrats_Wiscon... Wednesday at 02:04 ...
W Zeleny-2016_Democrats NY Ad  Wednesday at 02:04 ...
W Zeleny-2016_Democrats_Clinton... Wednesday at 02:04 ...
W Zeleny-2016_Clinton-Sanders_R... = 1 hour ago at 02:12 PM
W Zeleny-2016_Clinton-Sanders-Fu... 1 hour ago at 02:13 PM
W Zeleny-2016_Clinton-Sanders-A... = 1 hour ago at 02:11 PM
[ Zayn tops UK album chart 4 hours ago at 11:20 ...
E*%Worldwide Traffic Rankings/U.S.... 3/22/16 9:11:49 AM

[ World's obese ‘outnumber unde... 4 hoursagoat 11:220... v
< >
1331 stories

See Changing Fields and Manual Story Order for more information.
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Manual Story Order

Changing the Story List order can only be applied to Folders (with the exception to Rundowns which have
slightly different functionality). For example, you can change the Story order in your Personal Folder and
Public Foldersinthe system, but not in Filters or Search resullts.

The Manual Story Order column allows you to display the Story order in two ways; ascending (default) or
descending. The numbers displayed in this field willalways be sequential when focused on thisfield.

Viewing The Manual Story Order

The Manual Story Orderis always located in the left-most column of the Story List area and Title
cannot be moved, hidden orremoved. This area also displays the Story type icon foreach 1 | Obama
Story. En2 Nucleal
. L . ) ) " 3 Vote 20
Toview the Story List in ascending order, click the Column Bar so the arrow is pointing up 4 Zeleny:
(Ascending) - thisis the default view for all Folders. 5 | Ward-8
Toview the Story List in descending order, click the Column Bar so the arrow is pointing 6 | Vote20
down. Thisis similar behaviour for many of the other fields on the Column Bar. 7 | Vote20

Manually Changing The Story Order

Tomanually change the orderin which Stories appear:

1. Click onthe Story Order Columntoensure itisin focus —the Story List must be in ascending order
(arrow up). If not, you willnot be unable to change the Story Order

2. Select one or more storiesinthe list

3. Dragand Drop any one ofthe selected stories up or down to the desired position in the same list. All
selected stories willappear together in the new position

Manually re-ordering stories

~

Title RunTime State
1 Ob. - Nuclear_Summit_Challenges 6:08 dited
-2 Nucl ir Summit/WMD's & Terror Groups 10 edited
Vote 2016/Clinton - Big Weekend For Orange :31 edited
[ 4| Zelry-2006 Democrts Wisconsin | 110 Uneaitea |
L] War russels_Attacks_Take_Any_Chances 1:20 edited
6 Vo /Cruz/Muslim Surveillance :52 dited
7 Votel J16/Ad Against Trump's Wife Inappropriate 1:09 edited

Note: When changing the Story order, allother users will see the Story order change, but only ifthey
are viewing the same folder with the Story Order Column in focus

Ifthe Story Order Columnis not in focus, and the Story List is changed on another workstation, users will
see only the Story Order Column’s numeric values change but the Story order will remain the same.
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Displaying numeric order after sort

2
o 1
a7
o3
"6
w5
"4

Title

Nuclea
Obama
Vote 20
Vote 20
Vote 20
Ward-B
Zeleny-

Setting The Manual Story Order From Another
Column Sort
Thisfeature willoverwrite the Manual Story Order with the current column order in focus. Forexample, ifyou

are focused onthe ‘Time Created’ column in ascending order, you can set this order as the Manual Story
Orderand rearrange them ifrequired.

1.

Focus on any field columninascending or descending order
2. Right-click on the Column Header, select Set Story Orderfrom the menu
3. Press OKtooverwrite the Manual Sort Order

You willnotice Manual Sort Order is now in the same numeric order as the current columnin focus. Allthe
sort numbers should be sequential. You can now focus on the Manual Sort Order columnto change the
Story order manually.

Before setting the Story Order

"3
6
|7
"4
|5
1

Vote 2016/Clinton - Big Weekend For Orange
Vote 2016/Cruz/Muslim Surveillance

Vote 2016/Ad Against Trump's Wife Inappropriate
Zeleny-2016_Democrats_Wisconsin
Ward-Brussels_Attacks_Take_Any_Chances
Obama - Nuclear_Summit_Challenges

A usert |
[ <Fitter by Title> B~ 2
Title RunTime Time Created

2 Nuclear Summit/WMD's & Terror Groups m

:31
:52
1:09
1:10
1:20
6:08

11 minutes ago
11 minutes ago
11 minutes ago
11 minutes ago
11 minutes ago
1 hour ago at 02:4...

After setting the Story Order

2 usern |

KR

=1
"2
"3
H4
|5
|6
|7

\ <Filter by Title>
~

Title

Nuclear Summit/WMD's & Terror Groups

Vote 2016/Clinton - Big Weekend For Orange
Vote 2016/Cruz/Muslim Surveillance

Vote 2016/Ad Against Trump's Wife Inappropriate
Zeleny-2016_Democrats_Wisconsin
Ward-Brussels_Attacks_Take_Any_Chances
Obama - Nuclear_Summit_Challenges

RunTime
:10

:31

:52

1:09

1:10

1:20

6:08

Time Created
51 minutes ago

13 minutes ago

13 minutes ago

13 minutes ago

14 minutes ago

14 minutes ago

1 hour ago at 02:4...
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Story Lock

Thisfeature prevents multiple users from modifying the same Story simultaneously which could cause
undesirable concurrency problems.

Story Lock Indicator

Locked stories display a smallpadlock overlaid onthe Storyicon. Each Story Component also
displays smallpadlock underthe Component Tab.

A Story islocked when any one of the many fields is currently being modified by a Burliuser. Thisuseristhe
known asthe Story Lock Owner.

Story Lock on (being edited elsewhere)

A usert I
[ <Filter by Title> R
e
Title RunTime
-Wmmit/WMD's & Terror Groups 10
i Vote 2016/Clinton - Big Weekend For O... :31
3 Vote 2016/Cruz/Muslim Surveillance :52

Story Lock off (being edited locally)

Vote 2016/Clinton - Big We... :24 IE] Vote 2016/Clinton - Big V.

5 & |Vote 2016/Clinton - Big Weekend For Orange
@ @B B 7 U QR

Vote 2016/Clinton - Big Weekend For Orange (07053)t
WRITE IN:

During thistime, all editing capabilities (including deletion) will be disabled unless you are the Story Lock
Owner. Whenthe Story is unlocked, the lock icon disappears and the editing capabilities are enabled.

The locking time may vary depending on which area of a Story is modified. For example, when changes
have been made tothe text body, the lock willbe released after 20 seconds (by default) of no activity.
However, ifa change is made to the Story Title, or other various fields, the lock willbe released after 2
seconds. The lock timeout length can be changed by your System Administrator.

Tounlock a Story, you willhave to wait for the Story lock to timeout or you can request that the Story Lock
Owner manually unlocks the Story. This can be done using the Story Unlock button, or by pressing Ctri+S.
See Story Unlock Button (below)for more information.

You can see who the Story Lock Owner is by focusing on the locked Story and hovering over the lock icon
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Display of the Story Lock Owner

Title Ru

Intro
ETop Stories
CENBEE Currently being edited by: Dawvid Greyl

WikiLeaks documents include Canada ref...

FEl Aie Cominmm flimlet emmmedme fmund
ABurli System Service may also temporarily lock the Story. If you encounter this condition, contact your
System Administrator.

Story Unlock Button

@ Thisbuttonislocated at the top-left (above the Toolbar) of alleditable Stories. Stories which are
read-only by design (Newswires, and other various feeds) willnot display this lock icon. Thisbuttonis

greyed out untilyou start editing the Story in focus.
Ifyou are the Story Lock Owner, you can manually unlock a Story by pressing the yellow Unlock button
which may be useful ifanother user is waiting to have access to the same Story. Otherwise, you canignore

the Story and the Story lock willautomatically unlock after the timeout period.

Note: You canimmediately dismiss Story Lock by pressing Ctri-S when done typing. The Story will
be available across the network right away. This does not save a separate copy ofthe story.

Prompter Story Locking

See On Air Prompter Status for more information.
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Printing Stories

Printing is supported for most Story Component types that include text. You willhave a few different
optionsto print single or multiple Stories located throughout the system. You may have various print format
templatesto choose from which are provided by your System Administrator.

Printing Select Stories

1. SelectaStory (or Stories)ina Story List
2. Right-click onyour selection
3. SelectPrint... fromthe menu
APrint Preview window willappear displaying all the text that willbe printed. Ifyou have chosento

print multiple stories, the combined text willappear in this window. The text cannot be edited in this
window.

Inthe default template, all Story Titles willappear in the centre of the preview window; followed by
the text body whichisjustified to the left side.

The Refreshbutton can be used if changes have been made since the Preview Window was
opened. Thismay be commonly used if you are printing stories that have been edited by another
use on another workstation.

4. Click the Printbutton

Anew dialogue boxmay appear allowing you to select the printer along with other print options. This
window is set up by your System Administrator. If you do not see another dialogue box, thenitis
likely that your stories have been printed.

5. Click the Printbutton in the final dialogue box, once you have chosen the printerand made the
necessary changes

Printing All Stories In A List

1. Right-click onthe Tab ofthe Story List you want to print
2. Select Print > Allstories... or Print > Summary... from the menu

The All Stories option will print the Story Titles along with the body text - thiscould print a large number of
pages.

The Summary option will print only the Story Titles which can be useful for Rundowns.

Inthe Header or Footer boxes, type the header and footer text you want to use. You can also use any ofthe
character combinationsin the following table to create more sophisticated headers and footers.

ToDoThis... Enter This Value
Align the header or footer to the left, center, orright (use first) &l, &c, or &r
Insertthe date &d

Insert the time from your computer's clock &t

Insert the page number &p

Insert the name ofthe file, or " (untitled)" if the file hasnoname &f

Insert anampersand (&) &&

You can use more than one character combination in the Header or Footer boxes. Leave a space between
each combination to make the header or footer easier toread.
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Toaligntext totheleft, center, orright, you must first type &, &c, or &rinthe Header or Footer boxes,
followed by any other character combinations youwant to use.

You can also combine your own text with the character combinations. Forexample, "Page &p" will print out
as"Page 1", "Page 2", and soon.
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Text Editor

Burli’stext editor isintegrated directly into the Burlisystem. It offers plain and rich-text formatting, along
with other usefulfeatures to help you build your Story.

The Text Editor Toolbar

() Y EBRB~B 7 U T@EB

This section assumes you already have a basic understanding of how to manage Storiesin the Burli
system. See Managing Story Items for more information.

Page Search

This option allows you to search for words within the current Story text. When clicking this option,
you willnotice the Find Toolbar opens at the bottom of the Story frame.

Searching fortext within a Story body

[ obama-Cuba_Friends-Together :52 I[EObama-Cuba_Friends-Together :15|
S = |Obama-Cuba_Friends-Together | Len¢

ML BRERxB 7 U LRGP

Obama-Cuba_Friends-Together (0106)Barack Obama [POTUS]Out Ci
QUICK VIEW:

In a speech on the final day of his visit to Cuba, President Obama sa\
and the U-S.

LONG VIEW:

A number of M dissidents are preparing to meet U.S. President |
thn Adntnnmta lhatiiimna- B T P T e S thivma bhavd +4
To Cursor Time :29

Find: | Cuban Next | Previous | Hide

Enterthe text you want tofind, and the first instance of this text will appear highlighted in the Story’s body.
Clicking the Nextbutton will cycle through allthe instances of the entered text.

Exclude From Timing

{ } This option allows you to exclude select text from the Run Time Calculation. Thisis also useful if you
want toadd some comments or text without affecting the overall Run Time Calculation of the Story.

The Run Time Calculation, for a single Text Component, can be seenin the Text Information Bar at the
bottom ofthe Story Content Area.

Excluding text from a Story component will also affect the Story Run Time total which can be viewed inthe
Run Time Field column.

See Timing Fields for more information.
Excluding Text From The Run Time

1. Selectanarea oftext you want to exclude fromthe timing
2. Click the Exclude from Run Timebutton
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You willnotice the selected text is now prefixed with an opening period and curly brace .{and appended
with a closing curly brace }. For thisreason, it is suggested that you move the text you want toexclude toa
new line as seenin the illustration below.

Best practise - place text excluded from timing on its own line

nra bPCCLII UTr uic mriain Udy UT 1115 VISIL WU LUUdg, FIES
and the U-S.

LONG VIEW:

{Need more info L)n Cuban history}

A number of Cuban dissidents are preparing to mee
the detente between the two countries has been sol
U.S. leader that “we Cubans are the protagonists of

Note: You can add these characters manually but you must ensure to always close the exclusion
usingthe } character. Otherwise, youmay have undesirable results in your Run Time Calculation.

Removing Run Time Exclusions

Since the Run Time exclusions are characters embedded within the text, you willhave tofind them and
remove them manually. It is suggested that you use the text Find feature mentioned above tolocate the
instances of .{and }

Adjust Run Time Text Markup

Youcanadd text to artificially increase or decrease the runtime of your Story. Todothis, just type in either of
the following lines, with square braces:

o .[MM:SS]toaddtime
o .[-MM:SS]tosubtracttime

Soinserting .[05:00] would add five minutes to your Story. Inserting .[-00:30] would subtract thirty seconds
fromyour Story.

Thisfeature can be used within Text Macros.

Note: Using these markups does not give any indication in the Story's run time that it has been
adjusted! The run time willadjust per your instruction, but will not indicate that a manual change
has beenmade.

Copying And Moving Text
Cut (Ctrl + X)

This option removes selected text and copies it to the system clipboard allowing youto paste it
into another location.
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Copy (Ctrl + C)

Paste (Ctrl + V)

This option copies select text to the system clipboard allowing you to paste it into another location.

Insertstext fromthe system clipboard to the current location in focus.

Note: When pasting formatted text from within Burli, formatting will be kept. When pasting
formatted text from outside Burli formatting will be discarded.

Clearing Formatting From A Story

You canremove allexternally sourced formatting (usally due to copy/paste) from a Story's text at once by
right-clicking anywhere in the Story and selecting Clean Story HTML. You wil receive a warning that this
change cannot be undone, select Yesto continue. Allexcess HTML tags (bold, etc) willbe removed from
the entire Story text.

See alsothe Clear Formatting button.

Right-Click Editing

You can also right-click on highlighted text and use the Cut, Copy and Paste menu options as seen below.

Cut, Copy, and Paste right-click menu

Murray-Trump_Campaign_Foundation-Questionable_Spending (019’
29
QUICK VIEW:
o Termr A et ad Pl Tesim i ey
for which he was pe Ut Crl+X g
LONG VIEW: Copy Ctrl+C
Mike Pence is defen Paste Ctrl+V W
foundation. The vice Convert Selection > 5
confident the Trump Exclude from Run Time ¥
on Tuesday reportec 1
- Send to Twitter Ctrl+Shift+T
In Selection \
= Refresh Audio Links 3
E]‘ o (|Phelps-.. (  |nsert >

Moving Text Using Drag And Drop

Thisisthe easiest method for moving or copying a selection of text.

1. Make aselection of text
2. Dragand drop itintothe new location within the same Story

Thiswillmove (not copy) the selected text to the new location.
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You canalsodragand drop selected text into another Story. This will copy the text rather than moving it.
Dragging and dropping selected text into a folder will create a new Story.

Other Editing Functions
Undo (Ctri+2)

K7

This function allowstorevert back to the previous state of the edited text. Thisis useful if you made
amistake oryou have changed your mind about an edit.

The history of undoes is virtually unlimited. You should be able torevert back to the beginning of your editing
ifnecessary. Keep in mind that the undo chain willnot move with the text if you copy or move it to another
Story.

Redo (Ctri+Y)

']

This function allows you to revert forward to the state before you used the Undo function. In other
words, you can Undothe Undo.

Redoislimited to the amount of previous Undo changes made. This functionis only available once you have
used the Undo function.

Bold (Ctri+B)

Make new text or a selection of text bold.

Italic (Ctri+l)

I

Make new text or a selection of text italicized.

Underline (Ctri+U)

Make a new text or a selection of text underlined.

Clear Formatting

%

This wil clear the formatting, for selected text, tothe default (plain text).
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Hyperlink

‘ % ' Use this function to create various types of hyperlinks. The most common hyperlinks are http:
(default) and mailto: but you can choose other typesifnecessary.

Sample appearance of a hyperlink in story text

[ Obama-Cuba_Friends-Together  :51 III]Obama-Cuba_Frienc
g5 & & |Obama-Cuba_Friends-Together

) BB ~B 7 U L@&F[

Obama-Cuba Friends-Together (0106)Barack Obama
QUICK VIEW:

Tocreate ahyperlink:

1. Selectthe text that you wanttobelinked. Thisisthe text that willappeartobe ‘clickable’ as seen
above

Press Ciri+K or the Hyperlink Button

Update the Text field (if you want to change the text that appearsin your copy)

Enterthe URL which should open when the hyperlink is clicked

5. Click OK. The selected text willappear underlined and, when clicked, the URL willopen

Dialogue for hyperlink creation

H oD

Web Link X
Text: Obama
URL: http://en.wikipedia.org/wiki/Barack_ObamaI

|:| Set target to _blank

Note you may also check the box "Set target to _blank" if you are a WordPress user, or otherwise require a
blank target.

Spell Checker

@ The spellchecker scans the Story text for spelling errors and provides suggestions based onthe
selected language.

Toscana Story for spelling errors, press the Spell Checkerbutton. Anew dialogue box willappear

providing alternate suggestions along with other options. You canignore corrections and add wordstothe
dictionary.

Please contact your System Administrator for more information.

Note that the system will also check spelling as you type, marking misspelled words with a red underline.
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Notation of a misspelled word

[ Uber v rickshaw: Who will win the race? :04 IPropenies I
5 & & | Uber v rickshaw: Who will win the race? |

) BB ~B 7 U L@&GL

A road race on Delhi's streets - who will win?
Ricksshaw|

Inthis case, you may right-click the underlined word, and the dictionary will offer you suggested correct
words.

The right-click option for spell checking
rickshaw

Add to dictionary
Ignore

Manage language...
Undo

Cut
Copy
Paste
Delete

Select all

You may select the suggested replacement of your choice (there may be more than one option), add the

word asyou've spelled it to the dictionary, orignore the error altogether (which will dismiss the underline but

not make any changestothe text).

Suggestions

: The finalbutton on the Text toolbar is for Suggestions. When editing someone else's Story,
instead of outright replacing text within the Story you can make a Suggestion, which the writer can accept
orreject.
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Making A Suggestion

1.

Highlight some text in an editable story.

D Gas station robbed :05 | Propertiesl
& & & |Gas station robbed | tength:| 05 [Jexcude from Run Time

P BRRB~B 7 U LR&B

A < was robbed this morning while police conducted a training session next door.

Right-click onthe text and select Suggestion... from the menu. Alternatively, click onthe
Suggestion button (the speech bubble) on the Text edit toolbar.

The Suggestion dialog opens. Enter your suggested text in the Replacement field, along with any
commentsin the Comment field.

Suggestion

Comment: Confirmed, this was a gas station, not a bank! Save

Replacement: |gas stationl ‘ Use Replacement

User: Doug Sherlock Find Next ‘
Created: Less than 1 minute ago v Resolve
17e02fb2-6980-4f4¢-9d64-09213236563¢ v Cancel ‘
Click Save.

m Gas station robbed :04 I Properties ]
ErE I Gas station robbed | Leng‘th:l 04[] Exclude from Run Time

MO FBRB~B 77U LAB

A banrkgas station was robbed this morning while police conducted a training session next door.

You willnow see the original text in stikethrough format and the suggestion to the right of the original. Both
willbe highlighted in yellow.

Note you can stillmake manual changes to the highlighted text, but the highlighting will stay untilyou accept
or reject the Suggestion.
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Accepting And Rejecting Suggestions

Toaccept orreject a Suggestionmade by someone else:

1. Highlight and right-click the Suggestioninthe text, or click the Suggestion button.

2. Whenthe Suggestion dialog pops up, you can choose to Use Replacementto accept the sug-
gested text, or Resolveto discard the Suggestion and keep the original text.

3. Press Find Nextto cycle through any remaining Suggestionsin the Story.

4. Apopup willtellyou "No more suggestions" when you have accepted or rejected all Suggestions.
Press OKto dismiss.

Note: Accepting or rejecting a Suggestion removes the highlighting in the Text edlitor window. Ifyou
want the originaltext and Suggestion back, press Ctr-Z or the Undo button to Undo the change.

Text Information Bar

The Text Information Bar islocated in the bottom frame of the content area for each Story

Asthe data changes for a given Story, the information bar displays calculations for WPM Timing (Words per
Minute), Word Count and Character Count. There are twomodes, ‘In Selection” and ‘To Cursor’.

Text Information Bar

In Selection Time :24 Words 69 Chars 387

Ifyou have made a selection of text, the mode switchesto ‘In Selection” and only the selected text is
calculated.

Ifyou have placed the cursor anywhere within the text (no selection), alltext from the beginning and up to
that positionis calculated. Thisis 'To Cursor'.

Notes Components

Sometimesit'shandy to append extrainfotoa Story. You may want to leave a note to a colleague or even
yourself, oradd supplementalinfo. However, you don't necessarily want to have this extra content visible in
the Prompter.

You can achieve this with Notes Components. ANote is an extra Text Component included in a Story
whose content is left out of Prompter display, so you can include any supplemental information for
reference without worrying whether it willappear confusingly in an on-airread.

Note: Notes Components willbe included inany Dispatch that should include Story Text!

Setting Up Notes

Addinga Note toa Storyis very smple.

1. Right-clickany Component Tab in your Story (the Note willappear to the right of the Tab you've
right-clicked)
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Chocolate/Heart Disease = 1™ -

= = -UPDATE2 :14 | Properties |
Delete L -
Chocolate/H th: 46
=} R 5 — I [ Exclude from Run Time
“
O EBB YT Foating Workspace 8

More evidence that chocolate consumption is beneficial. In a new study out today/Tuesday, those who ate between six servings per week and one serving per month of
chocolate had a lower risk of atrial fibrillation - in some cases by up to 20 percent. ABC News Medical Editor Dan Childs says while this study doesn't prove that
chocolate is protective against heart rhythm problems, it is consistent with the known antioxidant and anti-inflammatory benefits of flavanols in cocoa

VERBATIM:

We know that chocolate often comes attached with additional added sugars or added fats, it's very important to realize that this study was conducted in Denmark,
where the chocolate is actually of a higher cocoa content than what we usually get in the United States.

To Cursor Time :27 Words 78

2. Select New >> Note.

Anew Note willappearasa Component Tab in your Story. Boththe tab'sicon and the actualtext entry

area willbe coloured light blue, to quickly allow you to distinguish whether you are working in your Story
proper oraNote.

A new Note Component with a slug and some extra text entered

Chocolate/Heart Disease 46 [
=] lCOnﬁld?

‘ Length: 3 [7] Exclude from Run Time
A BRBO~B 7 UTRE

Does this conflict with the story we ran last week?

Untitied Note | [B] Chocolate/Heart Disease - Content - UPDATE 2 :14 | Properties |

To Cursor Time:03 Words 10 Chars 53

Whenthe Storyisadded toa Rundown and takento the Prompter, the Notes text doesnot appear
anywhere.

Prompter view, all Notes are excluded from display

=]

105137 AM _ 00:00 | [ Chocolate/Heart Disease - Cont... |

W 00:00 Evening News B 00:00 B 00:00.0 Audio B

We know that chocolate often comes attached with additional
added sugars or added fats, it's very important to realize that
this study was conducted in Denmark, where the chocolate is

actually of a higher cocoa content than what we usually get in
the United States.

fiji» Chocolate/Heart Disease - Content - UPDATE 2

14 »

Audio Out Cue: United States
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Audio Component Links

Audio Component Links are required to create inline placeholders for audio within the Story Text. These
Links display the name ofthe Audio Component, the run time, and the outcue text.

Audio Component Link

[ Phelps-Olympics-Mens_Swimming_Finish ~ 1:29 ||z|PheIps~0|ympics~Mens_Swimming_Finish :15| Prop
L serE |PheIps-OIympics-Mens_Swimming_Finish | Length:l 1:29 [_]Exclude fro

¢} A EBRRB~B 7 U L@&F

Olympics. Shortly after that swim, he raced again to qualify for Friday night's final of the 1
gold, and told reporters later: "My body is in pain." Teams are allowed to rotate swimmer:
four gold medals this week now has 22 gold, two silver and two bronze medals (and cour
climax of the Rio swimming programme.

Download

i+ Phelps-Olympics-Mens_Swimming_Finis 00:15.1
...I just dreamt of.

To Cursor Time :13 Wol

In Prompter Mode, these links are displayed as green Prompter Audio Boxes. These Audio Boxesare
usefulfor On Air Readers to view audio information, and for controlling audio playback from within the
Prompter (ifenabled).

See Prompter Audio Box for more information.

Managing Audio Component Links

When adding audioto a Story, Audio Links are created automatically. You can choose to remove them,
and you willbe prompted with options to delete the linked audio Component.

When workingin Rundowns, you cannot remove the Audio Link to ensure the audiois available when
switchingto Prompter Mode.

Inserting And Moving Audio Links Within The Text

By default, a new Audio Link willbe added to the very bottom of the Story Text.

Moving Audio Links can be moved up or down the Story Text by dragging and dropping the audiolink to
the desired location within the story text. Thisincludesinsertion between characters, although this will
create a line break in the text around the new link location.

You canalsoinsert a new audio link. This may be an easier approach when working with larger stories.

1. Right-click in the text location where you want to insert the audio link
2. Selectthe desired Audio Component from the Insert menu option

Thiswillcreate anew link, or move an existing audio link to the target location.
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Inserting an audio link

Cuban people. And he called for a change in the relationship between Cuba and the U-S
An Copy Ctrl=C let U.S. President Barack Obama on th
fina Paste Ctrl+V )agoberto Valdes says the detente
Ee: Exclude from Run Time fd tc_: 'g‘;?'nj':r sgys Ittll‘ls f\(\:hallgnge
© Send to Twitter Ctrl+ShiftsT [l e F-> feader fat e Luba
are o iama himself made in statements on
Mo Refresh Audio Links ling at Havana's U.S. Embassy were bri

To G Insert > ‘ Obama-Cuba_Friends-Together

Note: Audio Links can also be Copied, Cut and Pasted (Ctri+C, Ctri+X, Ctri+P), similarly to editing
text.

Moving Audio Links Between Stories

Audio Links are portable between stories. By moving or copying links, the linked audio components will
alsobe copied tothe target story.

Youmay select more than one Audio Link tomove at atime.
Deleting Audio Links

Generally, when workingina Rundown, Burlienforces a one-to-one relationship between Audio
Componentsand Audiolinks. Thisis to ensure that an Audio Boxis always included whenin Prompter
Mode. Forthisreason, the Component willbe always be deleted when deletingan Audio Linkina
Rundown.

When working outside of a Rundown (for example, your home folder), you willhave the optionto delete the
Audio Link without deleting its component. This allows to work in the text editor without the Audio Links until
you are ready toadd them. Inthis case, the audio links willbe created automatically when copying this
storyintoa Rundown, at the bottom ofthe Story.

Deleting Audio Components

The above worksin reverse, when deleting Audio Components, Audio Links willbe deleted. Thisisto
ensure that Audio Links are valid by always linking to an Audio Component.

Text Macros

Text Macros can help youinsert up to 12 predefined text phrasesinto a Story. All Text Macros are user
specific, which means each user gets exactly the functionality they want. It also meansthat each user
administrates their own Macros.

Inserting A Text Macro

There are two waystoinsert a Text Macro into your Story.
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Ctrl+Shift+F Key Method

1. Focusthe cursortowhere youwant toinsert the text macro
2. Pressbetween Ctri+Shift+F1and Ciri+Shift+F12to select between 1-12 text macros.

Right Click Method

1. Focusthe cursortowhere you want toinsert the text macro

2. Rightclick, and select Insert >>Macro>> [Your desired Text Macro Option] (notice the finalmenu
ofthe right-click option contains a preview of each available option)

D New Story :00 IPropertiesl
HrSE |NewStory | I.ength:l :00 [] Exclude from Run Time
AL ERw B 7 U L RT

I Cut Ctrl+X

Copy Ctrl+C
Paste as Plain Text Ctrl+V
Paste as Formatted Text Ctrl+Shift+V
Convert Selection >
Suggestion...

