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INTRODUCTION

This user guide is split into parts. The Overview gives you the ability to quickly see the main
elements of the interface and what you can do with them to get you going straight away.

You can then jump to specific chapters around the califgtcreation, editing, building of
bulletins and the social media elements of Myriad News v4 allowing you to dig deeper.

This guides based on Myriad News v4.0.23

Anything written inbold italicsis a menu command or keyboard shortcut and there will be
some 'info'l Yy R bédxésithrdghout the guide giving extra info for you to use.

Myriad News User Guide v1.1 Page4 of 53



OVERVIEW

The following pges give a high level view of the main interface windowdyiriad News.
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The Prime Minister has announced a series of new
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David Cameron's used a keynote speech to warn
those coming to Britain - that they cannot expect
"something for nothing”.
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1 ¢ Category TreeEnables you to view stories, audio and news sources by category. Clicking
on the top category shows you all items contained within that Category type.

For example clicking drocal Storieshows all local stories you have in the database based
on the timespecified in theWhendropdown. To narrow in on your results you can click on
Local Stories 1o just show items from that specific Category.

2 ¢ Story List Shows the results of any searches performed. Stories or Items are colour
coded to allow for easientification alongside a customizable icon to assist further.
Clicking on the column titles sorts the list irzAorder or time order dependent on the field
selected.

3 ¢ Story View/Edit PanelDouble clicking on an item in the Story List will open @ thts
panel for review or editing.

4 ¢ Preview PanelWhen a story is selected ihsws a preview of the story tex¥ou can
scroll up and down in the text in order to read the story or double click on it to open in the
Story View/Edit Panel (3).

5 ¢ Additional Information Tabs A variety of tabs to allow you to add further information to
a story This could includext to be sent to the Web if you publish your stories and also an
area to enter any noiroadcast information to help fellow journalists ine station.
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STORY EDIT TOOLBAR
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StoryTite:  (Immigration 1030

Qut: |

Cart Number: | Browse.. | Category: |[:] ——--Local Stories 1 j

Insert <AUDIO> tag | Priority:

|llormal _ﬂ

1 ¢ Save Alsokeyboard shortcut
Ctrl+Enter

2 ¢ Print.

3 ¢ Undo.
4 ¢ Redo.

5¢Cut

6 ¢ Copy

7 ¢ Paste

8 ¢ Delete.Removes the Story Title.

9 ¢ Font Brings up the HTML font chooser
with a dropdown to choose the size.

10¢ Reset Font to the defaultResets the
story font to the default.

11¢ Bold

12 ¢ Italics

13 ¢ Underlined

14 ¢ Strike-Through

Myriad News User Guide v1.1

15 ¢ Bullet Points Produces a bulleted list
from selected text or starts of a series of
bullet points.

16 ¢ Insert/Change HyperlinkBrings up
Hyperlink dialog box allowing you to add
in a hyperlink to the selected text.

17 ¢ Publish this Story to a Website.
Sendslhe story to your website if setup.
More details inthis chapter

18 ¢ Check the spelling of the Storgpell
checks the story.

19 ¢ Lockthis Story.Locks the story to
stop any further editing.

20¢ Post to Twitter
21 ¢ Post to Facebook
22 ¢ Post to Audioboan

19,20 and 21 are all detailed tinis
chapter
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BULLETIN BUILDER

7JP Squared Myriad News = Myriad vA News Databas

File View Tools Settings Window Help

U-1& &~ 0

& |

.m All Story Categories
=+ Local Stories
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[0 Local Stories 3
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Y BBC

) Guardian
ﬁ Story Archive
Am_ All Audio Categories
=+ Local Audio
-[#%] Bulletin
B Preparation
B Interviews

B Sport

L.l Frtartainmeant

16:55 | #ypxmasauction In Aid OF @iz Be A Vip At

©

MNew Item

[ E! stories / Audio / Bulletins

_

[Hcarts 7 Contacts & websites

£+ News Bulletin

DEURIS C |8 2|5 rminin)

BulletnTite: |30 Nov 2014, 19:30

Catedory: | Al Bulletin Categories

=l

_ _ ED 30 Nov 2014, ...
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1 ¢ Latest Stories TickeBhows a scrolling ticker of the latest stories received by Myriad Newns f
all sources, local or external feeds. This remains in the top right of the screen when Myriad News is
minimized.

2 ¢ Search WindowEnables you to find stories containing text typed into the find window and gives
you a dropdown as to how old the stosiare that you want to find.

3 - Category TreeEnables you to view stories, audio and news sources by category. Clicking
on the top category shows you all items contained within that Category type.

For example clicking drocal Storieshows all local stories you have in the database based
on the time specified in th&vhendropdown. To narrow in on your results you can click on
Local Stories 10 just show items from that specific Category.