Exclude from Run Time

Send to Twitter Ctrl+Shift+T
Refresh Media Links

Clean Story HTML

{SOTRun: In: Out: }

News 1140
1138 Slipstream WayBurnab...

To Cursor Time :00 Words 0 Chars0

Using either method, the inserted text now appearsin the Story text starting at the cursor position
Setting Up Text Macros

1. Navigate tothe Administration > Text Macrosmenu option
2. Click onthe Keyboard Shortcut you want to create or edit
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Text Macros

Keyboard Shortcut
Ctrl=+Shift=F1

Insertion Text
{SOT\nRun: \nIn: \nOut: }

Ctrl+Shift+F2

News 1140

Ctrl=+Shift+F3
Ctrl+Shift+F4
Ctrl=+Shift+F5

1138 Slipstream Way\nBurnaby\nBC\nV5K 5W2

Ctrl=Shift+F6

Ctrl+Shift+F7

Ctrl+Shift+F8

Ctrl=Shift+F9

Ctrl+Shift+=F10

Ctrl=+Shift=F11

Ctrl=Shift=F12

3. Click Edit

Text Macro

Enter the text to be inserted when Ctrl=Shift+F4 is pressed.

Roger Fredericksen, KCTX 13, Seattle.l

Insert Time...

OK

| | Cancel

4. Clck OK
5. Click the Closebutton. Allchanges are effective immediately

Automated Date And Time

Your Text Macros can also contain a variety of date and time values to help automate your Story

production.

Toaccess, gotothe Text Macrotext entry screen, insert your cursor where you want the text entered, and

click Insert Time. You wil be presented with the following table.
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The Time Symbols table
Time Symbols X
To insert a time symbol in the text macro, double-click on it or select it and press OK.
Symbol Description Example
%a Abbreviated weekday name Thu
YA Full weekday name Thursday
%b Abbreviated month name Aug
%B Full month name August
%c Date and time representation Thu Aug 23 14:55:02 2001
%C Year divided by 100 and truncated to integer (00-99) 20
%ed Day of the month, zero-padded (01-31) 23
%D Short MM/DD/YY date, equivalent to %em/%d/Scy 08/23/01
%e Day of the month, space-padded ( 1-31) 23
%F Short YYYY-MM-DD date, equivalent to %Y-%em-%ad 2001-08-23
%g Week-based year, last two digits (00-99) 01
%G Week-based year 2001
%h Abbreviated month name (same as %b) Aug
%H Hour in 24h format (00-23) 14
el Hour in 12h format (01-12) 02
%) Day of the year (001-366) 235
%em Month as a decimal number (01-12) 08
%M Minute (00-59) 55
%n New-line character (\n’)
%ep AM or PM designation PM
Yer 12-hour clock time 02:55:02 pm
%R 24-hour HH:MM time, equivalent to %H:%M 14:55
%S Second (00-61) 02
%t Horizontal-tab character ("\t')
%T I1SO 8601 time format (HH:MM:SS), equivalent to %6H:%M:%S 14:55:02
%eu ISO 8601 weekday as number with Monday as 1 (1-7) 4
%U Week number with the first Sunday as the first day of week one (00-53) 33
%V ISO 8601 week number (01-53) 34
ow Weekday as a decimal number with Sunday as 0 (0-6) 4
%W Week number with the first Monday as the first day of week one (00-53) 34
9%ex Date representation 08/23/01
%eX Time representation 14:55:02
ey Year, last two digits (00-99) 01
%Y Year 2001
%z I1SO 8601 offset from UTC in timezone (1 minute=1, 1 hour=100) +100
% Timezone name or abbreviation cDT
%% A% sign %
ox

Ifyou know the % code ofthe value you'd like toinsert, you cantype it directly into the Text Macro entry
screen without entering this dialogue.

S0, asanexample, creatinga Text Macro that consists of "% A, %B %d, % Y"willgive aresult of “Friday,
October 6, 2017"(onthat date). Every time thismacroisinserted, it willuse the current date. (It willalso
appearasthe current date info in the right-click insert menu)
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Audio Projects

An Audio Project is a type of Component contained within a Story. Each Story can contain multiple Audio
Projects which willappear as multiple tabs within the Story. This can be very useful if you have multiple
audio piecesrelated to one Story. This not only makes it easy to group your audio pieces together, it greatly
reduces the number of Stories in the system.

See Creating Multiple Audio Projects In A Story for more information.

Audio Projects can contain one or more tracks (mono/stereo) allowing you manage basic to complexaudio
projects.

Below isan example of an Audio Project. Inthis case, Track 1isused for ‘Interviewer’ dialogue clips; Track
2isused for ‘Interviewee’ dialogue clips; Track 4 is used for music bed.

Sample of a three track interview Project with voice and music

[P] Carl Panzram [5:52] IPropeltiesl

Carl Panzram Run Time:| 551 [¥] Include 186

b om G- @E-E SBR[ R2 L ST
—— ————————
0'05" 010" 0'5" 0'20" 025" 0'30" 0'35" 0'40" 0'45"

Audio Projects can be ‘mixed down’ and exported to create a new stereo or mono audio item that
contains allofthe edits and envelope settings from the project.

(See Mixing Down for more information.)

Creating A New Audio Project

Anew Audio Project is automatically created when you start an audio recording, or whenimporting audio.
You can also create an empty Audio Project which allows you to insert audio from various locations such as
newswires, other Audio Projects orimporting from an external folder or drive in Windows.

Tocreate anew project:

1. Navigate tothe folder where you wish to create the new Audio Project
2. Select Audio Project from the ‘New Story’ menu option

You can also right-click on a folder tab and choose New > Audio Projectfrom the menu.
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Creating a new Audio Project from the New Story menu

+ v o ||[Plceciginto 11

: Text Story
&I Audio Project
| @ Audio Recording
Web Bookmark
Section Break
Time Marker >

Both options will create a single Audio Project within a new Story titled “Untitled Audio”. The Audio Project
willcontain 3new empty tracks by default.

The Story willcontain a single tab which displays the project Title and Run Time in brackets [hh:mm]. For
example, a new Audio Project may display “Untitled audio [:00]”. The Run Time willincrease as you insert
audio.

The project can be renamed. See Renaming An Audio Project for more information.

Component Tab displaying Audio icon, title, and run time

m Accu Weather short [:15] IPrope[ties |
Accu Weather short

The tab information will become more useful when managing multiple Audio Projects in a single Story.

See Creating Multiple Audio Projects In A Story for more information.

Extracting Audio From A Video File

Toextract the audio stream only from a video file, just drag and drop the video from any Windows folder into
avalid desination folder within Burli (typically your local work folder).

Uponingest, anew Story willbe created in your destination folder with two components tabs - the original
video, and an extracted audio tab (in the default system audio format).

That'sit! The new audiofile canbe used inthe same manner as any other audioin the system.

Note: Burlidoes not support the extraction ofaudio from YouTube, Twitter, or other similarly source
videos. You may only extract audio from locally sourced videofiles, to which you are legally entitled.

Renaming An Audio Project

Torename an Audio Project, type the new name into the title field directly below the Audio Project Tab.

Alternatively, you can rename the project by editing the Slug Title field as seen in the image below.
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Renaming an Audio Project in the Story List (left) or Audio Project Tab (right)
A usert l

Il:vFiIter by Title> | v 0 [»] Nuclear Summit/WMD's Terror Groups :10 IPropertiesI
Title RunTi...

@1 | Nuclear Summit/WMD's & Terror] 10

2 Vote 2016/Clinton - Big Week rO.. :31
3 | Vote 2016/Cruz/Muslim Surveill :52
4 Vote 2016/Ad Against Trump's Wife Ina... 1:09

- - - Anis N 4 an

Adding And Removing Tracks

Burlicreates 3tracks when you create a new Audio Project. However, at any time you can add more if
required.

Tocreate additional tracks to your Audio Project:

1. Click once, anywhere inthe Audio window, to ensure the Audio Editor is the focus

2. Pressthe + (plus)key onthe numeric or keyboard. The new track willappear at the bottom; directly
below the existing tracks

Toremove atrack from your Audio Project, pressthe — (minus)key on the numeric or keyboard and the
bottom track willbe removed.

Note: The - (minus) key will only ever remove the bottom track, and only when itisempty. Ifitis
occupied by an audio block, the track cannot be removed. Ifyou wish to remove a track, first
remove allaudio blocks on that track.

Adding Audio To An Existing Audio Project

1. Fromanyfolder, draga Story, Audio Project tab or a waveform selection and hover it over anempty
track inanother Audio Project

2. Youwilnotice a + (plus) sign appearsindicating that you can drop the tab into the new location
3. Drop the audio selection into the existing Audio Project

Once you have copied the audio into your Audio Project the audio blocks can be rearranged vertically to
anothertrack and/or moved horizontally to any position in the timeline of your project. To dothis you must
bein Move Mode.

See Audio Editing Modes for more details.

Inserting Audio Into An Audio Block

Audio waveform selections can be inserted directly into the waveform of an audio block.

1. Fromany object, dragand hover a selection of waveform over a select position in the waveform of
the target audio block

You willnotice a + (plus) sign appears along with the current timeline value.

Thistimeline value will change as you move the cursor back and forth. This can help you insert the
audio exactly where you want with milisecond precision.
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I ' I ' 1
20" 22 24"

L]

+

2. Release the mouse button toinsert the audio into the target waveform.

When inserting audio into an audio block, the total Run Time of the target audio willincrease by the Run
Time ofthe source audio. Thisis because the audioinsertion wil ‘split” into the target audio.

Forexample, Ifyouinsert a 1 minute audio clip into a 2 minute block, the target audio block willhave a3
minute total Run Time.

Creating Multiple Audio Projects In A Story

One or more Audio Projects can be contained within a single Story, which can also store other various
component types. This allows you to easily manage multiple Audio Projects and otheritemsin a single
Story.

There are afew methods for creating multiple project tabsin a single Story.

1. Fromanyfolder, draga Story, Audio Project tab or a waveform selection and hover it over another
Audio Project tab

You willnotice a + (plus) sign appearsindicating that you can drop the selectioninto the new
location

2. Droptheitemtoinsertitintothe Story. Anew Audio Project tab is created within the Story
The new tab willbe auto-named depending on how you created it.

Note: This action willnot overwrite or delete any existing Audio Project tabs.

Managing Multiple Audio Projects In A Story

Managing Audio Componentsis no different than managing any other Story Component Type inthe
system.

See Story Components for more information.

Viewing And Editing The Properties For An Audio
Project

ToView and Edit the Properties for an Audio Project, click the Propertiesbutton as seeninthe
image below.
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Properties button

[»] Nuclear Summit/WMD's Terror Groups :10 IProperties I

S Nuclear Summit/WMD's & Terror Groups
I @ SRR 0B

0"5 10 2"0 2"5 3"0 e

Clicking onthe Propertiesbutton willbring up the Properties for the Component.
Toedit a Field foran Audio Project
1. Click onthe Propertiesbutton, and the Properties window willopen.

"Scaia-Zika_Death_White_House_Should_Act" Properties

Story.Reporter

Title Scaia-Zika_Death_White_House_Should_Act
Tag

Audio Out Cue Dallas

Cut Number

Note

Media Play Time 37

Modifier Sean Poole

Time Modified 8/09/16 9:33:18 AM
Creator Sean Poole

Time Created 8/09/16 9:33:18 AM

Close

Add the value into the value field directly to the right ofa chosen Field.

Press Enter, click in another Field or Closethe Properties window to save the changes.
Repeat steps 1 and 2 for other Custom Fields ifnecessary.

Click Closeto close the Properties window.

oM~

The metadata assigned to a given Story will travel around Burli, unless you change or delete it.

Note: As you work on Audio (especially if you trim the end), you may want to change the Out Cue.
You can make that adjustment here.

Edited Vs Unedited Audio

Whenlooking at an Audio project within a folder or list, the icon next to the Title will tellyou whether that
piece of audiohasbeen edited or not.

Unedited Audio willbe represented by a blue waveformicon. The source file for this piece of
Audiois saved exactly asitisrepresented in the Audio Editor.

Edited Audiowillbe represented by a green waveformicon. Thistells the user that the Audioin
the Editor has been modified from the source material, wherever it may be stored.
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Note: Burli's Audio editor is non-destructive. Achange made in the Audio Editor only affects the
localplayback within the Story. It does not change the source file associated with the Audio
Project.

Because Mixing Down always creates a new Audiofile, a fresh Mix Down will always have a blue icon
associated with it. However, once changes have been made to the Mix Down it will turn green to indicate
editshave been made.
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Audio Recording

Anew Audio Project is automatically created when you start a new recording. There are a few of methods
for starting and stopping a recording such as key commands, transport buttons and remote control using
anexternaldevice.

The new Audio Project isnamed automatically based on the time you started. The auto-naming usesthe
following syntax: ‘Untitled recordinghh:mm:ss’. For example, ifyou start a new recording at exactly 1:36
pm, the project willbe named ‘Untitled recording 13:36:00’ (or 1:36:00 for standard time format)

It isa good idea to monitor the VU meters during a recording to ensure you have a good strong audio signal
while avoiding distortion. See VU Meters for more information.

You can see the audio waveform being created in real-time during an active recording. This can be seenon
any workstation provided the record locationisin a ‘public’ folder. See Recordingto a Shared or Non-
Personal Folder for more information.

The duration ofthe recordingis located near the top-left of the main Burliscreen.

Recording duration display

00:02"54'600

You can also reference the timeline in the timeline ruler within the audio editor.

The Timeline Ruler

I i 1 N I N I i 1 " I N 1
311 2011 22n 24n 26" 28" 30"

During the recording, you are free to navigate to other folders in the system without disrupting the active
recording. You can alsorename the Audio Project during recording. See Renaming An Audio Project
for more information. Quick Record

Using The Keyboard

You can start amultitrack recording on the fly regardless of what you are currently doingin Burliwith a
simple key command.
1. Press Ctri+Rtobegin a new audio recording.

2. Anew Audio Project s created automatically into your ‘home’ user folder by default, titled "Untitled
recording [time of day]".

3. Tostoprecordingatanytime, press Ctri+F10.
See Recording To A Shared Or Non-Personal Folder for more information

Using The Master Transport Buttons

The Transportbuttons are located near the top-left of the main Burliscreen. The elapsed record time is
adjacent tothese buttons.

The Master Transport Buttons

|® o ® 00:00"32'600 |

Pressthe red Recordbutton to begin recording. Anew Audio Project is created automatically into
your home user folder by default.
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O
Tostop arecording at any time, press the yellow Stop button. This willautomatically save your
audiorecording.

Optionally, you can cancela recording which wil stop and delete a recording. Thisis done using
the CancelRecordbutton.

Note: This option is protected with a confirmation dialogue, but use this option with caution as you
cannot undo this operation.

Quick Record

You can pre-record entire newscasts to your personal folder without listening to whole Audio Clips, savinga
great dealoftime. See Quick Record for details.

Recording To A Shared Or Non-Personal Folder

The recording methods mentioned previously will start a new recording in your personal folder by default.

You canalso start a new recording in a chosen folder, which may be useful for sharing a live recording with
otherusers.

1. Navigate tothe target folder where you wish to start a new recording
2. Openthe ‘New Story’ pull-downmenu
3. Select ‘Audio Recording from the menu options

Saving a new recording to a specific folder using the New Story pulldown

v o ‘[ECBGWIntro 11

; Text Story

&8 Audio Project
@ Audio Recording
Web Bookmark
Section Break
Time Marker >

Note: This option may not be enabled for certain folders depending on location, type or user
permissions

Recording Audio Using A Remote Control Device

Anaudiorecording can be controlled using an external device such asa gaming joy stick or the buttonsand
sliders on your mixing console or other external device. Please contact your System Administrator for more
information.

VU Meters

The VU metersare located at the top of Burl's Main Screen. They can assist you with maintaining good
recordingand playback signallevels. The meter on the left is for the recording level. The meter onthe rightis
for playback level.
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The display settings on the meter can be changed by your System Administrator which may change the
decibelrange, meter colours (clip, ruler, grid etc) and other settings.

The play/record elapsed time is displayed to the left of each VU meter; the colour for record elapsed time is
red and playback elapsed time is green.

The VU Meters at the top of the screen

dB -56 -52 -45 -44 -40 -36 -32-25 -24 -20 -16 12 -3 -4 0O l D OO:OOII03I588

I
dB -56 -52 -48 -44 -40 -36 -32 -28 -24 20 -16 -12 -3 -4 O ?bama speech

00:04"22'800

Whenrecording, its generally good practise to maintain a medium to high level without clipping or distorting
the signal. This can be avoided by keeping the average level comfortably under the clip lights (under zero
DB).

Distortion isan artifact that cannot be removed after the recording. It is betterto ‘play safe’ by setting your
levelstoolow (rather than tooloud) since the volume can always be increased using volume automation or
RMS normalization.

However, a low signal recording may introduce ‘noise floor’ from the recording console, sound card or
other devicesinthe signal chain. The noise floor can be heard when the volume, of alow signalrecording, is
raised to match otherlouder recordings.

Good Signal Level

Levels reach comfortably into the yellow/low orange range of the meter

Clipped And Distorted

Levels are hitting the red range of the meter

Too Low

Levels are down in the dark green scale, and may be too low to be heard

Note: Overallaudio levels cannot be adjusted within Burliitself. Recording and playback levels can
be adjusted by external devices in the audio signal chain and/or by the sound card settings in the

Windows Control Panel (or a third-party control panel). Contact your System Administrator for more
info.

Keep in mind that you can change the amplitude of any audio using either the Normalization tool or the
Envelope tool. See Envelope Mode and Normalization for more information.
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Audio Playback
Play All Tracks

You can play multiple tracks of audio from a specific location in the project. For this method of audio
playback, youmust be in Edit Mode. See Edit Mode for more information.
1. Make sureyou arein Edit mode.

2. Click anywhere inthe time bar (the ruler showing the project length at the top of the audio window).
You willnotice a blue dotted line that spans vertically over ALL tracks. Thisindicates the playback
timeline.

3. Pressthe Space Barto play the audio from the playback timeline.
4. Tostop playback atany time, press the Space Baragain or press F10.
5. Alternatively, you can click inthe blank area of any track to set the playback timeline

Clicking the Timeline Ruler to insert playback marker

Click here

Solo Play

This section describes how to play a single audio block. Audio on all other tracks willbe muted.

1. Clickinthetimeline of your choice within a block of audio you want to hear

2. Youwillnotice a new playback timeline (blue dotted line) appears only within the single audio block -
not acrossalltracks

3. Pressthe Space Bartoplay the single audio block from the playback timeline

Right Click Playback

Thismethod is very efficient as it gives you instant playback (Alltracks or Solo Play), at any timeline of your
project, with a simple right-click of the mouse.

Forthis method of audio playback, you can be in Edit Mode, Move mode or Envelope Mode. See Edit
Mode for more information.
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Key Commands

There are four keyboard commandsto help make playback easy.

F9 Play/pause Toggles between playback and pausing.

F10 Allstop Stopsall playing audio.

F11 SRDDack Revymd 1 second in playing audio. Hold downto
rewind track.

F{2 Skip forward Fast forward 1.5 secondsin playingaudio. Hold

downtofast forward track.

Play All Tracks

There are three waystoplay back alltracks at once.

1. Right-click anywhere inthe time bar (the ruler showing the project length at the top of the audio win-
dow). The audio willplayback instantly

2. Right-click inthe blank area of any track to start the audio playback

3. Clickthe play button onthe left corner of the audio's Component Tab (you can click it again to stop
playback)

Component Tab button (shown playing)

_EIProper‘(ies I

lSnappy I Length:l :03 [_]Exclude from Run Time

v DRy 20 68 v @R R (44100

Intitled recording 14:26:45

Tostop playback at any time, press F10.
Solo Play

1. Right-click anywhere within a block of audio. This willinstantly playback the audio from that point in
the timeline

2. Tostop playback at any time, press F10

3. Repeat step 1ifyou wish to stop the audio and playback from any another location in the audio
block

Using The Audio Project Toolbar

You can start and stop audio playback using the Audio Project Toolbar. See Audio Toolbar for more
information.
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QuickPlay

Thisfeature is designed for On Air playback of newsjingles, weather reports, music beds or any other audio
flesthat are regularly updated and are not programmed into Rundowns.

The QuickPlay Decks are located at the bottom of the main Burli screen. This area willremain on-screen
permanently to ensure quick and easy access.
The QuickPlay Decks, shown loaded with commonly used Audio

I loday's Hundowns [[[44 stories LI

"WXshort 00:18,0] [Weatherlong 00:43.3] [Trafnc 00:23.7] [Musicbed 00:15.0]||[AmbenA|en 00:21_7]||[<No Media> 00:00_0”

WP Does Someone Have to Go?": When the office devours itself W Frog, toad and salamander populations plummeting, U.S. survey finds ESens look to even series vs. Pens at 2-2

The audio can be updated by virtually any user on any Burliworkstations, provided they have access.

When playing back, the Decks have a countdown timer running. The last engaged Deck willframe in blue.
They display the same as Audio Boxesin the Prompter view - when there islessthan 5 seconds remaining
in playback the timer bar willturn from green to yellow.

QuickPlay Decks counting down

.ic Bed 00:196] o

The Decks can be controlled (play/stop) using the mouse or remote controlled devices. Please contact
your System Administrator for more information.

‘Theme... oo:oz.z” o }

Note: Not every newsroom or workstation will have the QuickPlay Decks configured. Please
contact your Systern Administrator for more information.

Stop Playback

There are afew methods for stopping audio play back. The most common method isto pressthe F10
buttonto stop allaudio playback.

The Space Barcan be used to stop audio playback, however you must be focused within the Audio
Project that is currently playing back audio.

You can also use the Stop AllAudio Playbackbutton whichis located to the left of the playback VU meter at
the top ofthe screen.

The Stop All Audio Playback button
| o [00:00"03'120 |

You can start and stop audio playback using the Stop button located on the Audio Project Toolbar. See
Audio Toolbar for more information.

You may also have an external control surface which has an option to Stop Audio Playback. Please contact
your System Administrator for more information.

Audio Countdown Timer

When playing back Audio, you can click on the timer in the top display to switch between countingup and
down.
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The Audlio playback timer counting down (black)

0 0:00"07°538

The Audio playback timer counting up relative to your starting point (green)

0 0:00"12°376/s

The Audo playback timer countin up relative to the start of the track (blue)

-56-52-43-44-40-36-32-25-24-20-16-12 -8 -4 0

-56-52-48-44-40-36-32-28-24-20-16-12 -8 -4 0

D OOOO“O4I7 1 8 dB -56 -52 -45 -44 -40 -3; -32 -25 -24 -20 -16 12 -3 -4 0-

When clicked, the timer will switch between the three modes above:
Black: Timer counts down tothe end ofthe track (0).

Green: Timer counts up from the point you pressed play. Soit willalways start counting from O, no matter
where inthe track you asked it to start playing. Time displayed is elapsed time since the play command.

Blue: Timer counts up from the start ofthe track. Ifyou press play in the middle ofthe track, it willdisplay the
time ofthe recording from that point in the track. It willthen count up to the length of the track (opposite of
the Black track).
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Audio Toolbar

At the top of whichever pane you are using for your Audio Project, you willfind the Audio Toolbar, whichis
filed with buttons for working in the Audio Project.

The entire Audio Toolbar

Playback Buttons

The audio editor provides an assortment of buttons that can control the audio playback in many ways. To
see allbuttons on the button bar, you must ensure that Collapsed Play Buttonsis disabled.

Playback buttons only

P~ 02 @ O

Play All Button

v
This button will play allaudio across alltracks. This willalways play from the start timeline of the

Audio Project. The down arrow contains some menu options. See Playback Menu Options for more
information.

Play Auto Button

This button allows you to play from a specific timeline or waveform selection in your project. There
are afew different ways (mentioned below) this button can be used.

Auto Solo Play

You can Auto Play a single audio block in your Audio Project.

1. Click anywhere withinthe block of audio you want to hear

2. Youwillnotice anew playback timeline (blue dotted line) appears only within the single audio block;
notacrossalltracks

3. Clickthe Play Autobutton to play the single audio block from the playback timeline
Clicking the Play Autobutton will playback the audioin the audio block from the playback timeline.

Note: You can also make a waveform selection and click the Auto Play button to play ONLY the
selected area.

Auto Play All Tracks

You canalso Auto Play across alltracksin a Project.
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1. Click anywhere inthe timeline ruler

2. Youwillnotice a blue dotted line that spans vertically over ALL tracks. Thisindicates the playback
timeline

3. Clickthe Auto Playbutton to play the audio on alltracks from the selected timeline
4. Click the Stop button to stop audio playback

Note: You can also make a waveform selection across alltracks and click the Auto Play button to
play ONLY the selected area.

Switching between playing all tracks and solo play depends on the focusin your project. Ifyou are focused
onasingle audio block, the Play Autobutton will playback the audio block. Ifyou are focused on alltracks,
the Play Autobutton will play ALL tracks.

Play Around Selection

ﬂbﬂ The Play Around Selectionbutton allows you to play audio that has NOT been selected. Thisis
useful for when you plan to delete a section of waveform and want to hear what it willsound like before the
selected areaisdeleted.
1. Select the waveform area(s) you want to delete
2. Toplay ‘around’ the audio selection, click the Play Around Selectionbutton on the Toolbar
3. Thiswillplay 2 seconds before and 2 seconds after the selected area, giving you a preview of how
the audio willsound ifthe selected areaisremoved

Keep inmind you can always adjust the selection(s). See Adjusting Selected Areas for more
information.

Note: Ifyou have multiple waveform selections, clicking the Play Around Selection button will play
around all selected areas.

Playback Menu Options

There are anumber of options to control playback available in the menu that appears if you click the arrow
located to the right of the Play Allbutton.
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The Playback Menu (expanded)

bym Bv@vE [ SBE|
!

v Collapsed Play Buttons
| A Shift+Space
¢ Auto Shift

v Follow Play
v Scrub Play

Play Project Head
Play Project Tail

Play Head Talil

Play Around Selection

Playing speed >
v Keep pitch

EQ Plug-in >

EQ Setting Dialog ...

Add Marker at playing position F8

Collapsed Play Buttons

To simplify the Toolbar, you can use the Collapse Play Buttonsoption. This will collapse the three play
buttons, explained above and move these optionsinto the drop down menu. To view thismenu, click the
arrow located tothe right of the Play Allbutton.

Follow Play

The Follow Play feature willalways show the Playback Cursor (the moving white line that indicates current
play position) as an audiofile plays — even once it moves off the right side of the screen. Thisis especially
usefulwhen you are zoomed into the waveform.

With Follow Play turned ON, the screen willinstantly jump one page to the right each time the Playback
Cursor moves offthe right side of the screen so that the Playback Cursor remains visible.

With Follow Play turned OFF the view willnot change when the Playback Cursor moves off the right side of
the screen. The waveform will not jump and the audio continues to play. Zooming out to reveal more ofthe
waveform willagain show the Playback Cursor.

Scrub Play

The Scrub Play feature allows you to hear what is underneath the cursor as you select audioin the editor; it
strobe-plays the fraction of audio immediately under the cursor, mimicking an analogue reel-to-reel. This
feature is very useful for locating fine edit points in audio clips as you drag the cursor along the waveform.

Note: Scrub Play can overwhelm some older sound cards and potentially become annoying so this
option allows you to turn it on and off,
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Plays the first 3 seconds of audioin a project.

Playsthe last 3 seconds of audio of audioin a project. This will only work if Project Size is set to Auto-size.
(See Project Size Menu)

Plays the first 3 seconds and the last 3 seconds audioin a project.

Thisfeature provides variable speed control during playback.
Optionsrange from half-speed (0.5 x normal) to double speed (2 x normal).

Available playback speeds

Playing speed > Double Speed
v Keep pitch 1.5
EQ Plug-in > 12
EQ Setting Dialog ... * Normal
. . 0.9
Add Marker at playing position F8

0.8
Half Speed

The Playing Speed option controls the speed of allaudio playback untilanother speed (including Normal) is
chosen. The Normal setting (default) plays audio at the same speed that it was recorded at.

Note: This setting only affects the way you hear the audio during audio playback. It does not affect
the actual recorded, mixed-down, orexported audiofiles.

By default Burliprevents the audio pitch from changing when adjusting the playback speed. This
eliminates the usual ‘chipmunk’ or ‘Rocky Balboa’ effect that you would hear when using variable speed
playback onananalog tape machine.

Ifyou prefer the altered pitch, uncheck the Keep Pitch option and Burliwill allow the audio to play at the
altered pitch.

Burl’s audio editor now offers support forindustry standard audio processing plug-ins. Please contact
your System Administrator or Burli for more information.
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Add Marker

Provides a manual method for inserting a marker in an Audio Project. (See Insert Markers Into An
Audio Block for more information. This can also be done by pressing F8.

Audio Editing And View Buttons

The audio editor also comes with an assortment of tools that help with editing, arranging and viewing of
audioblocksinthe editor.

Editand View buttons only

b BB 2o

Cut (Ctri+X)

The Cutbuttonis enabled when a selection of audiois highlighted in a block or across all tracks. It
isalso enabled ifan audio block isin focus. By clicking the Cutbutton the selection or block willbe removed
and copied tothe clipboard. Once you have successfully added content to the clipboard, you can paste
the clipboard contents to another location in the same Audio Project or another project, dependingon
where you are focused.

Copy (Ctri+C)

Ep

‘ The Copybuttonis always enabled. Depending on what isin focus, this function will copy audio
blocks or selections (in a block or across all tracks) to the clipboard. If no audio blocks are in focus, when
clickingthe Copybutton, allaudio blocks willbe copied to the clipboard. Once you have successfully
added content tothe clipboard, you can paste the clipboard contents to another location in the same
Audio Project or another project, depending on where you are focused.

Paste (Ctri+W)

The Pastebutton will copy the clipboard contentsto the area in focus. You can only paste Audio
Project contentsinto the track area of an Audio Project. This functionis enabled only ifthere is audio content
onthe clipboard. Otherwise this feature willbe greyed out.

Ifyou wish to copy contents somewhere outside of an Audio project, see Edit Mode and Move Mode for
more information.

Undo (Ctri+2)

o

Clicking the Undobutton once willcancel your previous action. Burliremembers the last 25
actions you made and lets you undothem one-by-one in sequence.
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Clicking the smallblack arrow beside the Undobutton will display a history of all 25 recent steps. You can
jump back tothat step by selecting the step inthe menu. Allintermediate stepsbetween now and that
step willalsobe undone.

Redo (Ctri+Y)

R

The Redobutton allows you to revert back if you decide not to undo an action. The pulldown
menu wil display a history of Redoactions previously undone in your Audio Project.

Zoom

The Zoom Toolbar allows you to horizontally magnify or shrink any area of waveform in an Audio Project. You
canzoom right down to the individual samples in the audio waveform which can be useful for removing tiny
clicks or ticks without affecting the important audio content.

The Zoom buttons only

222 8-

Zoom To Selection

This buttonis enabled only when a selection is made within an audio block or across alltracks.
Clicking this button willexpand the selected area to the full width of the Audio Editor.

Understanding the focus (audio block vs alltracks) isimportant. Forexample, If you make a selection within
an audioblock, and click the Zoom to Selectionbutton, the audio block selection willfill the width of the
Audio Editor. If you make a selection across alltrack, and click the Zoom to Selectionbutton, the select
area across alltracks wil fill the width of the Audio Editor.

Zoom In

Click inadesired location (audio block or across alltracks) in the timeline that you wish to magnify.
You willnotice a blue dotted line (timeline indicator) running from the top to the bottom of the audio clip.

Click the Zoom Inbutton. Each click of the button will zoom in another closer to the timeline indicator until
individual audio samples are visible.

Note: Ifyou see more than one timeline indicator, the latest line created willbe the zoom target.

Zoom Out

—_| The Zoom Outbutton wil zoom out one step each time itis clicked. If, for example, you Zoomed
intoofaryoucan ‘back up’ with the Zoom Outbutton to the desired magnification.
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Zoom Out Full

B\~
The Zoom Out Fullfunction zooms all the way out to show the entire project from head toftail.
This feature can save you from clicking the Zoom Outbutton multiple times.

Zoom Menu Options

B~
Notice the smallblack arrow beside the Zoom Out Fullbutton. Clicking the arrow revealsa
drop down menu with various zoom options. Allthese options (except the Collapsed Zoom Buttonsoption)
relate to the focus of the Zoom Inbutton.

The Collapsed Zoom Buttonsoption hides the Zoom Inand Zoom Out buttons to simplify the Toolbar.
When this option is selected, only the Zoom Out Fullbutton will be displayed on the Toolbar.

Expanded Zoom Out menu options
B~ BHIOF R |
Collapsed Zoom Buttons

Zoom to Start

Zoom to Left of Screen
Zoom to Project Midpoint
Zoom to Centre of Screen
Zoom to End

Zoom to Right of Screen

. Zoom to Cursor Position
Zoom to Mouse Pointer

ZoomtoStart: wil focus the zoom to the start of your entire project.

Zoomto Left of Screen: willfocus the zoom to the left portion of your project screen.

Zoom to Project Midpoint: will focus the zoom to the middle of your entire project.
Zoomto Centre of Screen; will focus the zoom to the centre portion of your project screen.
ZoomtoEnd: wil focus the zoom to the end of your entire project.

Zoom to Right of Screen: wil focus the zoom to the right portion of your project screen.

Zoom to Cursor Posttion: focuses the zoom where the cursor is currently pointing. Only appliestothe
Mouse Scroll Wheelfunction.

ZoomtoMouse Pointer: focuses the zoom on the blue dotted line current position cursor created by
clickinginthe Audio Project.
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Zooming With The Mouse Scroll Wheel

Most users find thisto be the quickest method for zoominginand out.
1. Placethe cursor overthe place where you wish to zoom
2. TozoomIN, rotate the mouse wheelforward
3. Tozoom OUT, rotate the mouse wheel back
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Audio Editing Modes

BurliNE Desktop includes a powerful Audio Editor, which is useful for everything from basic audio editing to
creating multi-layered Audio Projects. The Editor has capacity for overlapping dialogue, music, effectsand
background sound. It offers a virtually unlimited number oftracks, audio editing features, volume envelope
controls, preset fades, VST plug-in support, variable normalization many other audio features.

The Audio Editor allows you to edit audio in three different modes: Move, Edit, and Envelope mode
(Volume contral).

The Audio Editing Mode buttons

@ (@]

Note: You can swap between allthree Audio Editing Modes by pressing the ~ (Tilde) key in the top
left corner of your keyboard. Thisis very handy when you 're working quickly.

Move Mode

Mode Move mode lets you move audio blocks anywhere within an Audio Project or to other
locationsinthe system.

Moving An Audio Block

In most cases you will use it to move audio blocks within the same Audio Project. However, there are many
other options for moving audio in the system.

1. Make sure you are in Move Mode by clicking the Move Modebutton

2. Dragand drop anaudio block in the following locations

a. Toanytimeline onany track withinthe same project

Into any timeline on any track of another Audio Project
Into the same Story asan new Audio Project tab
Into another Story as an new Audio Project tab
Asanew Storyinany virtually folder in the system

© 2 00
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Moving an Audio Block to any number of destinations

" Harry Brunt I

III Carl Panzram 224 IEI Marcel Petiot [4:21] IE]F

<Story filter text> 'EI h

Title & ® %

Bl Carl Panzram - o~ W
Ul1 5u 0'20"

[ m |

litems

ar ae |

<Story filter text> EI Clip 1 [1:055 Propertiesl

Title @ & Cirl

L "R
0'os" 010" 015" ‘20" (

[Jm_ | it

Note: When in Move mode, you cannot insert a block into another block in the same Audio Project.
This only works ifyou are dropping it into another audio block (insert) of another Audlio Project.

Moving An Active Block To The Background Or Fore-

ground

Thisis useful if you have moved one block on top of another block and you want switch the order. For
example, If you want to move what lies underneath an active audio block, you willhave to move the active

foreground block to the background or vice versa.

« Pressthe Bkeyonyourkeyboard to move the focused audio block to the Background
« Pressthe Fkey onyourkeyboard and move the focused audio block to the Foreground
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Note: The changes only affect what you see, not what you hear. Ifyou want to make these
adjustments audible, you will have to edit the audio blocks accordingly.

Moving An Active Block To An Adjacent Block Or Marker

Thisfunction will ‘snap’ the head or tail of an active block (left or right), to the next Block or Marker.

1. InMove Mode, make sure the block you want to move is active

2. Pressthe Rkey (right)on your keyboard. The right side of the active block will ‘snap’ to the next
marker or block it finds on the right

Different moves/snaps to blocks and markers

B R e e ot T S ——
0 20°5 21°0 2175 220 22 '0 205 210 215 2270 22 0 205 2170 215 22°0 22 0 205 210 "15 220 22

Active Block Snaps to Snaps to Block Snaps to Block
(red frame) Marker Start End

Toreverse thismotion, pressthe L (leff)key and the left side of the active block will ‘snap’ left to the next
marker or block.

Deleting An Audio Block

1. Focusonasingle audio block
2. Pressthe Deletekey onthe keyboard

Ifyou only wish to delete a portion of an audio block, see Deleting A Selection Of Audio From A Single
Block.
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Edit Mode

Edit Mode allows you to make waveform selectionsin a single block or across alltracks. While in
Edit Mode, you can also copy selections to other locationsin the same project orin the system.

Waveform Selection In A Single Block

Tohighlight a selection of an audio block, dragthe cursor across the portion of audio you want to work with.
The selected area willdisplay purple waveform with a white background.

Selecting waveforms

" 1 Bt B B P B
15 2"0 2'6  3"0 35 4'0 4"5

Tomake multiple selections:

1. Hold down the Shiftkey while click/selecting more than one portion of audio waveform
2. Afteryouhave made a series of selections, you can adjust each clip boundary individually

Note: This is where the Play Auto button can become useful as you can include orexclude the
waveform selections during audio playback. You can always adjust the selection boundaries until
you have the desired resullts.

Waveform Selection Across All Tracks

Tohighlight a selection across alltracks, dragthe cursorin any ‘blank’ area of any audio track — NOT inthe
audio waveform. You will notice the selection spans over alltracks rather thanin the individual blocks.

You may need to make multiple selections across alltracks:

1. Hold down the Shiftkey while click/selecting more than one portioninany ‘blank’ area of any audio
track —NOT inthe audio waveform

2. Afteryouhave made a series of selections, you can adjust each selection boundary individually. See
Adjusting Selected Areas for more information
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Waveform selection across multiple tracks (timeline selection)

e —~ry T

Note: This is where the Play Auto button can become useful as you can include or exclude the
waveform selections during audio playback. You can always adjust the selection boundaries until
you have the desired resullts.

Adjusting Selected Areas

Toadjust the boundaries ofa selected area:

1. Hold the cursor over the outside edge of a selection (left or right); the cursor changesto a double-
headed arrow

2. Clickand dragthe edge ofthe selection tothe left or right.

Ifyou have Scrub Play enabled, you willhear the audio pulsing at the current position as you
hover the cursor over the waveform.

Adjusting the boundary of a selected area

Clearing Waveform Selections

This can useful if you have made some waveform selections and you want to start over witha ‘clean slate’.

Toclearawaveform selection, pressthe Backspacekey onthe keyboard or click on an area that is not
highlighted. Clearing selections using the Backspacekey wil only affect the selected area infocus.

Insert Markers Into An Audio Block

You may want to mark one or more locationsin an audio block. These markers may indicate the start
and/or stop points of an audio clip you want to use, or it could be an area in need of editing.

Insert a marker in an audio block (Edit Mode only):
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1. Clickinthe grey strip at the top ofan audio block
2. Awhite marker line with a white cap appears
3. Repeated asmanytimesasyou wish

Inserting a marker into an audio block

0019 0020 0021 0022 0023

Alternatively, you can create markers using the F8key on the keyboard. This can be done anytime during
playback orrecording.

Note: When audio blocks with markers are moved from the single—track editor to the Audio Editor;
the markers are moved too and retain their original position within the selected block.

Placing Markers Into The Timeline

Similar to marking an audio block; you may want to mark one or more locations in your project, acrossall
tracks.

1. Make sure youarein Edit Mode

2. Clickinthe grey strip at the top ofthe time bar

3. Awhite marker line with a white cap appears

4. Repeated asmanytimesasyouwish

Placing markers into the timeline

—
25" 26" 27"

24"

Note: Toadd or modify markers you must be in Edit Mode.

Insert Markers During Audio Playback

Thisis very useful if you want to mark significant moments, in an audio block or across alltracks, during
audio playback.

To create amarker during playback, pressthe F8key onthe keyboard. You can create an unlimited
amount of markers during playback.

The markerswillbe created inthe audio block or across alltracks in the timeline depending on where you
are focused when you begin playback.
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Repositioning Markers

Toreposition amarker, click the white box at the top ofthe marker, and drag it laterally to the desired
location.

Highlighting Between Block Markers

If you would like to highlight the area between two markers, hold down the Cirlkey and click in the audio
block between the two markers.

Highlighting between two block markers

1 N I N 1 N 1 N 1
0019 0020 0021 0022 00273
hﬂ .
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Highlighting Between Timeline Markers

Hold down the Ctrikey and click inablank area inthe track between the two markers.

Highlighting between two timeline markers

2'5 30 3"5 4"0 4"5 5"'0 55 B'0 6'5 7

Removing Markers

Toremove amarker, click onthe top ofthe marker, and dragit up and outside of the entire work area.
When the marker disappears from the wave graph, release the left mouse button.
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Removing a marker
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Deleting A Selection Of Audio From A Single Block

This can usefulif you have one or more waveform selections and you want to delete them; leaving the un-
selected waveform.

1. Make one or more selectionsin an audio block
2. Pressthe Deletekey. The audio within the selected area willbe removed.

« Alternatively, you can click the Cutbutton to delete a waveform selection
3. Afaint greyline appearstoindicate where the waveform was deleted

Note: Depending on the editor settings, you may notice some different behaviour when deleting
audio. SeeProject Auto-Snug Delete andBlock Auto-Snug Delete for more information.

Deleting Audio Selections Across All Tracks

This can be usefulifyou have one or more waveform selections, across alltracksin the timeline, and you
want to delete them, leaving the un-selected audio in the project.

1. Make one or more selections across alltracks.
2. Pressthe Deletekey. The audio within the selected area willbe removed.
« Alternatively, you can use the Cutbuttonto delete a waveform selection.

Note: Depending on the edltor settings, you may notice some different behaviour when deleting
audio. See Project Auto-snug Delete andBlock Auto-snug Delete for more information.

Copying Audio Selections From A Single Block

Similar to the Moving an audio block in Move Mode, you can copy a waveform selection to various locations
while in Edit Mode. Inmost cases you will use it to move audio selections within the same Audio Project.
However, there are many other options for moving audio in the system.
1. While in Edit Mode, make one or more waveform selections
2. Dragthe selected area(s):
« Toanytimeline onany track withinthe same project
« Intoanytimeline onany track of another Audio Project
« Intothe same Storyasannew Audio Project tab
« Intoanother Story asan new Audio Project tab
« Asanew Storyinany virtually folder in the system
« Insert the audio waveform into the waveform of another audio block
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All possible destinations to copy the audio waveform to
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Copying Audio Selections From Across Multiple Tracks

You can copy multiple waveform selections, from multiple tracks, to various locations while in Edit Mode.
This willmove (not copy) the audio selections.

1. While in Edit Mode, make one or more waveform selections across alltracks
2. Dragthe selected area(s):
« Toanytimeline onany track within the same project. This willmove (not copy) the audio

selection.
« Intoanytimeline onany track of another Audio Project
« Intothe same Story asan new Audio Project tab
« Intoanother Story asan new Audio Project tab
« Asanew Storyinany virtually folderin the system
« Insert the audio waveform into the waveform of another audio block
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All possible destinations to copy the audio waveforms to
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This function will retain the relative track position of each audio selection. Forexample, if you drag multiple
audio selections, from multiple tracks, the result willlbbe multiple audio blocks across multiple tracks.

Depending on where you drag/drop the selected content, you may find that more tracks are added tothe
target Audio Project. Forexample, ifyou drag a selectionthat spans over 3tracks - intotrack #1 ofa single
track Audio Project - the total tracks willbe 3 tracks. Ifyou drag/drop the same selected content - into
track #2 of a single track Audio Project - the totaltracks willbe 4 tracks.

Confused? The best thingto dois to practise some audio editing with a bit of experimentation. Remember
you can always use the Undo (Ctri+2) function.

Splitting An Audio Block

Itis often usefulto be able to split a single block of audio into separate blocks that can be moved
separately. Cuttingand pasting audio from one location to another in the editor automatically creates new
blocks, but sometimesthat’s not quite what you wantto do.

Tosplitasingle block intotwo:

1. InEditMode, click onthe audio waveform at the point where you would like to split the block
2. Youwillnotice ablue dotted line in the block
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3. Pressthe Skey onyourkeyboard

4. Youwillnotice a white solid line takes place ofthe blue dotted line indicating a splitin the block. In
Move Mode you can now drag the two blocks anywhere in the project independently of each other.

You will see that the audio blocks are auto named to help distinguish between the newly created blocks.
Splitting An Audio Selection Into A New Block

You can make a selection and separate it from the original block.

1. Make an audio waveform selection in an audio block
2. Pressthe Skey onyourkeyboard

Notice that two splits are created at the selection boundaries, making a new audio block. InMove Mode
you can now dragany ofthe blocksindependently of each other.

You will see that the audio blocks are auto named to help distinguish between the newly created blocks.
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Envelope Mode allows you to adjust the volume levels (or envelope) of any audio clip or block inan
Audio Project. Allenvelope settings are represented with white markers onared line as showninthe
diagram below.

The Audio Editor allows manual adjustment of the volume envelope and offers preset functionsincludingin
and out fades. There are also some shortcuts for common adjustments.

As anexample of how the envelopes (thin red lines) are commonly used, inthe illustration below the
background music block (track3) begins at a higher levelfor the introduction, then decreasesin volume to
lie asabed underthe reporter’s dialogue (track 1) and the interview guest (track?2). Asthe reporter’s
dialogue approachesthe end ofthe block, the background sound effectincreasesin volume. These
volume adjustments are possible with a few clicks in Envelope Mode.

Each block hasbeen adjusted slightly so the overallvolume of the audiois even throughout the Audio
Project. White dots willappears wherever a change occursin the volume envelope.

Example of a typical application of envelope control over multiple tracks

010" 020° 090° 040° 0500 100° 100 120° 190° 1400 1500 200° 2100 220° 290° 2400 250° 300" 3M0° 320" 330° 40 350° 4000 4100 4200 43

g i
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You can manually adjust the volume of any audio on any track in the Audio Editor. Thereisnolimit tothe
number of changes you can make.
To change the volume of audioin an Audio Project:

1. Make sure you are in Envelope Mode. A horizontal red line willappear across the waveform of each
audio block

2. Click once in the waveform position where you want the change to occur. The envelope line will
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jump tothe place you have clicked. An envelope point willnow appears where you clicked mouse
3. Adjustthe envelope point to the desired audio leveland then release the mouse button

Youmay need to create multiple envelope pointsto achieve the desired results.

Note: When then volume envelope is changed in the edlitor, notice that the waveform itselfalso

changes in size to match the volume changes. This makes it easier to judge levels and avoid
boostingaudiotoofar.

Editing Envelope Points

Envelope markers can be adjusted as much as you like. To change the position of an existing marker:
1. Place your cursor above the white marker tobe edited
2. Wait forthe cursor to change into a four-headed arrow
3. Click and dragthe markertoits desired new location

Removing Individual Envelope Points

Toremove a white marker, click and drag the marker upward and completely outside of the waveform
boundaries of a given audio block. All other white envelope markers will remain within the audio block.

Removing a single envelope point

—————
‘40 15"45 15"50 15"55 15°

Removing All Envelope Points Within An Audio Block

Toremove allwhite markers:

1. InEnvelope mode, focus on the audio block you want toreset
2. Pressthe Backspacekey onyour keyboard

You willnotice that all white envelope markers have been removed and the waveform hasbeenreset toits
original height

Adjusting The Volume Of An Entire Audio Block

Ifthe volume levels of an entire audio block are too high or too low, you may want to adjust the levels of the

entire audio block. You can dothis quickly in ANY mode (not just Envelope Mode) using the arrow keys on
the keyboard:
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1. Focusonthe audio block you want to modify

2. Pressandhold the Uparrow. The red envelope line and the waveform willincrease equally across
the entire block

3. Pressand hold the Downarrow. The red envelope line and the waveform willdecrease equally
across the entire block

Ifyou want to go back to a previous adjustment, you can click the Undobutton onthe audio editor’s
Toolbar. Toremove allvolume adjustments, press the Backspacekey on the keyboard.

Adjusting The Volume Of An Audio Selection Within A
Block

You can quickly adjust the volume of a highlighted clip (section of audio) with the Up/Down arrow keys on
the keyboard:
1. InEditMode, make a waveform selection within the audio block
2. Pressandhold the Uparrow. The red envelope line and the waveform itself willincrease only within
the selected area
3. Pressand hold Downarrow. The red envelope line and the waveform itself will decrease only within
the selected area
Ifyou want to goback to a previous adjustment, you can click the Undobutton on the Toolbar. Toremove
allvolume adjustments, pressthe Backspacekey onthe keyboard.

Note: Each time the Up/Down arrows are pressed, the envelope willincrease/decrease by 1% in
volume.
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Adjustments And Effects

BurliNE Desktop allows for different adjustments and audio effects to be applied to your Audio Projects.

Preset Volume Adjustments

el v
‘_ Thisisa quick way to modify audio envelopes using a series of presets. The settingsinclude:

Fade In, Fade Out, Cross Fade, Mute and Normalization. The settings are found in the audio effect
window.

Applying Presets To Audio Blocks

Toapply apreset toan entire audio block:
1. Click onthe block (inany mode)to select it

2. Choose apreset fromthe pulldown menu as seen on the right. You can also double-click anywhere
inthe waveform to open the Audio Effects window

Applying Presets To An Audio Clip

1. Toapplyapresettoa selection (clip) from an audio block, select the region in Edit Mode
2. Double-click anywhere inthe selected region

3. Choose a preset from the pulldown menu. You can also double-click anywhere in the selected
region to open the Audio Effects window

Note: The preset willbe applied to whatever block or region was selected and double-clicked to
open the Pull down menu or the Audio Effects window.
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Summary Of Audio Effect Definitions

Preset Name Result
Oricinal Resetsthe envelope toits original form before any adjustments
9 were made.
Mute Setsthe envelope to 0% (total silence) in the selected region.
Fadeln Fadesthe envelope in a straight line from 0% at the beginning to
(Linear) the existing volume at the end ofthe fade.
Fadesthe envelope in a curve from the beginning to end of
Fadeln region. The beginning ofthe fade is gradual and the end is more
(Sinusoidal) rapid. More closely mimics an analogue pot fade than a linear
fade.
Fade Out Fadesthe envelope in a straight line from the current value at the
(Linear) beginning ofthe fade to 0% at the end ofregion.
Fadesthe envelope in a curve from the beginning to end of
Fade Out region. The beginning of the fade is rapid while the end is more
(Sinusoidal) gradual. More closely mimics an analogue pot fade than a linear
fade.
Cross Fade Fades one track in and another track out simultaneously to
(Linear/Sinusoidal) create a smooth transition. See details below.

Peak Normalization

RMS Normalization

Adjusts the volume of the region based on the loudest portion of
the audioin that region. See details below.

Adjusts the volume ofthe region based on the average volume of
the audioin that region. See details below.

Adjusts the volume of an entire project toa preselected level at

Loudness Normalization

time ofingest. See details below.

Details Of Audio Effect Definitions
Cross Fading

Cross fades canmake edits and transitions sound polished and professional. The Audio Editor makes
crossfading easy with preset cross fades. The feature assumes the fade willbe made between the ends of
two audio blocks that overlap each other by a smallamount (1 to 2 seconds usually works best).

Touse the preset crossfade feature:

1.
2.

3.

Make sure blocks are laid out on separate tracks. Itis simplest to have the audio on adjacent tracks

Highlight the tracks covering a region slightly greater than the area you wish to cross fade. Be sure to
include the ends of both blocks in the highlighted region as shown below

Double -click the highlighted area on the track; not on either one of the audio blocks. This opensthe
Audio Effects window

Choose Linear or Sinusoidal and click the OKbutton
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Manual normalization allows you to adjust the audio levels of a clip or block, settingthem toanideal volume.
It does not work for allaudio selections and has some limitations, but it can be very useful. Experiment with
this feature and you will get a feel for how it works.

Peak Normalization analyzes a section of audio and adjusts the whole clip so that the loudest pointinthe
audiois adjusted to the ideal maximum volume. For technical reasonsinvolving a lot of psycho-acoustic
mathematics, the ideal maximum value for digital audio is 96% and that’s what Burli’s normalization
defaults to (though you can adjust it to any value you like).

RMS Normalization (root mean squared normalization) analyzes a section of audio and adjusts the whole
clip sothat the average levelis adjusted to some appropriate value. The default value for RMS
normalizationis - 16.48dB (though you can adjust it toany value you like).

The following example below shows the difference between the two types of normalization. Both raise the
volume of the original recording, whichistoo quiet.

Because there isa sharp single peak in the recording, peak normalization raises the volume so that one
peakisasloud asitcanbe.

RMS normalization, however, raises the average volume of the whole clip to a preset value. Note that the
sharp single peak isboosted above the maximum and is hard-limited.

Examples of normalization applied to a waveform

Tonormalize audioin Burli’s Audio Editor:

1. Make a selection (either a highlighted clip or an entire block)
Double-click your selection to open the Audio Effects window
ORclick onthe ‘Effects and plug-in’ pulldown menu

Select Peak or RMS Normalization

Eal AN
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5. Adjustthe Normalization level slider if necessary. The default setting for Peak is 96%. The default set-
tingfor RMSis 15%

6. Clickthe OKbutton

Adjusting The Peak And RMS Normalization Value

You may want to adjust the value that your audio is normalized to— the volume that the peak value in your
audio selection willbe adjusted to.

When you select Normalize in the Audio Effects window, you will see the Normalize slider. Use the mouse to
adjust the levelto any value between 0% and 100%.

The Normalization slider (Peak)

Peak Normalization X

Normalize to

Percent: 96% dB: -0.35

Note: It is possible to over-modulate portions of the audio when increasing the RMS value. Use this
setting with caution.

Normalize On Envelope

With thismode enabled, normalizing audio makes the volume envelope move toreflect the volume
change. With the mode turned off, normalization is processed in the background and doesnot appearin
the envelope.

Showing the normalization more accurately reflects the changes made to the audio, but you may find it
confusing and cluttering. By default, Burlileaves the setting turned off.

Loudness Normalization

Loudness Normalization is a means to normalize the volume of an entire audio file based on a digitally set
level (expressed in LUFS, not dB).

Thistechnique takesinto account the effect of higher frequencies being perceived aslouder by the human
ear (even at the same amplitude). Using Loudness Normalization renders audio of different types (music vs
talk radio vs commercials) and different sources to something that sounds much more truly uniformin
volume. This eliminates volume fluctuations associated with different playback types.

Ifenabled on a particular source, Loudness Normalization automatically takes place during ingest - it
cannot be performed (again) on an audiofile already in the system.

Note: Loudness Normalization is set up and adjusted by your System Administrator. Please
contact your Sys Admin for further details on which sources receive this effect, and its attributes.
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Plug-ins (LADSPA / VST)

Burlisupports a variety of audio processing plug-ins. Each plug-in performs some sort of audio processing
task. Most are used in advanced music and audio production but some are very useful for newsroom
users. Plug-ins commonly used in newsrooms includes equalization (EQ), noise fitters and voice distortion.

Burlidoes not come with any plug-ins, but there are hundreds available. Your production department or
engineers may already have some for use with other audio software.

Muting Audio

Quickly mute an audio selection or an entire audio block.

Mute An Audio Block

1. InSelect orMove mode, focus on an audio block
2. Pressthe Mkey onthe keyboard. The waveform should be a flat line

Mute An Audio Selection

1. InSelect highlight a selection of audio (in a single audio block or across multiple tracks)
2. Pressthe Mkey onthe keyboard. The waveform should be a flat line

Note: Muted audio means the volume is at level O (zero). Alternatively, use the undo or Up/Down
arrows to adjust the volume level of muted audio.