4 ¢ Story List Shows the results of arsgarches performed. Stories or Items are colour
coded to allow for easy identification alongside a customizable icon to assist further.
Clicking on the column titles sorts the list irzAorder or time order dependent on the field
selected.

5 ¢ Preview Pael. Shows a preview of the story text if you single click on an item in the
Story List. You can scroll up and down in the text in order to read the story or double click
on it to open in the Story View/Edit Panel.

6 ¢ Bulletin Running OrderThis shows thetory and item order for the Bulletin being
prepared. Iltems can be dragged up and down in the list tordeer them. Estimated length
is updated at the bottom of the list as items are dragged from the Story List on the left.

7 ¢ Preview PanelShows a pndew of the story you have selected with a single click in the
Bulleting Running Order (6). You can scroll up and down in the text in order to read the story
or double click on it to open in the Story View/Edit Panel.

8 ¢ Item TabsEnables you to changehat you see in the right hand panel. Click on any of
the open items to view them.

9 ¢ Quick RecordYou can easily go into record and record a story audio piece. When in
record it shows the cart number being recorded into and the audio levels.
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Immigration 1030

The Prime Minister has announced a series of new plans to limit migrants' access to council houses, the NHS and welfare
payments.

David Cameron's used a keynote speech to warn those coming to Britain - that they cannot expect "something for nothing".

Essex - Burns

Lorem ipsum dolor sit amet, ancillae constituto ut duo, ei mea albucius singulis. Duo id meis philosophia. Ei facilisi voluptatum
duo, ea discere dissentiet duo. Omnium scripserit mel eu, ex harum vivendo conclusionemque usu. Menandri euripidis ex his.
the vrsrt. the

Ad nec maiorum dissentias, in cum fudico mandamus, te vim graeci explicari quaerendum. Eam ut elit mundi legimus, mel
tota percipit id. Te sit magna quaerendum, vis id adolescens assueverit, ei his ullum gloriatur. Justo detraxit pro ad, ex simul
accusata eam. Vis appetere luptatum in, graeco praesent te vis.

Viris percipitur duo ne. Ad his adipisci principes iracundia, per cu nostro delicata. Legere propriae cum ut. Per sale soluta
qualisque ex. Usu quem equidem habemus eu, in quo esse delicatissimi, nominavi definitiones ne quo.

@ 012 SHOWBIZ-BALLSEL.]  ]00:11
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1 ¢ Bulletin Running OrderShows the bulletin story order. Stories can be left clicked on to
jump to story in main reader panel.

2 ¢ Bulletin Graphical Progres§hows the progress through the whole bulletin.
3 ¢ Bulletin Reader Panel.
4 ¢ Clock.Shows current time by default. If clicked on starts timer.

5 ¢ Instant Carts BrowseMWhen clicked on exposes the Instant Carts view enabling the
playing and creation of instant cart sets.
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COLLATION

Myriad News has the ability to import story feedsrir a variety of sources including Sky
News/IRN, Email, RSS and twitter feeds. It can also be used to share stories between group
stations. To add new sources contact your system administrator and they can cBntact
Squaredor support and configuration files.

VIEWING ITEMS

The Stories List on the left hand side of Myriad News is used to view and access Stories and
Audio that haseen capturedn to the system or been generated within Myriad News. The
Stories List is divided into Categories viadtsegory treéin the left panel, a list of Stories

or Audio contained within theelected category treare listed in the right hand panel. The

story list view can be sorted in Time, Title or Cart NumbdeiorAn icon appears to the left

of the time column which helps you to identify the category that the story or audio belongs
to.

Alongside the Story List Panel the latest stories appear on the ticker at the top of the screen
just below the menus and you can directly click on the item in the ticker to open it into the
View/Edit Panel. Clicking @he Latest Storiedbutton next to theticker turns it off.

To see a preview of the story left click on it once and it will show in the preview window
below the story list panel. If you wish to open it for further review or editing double click on
it and the View/Edit panel will open on theght hand side of the main Myriad News
program.

If the item is audio double clicking on it will load up SmoothEdit, the Myriad News built in
audio editor. This can be used to edit Cart information, edit audio, add timing or change the
audio category.

SEARBING

You can select the Category Top Level Name (wirefeeds, for example) to show all stories
held within that Category and the sidategories or narrow down the search by clicking on
one of the sub categories within the main Category (City, for examiie.will dynamically
update the Story List on the right.

You can also use the Find panel at the top of the Stories List to type in a search for Stories
based on their title and body, entire story or the author of the story, just by selecting the
one youneed from the drop down menu. The results can be filtered by story age using the
@vhenddrop down menu.
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timeframes to suit your operation by usidgols>*ustomiseMyriad and
iKS WwbSg¢aQ Gloo

If you have the rights you can also choose for certain keywords to be highlighted in a
different font within text stories. The highlighting will be shown in the Story Preview
window and the View/Edit Panel. To do this g&settings>News Database Settingad
select thedtories (Texttab.