Quick Keys For Fade And Cross Fade

There are hot keysfor Fade In, Fade Out, and Cross Fade in BurliNE. After selecting your audio (inthe case
of Cross Fade, audio must selected across multiple blocks), you can use the following keys:

Shortcut Function
O Fade Out (Linear)
Shift+ O Fade Out (Sinusoidal)

| FadeIn (Linear)

Shift + | Fade In (Sinusoidal)
X Cross Fade (Linear)
Shift + X Cross Fade (Sinusoidal)
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Project Settings And Options

Clicking the Settingsbutton lets you cycle quickly between the 3 Audio Modes - from Move Mode (to) Edit

S

Mode (to) Envelope Mode (to) Move Mode and soon.

The Settings button

«4» 1-Move
b é T| 2-Edit
E 3-Envelope

ettings Menu

Notice the arrow beside the Settingsbutton. When clicked, thisreveals the Settings drop down menu.

Settings menu

@ v ‘ LE‘J [ |
v Collapsed Mode Buttons

¢ Move Mode
Edit Mode
Envelope Mode

Project Size >

Project Auto-snug Delete
v Block Auto-snug Delete
Auto-split Import

v Auto Zero Cross

LADSPA Plug-ins Path...

VST Plug-ins Path...

Collapsed Mode Buttons

T

The Collapse Mode Buttonsoption combines the three Audlio Modebuttons (Move Mode, Edit Mode, and
Envelope Mode) and the Settingsbutton into one button—the Collapsed Modebutton. This can save
space in the Toolbar for people with small screens. With the Collapsed Modebutton active, the drop down
menu has the added option to select modes.

he Collapsed Mode Button

By clicking the Collapsed Mode button, you can quickly switch between the 3 Audio Modes from Move
Mode (to) Edit Mode (to) Envelope Mode repeatedly.

You willnotice the icon of the Collapsed Modebutton willchange as you cycle through the Audio Modes.
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The Collapsed Mode button cycles through the Audio Editing Modes

A

L.*@.*@.__,

You can also cycle through the Audio Editing Modes by pressing the ~ (Tildg)key near the top left corner of
your keyboard.

Project Size Menu

The Project Size sub-menu reveals a list of presets that can be used to set the size of your workspace
depending on the size of your Audio Project.

The Auto Size setting automatically sets the length of your workspace according to the placement of audio
blocksinyour project.

When you start on a new project the default workspace size is 1 minute. If you start adding audio blocks to
the end ofthe project workspace, the length of the workspace willincrease accordingly.

Ifyou delete audio blocks from the end of your workspace, the length of the workspace willdecrease
accordingly.

Note: Placement of audio blocks will determine the minimum length ofa workspace. Forexample,
ifthe last audio block is placed at the 3 minute mark in your project then you willnot be allowed to

decrease the project length to smaller than 3 minutes. Allpresets less than 3 minutes willbe greyed
out.

Project Auto-Snug Delete

This option changes the behaviour of the project timeline when audio waveformis deleted across all tracks.

When this optionis enabled (default), allaudio blocks will snug together when deleting one or more
selectionsthat span over alltracks.

When a selectionis deleted, allaudio to the left of the selected waveform will remain stationary. However, all
audio (acrossalltracks) to the right of the deleted waveform selection will shift to the left in the timeline,
‘snugging’ up tothe waveform on the left.

Block Auto-Snug Delete

This option changes the behaviour of an audio block when audio waveform is deleted from within the
block.

When this optionis enabled (default), the audio block waveform will snug together when deleting one or
more selections within the audio block.

When a selection of waveformis deleted, allaudio to the left of the selected waveform will remain stationary.
However, the audiotothe right of the deleted waveform selection will shift to the left, ‘snugging’ up tothe
waveform on the left. Surrounding audio blocks will not shift in the timeline.

Auto-Split Import

Auto-Split Import causes the editor to make room for new audio when itisadded to a project. Whenanew
block of audiois dragged to a track, any existing audio blocks on other tracks at the same position willbe
split (separated) where the import file is dropped.
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Auto Zero Cross

Auto Zero Cross makes sure waveforms always match during editing and prevents ‘pops’ or other noises
atedit points. It does, however, (very) mildly restrict where you can make edits in a waveform.

Digitalaudiois a series of waves and edits can occur anywhere onthe wave. Ifa peak from one waveformis
edited directly tothe valley of another, the waveformisinterrupted with a sudden jump that can often be
heardasa ‘pop’.

Auto zero cross automatically restricts edits to places there the waveform crosses the zero point (the
middle) of the waveform. This guarantees that any two waveforms will match perfectly during an edit,
eliminating the chance ofa ‘pop’ or ‘click’.

It does meanthat edits are restricted to places where the waveform crosses zero and on especially fine
editsthismay be inconvenient. But as the average waveform crosses zero several thousand times each
second, formost purposes the restriction willnever be noticed.
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Other Audio Block Controls

Rename An Audio Block

1. Click onthe block youwanttorename toensure itisin focus
2. Pressthe Tkeyonthe keyboard. Anew boxwillpop up, prompting for the new title

Audio Block Title X

Please specify the title

Carl Panzram part 1| |

Cancel

3. Typeinthenew title and press OK. You wil notice the audio block displays the new title at the top-

right of the block. You willalso see the title pop-up when you hover over the block with the mouse
pointer.

1 " 2" 3|| 4“

Carl Panzram part 1

Grouping Audio Blocks

Burli’s Audio Editor allows you tolink a series of audio blocks together so that they stay in exactly the same
position relative to each other.

Leading And Tailing Markers

Each audioblock hastwo markers—smallboxes at the beginningand end ofthe grey bar that runs along

the top of allaudio blocks. The ones at the front are called Leading Markers; the ones at the end are Tailing
Markers.

Linking Audio Blocks

Audioblocksare linked by theirleading and tailing markers. When two blocks are linked together, the
leadingand markers that form the link turn the same colour.

Tolink two audio blocks:

1. dentify amain audio block you wish to link to a second one
2. Click and hold on the Tailing Marker box of the main audio block

3. Dragthe cursor toward the second block. You willnotice the cursor changesto a grey anchor (indic-
ateslink mode) and a dotted line appears as you move the anchor towards the main block

4. Whenthe anchor connects with the Leading Marker box of the second block, the colour of the
anchor willturn yellow

5. Theyellow anchorindicates alink can be made between the two blocks
6. Release the mouse buttontoform the link
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Linking blocks together

mVote 2016/Clinton - Not Just Speeches :13 IProperties ]

= |Vote 2016/Clinton - Not Just Speeches ‘ Length:] :13 [[JExclude from Run Time
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There isnolimit to the number of inks you can make ina chain. Links can alsobe made to between leading
and tailing markers and white position markers, eitherin an Audio Project or a specific block.

Note: Some links are not allowed. Some make no logical sense while others can cause knots or
locks in the Audio Project. Burliprevents you from making these links by refusing to link two
elements ifthe link will cause problems. There is no error message — the link will simply not form.

Unlinking Audio Blocks

1. Click and hold onthe Leading Marker, of an audio block that you wish to unlink

2. Dragthe grey anchortoward the Tailing Marker of the linked audio block. You willnotice the cursor
changestoa blue anchortoindicate Unlink Mode

3. Release the mouse tobreak the link
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Thisfeature allows you to mix a complex Audio Project into a new single track Audio Project
(within a new Story). This willrender alltracks, waveform edits, fades and volume automation intoa new
single track Audio Project.

Tomixdown an Audio Project, click the Mix Downbutton inthe Audio Toolbar. After a brief pause, the
completed Audio Project willappear in the same folder as the original project.

The name ofthe mix down project willbe the same name as the original Audio Project with the prefix “Mix-
downof”. Forexample, if your project isnamed “My Project”, a mixed down version will be “Mix-down of
My Project”.

Mix Down menu options
Save All
Save Inclusively

Save Exclusively

¢ Original
Left Channel
Right Channel
Combine Channels

Stretch/Compress...

Save All (default) willmix down alltracks, waveform edits, fades and volume automation into the new single
track Audio Project. This option has the same effect as clicking the Mix Downbutton.

Save Inclusively (include selected areas) willmix down only selected areas across multiple tracks. Al
waveform edits, fades and volume automation, ofthe selected areas, willbe rendered into the new single
track Audio Project. This optionis available only when you have made one or more selections across
multiple tracks; otherwise this menu option willappear greyed out.

Note: Before you using Save Inclusively, you can use the ‘Auto Play’ option so you can hear what
the mix down will sound like before committing. See Play Auto Button for more info.

Save Exclusively (exclude selected areas) willmix down allaudio outside of the selected areas across
multiple tracks. Allwaveform edits, fades and volume automation, outside ofthe selected areas, willbe
rendered into the new single track Audio Project. This option is available only when you have made one or
more selections across multiple tracks; otherwise this menu option willappear greyed out.

Note: Before you use this option, you can use the ‘Play Around Selection’ feature so you can hear
what the mix down will sound like before committing. See Play Around Selection for more info.

Original (default) willmix down both left and right channels.
Left Channel will optionally mix down the left audio channel only.

Right Channel will optionally mix down the right audio channel only.
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Combine Channels willmerge audio from the Left and Right tracks together. The end result willbe mono
sound however it may stillappear to be stereo (2 waveforms) depending on the default audio format of your
system.

Stretch/Compress will allow you to shorten or extend the length of the mix down version of your audio toan
exact value. There may be limitations set to prevent audible degrading. Please contact your System
Administrator for more information.

Export (Save As)

Thisis very similar to the Audio Mix Down feature, but Saving As allows you to save the mixed
down audio to somewhere outside of the Burli System.

You may have some audio that you need to export to an externallocation. You can save your mixed down
audiotoaportable flash drive, yourlocal computer or other locations in the network. You can choose from
many different formats such as WAV/MP2/MP3 with various sample rates and bit rates.

Save As menu options

B | SBR[ DY |4
Save All
Save Inclusively
Save Exclusively
¢ Original
Left Channel
Right Channel
Combine Channels

Stretch/Compress...
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Wave Wizard

The Wave Wizard is an Audio Project builder that allows to you easily combine multiple Audio Projectsintoa
single Audio Project without allthe meticulous dragging and dropping. This can be especially usefulwhen
combining multiple audio components or making different versions of the same piece.

Wave Wizard window

Wave Wizard X
Name Length Silence
[ Earnest-SCOTUS_Nominee_Some_Progress 113.8 :00.0
&I Earnest-SCOTUS_Nominee_Republicans_Strategy 112.0 :00.0
&l Earnest-SCOTUS_Nominee_Republican_Leadership :08.3

Select All Deselect All Total Length: 1342
Story Name: ’ SCOTUS| Wave Wizard |
Create In: | \Newsroom Data\Personal Folders\user1\ l Browse...
[:] Mix Down Output
] Keep this window open after build | Build I Close

Preparing Your Audio

There are several points to consider before creating a Wave Wizard Project.

« Allaudiothat you want to combine must be contained in the same folder

« TheWave Wizard does not allow waveform editing

« [tissuggested tomake your waveform edits before opening the Wave Wizard; however,

you can also edit the final Audio Project after it has been built

« Audiowillbe combined inthe order (top to bottom) of the Story list (as seen in the Folder) by default.

Ifyou cannot change the Story orderin that folder, you willhave that option in the Wave Wizard
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Combining Audio Projects

1.
2.

&

Select two or more Audio Stories you want to combine

Right-click and select Wave Wizard from the menu (or press Ctri+Wj. You will see the selected Stor-
ieslisted inthe Wave Wizard window

Optionally change the Story Name ofthe final project.
Optionally change the target Folder for the final project (default is the current folder path).

Optionally change the order of the listed Stories. This can be done by dragging and dropping one or
more Stories up or down the list

Optionally add Silence (ms). Keep in mind that audio projects are built end-to-end and may not
have a comfortable transition. This feature allows youtoadd a ‘breath’ of slence between cuts.

Optionally exclude Stories from the list by deselecting the Include option for one or more stories.
Click the Build button to combine all Audio Projects into a new Audio Project.

Note: Only Audlio stories appear in the Wave Wizard.

The Wave Wizard windows willremain open allowing you to make different versions of the same piece.

Your new Audio Project can be found inthe target Folder.

Wave Wizard Projects retain the original edits and track multi-track layout. You can optionally Mixdown the
final project to convert it to the default format. See Mixing Down for more information.
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Image Editing

BurliNE Desktop provides some basic image control such as Zooming, Rotatingand Cropping. These
functions are controlled using the Image Editor Toolbar located at the top ofImage Components.

The Image Editor Toolbar
kOl @@ @@ B Ty~ 0-|iuw

Image Toolbar Buttons

Below is a description of the Image Toolbar Buttons

Pointer

R

) Select aportion of the image you want to crop. Thisusesthe ‘Free’ Aspect Ratio preset by
default

Move

Allows you to move your position within animage whenzoomed intoanimage.

Zoom In

Thisemulates enlarging of animage to any depth allowing you to see it in greater detail.

Zoom Out

This allows you back out of animage whenzoomed in.

Zoom To Full Size

)

Allows you to see the image in full detail. This may potentialincrease the view wellbeyond the
current parameters of the current window frame.

Zoom To Fit On Screen

Thisisthe default Zoom view forimages. Zoomsthe image to use allavailable space within the
current window frame. Useful when zoomed toofar (in or out) and you need torevert back to the default
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imagesdisplay.

Rotate

E}jv

Rotate the image Clockwise or Counter clockwise.

Selector/Aspect Ratio

Cll >

The default settingis ‘Free’ which means there no aspect ratiois applied when making a selection.

This tool allows you to make images selections using predefined ratios (width/height).

Crop Into New Component

Use thisto create a new component which includes only animage selection.

Crop Original

Use thisto overwrite the current component with the image selection.

Note: This option is destructive. It is suggested you create a copy ofthe originalimage before using
this option.
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Optical Character Recognition

Thistoolis designed to extract text from images and create a Burli Story including the text.

Forexample, you may have received a faxand you would like to use the text in one of your stories. Use this
feature rather than manually typing out the text in the Burli Text Editor.

Using OCR

Keep inmind this feature works best when the text islegible, consistent and does not have
overlapping or background images.

1. Usingthe ‘Selector’ tool, make a selection surrounding the text you want to convert (try to make the
selection asaccurately as possible to eliminate any possible artifacts that may interfere with the
OCR calculation)

2. Pressthe OCRbutton
3. Selectthe optionsto ‘Save asmetadata’ or ‘Create a new text component’

Note: BurliNE Desktop can be configured forautomatic OCR during fax capture. Please contact
your System Administrator for more information.
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Searching In Burli NE Desktop

Searching needs can range fromrelatively simple, to complex search criteria if necessary. This section
describes how totake advantage of the various search options to help you find storiesin the Content Tree.

Abasic search may consist of a single text entry. This could potentially produce hundreds or thousands of
results especially if you are searching the body of all stories in the system. To narrow the search results, you
canmodify the search criteria.

Advanced search criteria may consist of some particular conditions. For example, you want tofind all
stories that meet the following criteria:

o Aretitled “Olympic Accident”

o Onlyinclude In-House created items

« Were modified inthe past 3days

« Were modified by the News department
« Andareflagged as ‘Ready For Air’

Thiskind of search may help you find exactly the Story you are looking for. By removing the text entry
(‘Olympic Accident’) from this search and running it again, the results will consist of ALL In-House created
stories that were created in the past 3 days by the News department and are flagged as ‘Ready For Air’.

Search Toolbar

This Search Toolbar provides quick and easy access to one of the most powerful featuresin Burli. You can
search for Stories in the Burli system and optionally search External Search Engines from within Burli.

The Search Toolbar

Olympic Accident VIQ ‘ G '\5\7:

The Search Toolbar can be hidden using the View > Toolbars > Search menu option. It an also be moved
around the display using the handle onits left hand side.

QuickSearch

This tool allows you to quickly search for stories in the system. By default Quick Search willsearch
the title and body, of all storiesin the system, with no advanced settings.

To perform a basic Quick Search:

1. Enterthe desired keyword(s) into the <Search Text> field

2. Pressthe Enterkey onthe keyboard OR click the Start Searchingbutton inthe Search Toolbarto
runthe search

You wil see the search results appear in the Navigation Tab titled with the search text you entered. The
Searchicon willalso appearinthistab. The Text used for the search will also be highlighted in the Story
Body of all Stories displayed in the Search Resullts List.

You canimmediately narrow these results further by applying a text Filter onthe Search resultstab. See
Story Filter (Filter By Title) for more information.
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Text Filter applied to a Search Tab

W Obama-Nuclear_Summit_Trump...

Friday at 03:51 PM

% InQueue

[ Obama | % ~ s || Properties ||_T_] Obama-N
Title Time Arrived ~n BN

' Obama-NATO_Strength 18 minutes ago

' Obama-NATO_Tumultuous_Time = 27 minutes ago Obama‘NUCI
\\¥ Costantini-Obama_Nuclear_Sum... =Friday at 04:00 PM WWO News

W Obama-Nuclear_Summit_North_... Friday at 03:54 PM

W Obama-Nuclear_Summit_Reducti... Friday at 03:53 PM

W Obama-Nuclear_Summit_Reduci... Friday at 03:52 PM Obama Nu(ﬂea]

QUICK VIEW:

Searchresults should appear instantly. However, some searches may take some time before all ofthe
results are displayed. Inthis case, the search statusislocated at the bottom of the Story List area as seen
below. You can stop the search anytime and view the current results.

Search finds 1 Story while continuing to search for more

1 stories

Searching.

You can use the Advanced Search Rules for full control of the search results (see below).

Search History

Once you have performed a few searches, you can view the previous search text entries by puling down
the history menu (down arrow at the right side of the Quick Search Field).

History of previous searches

© Burli NE

File Open View Administration Help

® O X 00:00"00'000 e -

Trudeau
Helicopter

Olympic

Search Body Text

External Search Engines

You can search external Search Engines such as Google, Wikipedia, and Yahoo without leaving Burli, and
have the results displayed ina Burli Tab. To use this function, click on one or more ofthe external search

buttons. An enabled Search Engine will be highlighted blue.

This optionisenabled by default. This button allows you to easily switch between - searching only
the Story Title - and - searching the entire Body of all stories.
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Available extemal Search engines: Google, Wikipedia, and Yahoo

Olympic Accident VIQ l G ‘X/: ‘

See also Using Boolean Search Logic below for tips on how to simultaneously combine aninternal Burli
Search with an external Google search.

Advanced Search

= . , . "y

‘ l‘ By default, the Search Toolbar will produce a list of results with no advanced conditions. Tohelp
you refine these results, the search properties can be maodified toinclude custom search criteria. This
flexibility can be very useful for entry level users and up to the most advanced users.

The Advanced Search Rules can be accessed by through the Open > Advanced Searchmenu option or
by clicking the Advanced Searchbuttonto the right of the Search Toolbar.

Opening The Advanced Search Window

There are three waysto open the Advanced Search:

1. Click onthe Advanced Searchbutton on the Search Toolbar.
2. Navigate tothe Open>Advanced Search.. menu option.
3. Press Ctri+Shift+F.

The Advanced Search dialogue window

Advanced Search X

Search For: o
Include in Search Search in Search Method

Story Title (O Newsroom Data (O Regular

Story Body O Archive @ Indexed

Media Title @ Both
Folder: [ A |
Time Created: I Al l Modify
Time Modified: | All | Modify
Creator: I All I Modify
Modifier: | All | Modify
Reader: | All | Modify
From Source: | All | Modify
State: | All | Modify

|:| Include state history

Priority from l Low | = l Maximum | =
Extra Search Criteria
Object Field Operator Value
Add Modify Remove

Save As... Set as Default | | Restore Default Close

The Advanced Search allows you to search through thousands of Stories and associated Fields while
applying many other conditions.
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Some ofthese fieldsinclude: Text (title, body, and mediaftitles), Source, Category, Creator, Modifier, Time
Created, Time Modified, State, Reader, Priority plus many more Custom Fields. Some ofthese fields are
system based however each newsroom can also create Custom Fields.

Enable any Field and change the Value to build your Advanced Search Criteria. Click on the Searchbutton
toseetheresults.
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Using Boolean Search Logic

Another method for refining search results is to use Boolean Operators which can define the relationships
between words or groups of words. Some examples of Boolean Operators include AND/OR/NOT/EXACT.

Search Type Operator Example Resutt

AND +or O Stories that contain the words 'Cat' AND 'Dog'
Space +Dog
OR | Cat Stories that contain the words 'Cat' OR 'Dog'. Willlikely
| Dog produce more results than AND.
Cat_ g Ho | 1 1 1
NOT - Dog Stories that contain 'Cat' but NOT 'Dog'.
o Stories that contain the EXACT phrase "Cat fights Dog"
aACT nn ﬁghts p g g .

Dog’ Likely to produce precise but few results.

Note: When using Boolean Operators you must include a space before the operator.

Keep in mind that the BurliBoolean Operators may not work when using the External Search Engines. This
isbecause each external site may have proprietary Boolean Operators which are different than the Burli
Operators.

Note: Ifyou omit the space AFTER the operator, the search willalso work with Google's external
Ssearchengine.

Save Searches In The Content Tree

Once you have explored and set up some search criteria, using the Advanced Search Rules, youmay
want to save some the search criteria as a single object in the Content Tree. This can benefit many usersas
it allows quick and easy access to potentially complex search criteria without having to recreate them each
time they are required.

Saving Searches In The Content Tree (Save As..)

Test your search criteria by clicking the Searchbutton to ensure you have the desired results
Click the Save As.. button

Enteraname for your Saved Search

Click the Browse button and choose a location where the saved search willappear

Mowon =

The default locationisin the ‘Newsroom Data’ placeholder. You can choose your personal folder if
you don’t want to share this Saved Search with other users.

. Choose the Search Type (Search, Saved Search, Dynamic save Search)
6. Click the OKbuttonto save the search
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The Save Search dialogue

Save Search X ‘
Name: Trudeau
Create In: | \Newsroom Data\Personal Folders\user1\
Type: Search g
OK Cancel

Clicking onthe saved searchin the Content Tree should produce the resultsin a search tab titled with the
name of your Saved Search.

Note: Although you can search the Archive, you cannot save a Search that includes the Archive.
Saved Searches are only available for active Newsroom Data.

Editing Saved Search Criteria

Once you have saved a Searchinthe Content Tree, you can easily make any necessary changestoit and
re-saveit.

1. Right-click onthe Saved a Searchin the Content Tree

2. Select Properties... from the menu.

3. Navigate tothe Search Rule tab in the Properties window

4. Make the necessary adjustments and click OKor Applyto apply the new changes

Saved Search Types

You can choose from various Saved Search Types depending on how you want the Search results to
appear.

Standard search will produce a result of Stories that matched the criteria set in the search properties. Each
time you click onthe search a new list willbe created (refreshed) with up to date results.

Dynamic search will also produce a result of Stories that matched the criteria set in the search properties.
Eachtime you click onthe search a new result list willbe created. The unique quality of this searchis that
the search results will refresh dynamically as Stories actively match the search criteria. In other words, once
the resultstab is open, you donot need to click the saved search againtorefresh the list.

Saved search displays Stories that matched the criteria at the time the search was created (saved). Thisis
a ‘snapshot’ collection of stories. In other words, if new stories match the search criteria set in the search
properties, since the saved search was created, they willnever appear inthe search results. The only
changes you willnotice is that stories do not appear in the results if the original Story is deleted.

Save As Default

Thisallows you to set the base search settings with your preferred settings. This will affect the result of all
searching even after restarting the Burliapplication. Itis suggested that you do not save complex search
criteria as the default and that you deviate only slightly from the original system settings. Some values may
not be saved as default. Forexample, the text string willnot be saved.

Forexample, someone who worksinthe sports department may want tofitter out allnews and weather
stories and/or users that work inthese departments. By saving these conditions as default, the sports user
willnot be presented with irrelevant material every time they perform a search.
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Saving Search Criteria As Default

1. Testyoursearch criteria by clicking the Searchbutton to ensure you have the desired results
2. Click the Set As Defaultbutton

Note: Saving the settings as Default will be saved as your personal settings and willnot affect other
Burliusers.

Load Default Search Settings

This setting allows you torevert back to the Default settings. This is useful when you have made a number of
changestothe search settings and you want to start over from the beginning.

Click the Load default... button toload your personal default search settings.
Search Within Content Tree Objects

You can quickly and easily search for stories contained in virtually any object in the Content Tree.

Searching in the Content Tree

Contents ™5 ABC
EJ@ Burli [BLSS: CONNECTED] | e ———
=+&9 Newsroom Data —_—
=-# InQueue Title
@B RSS ?biAirlineQuality Repor
f@ Social Media 205 CA Minimum Wage,
__&,g E'%Tease/lnfo Promo 2
\;j Ema Open in > Epc
AW Wes New > A':
+- & Person: Delete bod
@& Public|  Rename L
g? $cr|pts Refresh snll
""" | ssignme Create Shortcut s
&3 Contacts EE— A
- Archive arc Es
| 2N reline | ~timon

Searching A Content Tree Object For Stories

1. Right-click onthe Content Tree Object
2. Select Searchfromthe menu

Thiswillopenthe Advanced Search window and enter the object path into the Search Folder
field automatically.
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Advanced Search X ‘
Search For: ‘ Trudeaul ‘
Include in Search Search in Search Method

Story Title Newsroom Data (O Regular
Story Body Archive @ Indexed
Media Title Both
Folder: \Burli [BLSS: CONNECTED]\Newsroom Data\InQueu -
Time Created: All Modifv

3. Enterthetext you are searching for

4. Click the Searchbuttontoview the results
The searchresult willappearina search Tab titled with “[your searchtext]”. The storiesinthe list canbe
treated like most Stories, but they cannot be edited.

Search results

Q  Trudeau K :
[ <Filter by Title> ERE:

Title Time Created
EUCJCIinton Emails/State Dept. Halts R... Friday at 01:21 PM
E@Cﬁnton Emails/State Dept Stops ... Friday at 12:26 PM
E@Cﬁnton Emails/State Dept Revie... Friday at 12:24 PM

The Search Results willalways display as the Primary Browser Tab (as pictured above).

Note: Navigating away from the search results tab will close the tab (making a new Primary

Browser Tab). Ifyou want to retain your search results, duplicate the Search Results tab first, then
navigate away.

External Web Search Engines

Quick Searchis not limited to searching the Burli System for information. By enabling one or more external
web search engines, you can search your favourite search engines onthe internet.

Currently, the available search engines are Google, Wikipedia, and Yahoo.

Filter The Search Results List

Thisisanother usefulmethod for finding storiesin alist. See Story Filter (Filter By Title) formore
information.

Archive Search

The Archive islocated at the bottom of the Content Tree. Thisis where you can browse through allthe
Archived Stories.

Browsing the Archive Tree can be very useful. However, when there are thousands of Archived Stories, you
willfind that Searching the Archive may be more efficient.
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Searching The Archive

1. Right-click onthe Archive node in the Content Tree

2. Select Searchfrom the menu, this willopen the Advanced Search Window and focus onthe
Archive data

3. Perform your search using the available criteria

Searching the Archive
83 Contacts ‘H
=9
23 New Open in >
(@ Assi New >
Delete
Rename
Refresh
Create Shortcut
Search

n = 1 iz

See Advanced Search for more information.

Page Search

Page Searching can be useful for finding text within the body of a single Story currently in focus. This search
canonly be performed on text based Stories such as Newswires and In-house stories, Web Pagesand
more.

Searching within a page

Properties “I] SCOTUS/Garland/Ayotte Will Meet :25
& dh

SCOTUS/Garland/Ayotte Will Meet (07494)Lana ZakOutCue: the Capito
WRITE IN:

Another [Eelllal[le=]j! Senator announcing a date to meet with President
leadership. ABCgfifana Zak is at the Capitol.

Find: | Republican

’ Next HPreviousH Hide |

Performing A Page Search

1. Focuswithinthe Content Area of a Text Story
2. Press Ciri-F. This willopen the page search tool at the bottom of the current Story in focus
3. Enterthe searchtext you want tofind within the page

Asyoutype, you should notice that the first instance ofthe typed text willappear highlighted in the
body.
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Ifthe text you are searchingis not included in the body, the background colour ofthe search field will
bered.

4. Click the Nextbutton to continue searching on the same page

5. Click the Previousbutton tofind the previousinstance of the search text

Toclose the page search bar, click the Hidebutton.
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Overview Of Rundowns

Script Rundowns are Content Tree Objects which are specifically designed for On Air presentation ofa
collection of Stories. Script Rundowns provide some special features but also enforce some intentional
limitations to ensure a smooth broadcast presentation.

Script Rundowns (or just Rundowns) can be generated toinclude a group of storiesknown as
‘Templates’. Thisensures you have a have a predefined Story structure and format for your presentation.
Once a Rundown Template hasbeen generated, the contained Stories can be edited very similarto any
other Storyin the system.

A sample Rundown

o Apr 04 - user1\Evening News l

l <Filter by Title> I 1 IAP
Title Modifier RunTi...
Intro user] :08
Top Stories user] :24
Section Break userl 1:31
Regional News user] 1:31
Section Break userl 3:31
National News user] 331
Section Break userl 1:57
% Sports user] 1:31
8 Weather user] 27

Once the stories have been edited and the rundownisready for broadcast, the Scripts content area can
be viewed in Prompter Mode which provides seamless scroling across all stories, large descriptive audio
buttons and text formatting options. This greatly helps the reader to operate in comfort during
presentation.

See Prompter Mode for more information.
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Managing Rundowns

Script Rundowns are objects that can be managed like any other Content Tree Object. See Managing
Objects In The Content Tree for more information.

Note: Rundowns may be set up to auto delete orauto archive. Please contact your System
Administrator for more information.

Anew Rundown Organizer is created automatically for each day (Day, Month, and Date) within the Scripts
placeholderlocated inthe Content Tree. Thisis the suggested location where Rundowns are created for
eachday.

The Rundown Organizer
é--u_Z] Scripts
&8 Tuesday, March 08

E\E" Monday, March 07
El--@ News Talk

Note: You can create new (blank) Script Rundowns, but it is highly suggested that you generate
them from existing templates which include the predefined format and content for your newsroom.

Opening Rundowns

This section assumes that Script Rundowns have already been generated. See Creating Rundowns for
more information.

Toview a Script Rundown:
1. Locate and expand the Scripts objectinthe Content Tree
2. Locate and expand the date you want to view
3. Locate and focus onthe Rundown you want to view

Toquickly locate and expand the current day (‘today’) inthe Scripts object, click the ‘Today’s Rundown’
Shortcut inthe Shortcuts menu area. See Navigation Shortcuts for more information.

Opening Current Rundowns

There isa quick method for opening Rundowns that have current Scheduled Times. Thisis especially
useful for quickly opening Rundownsin a studio without having to drag/drop with the mouse.

1. Navigate tothe Open>Rundowns.... menuoption

Thiswillopenthe ‘Open Rundowns’ window which dynamically displays a list of current and
upcoming Rundowns. The default range when opening this window is 1 hour previous and 8 hours
past your current time.

2. Selectthe Rundownsyouwantto open. Based onthe ‘current’ time, the ‘next’ Rundown willbe
automatically selected foryou

You can also change the Time range of the Rundowns displayed in this window.
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From: 12:49PM Sep 9, 2013 S To: 07:49PM Sep 9, 2013 <

3. Click the OKbutton. The Open Rundowns window will close and the selected Rundowns willopen
as Tabsonthe Bottom Pane

Status Bar Colour Warning

Ifthe Status Bar (at the bottom of the Rundown Story List) has a coloured background you may not be
viewing Today’s Rundown.

By default, the colour of this bar should be white when viewing the current day’s Rundown. Your System
Administrator may choose different colours.
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Creating Rundowns
Generating Script Rundowns From Templates

This section assumes that Templates have been created and appearin the Templateslist when
generating Script Rundowns. Thisis usually prepared by the System Administrator or Director. See
Templates for more information.

1. Navigate tothe Scriptsfolderinthe Content Tree

2. Right-click on the Script Rundown Organizer (example, ‘Friday, March 04’) where you want to gen-
erate the Template stories

3. Choose Generate Rundowns.. from the menu. You will see a new dialogue appear with a selection
of Templates

4. Select the Templates youwant to generate and click OK

You should now see the selected Scripts Templates appear in the target location. Allcontained stories are
now ready for editing from all workstations.

The Generate Rundowns dialogue

Generate Rundowns X
Name Location
™ Newsroom Data\Rundowns\Templates\Weekdays

e

Creating A New (Blank) Script Rundown

This section assumes you do not have any Templates or you want to create a new Script Rundown without
any predefined content.
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Navigate tothe Scripts folderin the Content Tree

Right-click onthe Script Rundown Organizer where you want to generate the template stories. For
example, today’s Rundown organizer

Choose New > Rundown.. fromthe menu

You willsee a new dialogue appear which displays the general properties for the new Rundown.
You must provide a new name for the Rundown and enter values for the remaining optional fields

Click the Finishbutton to create the new Rundown OR click the Next > button to choose a different
icon OR modify the Security settings. See Choosing An Icon and Security Settings

You should now see the selected Scripts Rundown appear in the target location. You can now add
Storiestothisfolder

Templates

Note: This section is for System Administrators - Users may not have access.

Templates contain Stories intended for Script Rundowns. The list of all Templates willappear when
generating Script Rundowns.

Using Templatesis useful as it ensures constancy of the content and format for each department inthe
newsroom.

Templates canbe: Folders, Rundowns and Placeholders. See Object Types Defined for more
information.

Templates should be managed by advanced Burliusers who are familiar with the newsroom workflow.
Please contact your System Administrator for more information.

Note: Itis suggested that all Templates are stored together the same location within the Content
Tree.

Including A Folder, Rundown Or Placeholder In The Tem-
plates List

Itis suggested that you include only Script Rundowns asa Templatesilist.

1.
2.

3,
4,
5.

Right-click onthe object (Folder, Rundown or Placeholder) you want toinclude in Template list

Choose Properties... from the menu. Anew dialogue box willappear displaying the Folder prop-
erties

Enable the Include in Templates Listoption
Click OKtosave the change

You should now see your change now appear inlist of Templates when using the Generate Run-
downs... menu option

Itis especially important to configure the Properties for each Rundown Template. This willensure that the
correct settings for Proposed Length, Scheduled Date/Time and Default Reader applied to allgenerated
Rundowns.

Rundown Properties

This section describes each setting in the properties for Script Rundowns.
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Viewing The Rundown Properties

1. Right-click on the Script Rundownin the Content Tree
2. Select Properties

Here’s a description of some of the options:
Name isthe name that willappearinthe Content Tree.
Proposed Lengthisthe target Run Time.

Scheduled Date is the scheduled (broadcast) date for this object. Use the default value if you are not sure
what to enter. Thismay already be automatically set up and you do not have tochange it.

Scheduled Time is the scheduled (broadcast) time for this object. Use the default value if you are not sure
what to enter. Thismay already be automatically set up and you donot have tochange it.

Default Reader is the most likely user to perform the broadcast. Thisis useful as various users willhave a
personal WPM (Words per Minute) setting which will affect the overalltiming for the broadcast. By selecting
the intended user, the timing will be predictable for that user. The Reader can always be changed inthe
Rundown properties or by right-clicking on the Rundown tab and choosing the user from the Reader
menu.

Media Server is the server where the media willbe stored. Itis suggested you do not change this setting
unlessinstructed otherwise. Please contact your System Administrator for more information.

Include in Templates list allows you to add thisto the list of Templates which can be generated. See
Templates for more information.
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Managing Rundown Stories

Working with Stories, in a Script Rundown, is similar to working with them anywhere else in the system that
allows for reading, writing and deleting.

See Managing Story Components for more information.

There are afew important differences when working with Storiesin a Rundown:

« Section Breaksand Time Markers can be created. These Story types are specifically designed for
Script Rundowns. See Section Breaks and Time Markers for more information

« AllStories contained in a Rundown will contain at least one Text component by design. Thisisa
requirement of the Prompter to ensure that all stories are displayed seamlessly

« Whendragging a Story —which does not contain a text component —intoa Rundown, a
Text Component willbe created automatically

« Whendragging a Story —which contains multiple text components—intoa Rundown,
only the left most text component willbe kept. Other Text Components willbe stripped
(oy design)

Adding Stories To A Rundown

Creating stories in a Rundownis no different than other folders in the system. See Managing Story
Components for more information.

Section Breaks and Time Markers are two Story types specifically designed for Script Rundowns and can
only be created ina Script Rundown. See Section Breaks and Time Markers for more information.

Copying Stories To Another Rundown

You can copy one or more stories simultaneously by dragging and dropping them from one Rundown to
another.

First, you must ensure that you have both Rundowns open as tabs so you can drag the stories from one tab
toancther. Youmay find it easier to open one tab on the Top Pane, and the other tab on the Bottom Pane.

Copying Stories from one Rundown to another

@  Apr 04 - userf\Evening News Iiﬁ Weekend News ||
| <Filter by Title> ] B v 0
Title RunTi...

Intro :08

Top Stories :

8 Regional News

8 National News

'd Sports
8 Weather

Optionally, you can copy stories from the Top Pane to the Bottom Pane. You must first make sure you have
your target Rundown openin the other half of the screen.
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Copying Stories between Panes

L] Apr 04 - userT\Evening News |
| <Filter by Title> I h: IR AP

Title Modifier RunTi...
Intro ‘ user] :08
Top Stories

user]

g Regional News

8 National News

‘d Sports

v
B sar " P
9 stories Total 7: Proposed 10:00 -2:28
A userl |di Weeke
I <Filter by Title> I By
" Title RunTi.. A
EE2  Nuclear Summit/WMD's 8 Terror Groups 10
3 | Vote 2016/Clinton - Big We «end For O, 31
4 Vote 2016/Cruz/Muslim Sur :illance 52
5 | Vote 2016/Ad Against Trurg ife Ina... 1:09
6 Zeleny-2016_Democrats_Wis¢nsin 1:10
7 Ward-Brussels_Attacks_Take_Any_Chan 1:20
8 Obama - Nuclear_Summit_Challenges 6:08
9 Scaia-MLB_Ballpark_Food_Eat_the_Who... 1:31
10 | Earnest-SCOTUS_Nominee_Some_Progr... 1:07 v
=11 Cavmmrt CONTIIC Mamaiman Daniiblicanes 1.07
14 stories

Changing The Story Order

One ormore stories can be reordered by dragging dropping them up or down the list. The Story order for
each Script Rundown willbe the same for all users on all workstations.
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Reordering Stories in the Rundown

<] Apr 04 - userT\Evening News |

[ <Filter by Title> | 4
Title Modifier RunTi...
E Intro | user] | :08
B Top Stories userl :24

B Regional News

E National News

8 Sports

8 Weather user] 27
¥z Vote 2016/Ad Against Trump's Wife ... = userl 1:09
¥z Zeleny-2016_Democrats_Wisconsin user] 1:10

¥& Ward-Brussels_Attacks_Take_Any_Ch...
8 Obama - Nuclear_Summit_Challenges

¥Z Scaia-MLB_Ballpark_Food_Eat_the_W... userl 1:31

& Earnest-SCOTUS_Nominee_Some_Pr... = userl 1:07
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Broadcast Timing

Animportant part of building a Script Rundown is the timing. There are some useful functions that can help
you accurately meet the proposed broadcast Run Time.

The Text calculation is based on the WPM (Words Per Minute) setting for each ‘Reader’. The Readerisa
Burliuserthat isintended for broadcasting or reading the Script Rundown. One or more Readerscanbe
assigned toa Script Rundown or Template. The default WPM setting for allusersis 175. Thiscan be
changed by your System Administrator.

Media files also affect the Broadcast Timing. For example, when adding audio or video clipsto your
Rundown, the Run Time Calculationis affected based onthe ‘Length’ value for each component.

Text and media length values can be excluded at any time so they do not affect the overall Run Time. See
Excluding Text From The Run Time and Exclude The Component Length From The Run Time
for more information.

Script Rundown Information Bar

The Story Count and overalltiming information can be viewed at the bottom frame of each Script
Rundown. Thisis known asthe Script Rundown Information Bar.

The Rundown Information Bar (highlighted in orange)

o Apr 04 - userT\Evening News

[ <Filter by Title> | v 52
Title Modifier RunTi...
Intro userl :08
Top Stories userl 24
Section Break user] 1:31
Regional News userl 1:31
Section Break user] 3:31
National News user] 33
[Section Break user] 14:23
i Sports user] 1:31
8 Weather user] 27
Vote 2016/Ad Against Trump's Wife l... | userl 1:09
Zeleny-2016_Democrats_Wisconsin user] 1:10
Ward-Brussels_Attacks_Take_Any_Ch... = userl 1:20
Obama - Nuclear_Summit_Challenges = userl 6:08
Scaia-MLB_Ballpark_Food_Eat_the_W...  userl 1:31
Earnest-SCOTUS_Nominee_Some_Pr... | userl 1:07
| 15 stories Total 19:56 Proposed 10:00 +9:56

Story Count
Thisisthe left-most field which displays the number of Script Storiesin the current rundown.

Total

Thisisa sum ofallthe text located inthe body of all Stories and the total run time of allaudio content inthe
current rundown. The text time calculation isbased on the WPM (Words per Minute) setting which may be
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different for each Reader inthe system. The default WPM setting for each useris 175 WPM. To change this
setting, please contact your System Administrator.

Thisisyour target play time (mm:ss) for the Rundown Broadcast. The goalis to make match your Total Time
tothe Proposed Time exactly. Example: Total 20:00 and Proposed 20:00.

Thisisthe right-most field in the Script Rundown Information Bar. Thisfield displays the amount of time (-
/+mm:ss) that isrequired to meet the Proposed Time. The calculationis [Total Time — Proposed Time =
over/under time offset].

You willnotice this value decreases as you add text or add Stories into any of the contained stories. Ifyou
entertoomuchtext, and go overthe proposed length, you willnotice a +plus sign which means you are
now over time. You willhave to remove some text or media from any one ofthe contained Stories. Once you
match your Total Time to the Proposed Time exactly, the Over/Under time should be 0:00.

Note: You can manually exclude text from the timing by using the Excluding Text From the Run
Time option.

Section Breaks are Stories which can be used to create visual divisions or ‘breaks’ in the midst ofalarge
number of Storiesin a Rundown. They are also designed for summing the Run Time calculation for multiple
Storyitemsin each section. This willhelp with the Run Time Management for each Rundown.

Example where a Section Break sums the Run Time of two stories below it

Section Break user] 2:38
Scaia-MLB_Ballpark_Food_Eat_the_W... = userl 1:31
Earnest-SCOTUS_Nominee_Some_Pr...  user] 1:07

Each Section Break sums the Run Time of all stories below and up to (but not including) the next Section
Break. Inthe example above, there are two stories with a Run Time of 1:31 and 1:07, whichadd up to 2:38
asdisplayed inthe Section Break.

Note: Adding text ormedia objects to a Section Break will appear no different than a regular Story;
however, the Run Time Timing willnot be affected. In other words, ifyouadd any contenttoa
Section Break, it willnot be included in the Run Time Calculation. For this reason, it is suggested
that you don’t use Section Breaks for storing broadcast content.

Time Markers canbe used to ‘pad’ (add time) the Run Time calculation ina Rundown. Thisbecomes
usefulwhen you need to allocate a block of time for an event that will be played from another system.

You canfixed length Time Markers, for example a 30 second Time Marker for a Station ID or Commercial
Break that is played out by your automation system.
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Adding a Time Marker to denote a commercial break

Ward-Brussels_Attacks_Take_Any_Ch... = userl 1:20
Obama - Nuclear_Summit_Challenges = userl 6:08
() Commercial Break user] :30
Section Break user] 2:38
Scaia-MLB_Ballpark_Food_Eat_the_W... userl 1:31
Earnest-SCOTUS_Nominee_Some_Pr... | userl 1:07

The time value for a Time Marker wil affect the ‘Script Rundown Information Bar’ but not the regular Story
timing calculation within a Section Break.

Changing the Time Marker value is done by Overriding the Length of the contained Story Component.

Overriding the Time Marker time value

Commercial Break :30 IProper‘tiesI
r & ICommerciaI Break | Length:l :30 [:IEchude from Run Time

See Override the Story Component Length (below) for more information.
Non-Fixed Length

You canalso set Burlito populate the duration of a Time Marker based on content inan externalfile. This
fle's name and location can be specified by you, and refreshed automatically (or manually) to confirm its
length hasn't changed.

Please contact your System Administrator for more info.

Timing Fields

RunTime, Start Time, and End Time are three fields that may become most useful when managing the
scheduled times fora Rundown.

Run Time displays the summed runtime of all Story Components contained within a Story. Each Story
component may contain text or other media types which will contribute to the overall Run Time Calculation.
The Text calculation is based on the WPM (Words Per Minute) setting for each user. The default WPM
setting per useris 175, but can be changed by your System Administrator.

Start Time (formerly Actual Cume) field can be very useful to see the current schedule starting time of day
(hh:mm:ss) for each Story within the Rundown. This helps make sure you are staying synchronized tothe
proposed timeline as you build your Rundown.

End Time is the scheduled finish time of day for of each Story inthe Rundown (based on each Story's Start
Time and RunTime).
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Story List displaying the Run Time, Start Time, and End Time fields

ey Apr 06 - Rundowns\Evening New I

| <Filter by Title> | +t-0m
Title Modifier RunTime Start Time End Time
A Intro Text Sean Poole 2 06:30:00 PM | 06:30:21 PM
B Is world's greenest office also smart? Sean Poole 06:30:21 PM | 06:30:23 PM
¥z Obama-Counterterrorism_Fighting_ISIS_... | Sean Poole 1:29 06:30:23 PM | 06:31:52 PM
Trump/Pence & Hamilton Sean Poole :55 06:31:52 PM = 06:32:47 PM
Scaia-Zika_Death_White_House_Should_... Sean Poole 1:08 06:32:48 PM | 06:33:56 PM
Phelps-Olympics-Mens_Swimming_Finish  Sean Poole 1:48 06:33:56 PM | 06:35:44 PM
Durbin-SCOTUS_Nominee_Virtually_lmp... | Sean Poole 45 06:35:44 PM | 06:36:29 PM
Almodovar halts film press over Panama | Sean Poole :07 06:36:28 PM | 06:36:35 PM
SCOTUS/Deny Hearing Unfair Sean Poole :34 06:36:36 PM | 06:37:10 PM
Janet Jackson delays tour to 'plan family' = Sean Poole :06 06:37:10PM | 06:37:16 PM
¥Z Tax Loophole/Never Left Sean Poole 1:20 06:37:16 PM | 06:38:36 PM
E Uber v rickshaw: Who will win the race? Sean Poole :0 06:38:36 PM | 06:38:39 PM
B The great cabbage myth Sean Poole 04 06:38:39 PM = 06:38:43 PM

You can choose from many other fields to view in the Rundown Story List, see Changing Field Values for
more information.

Override The Story Component Length

This function allows you artificially adjust the Length, for each Story Component, without affecting the
contained text or media itself. Thisis useful if you plan to add broadcast materialin the future and want to
account for the timing before it has become available.

Forexample, you are waiting for a 30 second audio clip from a reporter out on the field, you can enter 00:30
into the Length field temporarily untilyou have actually received the clip. In the meantime, you willhave an
accurate Run Time Calculation.

Tooverride the Length of a Story Component, enter the numeric value (mm:ss) that you want the
Component Lengthtobe. You willnotice this value is underlined, indicating the override isin effect.

Overridden time is underiined

B Julan Assange [200) lPimml
w & Jdan Asiange Length:l 200

Toreverttothe default length, select and delete the Length value and pressthe Enterkey.

E_xclude The Component Length From The Run
ime

This option allows you to quickly include or exclude a Story Component from the Run Time Calculation ofa
Script Rundown. Thisis useful if you want to place a few storiesin a Rundown without affecting the overall
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timing.
By default the Length of Story Components are included in the Run Time Calculation. Thisisindicated by
the checkmark next to the ‘Exclude from Run Time’ option located near the top of all Story Components.

An example of timing included in the run time (checked)

Zeleny-2016_Democrats_Wisconsin 56 “EZeleny-2016_Democrats_Wisconsin :15| Propeniesl
L rE IZeleny-2016_Democrats_wisconsin ’ Length:l 56 Exclude from Run Time

Béad BB B I U AR

Zeleny-2016_Democrats_Wisconsin (0187)Jeff Zeleny [Correspondent]Out Cue: keep the race
alive.Runs: :14

Toexclude the Length for a Single Component, check the ‘Exclude from Run Time’ optioninthe
Component you want to exclude. You will see the results instantaneously in the Story’s Run Time field and
the Script Rundown Information Bar.

You willsee the Length become greyed out and marked with strikethrough text, indicating the time has
been excluded from the Rundown.

Note: You can also exclude portions oftext from the timing, See Excluding Text From The Run
Time formore information.

Reader Speed

The ‘Reader’ isthe Burliuser intended for broadcasting or reading the Script Rundown. Assigninga
Readeris usefulas each user may have a different WPM (Words Per Minute) setting which will affect the
overalltiming for the broadcast. By selecting the Reader, the timing willbe predictable and comfortable for
that user.

Selecting The Reader For A Script Rundown

The Reader can be changed in the Rundown properties or by right-clicking on the Rundown tab and
choosing the user from the Reader menu.

1. Right-click onthe Rundowntab where you want to change the ‘Reader’
2. Selectthe userfrom the Reader sub menu, or click More...
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Selecting a Reader to read the Rundown

7 sp

| <Filter by Title>

Apr 06

Title

@ Intro Text

¥& Scaia-Zika_Death_White
98 Phelps-Olympics-Mens
& Durbin-SCOTUS_Nomin
Almodovar halts film pr
¥ SCOTUS/Deny Hearing i
B Is world's greenest offic
Janet Jackson delays tou
"& Tax Loophole/Never Lef

B Uber v rickshaw: Wh05

B The great cabbage mytt

Duplicate

Open in Floating Workspace
New Web Browser Tab

Back

Forward

Close
Close Other Tabs

Split - Horizontal
New

Recycle Bin...
Wave Wizard...
Import

Export

Print

Reload

Properties...

Ctrl+W

ntro

'ord Count
edia Play Time
tate
Time Modified
Modifier

» B Intro

<None>
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Prompter Mode

BurliNE Desktop includes a built in, highly customizable Prompter for On Air presentation of Rundowns.

It displays all Rundown stories seamlessly together as a single scrollable page. This allows you tofreely
move from Story to Story as you read though the Rundown. Audio Buttons willappear inline with the Text
allowing you to play each cut as you read through the Rundown.

Viewing A Rundown In Prompter Mode

E Rundownsare displayed in Edit Mode by default. When you are ready for On Air presentation,
you can switch the view to Prompter Mode by clicking the Prompter/Edit Mode button located at the top
right of the Rundown Story List. This buttonis dual purpose asit allows you to toggle between both views.

Switch to Prompter/Edit View button

ey Apr 06 - Rundowns\Evening New I

[ <Filter by Title> | 5-0 3
Title Modifier

Intro Text Sean Poole

Is world's greenest office also smart? Sean Poole :02
Obama-Counterterrorism_Fighting_ISIS_... | Sean Poole 1:29
Trump/Pence & Hamilton Sean Poole :55

Alternatively you can use the Right-click menu onthe Rundown Tab.

1. Right-click onthe Rundowntab
2. Select View Prompter from the menu
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Viewing the Rundown in Prompter Mode

t-08 ‘ 10:15:00AM _ 00:00 || Obama-Counterterrorism_Fighti... Ik | + @
RunTime
=lntro SeanP.. :21 -
B|ntro Text SeanP.. 21 aX Oop O
=Global News Sean P.. 6:49

8|s world's greenest ... Sean P... :02 Za koutcue: Ieft- RU ns: : 23
® Obama-Counterter... Sean P... 1:29

®Trump/Pence & Ha.. SeanP.. :55 WRITE IN :

@ Scaia-Zika_Death_.. SeanP.. 1:08

RNl A rule change by the Treasury department was

8 Durbin-SCOTUS_N... Sean P. 145

Pl cNOLIgH to derail a proposed 160 billion dollar

®8SCOTUS/Deny Hea... Sean P.. :34

S merger of pharmaceutical companies. Pfizer
Sissasmateiid aNNounced it would no longer be acquiring

*® Tax Loophole/Neve... Sean P... 1:20

B Allergan and moving to Ireland. The deal was
Bisheeasnnnii (€SS attractive after the rule change on so-
called "tax inversions." On the campaign trail

B we heard a lot about companies considering

E Ifyou are in Prompter Mode and you need to switch back to Edit Mode, click the Prompter/Edit
Modebutton located at the top right of the Rundown Story List. This button allows you to toggle between
both views.

Alternatively, you can use the Right-click menu onthe Rundown Tab

1. Right-click onthe Rundowntab
2. Select View Story Edlitorfrom the menu

Once you have switched to Prompter mode, functionality for managing Stories will be limited. This mode is
designed for presentation, not production. Forexample, the text and audio cannot be edited. Ifyouneed
tomake changestothe text, switch back to Edit Mode.

While editing functionality is imited in Prompter Mode, you do have control of the Story Order. Tomake
changes, drag one or more stories up or down the list. Thisis useful for changing top Stories without having
toswitchback to Edit Mode.

You may navigate to a website directly from the Prompter by pressing Ctr-Click on any valid URL ina Story.
This opens your Windows default external web browser (not the Burlibrowser), soasnot to shut downthe
Prompter duringa broadcast.

The Prompteris naturally designed to scrollup and down to allow the Reader the ability to move smoothly
through On Air presentation of the Rundown. BurliNE Desktop includes severalmethods of scrolling the
Prompter, sothat every Reader may choose the method that is most comfortable.
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Using The Mouse

Whenin Prompter Mode, you can freely scrollup and down the Rundown using the mouse within the story
body asindicated by the arrowsin the example image. This will allow for smooth transition between stories.

Alternatively, you can click on each story in the list and the Prompter willchange focus accordingly. This will
cause the view to ‘jump’ asyou click on each story.

Using The Keyboard

There are various methods for scrolling the Prompter when using the keyboard. Thisis something to play
around with until you find your most comfortable method of operation.

The Up/Down Arrowswill scrollthe Prompter position up/down respectively story-by-story. You will notice
the focus change in the story list as you move up or down.

The Left/Right Arrowswill scrollthe Prompter position up/down respectively at a continuous speed while
the buttonis suppressed. When releasing the button, the scrolling will stop.

The scrollspeed is controlled using the Prompter Scroll Speed control. See Adjusting the Scroll Speed
(oelow) for more information.

The /+ (minus/plus)keys on the keyboard will auto scrollthe Prompter position up/down respectively at a
continuous speed. When releasing the button, the scrolling will continue.

Playing audio from the Prompter wil stop auto scrollimmediately so you do not loose site of the current text
while waiting for audio playback tocomplete.

The scrollspeed is controlled using the Prompter Scroll Speed control. See Adjusting the Scroll Speed
(below) for more information.

Using A Touch Screen

Ifyou have atouch screen available with your computer, you can use it to manually move the Prompter
screen up and down with your fingers.

Using An External Controller

Anexternalhardware device (pedal, game controller, potentiometer, etc) can be used within the systemto
control Prompter scrolling. Speak to your System Administrator for more information.

Adjusting The Scroll Speed

The speed ofthe Prompter Scroll can be adjusted using the Scroll Speed slider or adjacent +/- (plus/minus)
buttons.

The Scroll Speed adjustment buttons

B = ]
Audio In Prompter Mode

For Audioto be displayed in the Prompter, you must have one or more audio components containedina
story. You can also control the placement of the Audio Boxes using Audio Links in while in Edit mode.

See Audio Component Links (Prompter Audio Box) for more information.
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Prompter Audio Box

Each Audio component appearsinthe Prompter as an Audio box which contains one or two playback
buttons for (Air and Auxiliary).

An Audio Box as it appears in the Prompter

i+ Scaia-Zika_Death_White_House_Should_Act

-00:37.2

14 ‘ > 00372 00:37.2

Audio Out Cue: Dallas

The Airbutton generally plays out to the main mixer which is routed to the live air stream, while the Aux
button (with headphone icon, if present) is for auditioning the audio which plays out to something like a small
speaker (not to the Air stream) in the studio.

The Prompter Audio box also provides other audio related information such as Audio cut title, Totaltime,
Remaining Time, Running time, Out Cue plus more.

Finally, the Audio Box displays the current statusin the coloured boxin the top right corner. Forexample:
OnAir, Ready, Next and Aired. See Audio Playback Status for more information.

Itis possible to have more buttons allowing playback on multiple channels (pots) on the mixer.

Prompter Audio Box with 2 Air outputs

«x.l- Scaia-Zika_Death_White_House_Should_Act g
-00:37.2

00:37.2
>

I« Realtek Audio > -00:37.2 | Realtek Audio -00:37.2

Audio Out Cue: Dallas

See your System Administrator for help setting thisup.

Playback Of Audio

There are several methodsto Playback Audio within Prompter Mode.

Using The Mouse

Playing audio using the mouse is done by clicking onthe Playbutton. Audio willbeginto play and
the Play icon changesto Pause.

Clicking the button again (now Pause) during playback will pause the audio. Clicking the audio button again
willcontinue to play the audio from the paused position.

Audiowillbeginto play indicated by the green progress bar which changestoyellow when there are 5
secondsremaining.

Progress barindicating playback is about to end

|| -00:03.9

You willalso notice the countdown timers running, allowing you to prepare for presentation of the next
portion ofthe rundown.

190



Chapter 8: Script Rundowns - Audio Playback Status

Using A Touch Screen

Ifyou are manipulating the Prompter using a touch screen, you can use the same button as with
mouse controlto playback audio.

Using The Keyboard

When switching to Prompter mode, the first Audio Boxis always queued for playback when usingan
external controller such asthe keyboard or other external devices.

Playing audio using the keyboard is done by pressing the * (Star)key on the numeric keypad. Audio wil
beginto play and the Play icon changesto Pause.

Note: When using this method, it is very important to know which Audio Box s ‘queued’.
Otherwise, youmay play the unintended audio. See Manually Queue Or Re-Queue and
Prompter Audio Box for more information.

Pressing the *(Star)button again willinstantaneously play the next queued audio (stopping the current
audio).

Pressthe /(forward slash) key onthe numeric keypad to stop the audio and the next Audio Box willbe
queued.

Audiowillbeginto play, indicated by the green progress bar which changestoyellow whenthere is 4
secondsremaining.

Using An External Controller

Anexternal hardware device (pedal, game controller, hard buttons, etc) can be used within the systemto
control playback. Speak to your System Administrator for more information.

Reset Play Position Back To The Beginning

14

button.

Toreset the play position back to the beginning of the audio, click the Back to Start

Thisisonly required ifyou have played/paused the audio and the play head position is not at the default
start position.

Audio Playback Status

There are 4 status states for an Audio Box: Ready, Next, On Airand Aired.

Ready

Ready: Thisisadormant status for virtually all Audio Boxes in a Rundown which
have not been played, are not currently playing or Queued for playback. This also denotes a successful
connection tothe sourcefile.
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Next: Only 1 Audio Box can have this status at one time. Thisisthe Queued Audio
Boxwhich willbe played next when an external controller triggers audio playback. Once and Audio has
been played tothe end, the next Audio Box (below) willinherit this status.

OnAir: This statusindicates that the Audiois currently playing. The Audio Box
below is Queued for Next playback.

Aired

Aired: Indicates this Audio Box has played from beginningtoend.

Note: When you are viewing a Rundown at the same time as an On-Airmachine in Prompter
mode, your local Audio Boxes will display the status ofthat Audlio on the Remote machine. Ifaclip is
playing elsewhere, you will see "Playing on [Name of Machine]" with a countdown of time
remaining, and the Queued Audio clip will be displayed and in sync.

The only method to Queue an Audio boxis to click in the Status Area of the Audio box. This willchange the
statustoNext. This can be done whenthe Audio Box has any status except for On Air (currently playing).

Qb
The Auxiliary Audio Playback button allows you to audition the audio without accidentally
playing tothe Mixer (On Air). Thisis usually routed to an external speaker inthe Studio.

Playing audio using this button willnot change the Queue Status for any Audio Box. Currently, this button
can NOT be triggered by the keyboard or other external controller.

You can also preview the Head and Tail of the audio block (similar to the Audio Editor) by right clicking the
Auxiliary Audio Playback button and clicking your choice. The default for preview is 3 seconds (each) but
this can be adjusted by your System Administrator.

Previewing the Head and Tail in the Prompter

{l+ Chocolate/Heart Disease - Content - UPDATE 2

|< Realtek Audio 1 >

Preview Head

Preview Tail

Audio Out Cue: United States

Preview Head Tail

Once you have switched to Prompter View, you have some controlon how it is displayed.
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1. Right-click inthe ‘black’ area ofthe Story Body
2. Select Show Audio and Text fromthe menu

1. Right-click inthe ‘black’ area ofthe Story Body
2. Select Show Audio Only from the menu

By right-clickingin the black space onthe Prompter and selecting Appearance, you can:

« Adjust text font and colour for:
« Readertext
o Storytitles
o Unread text
« Adjust background colour
» Hide/show Readertext and Story titles
« Hide/show Section Breaks and Media Boxes
o Setthedisplay to mirrortext (for mirrored teleprompters)
o Setalltexttouppercase (allcaps)

Finally, you can also set the Prompterto display Full Screen. You can leave Full Screen mode by pressing
Escape.

Thisfeature allows usersin the newsroom to see which Stories the Reader is currently reading withina
Script Rundown.

Thisis only engaged when the Reader is using Prompter Mode.

The current Prompter location is indicated by smallmicrophone overlays on one or more Rundowns
Stories. Asthe Reader scrolls though the prompter, the status willchange accordingly.

Microphone logos demonstrate what is currently displayed in the Prompter

21 userl =« Apr 04 - userf\Evening News I
<Fier by Tilex = ¥ 78 101:4035 PM  00:00 [No Cued Audio -
Title Modifier RunTi.. » -
Weather user1 27 Commercial Break
Vote 2016/Ad Against Tr... user1 1.09
'8 Zeleny-2016_Demeerdts... userl 15
& Ward-BpesSels_Attacks_T... user1 1:20 1
® Q#na - Nuclear_Summ, usert 608 |l Scaia-MLB_Ballpark Food Eat the Whole Thing
2 Commercial-Bieak user1 :30
#3Secuon Break e 2:38
# S&A-MLB_Ballpark_Foo... user1 1:31 Scaia—
Earnest-SCOTUS_Nomin... user1 1:07 -
= 3l MLB_Ballpark_Food_Eat_the_Whole_Thing
17 stories Total 19:06 Proposed 10:00 +9:06

The microphone overlays alsoindicate that these stories are locked; preventing users from unintentionally
editing the content currently in sight by the Reader.

See Story Locking for more information.
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Toassist production staff with timing of broadcasts, a versatile and configurable Timer has been built into
the Prompter view (inthe top left corner, next to the time of day).

Location of the timer

&) Burli NE
File Open View Administration Help
2 May 28 - News Talk\0O8am |

01:54:25 PM  00:04 <

The highs today will be

By default, the Timeris configured to not run when the Prompteris first opened. It displays 00:00 (mm:ss)
when the Prompter launches, and when clicked willcount up.

Clickinga second time pauses the count. You canreset the Timer by right-clicking and clicking Reset
Counter.

By right clicking the Timer and selecting Edit Schernes, you can create new Timer preset modes, or
change the default behaviour.
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The Timer Schemes dialogue

Timer Schemes X

| =]

Delete

Name: [Default]

Counting Direction:

@ Up O Down
For Fixed Period: 01:00 MM:SS
To Hourly Offsets: | 00:00 MM:SS
Add
Remove
oK Cancel

To change the Default behaviour, click the Downradio button. Any adjustments are saved to the Default.

Toestablishanew Timer preset:
1. Click New.
2. Change the name from New Schemeto whatever you like.
3. Setyour Timerwiththe controls below.
4. Click OK.

Your new Timer preset willbe made active and effect immediately. To change to another prest, right click
the Timer, click Current Scheme, and select the preset of your choice.
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Timerright click menu

€) Burli NE
File Open View Administration Help
2 May 28 - News Talk\08am |

02:19:49 PM 10:11 Current Scheme > [Default] -

e oes v Bottom of the Hour Countdown

Reset Counter

Timer Name

Timer Schemes X

New

Name: Bottom of the Hour Countdown| v

[Default] Delete
Bottom of the Hour Countdown

The Name function allows you to choose between your Default Timer and any other custom presetsyou've
previously set up. These willbe available at the right click menu under Current Scheme for quick selection.

You canalso set up new presets, or delete any existing ones, with the buttons at right.

Counting Direction

Counting Direction:

O Up @ Down
The Counting Direction specifies whether the Timer will run up (like a stopwatch) or down (as a countdown).

Note: The count up function must be started in the Prompter (with a click).
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Fixed Period countdown
@ Down
@ For Fixed Period: MM:SS
OTo Hourly Offsets: | 30:00 MM:SS

Remove

AFixed Period countdown allows you to set a predetermined amount oftime. When started, the Timer will

count downtowardszero. The last ten seconds of the countdown will turn the Timer numbers yellow to
indicate time isrunning out.

Note: The Fixed Period countdown must be started in the Prompter (with a click).

Hourly Offsets countdown

@ Down
(O For Fixed Period: 01:00 MM:SS
(@ To Hourly Offsets: | 30:00 MM:SS

Add

The Hourly Offset countdown shows time remaining to a certain point past the hour. Forinstance, inthe
example above, it willcount down to the bottom ofthe hour. Soifit's 2:17pm right now, the Timer would
show 13:00 (thirteen minutes until 2:30).

If you only have one hourly offset, the Timer will simply reset to one hour (the next time that offset will occur).

If you have multiple offsets, the Timer will show the time remaining to the next offset. Click Addto set more
offsets.

Inallcases, the Timer digits willturn yellow for the last ten seconds of the countdown.

Note: Because the Hourly Offset is timing relative to the time of day, you donot need to start or stop
the Timer in this mode. It will run on its own as soon as you select it.
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There isan optional Timer Bar that can be displayed or hidden which shows simultaneous Rundown
information inthe Prompter.

Timer Bar shown in the Prompter

’ 04:59:03 PM  01:00 C R | + @
1 50:57 AudioRundown sn 00:33 Grayhound goes for run .‘. 00:13.1 vabbadabba3 a

Chicken crosses road

Yabbadabba3

'M:I‘I"‘ Yabbadabba3 Airing @ -00:13.1

‘ Output 1 || -00:13.1 | | Output2 | ] -00:19.0
Sl

The Timer Bar shows three timing fields.

The Rundown Timer shows the time remaining for the entire Rundown, based on the cumulative
Run Time of each Story within it and the broadcast time ofthe Rundown. It also displays the Rundown's
name.

The Story Timer shows the time remaining for the current Story, based onits Run Time. It also
displaysthe Story'sname.

m The Media Timer shows the play time remaining for any currently playing media file (eg. an audio
track). It also displays the audio component'sname.

Allthree timers use the display colours of the Clock settings.

Toshow or hide the Timer Bar:

1. Openthe Prompter

2. Right-click the Prompter
3. Select Appearance

4. Select Timers

The Timer Bar willtoggle on and off with this setting.

Inthe extreme bottom-right corner of the screen, you may see a Timer with a green Play symbol next toiit
(depending on your settings). Thisis the Prompter Countdown Timer, and it has one job - to display the
remaining time on any media playing now in the Prompter.

Current User: Sean Poole Licensing: OK BLSS: CONNECTING NUM  [> 00:00

Thistimer is persistent, and will continue to countdown while the Prompter media is playing, even ifyou
leave the Prompter to work on something else.
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Thisis very usefulif you have alongitem playing, and wish to navigate temporarily out of the Prompter - you
willknow exactly how much time you have left to "get back".
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Thisfeature is used for saving lots of time when pre-recording newscasts. It allows you to automatically
insert Audio clips, allin one step, without having tolisten to the entire clips.

Tobegin, open the desired Script and engage the Prompter mode by pressing the Prompter (microphone)
button. When you are ready to begin recording:

1. Press Citri-Qand start reading your newscast as normal. Ared band warning "Quick Record in pro-
gress" willappear across the bottom of the Prompter.

10:37:49 AM  00:00 Carroll-WI_Trump_Campaign_... -1 + ©

Vote 2016/Clinton - Why Go There? *FILE*

Vote 2016/Clinton - Why Go There? *FILE* Seddique MateenOutCue: went thereRuns: :07

WRITE IN:

The Clinton campaign ... catching some heat ... after Seddique Mateen was spotted at a Clinton campaign rally in
Kissimmee, Florida on Monday. The campaign ... saying the rally was "an open-door event for the public," and that
Mateen "wasn't invited as a guest." Mateen is the father of Omar Mateen, the man blamed for the Orlando nightclub
massacre on June 12-th ... during which 49-people were killed. For your production purposes ... here's Seddique Mateen
speaking to media ... in the days after the attack: (** FILE **)

VERBATIM:
| wish he was alive... Why did he went there?
Download

Jlj Vote 2016/Clinton - Why Go There? *FILE*

14

Audio Out Cue: went there

2. Beginreadingyour copy.
3. Whenthetime comestoplayacilip, left-click on the Clip's Play button within the Script.

4. Youwillhearthe first five seconds and the last five seconds of the clip. (Burliwillinsert the entire clip
automatically whenthe recordingis finished.) Ifthe Clip is less than ten seconds long you willhear the
entire Clip.

5. Pause and then continue reading the next piece of copy.
6. Repeatsteps2-5forthe rest ofthe newscast.
7. Whenfinished, hit Ctri-F10to stop recording.
The recorded Audiois saved in your personal folder as "Quick Record [time of day]". Ifany edits are

necessary, they canbe done here. You are presented with a multitrack recording that alternates your
voice recording with the played audio (inits entirety).

200



Chapter 8: Script Rundowns - Timer Bar

A completed Quick Record

Quick Record 10:31:05 1:25 ‘EQuick Record 10:31:05 1:25 IPropemes]

Word Count 0 "= [QuickREcord10:31:0§ ‘ Length:|  1:25 [CJexclude from Run Time

Media Play Time  1:25 [ 1] § o o — = T -

S vl E v @] L B[Oy 0O | R 44100 0 =

WG] Dlheeege 005" 010" 015" 020" 025" 030" 035" 040" 045" 050" 055" 100" 105" 110" 115" 120" 125" 130" *
Modifier Sean Poole

w [ Quick Record 10:31:0  1:25
5

Media Play Time  1:25
Audio Out Cue

Afterthe edits have been completed and thefile isready to be shared, or placed ina Script, dragittothe
INn-Queue.

Ifyou receive an error message about sample rates at the end of your recording contact your System
Administrator.
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Printing Rundowns

Printing Rundowns can be done intwo ways: All Stories, and Summary.

Print All Stories

Thiswill print all Stories ina Rundown, including the body text and inline audio placeholders (blue Audio

Box).

Burliprovides a scrolling prompter which allows for seamless and paperless presentation of the entire
rundown. See Prompter Mode for more information.

To print all stories from a Rundown:

1.

Right-click on the Rundown tab that you want to Print

2. Select Print > Al Storiesfrom the menu. A Print preview willappear
3. Clickthe Printbuttonto print All stories from the Rundown

Note: This may print a high number of pages!

Note: The print template can be changed by your Systerm Administrator to provide different
printed information by default.

Print Summary

This option provides an overview of the Rundown without including the bulk of the Story body contents.

Users can choose which Field information willbe included. The Fields ‘Maodifier’, ‘Runtime’ and ‘Title’ will
be selected by default.

To printthe Rundown Summary:

1.
2.
3.

Right-click onthe Rundowntab that you want to Print
Select Print > Summaryfrom the menu. The Field selector willappear

Optionally change the fields that willbe included in the printed summary. The Fields ‘Modifier’,
‘Runtime’ and ‘Title’ willbe selected by default

Click the Printbuttonto print the summary of the Rundown
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Importing Files

Many files enter the Burli system automatically. However, you may need toimport files from an external
location like a smartphone, flash drive, camera, Windows folder, and more.

There are afew methods for manually importing externalfiles into the Burli system. Some of the supported
media typesinclude Audio, Video, Images, Text, PDF and more.

Each mediatype can have a variety of formats. Please contact your System Administrator for more
information about the supported file formats.

Note: Apple file support is optional and must be set up by your System Administrator. Please
contact your Systerm Administrator for more information.

Import An Audio File Using The Menu Option

1. Right-click onthe tab ofthe target folder you want toimport the audio to

2. Selectthe Import > Extemal Fite... option. You willbe prompted with a standard Windows dialogue
window

3. Select one more audiofiles youwant toimport
4. (Click the Importbuttontoimport thefiles

The Import/External File command forimporting audio

A usert
i i Close ] \Vote 2016/Clinton - Big Wi
A T Close Other Tabs ) °: ~ /Clinton - Big | o
. ] Vote 2016/Clinton -
Title Open in Floating Workspace - o‘e Aty
1| Nudlg New Web Browser Tab # O LB
M2 | Votez
3 Vote: Split - Horizontal Vote 2016/Clinton - Big W
4 Vote: WRITE IN:
New > . . .
5 Zelen ) Democratic presidential ca
6 | Ward: HEEEEH the Syracuse University me
7 | Obamr Wave Wizard... Ctrl+W  \/ERRATIM-
8 | Scaia- Import > External File ... 1
Export > CD Ripper ...
Print > = ]
Vote 2016/Clinton - B
Reload
i ...coming up (cheers to fade)
Properties...

This will create a new Story for eachimported file. Each Story will contain an Audio Project, which then
includes the imported audio. You may see Story Alerts, but you may not have access to the Story
depending onwhere itisin the systemand your rights.

Note: You can also select File >> Import... at the top ofthe screen. Select the file(s) you want to
import, and they willbe imported into your private Personal folder.

Importing Files From A Compact Disk (CD Ripper)

1. Right-click onthe tab ofthe target Folder
2. Select Import>CDRijpper...fromthe menu. The CD Ripper dialogue box willappear
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3. Selectthefiles you wanttoimport
4. Clickthe Rjpbuttontoimport the files

CD Ripper tool window
(} CD Ripper O X
AR AEOE-™
T |HL-DT-ST, DVD+ RW GH30N vA102 (4:0:0) v
Artist: | Mr Gunn I
Album: Mr Gunn Sings the Blues
Container: | \Newsroom Data\Personal Folders\user1\ E Browse i
Title Time Status
|:| Track 1 02:37
[Jrack 2 03:10
[]rack 3 03:42
[ ]rack 4 02:52
[rack s 03:07
[ select Al Rip ] Stop | H Hide |

Import An Audio File Using Drag And Drop

You may need toimport an audiofile from an external source such as a Windows folder, recorder, flash
drive and more

1. InWindows, locate and select one or more audio files you want toimport
2. Dragthese itemsdirectly into virtually any folder located in the Burli system
Drag and drop to import Audio

(-85 ABC = Z =

& clip_frank_lending_thourlies).wav E é Email “ 1454 stories

(2] clip_harper_kosovo(toronto)_stereo.aawv .\ Westwood One A  userl

& clip_harper_kosovo_{louder)(toronto)_stereo.wav & Personal Folders I <Filter by Tile>

‘ ¢ clip_harper_marttintoronto)_stereo.wvav a Public Folders - -
‘ (2| clip_hesson_roof_collapse(toronto)_stereo.wa f{z Scripts Title
‘ & clip_laing_ice(toronto)_stereo.wav o ) ents ER1 Nuclear Summit/WMD's & Terror
(2] clip_laing_icebreaker(toronto)_stereo.ayv 2 | Vote 2016/Clinton - Big Weekend
& clip_may_budget(toronto)_stereo.wav D Archive 3 Vote 2016/CruﬂM}JsI|m Survlelllav‘
2| clip_mullen_somali_pirates_(hourlies).vav 4 Vote 2016/Ad Against Trump's Wi
9] clip_obama_vice_prez(toronto)_stereo.wav eleny-2016_Democrats_Wiscons
(| clip_olmert_peace_talks(toronto)_stereo.wav 6 ssels_Attacks_T?ke_Any_
& clip_reisman_obit(toronto)_stereo.wav N ; gc:ai:-‘:ﬂ;.:l;cal:;;_riugr::i:f:
& clip_tinpoche_tibet_thourlies).wav - = -
(2| clip_tinpoche_tibet_(hourlies)-Luwvav

& clips_evacuees_fires_thourlies).wvav

Note: Use the Windows taskbar right-click options to tile/stack/cascade the Windows to make it
easier for dragging from a Windows folder into the Burliapplication.
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As an alternative method forimporting, you can drag and hover them over the Burli Applicationinthe
Windows Taskbar. When the Burli Application appearsin the foreground, you can drop theminto a Burli

Folder.
1. Dragthefiles you wanttoimport and hover them over the Burli Application in the Windows Taskbar
2. Without releasing the mouse button, wait until the Burliapplication jumpsto the foreground

Drag, hover, and drop in the Windows environment when outside Burli

vl i Music Tools  QuickPlay — O X
“ Home Share View Play o
N J =) 7’
L F=hd | - Select all
;J J A [ &Moveto~ X Delete ~ = v G- Hseleta
= 1P 1 Select none
— Copy Paste 4] B copy to ~ .l Rename fl:lzvzr Propvertles O jnvert selection
« v N <« cLIENT > Burli > QuickPlay v O Search QuickPlay P
Components ~  Name a
Ly e e
Navigation [ . .
9 + | quickplay.ini
Stories @ QurtlD.wav
@ Creative Cloud Files ©| Robbie.wav

©| Romanial.wav
>4
< Dropbox |©@ Romania2.wav

% OneDrive |©| Romania3.wav
X @| signoff.wav Drac
-» This PC ©| solobell.wav R
m Desktop ©| ToplD.wav
2 Documents @ traffic4.wav v
& Downloads 7 <8 >
27 items 4 items selected 10.6 MB E =

Note: Ifyou drag an audio file from Windows directly into a Burlitext Story, it will create a new Audlio
Component and Audio Link inthe Story.

206



Chapter 9: Importingand Exporting - Importing a File From a Website

Importing A File From A Website

This process assumes:

« Thefietypeissupported by Burli
« Thefieisavailable onapageasalink
« Thefile could be similarly downloaded to your computer

(In otherwords, ifthe web link does not provide direct access to a downloadable file, this method willnot
work.)

1. Dragthe webfile link
2. DropitintoaFolder. Anew Story willbe created including the audio component

Importing from a website

(®) ABC News Radio: NewsCall [ I
http:/fabcnewscall.com/files/ vy &=

YT IN O BF NEWSCALL SPORTSCALL [ ENTERTAINMENT FEATURES ﬂﬂ

._Select A"ﬁ " Unsel ‘Ah N load Select 5 As one ZIP file v <
[DOWNLOAD CATEGORY WHO SLUG RUNS TYPE DATE
[ Preview | [y ] Jon Humbert WA. Powell-Blood on Comforter :17 Q Fri02/10/12
[ Preview: | [y ] Todd Ant Tease /Info promo 7pm ET :06 T Fri02/10/12
D = m Pierre Thomas Ui eerr\‘vear Bomber - Meets Al-FAwlaki in 212 Q Fri02/10/12
D | Preview | m Pierre Thomas derwear Bomber - Al-FAwlaki Admirer :17 Q Fri02/10/12
< | ] S
2l ae |
<Filter by Tile> |Z| Undenwear Bomber - Meets Al&wlaki in Yemen MP3 [:12] ] Properties |

Title & &5 Underwear Bomber-Mi Length:| 12 [¥]Include
EE1 | Underwear Bomber - Government Concl :23 1] D ovi3 i m v | % R <o
EI2  Underwear Bomber - Meets Al-Awlakiin Ye... 12

il 4" & g 10" 12" 14

2 stories
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Export And Dispatch

Inthe event you need to export Audio to an external location (outside BurliNE Desktop), there are several
waystoaccomplishthis.

Saving As Files

C2 I 4
Thisis very similar to the Audio Mix Down feature, except this allows you to save the mixed
down audio to somewhere outside of the Burli System.

You can save your mixed down audioto a portable flash drive, your local computer or other locationsin the
network. You can choose from many different formats such as WAV/MP2/MP3 with various sample rates
and bitrates.

Menu commands under Saving as Files button
ERARIEEE 1RSSR Ay

Save All

Save Inclusively

Save Exclusively
¢ Original

Left Channel

Right Channel
Combine Channels

Stretch/Compress...

Dispatch

Dispatchingis akind of Exporting that has predefined conditions depending on the type of Story type and
its destination.

The available Dispatch targets willbe set up by your System Administrator.
Dispatching A Story

Right-click on one or more Stories you want to Dispatch
Select Dispatchfrom the menu

Select one or more target destinations

Press OKto send the Story

5. Make sure there are no errorsin the confirmation to follow

HMoonn =

Optionally, you can make a selection and press Ciri+Dto open the Dispatch window.
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The Dispatch window
Dispatch X
! |
Filter by Format Destination
<Show All Formats> Name
Burli Newswire [J Audio Drop 1
S.tory Copy D BURLI Newswire 1 (type 11)
Ticker Tape D BURLIML 1
XML

[[] Media drop 1

] QuICKPLAY DECK 1
] QuICKPLAY DECK 2
] QuUICKPLAY DECK 3
[J QuicKPLAY DECK 4
[] story Copy 1

[] Text drop 1

[] wideOrbit 0040
[] wideOrbit 0140
[] wideOrbit 0240

Select All Deselect All

Note that you canfilter available Dispatch targets by name. Click the fitter blank in the top left corner of the
window and type the name of your desired Dispatch. Anything matching your text entry will show up inthe
Destination section.
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Burli Newswire

While BurliNE Desktop is very good at ingesting from and dispatching data tofixed places, Userslike to
have a channelthat is completely flexible and opento collaborative use. For this reason, we have included
the BurliNewswire.

BurliNewswire is a User-configurable, bi-directionalnewswire service that can be used to:

o Send content (Text and Audio) to other newsrooms

« Send Storiestoawebsite or third party content management system
« Send Storiesfromalaptop or bureau back to your newsroom

« Receive Stories from other newsrooms

Think of it asa bucket of data - info can gointo it from almost anywhere, and can come out just as easily.

Burli Newswire in the Content Tree

Contents
E@ Burli (VAEO3)

=-£9 Newsroom Data
= InQueue

@B RSS

@ Social Media
83 ABC

' vvvvv a4 Email

W Westwood One
--Q Burli Newswire
& Live Audio
(- & Personal Folders
-8 Public Folders
+-Z Rundowns

----- O Mobile

----- & Assignments

----- 84 Contacts

il Archive

Note: Because BurliNewswire is so highly configurable, it may not actually be called "Burli
Newswire" in your system, and may have a custom logo in the Filter Tree. Please contact your
System Administrator to see ifand how BurliNewswire is used in your system.

Newswire As A Data Source

The BurliNewswire willbehave largely the same as any other newswire in the Tree - clickingon the
Newswire will show any stories that have been submitted toit, which can then be pulled into your local
Work Folder.

See Copying And Moving Stories for details.

Posting To The Newswire

To submit a Story to BurliNewswire:
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1. Right click the Story you want to submit.

21 Administrator
[ <Filter by Title> | ¥ v[ﬁ .2 ||| Assassinated
Title RunTi... Word Count
EE1  Dallas PD/Good Job In July - UPDATE 112 Media Play Tir
2 Murray-Trump_Campaign_Foundation-... 1:30 State
3 Perez-NYC_Terror_Investigation_Lookin... :57 Time Modifiec
WH_-H Madifier
5 | Untitl Open in Original Location
Cut Ctrl+X
Copy Ctrl+C
Paste Ctrl+V
Delete Del
Copy to my Home Folder
Wave Wizard Ctrl+Shift+W
Move to Archive
Refresh Linked Time Marker
Send by Email...
Send to Social Media >
Dispatch...
Print...

2. Select Dispatch...
3. Check the BURLI Newswire checkbox (this may have a different name).

Dispatch X

<Filter by Name> ‘

Filter by Format Destination
<Show All Formats> Name Location
Burli Newswire (1) [ Audio Drop 1 \\VAEO3\dispatch\BurliNE\AUDIO
Story Copy BURLI Newswire 1 (.. C:\Users\Sean Poole.BURLISOFTWARE\Deskt...
Ticker Tape ] BURLIML 1 \\VAEO3\dispatch\BurliNE\BURLIML
XML [] Media drop 1 \\vae03\dispatch\BurliNE\MEDIA

|:] QUICKPLAY DECK 1 \Newsroom Data\Public Folders\Quickplay\...
D QUICKPLAY DECK 2 \Newsroom Data\Public Folders\Quickplay\...
D QUICKPLAY DECK 3 \Newsroom Data\Public Folders\Quickplay\...
|:] QUICKPLAY DECK 4  \Newsroom Data\Public Folders\Quickplay\...
[ story copy 1 123,814

D Text drop 1 \\vae03\DISPATCH\BurliNE\TEXT

|:] WideOQrbit 0040 \\vae03\dispatch\BurliNE\WIDEORBIT

D WideOrbit 0140 \\vae03\dispatch\BurliNE\WIDEORBIT

I:] WideOrbit 0240 \\vae03\dispatch\BurliNE\WIDEORBIT

’ Select All ‘ ’ Deselect All

OK | ’ Cancel

4. Click OK.
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ADispatch Progress window will pop up acknowledging your request and showing progressto Dispatch
your content. If your Story has Audio, it willbe Mixed Down as part of the Dispatch process.

Afterafew moments, the Story willappear under the Burli Newswire in the ContentTree.

Ticker Messages

The Dispatched Story willshow up asa new iteminthe Ticker display at the bottom ofthe screen.

Also, any status updates or error messages from the Newswire willbe displayed in the Ticker.
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Twitter

Text Stories (or portions of text) can be easily sent to one or more Twitter accounts. Twitter Accounts must
be set up by your System Administrator.

Sending A Text Story To Twitter

1.

2.

Right-click onthe story that contains the text you want to send and select Send to Twitterfrom the
menu. Thiswillopen a New Tweet window.

Optionally Edit the text in the Contentbox.

3. Selectone ormore accountsinthe ‘Send to’ box (asavailable).
4. Click the Sendbuttontosend the Tweet.
The New Tweet window
New Tweet X
Content: Send to: Select All

~ | |[“twitter burlitester

Remaining: 280

Sending A Text Excerpt To Twitter

Alternatively, you can send a tweet using text from the body of a Story.

1.
2.

3.

&

Ina Burli Story, highlight the text you want to send.

Right-click onthe highlighted text and select Send to Twitter from the menu. This willopen a New
Tweet window.

Optionally Edit the text inthe ‘Content’ box.
Select one or more accountsinthe ‘Send to’ box.
Click the Send buttonto send the Tweet.

Sending Photos To Twitter

Youmay Tweet up to 4 photos or 1 animated GIF file up to Twitter from Burli, with or without accompanying

text.

214



Chapter 10: Social Media - Linksin Tweets

Sample Story in Buri, with a text component and two photos

[ Vancouver photos  :01 |- False Creek.jpg | B Rally.jpg l Propertiesl

L rE |Vancouver photos I Leng‘th:l :01 [] Exclude from Run Time
i YERBw B 7 UL&EB[

Meanwhile, in beautiful Vancouver...

To Cursor Time:01 Words 4 Chars 36

Youmay send the Story from the Story list as described above, and the photos willautomatically

accompany the Tweet. They wil display inthe same order asthey did in BurliNE Desktop, with the leftmost
photo considered the "primary" graphic.

Resulting Tweet, displayed on the Twitter website

o] Home 9 Moments IvexNotifications  Messages y Q

Top Latest People Photos Videos News Broadcasts

Search filters . o
uuh; Meanwhile, in beautiful Vancouver...

Who to follow . refrech - view al

22 Find people you know

Links In Tweets

Clicking a link within a Tweet willopen a new browser window to the intended address using your system's
default web browser.
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SoundCloud

Audio content can be shared to and from SoundCloud, directly from BurliNE Desktop.

Ingesting From SoundCloud

Tobring Audio content into BurliNE Desktop is the same as bringing it in from any newswire. It appearsin
the Content Tree alongside other news sources.

SoundCloud in the Content Tree

Contents
=€ Burli (VAEO3)
E—]E“? Newsroom Data
=@ InQueue
B RSS
=& Social Media

----- & Soundcloud

You

tuz; Youtube Google
-8 ABC
-84 Email

[+-& Personal Folders
&8 Public Folders
-2 Rundowns

AAAAA I Mobile

Ifyour System Administrator has set up a SoundCloud source, you can pull offany Audio data you want into
your localwork set, as you would any other Audiofile.

Posting To SoundCloud
You may post to your organization's SoundCloud account(s) directly from Burli, sharing your finished Audio
for distribution directly on the internet.

1. Rightclick your Audiofile.
2. Select Send to Social Medliaand SoundCloud.
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2 sp
‘ <Filter by Title> ‘ E - O " Quick Record 10:39:47 1:05 IE Quick Record 10:39:47 1
; . » Quick Record 1(
Title Runfi... Word Count 0 (1]
LER Phelps-Olympics-Mens_Swimming_Fin... 1:40 Media Play Time  1:05 D v i3 i
B2 Quick Record 10:46:24 :06 State Unedited o .
QuickRecord10:39:47 ) T TrrmTTT T 005 010
m4 Quick Record 10:38:38 Open in Original Location
BS Quick Record 10:31:05 Cut Ctrl+X 1:05
ER6 Untitled recording 10:07:29 Copy Ctrl+C
ER7 Untitled recording 10:06:54
] . Paste Ctrl+V
B8 Untitled recording 10:02:06
9 Scaia-Zika_Death_White_House_¢ Delete Del
10 | King-Olympics_Swimming-Believ Copy to my Home Folder
11 | Vote 2016/Clinton - Why Go Ther Wave Wizard Ctrl+Shift+W
EE12 | Trump-WI-Trump_Campaign_Wc Move to Archive
EE13  Carroll-WI_Trump_Campaign_Bic
Refresh Linked Time Marker
Send by Email...
Send to Social Media > Facebook
Dispatch... Google_Youtube
Print... Soundcloud
Properties... Twitter
3. The Upload to SoundCloud dialogue appears.
Upload to Soundcloud X
Content: Send to:

Quick Record of newscast at 10:39

[ ]soundcloud burlisoftware

Cancel

4. Check the boxforthe account(s) you wish to post to.
5. (Optional) Add any text you want to appearinthe SoundCloud feed to the Contentwindow.
6. You'llgetaconfirmation that the upload hasfinished. Click OK.

The uploaded file willappear online in the SoundCloud feed.

Considerations For Posting To SoundCloud

SoundCloud willreject any extra Audio component after the leftmost Component tab. Only the first Audio

file willbe kept.

Oneimage may be included in the Story - thisimage willbe used as the "album cover" on the SoundCloud

site.
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Textisallowed - it willbe concatenated and added to the description of the track on SoundCloud.
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Other Social Media
Facebook And YouTube

These socialmedia outlets can only be used to bring data into Burli NE Desktop, you cannot post to them
fromthe system.

Note that you cantreat either of these channels as newswires (if your System Administrator has set them
up) or view them in our built-in web browser.
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WordPress
About Exporting To WordPress

Burlican upload text components and images (any number of each) from a single Burli Story tobecome a
single WordPress Post. Multiple text components are concatenated into a single Post. Anyimagesare
inserted at the bottom ofthe post. (Audio, Video, and Notes components are ignored)

WordPress only allows for one Story to be exported at atime.

This processrequires the user to open WordPressitself (in a browser as usual) to complete the workflow of
posting a news story tothe website, just like a regular post.

Note: This feature does not publish directly to the web. This creates an untagged, uncategorized
Draft within WordPress, with the full expectation that someone will do more work on this content in
the WordPress environment before it is made public. This is by design - Burlicannot control the
layout, links, embeds, related stories, and so on, that have to be tweaked when posting to most
realworld websites.

First Time Use

Your System Administrator has some setup to do before your first export to WordPress. Only a single
WordPress site is supported per Burlisystem.

Sending a story to WordPress is done by right-clicking a Story inthe Story List and selecting "Send to
WordPress". The first time a given user tries this, a dialog will pop up to ask for a WordPress login that has
permission to post new content. This can either be a generic account for Burlior an individual journalist's
WP account. In places where WordPress and Active Directory are synced, this willbe the user's standard
Active Directory credentials.

Ifthe credentials are accepted by WP, the Story willbe uploaded as a Draftimmediately. This normally
takes only a second or two, even withimages attached. A dialog message will confirm success or failure of
the export. Inthe case of failure the user wil see the reason for the failure.

Subsequent Use

After a successfulfirst export, the successful credentials willbe saved as encrypted settings within Burli, so
that the WordPress account is associated with a specific user in Burli, and will not appear again for this user
unlessthe username and password become invalid (usually because the password has changed).

Ifthe login dialog keeps popping up and no upload confirmation (or failure) appears, it meanslogin infois
being actively rejected by WordPress. Too many failed attempts may lock the WordPress account, sotry
to verify your credentials before attempting to login.

Final Editing

Once exported, the new Post in WordPress will stay in an unpublished state untilyou sign into the
WordPress environment, complete final edits to the Post (including assigning Tags and Categories), and
submit it to the public web.
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Messenger

Burl’'s Messenger feature allows users to send messages between users and groups. This feature also
produces system alerts which may be automated to inform you of any issues.

The Messenger is similar to some popular internet messenger services (eg. AIM, ICQ, MSN) but is directly
integrated into Burli’sinterface - you do not need to leave Burliin order to send and receive messages.

Burli’'s messenger does not connect to any other messenger or chat service — it is designed for
communication between Burliworkstations.

Using Messenger Conversations with Burliusers and groups take place in the chat window whichiis
located onthe lower left of the screen — at the bottom ofthe Content Tree.

Message Toolbar

The Message Toolbarislocated at the top of Burli’'s Main Screen (but remember that it may be moved). It
allows usersto see incoming chat messagesin a single, linear list (regardless of sender) and respond, even
while the main Messages window is closed.

Thistoolbaris visible by default. To view or hide, goto View > Toolbars > Chat.

The Message Toolbar

Please be advised, there will be a network outage tonight at 11:00pm. 2
) A

System Administrator

Missed messages are indicated by the unread badge (red circle), which displays the number of unread
messages (see graphic above).

ToRead unread messages, click the red badge inthe Toolbar. The bar will show you the next unread
messages, one at atime, and the unread message number willdecrease. To View the fullmessage inthe
main Messages window, double-click in the messages area within the Toolbar, or click the Open Chat
button (blue speech balloon, pictured above).

ToReplytoachat message, right-click and select Replyfrom the menu or double-click in the message
area. Thiswillexpand the main Chat window (if closed) and focus in the text input area for the current chat
thread.

Keep inmind that users may send a story link or website URL in a chat message. Clicking on these links will
openthe link locationinanew Browser Tab.

Start A Conversation Thread

You have the option to create a conversation with one or more users and/or one or more groups.

1. Setfocusinthe To:field to select the message recipient(s)

2. Starttypingtherecipient name (Burliuser or group). As you type you will notice a list of recipients
appearinthelist

3. Select the recipient from the list using the mouse OR by using the Up/Downarrows on your key-
board

4. Pressthe Enterkey OR pressthe Tab key to set focusin the <Entertext message>field below
5. Enterthe message text (up to 255 characters)
6. Pressthe Enterkey onyour keyboard to send the message text tothe recipient

Youwill see the new thread appear in the Thread List located at the top of the Messages area.

Multiple users or groups can be added to your message thread. They must be separated using a semi-
colon(;).
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Forexample, here’swhat you would enter inthe Send To: field if you want initiate a chat with Jon, Bob,
Sally and allthe Editors (Editor’s group):

o Jon;Bob;Sally;Editors

Reply To A Message
When someone sends you a message, or you are part ofa group that receives a message, their username
willappear at the top-right of the chat Window.

1. Double-click onthe useryou want torespond and start typing in the text input window
2. Press Enterto send the message. You will see the message thread in the thread window

Managing Multiple Message Threads
Itis possible —and quite common —to have independent threads with several users at the same time.
These threads are always totally separate from one another.

Ifyou view your messages on the tab the upper half of the screen, each separate chat appearsasa
separate window onthe screen. Several can be visible at the same time.

Ifyour chat window appearsin the lower left of the Burli screen you can still conduct several separate chats
atonce, but only oneisvisible at a time. You can switch between chats by pressing the blue Chat Toggle
button.

Sending Story Links

You can send links to Stories in the system by dragging the Story Slug into the Chat Message Area. This will
send alink ofthe Story to the message recipient.

Whenreceiving a Story Link, click on the link to open the Story. Keep in mind that the open story may point
tothe original story OR a copy of the story depending on your security access to the original story. For
example, if you do not have accesstothe original story, a copy of that story may be copied to your Home
folder when opening the story link.

Urgent Messages

Urgent Messages willappear with red text formatting. The message content willappear along with the
sender’susername. Thisisthe display area for System Alerts and Urgent Messages. See System Alerts
formore information.

Torespond toan Urgent Message, you must enter the Chat Window area and focus on username ofthe
sender.

Tosend your own Urgent Message, first click the flag button so that it turnsred. Your message will display in
red text onthe recipient's screen. Click it again to turn off Urgent Messaging.

mp ¥

Deleting Messages

Todelete amessage, focus on the message you want to delete, and press the Deletekey. You can also
right-click on a message, choose Deletefrom the menu. Aconfirmation message will appear.

Todelete amessage, right-click onathread, choose Clear Messagesfrom the menu. A confirmation
message willappear.
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Note: Deleting messages and message thread willnot be deleted for other users. Deleted
messages are not deleted permanently from the system.

Ending A Chat

Once you nolonger wish to chat with someone, you can close the message window.
1. Make the chat you wish to close visible on the screen (if you have several simultaneous chats open
you want be sure to close the right one)
2. Left-click onthe Xinthe top right corner ofthe chat screen
3. lY?tu;] chaﬁ window will close and your chat partner willreceive a message telling them that you have
eft the chat

Logging out of Burlior shutting the program down willalso end allyour chats.
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System Alerts

System Alerts are designed toinform Burliusers and administrators that something of interest has
happened. They can be triggered by several events.

Alert Events

Asystemalert can be sent by a System Administrator to convey information to users. For example, your
System Administrator is about to do some maintenance, you may receive and an alert message describing
the details of the maintenance and what you are required to do.

Alerts can also be created when a Story isadded toa Content Tree Object.

Assignment Alerts are sent to users when receiving an assignment. Changes made to an Assignment will
also produce an alert tothe assigned user.

Ifthe alert is a high priority, it is displayed with a red background. The priority ranges from 9 (lowest) to 1
(highest).

Ifan event is associated with a Story inthe system, asa “Story Added” event is, you can open the Story by
right-clicking on an alert message and selecting “Open”. The Story that triggered the alert will openinthe
top-right pane.

System Alert Toolbar

The System Toolbar islocated at the top-left of Burli’s Main Screen. It allows to see incoming messages
when the main Messages window is closed.

Thistoolbaris visible by default. To view or hide, goto View > Toolbars > System Alerts.
The System Alert Toolbar

A IStory Added Maryland | alerts.weather.gov 6 v Vv

© EMAIL ALERT l'iéi' Story Added Maryland | alerts.weather.gov

<Filter by Title> System
24-Jun-2014 2:48:33 PM

Titla Tirme Craatad Sta

A

Missed Alert messages are indicated by the unread badge (red circle) which displays the number of
unread messages (see above graphic).

ToRead unread messages, click inthe messages area within the Toolbar, the unread message number
willdecrease. To View the fullmessage in the main Messages window, double-click inthe messages area
withinthe Toolbar.

You may also click the System Alert button to navigate to the currently displayed alert at any time.
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Contact Database

The Contacts feature allows you to store information for all yourimportant business contacts. You can store
field information such as name, address, various phone numbers, emailaddress, and more.

Each Contact entry has an attached folder where you can attach an unlimited number of Stories
associated with that Contact.

Contacts entries can be linked with the Assignments feature which provides a convenient way to associate
an Assignment with a Person or Organization.

Opening The Contacts Database

Toopenthe Contacts database, click on the Contacts node inthe Content Tree.

Thiswillopenthe list of Contactsin place of the Primary browser Tab of the main Burliscreen as seen below.
You can move thistab to a different location, See Tab Browsing for more information.

Managing Contacts

Create, delete, edit, save and print Contact entries using the Contacts Toolbar located at the top-right of
the Contactsarea.

Contact Toolbar

- S X

Create A New Contact Entry

There are two Contact types: Person and Organization. Each one provides the same functionality, and is
used todistinguish between a ‘Person’ and an ‘Organization’.

New Contact entries willappearin the list within Contact tab and can be edited at any time.

Tocreate anew contact Person, click the Newbutton. A Person contact entry willbe created by default.
You can also choose Personfrom the drop down menu adjacent tothe Newbutton.

Tocreate anew contact Organization, choose Organization option from the drop down menu adjacent to
the Newbutton.

Creating a new Person or Organization

Lyl & X General
Person
Organization

You can also right-click on the Contacts tab and choose New > Personor New > Organizationfrom the
menu.

Contacts canalsobe created, edited and linked to from within the Assignments database.

E Contacts willbe saved automatically when you navigate away from the current contact or close
the Burliapplication. You can force save the contact at any time by clicking the Savebutton within the
Contacts Toolbar, located on the top-right side of the Contacts area.

Savinga Contact makesit instantly available to other usersin the Burli system.
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Importing Contacts

Contacts may be imported from a Microsoft Outlook export file, a CSV (Comma Separated Value) File, or
from a BurliNewsroom system. Please see your System Administrator for more details.

Editing Contact Info

You canadd new data or edit existing data in the Contacts database. You willfind that most of the
provided fields are self explanatory.

There are two areas for editing contact information.

« General/Details Tab — Edit contact information in the Generaland Details Tab area located tothe
right of each contact (recommended)

« ListView — Edit the values directly in the list view directly below the Contact tab. (This method is lim-
ited due tothe fact that not allfields are displayed by default. You can change the Field View which

can make this method slightly more convenient. See Changing The Displayed Field Columns
for more information)

Ediiting Contact Info

81 Contacts |

[ <Contact filter text> | % v W & X | General petails Shortcuts (0) Notes Security
Full Name Business Ph... Business Email Contact Type: Pereon Organization
8] William Riker 555-1234 w.riker@starfleet.com

.ﬁlStarK 555-1234 hq@starfleet.com ! Namei ﬂWilliam Riker
Edit the name in the list A

ddress... I 1701 Enterprise Way, Burnaby,
or the Name Field

Roles: ’ Starfleet ()

Note: Itis recommended you use the Address button when inputting address info to ensure you
getthe right syntax.

Contact Component Tabs

There are five Component Tabs associated with each Contact.

General

Containsthe basics of your Contact's information - name, address, phone, email, and social media details.
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The General Tab
General Details Shortcuts (0) Notes Security

Contact Type: Person Organization

[ wame.. | |William Riker |

’ Address... ‘ | 1701 Enterprise Way, Burnaby, BC, Canada, V1V1V1 |
Roles: | |
Phone Email

Business: | 555-1234 | Business: | w.riker@starfleet.com |
Home: | | Home: | |
Mobile: | | Alternate: | |
Twitter: @ | riker l Navigate...
Facebook: |Wi|liamT l ’ Navigate... ‘

Details

Listsany special Category, faxinformation, ISDN, and Organization links.
The Details Tab

General Details Shortcuts (0) Notes Security

Category: | Officer |
Fax 1: | 555-4321 |
Fax 2: | |
ISDN: | |
Web Page: | www.starfleet.com

Organization Role
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Shortcuts

Listsany associated Stories with the Contact.
The Shortcuts Tab

General Details Shortcuts (1) Notes Security

Title Modified Time Modifier
Stories: 2 I'l spend this pay rise on my son' Less than 1 minute ago | ae

Notes

Thistab allows for afree space that the user can put in any private notes about the Contact in question.
The Notes Tab

General Details Shortcuts (1) Notes Security

This is a space for free form notes pertaining to the Contact!

Security

Outlines what Security Permissions are associated with the Contact. Useful for preventing accidental
viewing, modifying, or deleting of info by unauthorized staff.

The Security Tab

General Details Shortcuts (1) Notes Security

Access
(@ Public (O Private (O custom
Access Permissions for Users or
Name Read Create Modify Delete Reor...
“public Group v v v v v

Adding Story Shortcuts To Contacts

Toadd a Story Shortcut toa Contact, just dragand drop the Story into the Shortcuts Tab ofthe
appropriate Contact. The Shortcut can then be double-clicked and will ink directly to the Story.

The shortcut worksin reverse, too - right clicking on a Story and clicking Open Contact willlead toa
shortcut back to any Contact(s) associated to that Story.
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Linking from a Story to a Contact

State History...

Open Contact > William Riker
Open Assignment > F

2 ae a3 william Riker [
Mark as > F =

[<Fiter by Title: Promote to Prisma Properties |

Title ise on my son'
: = View > E

‘I'll spend this pay rise on my s T— " — I U@

B2 | CBG19Intro 11

3 | Obama-Cuba_Friends-Together 1:07 I'll spend the extra on my son’

Deleting Contacts

Todelete a Contact or Contacts:

1. Highlight one or more contacts you want todelete

2. Click the Delete (X)button within the Contacts Toolbarlocated on the top-right side of the Contacts
area

Alternatively, you can press the Deletekey on your keyboard.

You can also right-click the Contact and select Delete.

Note: You willbe prompted with a confirmation dialogue box before the contact(s)is delete. Once
you click Yes, the contact will be removed from the system. Thisaction cannot be undone.

Filtering Contacts

This can be usefulwhen you want to find a Person or Organization when there are a high number of contact
entriesinthe system. The Filter text field is located directly below the Contactstab.

Tofilter Contacts, start typing the contact name or virtually any other existing value (except address)
contained inthe Generaltab. The more characters you enter, the smaller the search results willbe.

Filtered Contacts List

Whenthe contactslist isfittered, you will notice the background colouris yellow (default is white). To reset
the contactslist, remove the text from the filter field; the background colour will revert back to white when
thefilteringis cleared.

Filtered Contacts list

8 Contacts

| star |~ & x
e

Full Name Business Ph... Business Email

2l starfleet 555-1234 hq@starfleet.com

8] william Riker 555-1234 w.riker@starfleet.com

Changing The Column View

The default fields displayed are FullName, Business Phone and Business Email. You can choose which
fields you want to see in the Contactslist view. This willhelp you see the most important contact information
atfirst glance when viewing contacts.
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Changing The Displayed Field Columns

1. Right-click anywhere in the Field title area

2. Select whichfieldsyouwant to appearin the Contactslist area. The checkmark indicates that the
field isvisible

3. Thenewlyadded field will be the right-most column. You can rearrange this column to any position
Changing the displayed Column headings

24 Contacts
I L
Full Name R S —
8] Beverly Crusher Address
8] Jean-Luc Picard Alternate Email
8] Geordi LaForge ¥ Business Email
2l starfleet v Business Phone
8] william Riker Category
City
Comment
Country
Creator
Faclanl

Rearranging The Field Columns

Once you have enabled the column of your choice, you can arrange themin the order of your choice.
1. Locate the columnyou want toreposition

2. Clickand dragthe columntothe left or right of the other columns. As you draga column, you will
notice a vertical blue line indicating the location it willappear when you drop it to its new location

3. Drop the Columninits new location
4. Repeatsteps 1-3forother columns

Rearranging the Columns

Full Name Business Phone | B‘,lsiness Email I Comment City .
Drag/Drop left or right
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Printing Contacts
You can print one or more contacts simultaneously by clicking the Printbutton within the Contacts Toolbar;

located onthe top-right side ofthe Contacts area.

Toprint Contacts:

1. Select one or more Contactsin the list
2. Click the Printbutton. You will'see a print preview of the contacts you have selected

You have the option to modify the Page Header and Footer. It is suggested that you edit the Header
only unless you have been advised by your System Administrator.

Different print templates canbe used. Itis suggested that you donot make any changes. Please
contact your System Administrator for more information.

3. Clickthe Printbuttonto print the selected Contacts
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Assignments Database

The Assignments database allows you to organize and keep track of upcoming events and ongoing
checks. Each Assignment can contain relevant Stories, emails, faxes, audio, and more.

Some ofthe features include Custom and Preset Filters, Start and End time Calendar tool, Contact linking,
and many Custom Fields. These provide powerful and intuitive control of an unlimited number of
Assignment entries (past, present or future).

Toopenthe Assignments database, click on Assignmentsin the Content Tree. You can also openthe
Assignmentsin a Floating Workspace (right click Assignments, Open In>> Floating Workspace).

Managing Assignments

Create, Delete, Edit, Save and Print Assignment entries using the Assignments Toolbar located on the top-
right side ofthe Assignmentsarea.

Assignment Toolbar

Creating A New Assignment

I : Creatinga new Assignment is as simple as clicking the New Assignment button. You wil notice
the new entry inthe list titled ‘Untitled Assignment’. A corresponding folder willalso be created for storing
related Stories. See Folders for more information.

You can also right-click on the Assignment tab and choose New from the menu.

Inthe Calendar view, you can also double-click a date and time, and a new Assignment willbe created.
You can set its details on the right side ofthe screen.

Editing Assignment Information

You canadd new data or edit existing data in the Assignments database. Allthe editable fields are located
totheright of each Assignment in the Generaltab. You will notice the information willchange as you cycle
through the list of Assignment entries.

Allthese values will affect how they appear in the Assignments list when filtters are used.

Note: Unlike the Contacts database, you cannot edit the Assignment information directly inthe
Assignments list area - you must make the changes in the content are to the right of the listed
Assignments.

Saving Assignments

E Assignments will be saved automatically when you navigate away from the current Assignment,
or close the Burliapplication. You can force save the Assignment at any time by clicking the Savebutton
withinthe Assignments Toolbar. Thisis useful for ensuring that all current information is instantly available to
other usersinthe Burlisystem.
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Deleting Assignments

Pt

1. Highlight one or more Assignments you want to delete

2. Click the Delete (X)button within the Assignments Toolbar located on the top-right side of the
Assignmentsarea

One or more Assignment entries, and corresponding folders, can be deleted simultaneously.

You canalso press the Deletekey on your keyboard.

Note: You willbe prompted with a confirmation dialogue box before the Assignment is deleted.
Once you click Yes, the Assignment willbe removed from the system. Thisaction cannot be
undone.

Filtering Assignments

Y This can be useful when you want to find a Person or Organization when there are a high number
of Assignment entriesin the system. The Filter text field is located directly below the Assignmentstab.

Assignment filters

z Assignments I

|~'-~'*55ignmentfilt€r| <Assigned to Anyon | <All Depts> <Al States> ~| Y ":7 =] & X 4 EE

Tofiter Assignments, start typing the Assignment name or virtually any other existing value (address field
not included), contained in the Generaltab. The more characters you enter, the smaller the search results
willbe. You can also choose who the Assignment was assigned to, which department you want tolook at,
orallstates(eg. Not Started, In Progress, Completed, etc).

To see more Filter options, click the funnelbutton.

Expanding the Filter tools

j Assignments I
I\'-issignnlentfilter‘ <Assigned to Anyon | | <All Depts> v | <All States> v Y 'Y:? H é X 4 ==
Scheme: <Custom filter> v
From: 1030116 @~ |[o0:00 ol
[C] show Al Times
To: 1271116 @~ |[o0:00 ol

Youwillnow have accessto a quick pick list of custom Filters.
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All custom Filters

< Custom filter> v |

<No filter>

All for previous or next 30 days
All for this week

All for today

All for tomorrow

Incomplete for today

Mine for next 7 days

Mine for today

Mine for tomorrow

Mine incomplete for previous or next 30 days
Unassigned for this week
Unassigned for today

You canalso set a date range manually using the From/To date controls.

When the Assignmentslistisfiltered, you will notice the background colour is yellow (default iswhite). To

reset the Assignmentslist, remove the text from the filter field; the background colour wil revert back to
white when the filteringis cleared.

Printing Assignments

Print one or more Assignments simultaneously by clicking the Printbutton within the Assignments
Toolbar.

1. Selectone or more Assignmentsin the list
2. Clickthe Printbutton. You willsee a print preview ofthe Assignments you have selected

You have the option to modify the Page Header and Footer. It is suggested that you edit the Header
only unless you have been advised by your System Administrator

3. Click the Printbutton to print the selected Assignments

Send To Assignee

J You may want to notify the Assignee that you have an Assignment for them.
Tomanually send an Assignment Alert to Assignee:

1. Click onthe Assignment you want toinclude in the Alert
2. Click the Send to Assigneebutton

Analert, including the current information related to the assignment, will be sent to the Assignee’s email
address.

Note: This feature may not be configured in your newsroom, please contact your System
Administrator for more information.

Assignment Views

There are two ways to view your Assignments, our classic List view, and the Calendar view.
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L

Totoggle between the two views, click the Calendar button.
ist View

The List view isexactly that - a list of Assignments that have been given to the news staff.

The List View
@ Asignmenss |
<Assignedto Anyon V|| <Al Depts> v | <Alistatess v| Y W & X 1 5 || General Contacts () Shortouts (0) History
Title Dept Start Time Status Assignee Assignment ||Me,view with Mayor Notes:
Interview with Mayor Reporters Today at 01:00 PM Not Started Joe Morgan Department:  Reporters v Dont forget to ask about the
recent parking ticket
Hockey game coverage Web Today at 01:30 PM Not Started | Iving Shapiro Type: None> V] |controversy
Assemble noon hour coverage In Depth Dec 01 at 09:00 AM Not Started | Mickey Cohen Stotus e o
Holiday shopping story interviews Dec 08 at 04:00 PM Not Started Frank Lucas
Start Tme:  [11/30/16 [ | |
Duration 1 hour N
EndTime:  [1130/16 @~ |[200PM |2
Due Time:  [11/30/16 [ |
[ Reminder:
[11/30/16 |[o1:00Pm ol
Assignee: Joe Morgan o
Location: ‘ ‘
Topic: <None> v

Click onany Assignment inthe List, and its details willappear on the right hand side of the screen.

You canreorganize the list however you like by clicking the Fields at the top ofthe list. Forexample, click
Start Time to organize the List by ascending date (and again to sort by descending date).

You canalso display additional fields (not just the defaults shown above) by right-clicking any field and
checkingthe field you want displayed.
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List of available display Fields

<Assigned to Anyon V| <All Depts> v | <All States> v Y 1:7 E é P =
Title Ul Assignee ne/\ Status Assignee
Interview with Mayor Auxiliary File Name 01:00 PM Not Started Joe Morgan
Hockey game coverag Create Time 01:30 PM Not Started Irving Shapiro
Assemble noon hour Creator t 09:00 AM Not Started Mickey Cohen
Holiday shopping sto U Dept t 04:00 PM Not Started Frank Lucas
Due Time
End Time
External Handle
Location
Master File Name
Mobile App Name
Mobile App User Agent
Mobile App Version
Modifier v
2 sp & Int Modify Time
Title CCRiEd dified
Output File Name
Proxy File Name H
Reminder Time
Source Markin
Source MarkOut
0 stories v Start Time
es 00346 o7 rafic 00176 o |(Weater 0017
2 WRaju-House-Den Topic e-Congress_Confirmed_Nominations E@Trump Oversigh
pidcoMores Current User: Sean Poole

Note: Ifyou can't find a specific Assignment you're sure should be there, be sure to check the
Assigned To filter button to make sure you're included on the filter parameters!

Calendar View

BurliNE Desktop also has a Calendar view, to allow you to see your newsroom's activitiesinamore
traditional calendar format. To open, click the Calendar button.

Opening the Calendar

ﬁ nmen I %
|~'-455ignméntfi|t€r| <Assigned to Anyon | <All Depts> v | <All States> v Y 'k? E 5 x :

The Top Pane willthen show the last selected Calendar view.

You can create a new Assignment by double-clicking anywhere in the Calendar view - an Assignment will
openand you can set it up on the right hand side of the Top Pane. 9:00AM is the default time in the Week or
Month View, unless changed by your System Administrator.

You canalso dragand drop Assignments within the Calendar to change the starting date and/or time.

Note: In the Day and Week views, a red line will show the current time.
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Day View

The Day view willshow you the Assignments for a given day. You can select forward and back in time with
the forward/back arrow buttons at the top ofthe view, and jump back to today with the Today button.

Day view
2 = ]
Scheme: | <Custom filter> | [<Assignment Filter Text> Y E & X H[FF || Genenl Contacts (1) Shottcuts (0)  History
Assignment: [ Interview with Mayor Notes
today < | > June 1, 2017 day week month Depatment: | <None> ~ | [Dontforget to ask about the recent parking lot controversy
Type: <MNone> -
Thursday
8am Status: Not Started v
A SatTme: [601/17 O~ |[900AM 2
9am Durstion 1 hour v
930- 1230 End Time 60117 @+ |[1000AM |2
10am [ A e H DueTme: [60117 [~ |[900AM |2
> Reminder
11am 60117 09:00 AM
Assgnee: | <None> v
12pm S —
Topic: <None> v
1pm
P v

Asyou click each Assignment, its details willopen on the right. All controls on the toolbar function the same
asinList view.

You may change the start time of an Assignment in Day view by dragging the blue boxto a new location.
You can change the end time by hovering the cursor over the box, grabbing the handle at the bottom ofthe
box, and draggingit up or down.

Clicking onthe Week button at the top opensthe Week view.
Week view
3 ]
Scheme: | <No filter> | [<Assignment Filter Text> Y E & X 3|5 || General Contacts(0) Shoricus (0) History
Assignment: [ Interview with Mayor Notes
today < | > May 28 - Jun 3, 2017 day | week month Depatment: | <None> ~ | [Dontforget to ask about the recent parking lot controversy
Type: <None> v
Sun 5/28 Mon 5/29 Tue 5/30 Wed 5/31 Thu 6/1 Fri 6/2 Sat6/3
7am Status: Not Started v
A || satTine
8am ::o solu Duration: 1hour et
= B Toe
9am H Due Time: 6/01/17 @~ |(09:00 AM =
ﬁfDL'Z: Reminde
o
10am gam:y 6/01/17 09:00 AM
> ——coverag- Assignee: <None> v
1am e —
Topic: <None> v
12pm
v

You can now see allassignmentslisted by a 7 day span. The dates covered are at the top ofthe screen.

Youmay change the start time of an Assignment in Week view by dragging the blue boxto a new location.
You can change the end time by hovering the cursor over the box, grabbing the handle at the bottom of the

box, and dragging it up ordown.

Month View

Clicking onthe Month button opens up the Month View.
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Month View
@  Assignments |
<Assignment filter | [ <Assigned to Anyon v | [<AllDepts> v |[<anstatess v| Y ¥ & X H|5 || Generl Cortacts(0) Shortouts (0) History
Assignment: ‘Imerview with Mayor Notes:
today < > November 2016 day week = month Departmert: | Repoters ~|  [Dontforget to ask about the
E | recent parking ticket
Type: Nor -
Sun Mon Tue Wed Thu Fri Sat e = 220N it
1 > 3 4 5 N Status: Not Started v
Startt Time: ~ [11/30/16 B |[oroopm 5]
Duration: 1 hour v
6 7 8 9 10 11 12 EndTme:  [11/30/16 [ |[0200PM 2]
Due Time:  [11/30/16 E |[oroopm 2]
13 14 15 16 17 18 19 [ Reminder:
11/30/16 | [p1:00PM :]
Assignee: Joe Morgan v
20 21 22 23 24 25 26 Location: |
Topic: [ <None> v
27 28 29 30
+2more
v

Thisview shows you an entire month at once. Of course, that meansit's harder to see details of each
individual Assignment (as there isless display space per day). When you have more than one Assignment
onagivenday, youwill see a yellow day with an indication of how many Assignments are onit. (see Month
View above)

Clicking onayellow date wil give you a preview of the Assignments on that day.

Expanding condensed Assignments in Month view

@  Assignments |
<Assignment filter | | <Assigned to Anyon v [(AII Depts> v | <All States> V‘ Y 15 =] é = General Contacts (0) Shortcuts (0) History
Assignment: ‘Imerview with Mayor Notes:
today < > November 2016 day week = month Departmert: | Repoters <] [Dontforget to ask about the
E | recent parking ticket
Type: Nor -
Sun Mon Tue Wed Thu Fri Sat e = 220N it
1 > 3 4 5 N Status: Not Started v
Stat Tme:  [11/30/16 B |[oroopm 5]
Duration: 1hour v
6 7 8 9 10 1 12 EndTme: (113016 @~ |[200PM 2]
Due Time:  [11/30/16 B otoorm
13 14 15 16 17 18 19 [ Reminder:
11/30/16 | [p1:00PM :]
Assignee: Joe Morgan v
20 21 22 23 24 25 26 Location: |
Topic: [<None> v
27 28 29 Wednesday, November 30 X
1:30p Hockey game coverage v

You can now click the previously hidden Assignments and see their details on the right hand side ofthe
screen.

Youmay change the date of an Assignment in Month view by dragging the blue boxtoa new location.

Assignment Components

There are four Component Tabs for each Assignment.
General

Overview ofthe Assignment, includingits name, type, date, time, duration, location, assignee, and any
related notes.
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The General Tab

General Contacts (1) Shortcuts (1) History

Assignment: ‘InterviewKing of Spain Notes:
Department: Reporters v Ask about Queen Lisa
Type: Event v
Status: Interview Requested v
StartTime: | 3/30/16 B =l
Duration 1 hour v
EndTime: [ 3/30/16 O~ |[1000Am H
DueTime: | 3/30/16 B~ | 000 am S
[JrReminder:

[ 33016 | [o9:00AM Sl
Assignee: userl v
Location:
Topic <None> v

Assignment — enter or edit the title for the Assignment. This value willappear in the list of Assignments for all
users once the Assignment hasbeen saved.

Department — select the associated department from the predefined list. The value default is <none>.

Status— select the current status from the predefined list in the drop down menu. The options are ‘Not
Started’ (default), ‘In Progress’ and ‘Completed'.

Start Time —set the event Start date using the calendar tool or by entering the date values with anumeric
keypad. Set the Start time using the time field on the right.

Note: You can use the up/down arrows on your keyboard to increase/decrease the valuesin
focus.

Duration - set the intended duration from the predefined list in the drop down menu. The incrementsare O
minutes (default), 30 minutes, 1-9hour.

Duration is a calculation based on the difference between Start Time and End Time. When changing this
value, the End Time value willbe automatically calculated.

Tosetacustomvalue, not included inthe menulist, enter a custom End Time (below) and the Duration will
be automatically calculated for you.

End Time — set the event End date using the calendar tool or by entering the date values with a numeric
keypad. Set the End time using the time field on the right.

Due Time —enter the Due date for the scheduled time of this Assignment. Set the Due time using the time
field ontheright.

Reminder - set the Reminder time from the predefined list in the drop down menu.

Tosetacustomremindertime, one that is not provided inthe menu, enter a custom Reminder Date and
Time value below the drop down menu.

Areminder can be set toremind you when the Start time or Due date is getting close to the present time.

Note: To enable the Reminder option, you must first choose an Assignee. See Assigned To below
for more information.

Assigned To - select the BurliUser or Group whom is responsible for the Assignment. By specifyingan
Assignee, the Reminder option willbecome available.

Location - enter the Event location.
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Topic —select the Topic from the predefined list in the drop down menu.

Notes— enter some detailed information related to an Assignment.
Contacts

List any associated Contacts with this Assignment.
The Contacts Tab

General Contacts (1) Shortcuts (1) History

New Person | William Riker Details: | Comment

Business Pho...

New Organization Home Phone
Mobile Phone
Business Email
Home Email
Alternate Email

Remove Address
City
Faxl
Fax2
Twitter
Facebook
Shortcuts
List ofany Stories that have been linked to the Assignment.
The Shortcuts Tab
General Contacts (1) Shortcuts (1) History
Title Modified Time Modifier
Stories: 2 Making pizza in Toronto Less than 1 minute ago = ae
History

Lists the creation and last modification date for the Assignment, as wellas who carried out those
modifications.

The History Tab
General Contacts (0) Shortcuts (0) History

Modified: 3/30/16 4:00:23 PM by ae

Created: 3/30/16 4:.00:23 PM by ae
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Adding To Assignments

Assignments can have allmanner of supplementalinformation linked to them in order to make things easier
onthe user responsible for completing the Assignment.

Adding Stories To An Assignment

Each Assignment has a Folder which can contain an unlimited number of Stories. This folder functions no
differently than other foldersin the system. Contained Stories can be fittered and willalso appearin the
searchresults.

Toadda Story:
1. Inthe Assignment tab, focus on the Assignment where you want toadd a Story

Notice that a foldertab, titled with the full Assignment name, appearsin the Bottom Pane. Asyou
cycle through the list of Assignments, this folder will match the current Assignment in focus

2. Create anew Story ordragand drop existing Stories from another location. This will create a copy of
the original Story

Adding A Story Shortcut

Thisis used for Story Linking. The difference with the Shortcuts, compared to the Attached Folder, isthat
Stories dropped into this tab will be referenced — not copied.

You candragand drop any Story into the Shortcuts Tab to associate it with the current Assignment in
focus. Toopen the source Story, double-click it or right-click and select Openfrom the menu. This willopen
original Story inits original location in the Content Tree.

Keep in mind that you may not have access to the originallocation and you may see message when
attemptingto open the Shortcut. Ifthe original Story is deleted from the system, the Shortcut link willbe
broken.

Toseeifa Story is linked to an Assignment, right-click on the Story in the list and select Open Assignment
fromthe menu. This will display a list of inked Assignments. Inmost cases this list willbe empty.

Contacts Linking

You can create and link Burli Contacts from within the Assignments area. Thisis useful for associating a
Person or Organization to an Event. Dragging and dropping directly from the Contacts database make this
even easier.

Contacts Tab

New Person - Create a new Person in the Contacts database and link them to the current Assignment. Al
information for each contact can be edited in the Details area on the right side of the Contact tab.

New Organization — Create a new Organizationin the Contacts database and link themto the current
Assignment. Allinformation for each contact can be edited in the Details area to the right of each Contact
entry.

Remove — Removesthe link to the Contact entry. Thisremovesthe link and does NOT delete the contact
entry from the Contacts database.

Note: All Contact information in the Assignments will be synchronized with the Contacts Database.

Toadd aContact link:
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Prepare the target Assignment
1. Openthe Assignments database sothe maintab islocated at the top of Burli’s Main Screen
2. Focusonthe Assignment you want tolink a contact to

3. Make sure the Assignment’s Contacts tab isin focus. This exposes the link area where the Contact
(s)be dropped

Locate, dragand drop the Contact

1. Openthe Contacts database sothe main tab is onthe Bottom Pane. This willallow youto dragthe
Contact, from the bottom, into the Assignments which islocated on the top

2. Locate the Contact youwanttoadd asalink
3. Dragthe Contactintothe Contact link area. You willnotice the Contact isadded immediately

Note: Ifyou lose focus ofthe Assignments tab, you can drag the Contact, hover it over the main

Assignmentstab, then drop it into the links area once the Assignment database isinthe
foreground.

245



BurliNE Desktop ver 1.11.4 User Manual

Archive

It goes without saying, there willalways be more news coming into the system.

The Archive isintended for long term storage in order to keep primary storage smaller and cleaner. Thisis
done by moving older or less important Stories from the Newsroom Data area to the Archive area.

One ofthe reasonsthere isan Archive is to ensure the quality of the search performance when working with
more recent or relevant materialin the system. For this reason, Archived stories are notincluded in Search
results by default.

Inthe event that you need toretrieve Archive storiesitems, you have the option to Browse or Search the
Archive like you do with all other storiesin the system.

Browsing inside the Archive

E\g Archive
=3 Newsroom Data
g Stories

=gy Date Filters

.5 Last month
=-£5 By Year
-9 2011
-9 2010
..... & User Filters

Stories can be archived automatically by the system or manually by Burliusers. Please contact your
System Administrator for more information related to automatic archiving.

Sending Stories To The Archive

Youmay need to manually Archive Stories which are not set to automatically archive.

1. Select one ormore Stories
2. Right-click onany one ofthe selected Stories
3. Select Send to Archivefrom the menu. A confirmation dialogue box willappear
4. Click Yesto Archive the selected stories
This willinstantly move the selected stories to the Archive. In other words, the stories willnot appearintheir

originallocation. However, Story items can be retrieved from the Archive. See Retrieving Stories From
The Archive for more information.

When a Storyis archived, the parent folder structure willnot be retained however all other information
(Metadata and other system information) willbe saved with each Story as it movesto the Archive.

Searching The Archive

Searchingthe Archive is done using Burli’'s Search Tool. By default, Archived Stories are not included inthe
Search. However, you caninclude the Archive using the Advanced Search Rules.

Browsing The Archive Using Filters

The Archive islocated at the bottom of the Content Tree along with all the other objects. You willfind In-
house Stories, Scripts, Newswires, and Assignmentsin the Archive all originally located in the working set.
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Browsing the Archive should be fairly straight forward as the layout is much less complex compared tothe
working set area. The object tree structure cannot be changed by you or the System Administrator. In
otherwords, you cannot remove any Folders or Filters and Stories cannot be edited or deleted.

Archived items can be copied to the working set for editing and can be archived again in the future.
Browsing For Archived Stories

Browsing can be done using the mouse - click to open or close the various objectsin the Archive Tree.
Clicking onthe Filters willreveal the Stories in a Navigation Tab.

Once you are focused in the Archive area, you can also use the Left/Right/Up/Downarrows, on the onthe
keyboard, to navigate through the various Archive objectsinthe tree. To view the Stories, press the Enter
key when focused on aFilter.

Archive Navigation Tabs can be handled just like any other Navigation Tab. See Tab Browsing for more
information.

User Saved Search Filters

You can save custom Filtersin the Archive Tree. This allows you to access older Stories using the Advanced
Search engine.

Tocreate a Saved Search Filter:

1. Right-click onthe Archive object inthe Content Tree

2. Select New > Filterfrom the menu. This willopen the Advanced Search Engine where you can
define simple or complex search criteria

3. Press OKtosave the Filter

H Section Break user]
= m W . llpark_Food_Eat_the_W... userl
G-E9 N Openin B P — .
A New > Folder...
Delete Rundown...
Rename Filter...
Refresh rch...
efres Searc
Create Shortcut Placeholder...
Search Source Folder...
Recording Location Source Organizer..
Send Stories to Ticker Schedule Organizer...

Note: After creating this Filter, you willneed to refresh the results (Right-click on the Filter, select
Refresh from the menu). You will need to refresh the Filter each time new stories are entered into
the Archive.

Retrieving Stories From The Archive

Since Archived Stories are read-only, you may want to move some archived stories into your working
environment allowing you to edit them. Once you are finished, you can resend them back tothe Archive.

This can be done by dragging and dropping Stories from the Archive area into the newsroom data area.

Another optionistoright-click on any Archived Story and select the Copy to my Home Folderoption from
the menu.
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Retrieving from the Archive into My Home Folder

EE A Look W Open in Original Location |
Cut CtleX |
Copy Ctrl+C
Paste Ctrl+V
Delete Del
Copy to my Home Folder |

Recently Archived Items

Your recently archived Stories, Rundowns (Scripts), and Assignments can be easily found in the Recent
node under the Archive.

Eg Archive
=@ Recent
. .83 Recently Archived Stories
-[.7) Recently Archived Scripts
. %./J] Recently Archived Assignments
i-£3 Newsroom Data

ltemns moved into the Archive in the last system-specified number of days willappear in these fitters,
providing a fast, easy way to track down that Archive item you were just working on yesterday.
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Keyboard Shortcuts

Global

These keyboard Shortcuts are active when focused anywhere in BurliNE Desktop.

Ctr+L
Cti+R

Ctri+S

Ctrl+Shift+F

Logout

Record Audio

Remove Story Lock

OpenAdvanced Search

In The Story List

Logout of BurliNE Desktop, prompts a new login
Record Audioin the Editor tool

Doesa "quick save" sothat the Story is
immediately unlocked for editing at another
workstation

Opensup the Advanced Search Dialogue.
Importsany searchtermsalready entered inthe
Searchfield.

These keyboard Shortcuts are active when focused on one or more Storiesin a Story List.

Ctr+A
Ctrl+C
Ctrl+X
Ctri+V
Ctri+D
Ctr+N

Insert

Ctri+P

Select All
Copy
Cut
Paste
Dispatch

New Text Story
New Text Story (alternate)

Print

In The Audio Editor

Selectsall Stories

Copy Story/Stories

Cut Story/Stories

Paste Story/Stories
Opensthe Dispatch window
Opensup anew Text Story

Opensup anew Text Story. Requires Admin
activation.

Print one or more Stories

These keyboard Shortcuts are active when focused on one or more Stories in the Audio Editor.

SpaceBar

+ (plus)

- (minus)

Play/Stop Audio

Add new track

Remove track

Split block

Plays and Stops Audio playback
Addsanew track toan Audio project

Removesthe last CLEAR track of a multi-track
project (this willnot remove a track withaudioin
it)

Divides an Audio block into two or more clips (in
Edit mode only)
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Shift + O

Shift + |

Shift + X

Cirl+Left Click

F8
F9
F10

F11

F12

Up Arrow

Moves block left

Moves block right

Mute Audio

Normalize

Peak normalize

Title

Fade Out (Linear)

Fade Out (Sinusoidal)

Fadeln(Linear)

Fade In (Sinusoidal)

Cross Fade (Linear)

Cross Fade (Sinusoidal)

Highlight selection

Create marker
Play/pause

Allstop

Skip back

Skip forward

Increase amplitude

Snapsthe head of an active block to the next
marker or block on the left

Snapsthe tail of an active block to the next
marker or block on the right

Quickly mute an Audio selection or Audio block

RMS Normalize an active block or selection to
13% (based onthe average amplitude ofan
Audio selection or block)

Peak Normalize an active block or selectionto
96% (based on the average amplitude ofan
Audio selection or block)

Createsor edits the title of the currently selected
Audio block

Fades selected waveform out using a linear
envelope

Fades selected waveform out using a sinusoidal
envelope

Fades selected waveformin using a linear
envelope

Fades selected waveform in using a sinusoidal
envelope

Crossfades audio selected across multiple
audio blocks using a linear envelope

Cross fades audio selected across multiple
audio blocks using a sinusoidal envelope

Highlights the area between two markers (click
between markers)

Create marker during playback orrecord
Toggles between playback and pausing
Stopsallplaying audio

Rewind 1 second in playing audio. Hold downto
rewind track.

Fast forward 1.5 secondsin playing audio. Hold
downtofast forward track.

Raises the audio amplitude - hold the Up arrow
until desired result (focus must be setinthe
waveform)
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Down Arrow

~ (Tilde)

Scrollwheel
(mouse)

Decrease amplitude

Cycle through tools

Zoomin/out

Lowersthe audioamplitude - hold the Down
arrow untildesired result (focus must be setin
the waveform)

Pressrepeatedly to cycle through the Move /
Select/Envelope tools

Scrollin or out using forward and back scroll
wheel direction onthe mouse
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Glossary

A priority message set to bring important
informationto the user based on pre-
defined conditions.

Storage area for older or less important
Stories.

Task and event management Object
designed to behavelike anobject ina
shared calendar. May be assigned to spe-
cific users to complete.

Grouping of information to contact a per-
sonlisted withinthe system.

Panelintop left of Burli screen. Repository
ofalmost all Stories and other documents
inthe system.

A Story export with predefined conditions
based onthe Story type and its des-
tination.

The volume characteristics of an audio clip.

Adjustable in Envelope Mode inthe Audio
Editor.

Story attribute you can enter into the sys-
tem to quickly locate a particular Story.

Content Tree object, holds various
Objects.

Read-only group of Stories suitable for On
Air presentation.

Secondary dataaccompanying afile's
main content (eg. the date a photo was
taken).

Conversion of amulti-track Audio Project
into asingle track.

Status indicator to show users what Stor-
ies are currently in the Rundown being read
OnAir.

Featurethat finds text insideimages (eg.
the word "STOP" onasign). Burliextracts
this text and puts it ina Story withthe
image.

Content Tree Object purely for organizing
the Tree tself (not for containing other
Objects).
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The left-most Story Component tab dis-
played for agivenstory. Denotes the
default item displayed whenthe story is
opened.

First 2 seconds of audio ina project.

Last 2 seconds of audio ina project.

AnOn Air presentationtool that displays all
Stories inaRundown as asingle, scrollable
page, with audio controls embedded for
audio playback.

Embedded audio controls onthe main Burli
screen designed for frequently used audio
(stationtags, music beds, etc).

A Burliuser intended for broadcasting or
reading the Script Rundown. Different
Readers may be assigned different words-
per-minute speeds to improve Run Time
accuracy.

Thetotal anticipated time it willtake to
read/play a given Story On Air. Estimated
based onwords-per-minute count of text
Stories. Firm for playback time.

Anordered collection of Stories organized
for On Air presentation. Story order within
aRundownis synchronized across all work-
stations.

See Rundown

Predefined link to a frequently used Object
within Burli.

Short title outlining contents of a Story.
Should be unique to be searchable.

External provider of news items (eg.
Newswires, Audio Feeds, Emails, etc).

Obijects that only contain Sources.

A package of content inany or all of multiple
formats. A Story may containtext, audio,
image, video, and/or web content, and
more.

Atab at thetop ofthe Content Area con-
taining a specific piece of mediafor the
Story.

Editing state preventing multiple users
from modifying the same Story at the same
time. Prevents concurrency issues.

Also known as "Tickertape". Scrolling mes-
sage section at the bottom of the Burlimain
interface. Shows Stories as they enter the
system. Urgent items are marked inred
type.
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Licensing Issues

Login Prompt

Problem: Prompted for your login (username and password) information?

Thisistobe expected asallinstances of Burliare enforced by the built in security. There are tworeasons
why you are prompted tologin: Burlihas been launched and auto-login is not setup for this computer OR
you have logged out of the system using the File > Logout menu option (Ctr-L).

Resolution: Try fully closing the Burliprogram and re-launchingit. If auto-login is enabled, you should be
authenticated and allowed to use the program. Ifyou are prompted for your username and password and
you do not have that information, please contact your System Administrator assistance.

Licensing Warnings And Error Messages

The status barin the main screen may say "Licensing: Expiresin X day(s)" and the colour ofthe text willturn
from orange tored starting from 30 days prior to expire. Please contact your System Administrator for more

information.

Once expired, you will see thisheader in the About BurliNE screen (Help >> About BurliNE)

About Burli NE

Q@

Burli NE - 1.10.8.29
Copyright © 2017 Burli Software Inc. All rights reserved.

X

oK

Burli Workstation ID:
Required Language DLL:
Workstation Time:
Database Time:
Applicaton Uptime:

23

LICENSE TERM EXPIRED, THIS WORKSTATION IS TIME LOCKED!

Thursday, September 28, 2017, 13:48:18
Thursday, September 28, 2017, 13:48:19

0 days 2 hours 42 minutes

HASP ID:
HASP Name:
HASP Type: Net10
Update Counter: 53
Local Site
Site Name: Burli
Database Instance: vae03
Database Name: docs
Database Version: 1.10.8.17
CLR Procedure Version: 1.10.4.5
Profile

Current Profile:

Profile Creation Date:
Profile Expiration Date:
Profile Rollback Counter:
Check Code:

Check Date:

1
Monday, November 07, 2016
Friday, December 15, 2017
11

Wednesday, September 27, 2017
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Tech Support

Burliis proud ofits Technical Support team. Ifyou need help with anythingin this manual, orin the setup
and configuration of Burli NE Desktop, we're here tohelp.

Contact Us EUMEDIANET BV

Phone: +31 88 7755615
Email: ne@burli.eu
Web: www.eumedianet.com

Support Hours

Live telephone, email, and remote access support options are available to North American customers
currently in a support contract with Burlibetween the hours of 08:30and 16:30 CET
Monday to Friday.

Outside of main support hours, a Burlitechnician is always available on pager duty, 24 hoursa day, 365
daysayear. Just callthe same number!

Reporting A Problem

You can submit a screen shot and log file(s) to Burliwith a very easy set of commands to assist with support
and troubleshooting.

Just click Help, and Report a Problemat the top of the screen in BurliNE Desktop. Provide a short
description ofthe problem, including what you were doing at the time of any errors, and the time the error
occurred, and check the box for any options you want to include in the problem report (screen shot, and
any or alllogfiles).

Ifyou're not sure which log file applies, click Select Allat the bottom of the screen to submit the entire list to
Burli.

Database Version

We've added easy tofind information about your database to the About BurliNE screen. Just goto Help
>> About BurliNE. Once open, look under the section marked "Local Site".
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