£8P Squ yriad

—

File View Toeols Settings Window Help

- | % | E - | | B |[Lﬂte-5t Stﬂrie-s':] Im Waerld Cup final press reaction: Germany's win a ‘fitting punchline’ hitp:

Find: | <Al Ttems> @ =
When: IAJI Items LI in: ITIﬂE"'BDdYLI /j]’

Figurel: Search Window
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CREATION
ADDING A NEW LOCALORY

You can create a new Local Story in several ways.

Firstly you can click on the New Item button on the menu tool bar belowrtleanenu.You
can also lick on thedNew Itentbutton below the Story Preview Window or preSgl + N
on your keyboard.

Please note that the unless you use the drop down list to the right of-
button the function of this button changes depending on what is selec
in the Story List left hand pane. If a Story, Twitter or RSS Category is
selected then clicking this button will open a new Story. If an Audio

Category is selected then clicking thigton will open a new Audio Cart.

-,;J_,étﬂwmumw_jm:l

New Story @ :
Mew Audio ;Iin: ITItIe+Body;| 5@

New Bulletin

Mew Contact

Mew Website
|

EI. WireFeeds

----- B sull=tin

B9 Twitter

----- W @psquarediK
----- W @vyorkshirepost
----- W @quardian
=6 RSS

..... :‘.\\ BBC

B Guardian Today should be dry with only a few clouds é

----- E Story Archive R
@ All Audio Categories across thE I'Engn.

|_=_|E| Local Audio
Bulletin
Preparation

T —| T —

Figure2: New Item Dialog
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The other way to create a new Story is to use the File Menu and select File>New>New
Story.

1 Iew ool etting indow €
File | Vi Tools  Settings  Wind Help
I:i New » New Story
Print Setup Bl=plio I @ :
Mew Bulletin _Iin' I 8
- | 'I'|t|e+Body;| 4

Change News Database Mew Contact
Recent Stories Mew Website
Recent Audic MNew ftem CtrleN

Recent Websites

Legin as a different user

Exit

Figure3

When you are presented with the New Story Window the cursor is ready for you to type the
name of your story.

[ story Window [E=8|E=E =S
HE »w {BRX ®ED-BBE 77U E 38 ¥ § vEHA
Story Title: I

Cart Mumber: I Browse. .. | .'l M |||'!||| ﬂ'l Category: I. —Local Steries 1 j
out: | Insert <AUDIO> tag | Priority: | iormal -

s 0|
-

[ 1o | woery | saqon [ 3auimur [opny | (z4) diexs

Add

Read Length: 00:00 Audio Length: 00:00 Total Length: | 00:00 )

Figure4: Story Window
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Once titled you can hiab to move to thedarbwindow or click on the next item you wish

to edit. If you have previously recorded some audio into a Cart on the Audio Wall then you
can enter the cart number or click @nrowsedto search for a cart on the Audio Wall which
can then be selected to be added to the story. You can also record or impmen empty

cart (seeAudio sectiorbelow).

Now tab to or select the Category drop down and choose which category you would like the
story to be within. You can scroll up and down in the list by using the up and down arrow
keys on your keyboard if preferred.

If you had previously selected a category from the Category Tree and you
click on the dNew Itemdbutton below the Story Preview window then this
previously selected category will be chosen automatically. However if you

created a new story in any other way it will be stored in your default
category which can be changed via the Tools>Customize Myriad menu.

The next box igDutdand is used for typing ithe last few words of any audio you have
associated with the story which may help you to know when to pick up after playing the cart.
If there is no audio for the story just leave it blank.

There is then a button to insert an <AUDIO> tag which can bewised you are writing the
storyor cueto show at which point to play the audio from.

Finally there is a priority drop down list where you can choose the stories importance. Once
chosen you mavab or click into the main story text window and start to typeur story.

As you type your text in théread lengtldwill increase to show the time it would take you

to read the story. There is also @udio lengthdbox which includes the duration of any
audio associated with the story and¥otal Lengttdbox which adds the two values together.
This timing information is useful if you need to create a bulltgia certainduration or

keep an individual story to within a time constraint.
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012 RIVER CRONIN =0 =l =)
=) FEBEBX m™-@B 7 U E 4P 8 vEI
Story Title: |012 RIVER CROMIN

CartMumber:  |904& Browse... | h’| M |||'U]|| @ | TR ||an —WireFeeds

out: got there Insert <AUDIO> tag | PMOMty:  [yormg)

Two bedies have been found by dive teams ’
looking for two missing teenagers in
the River Wear.

B
B

The girls were seen getting into trouble in an area
of Washington at around 3
o'clock yesterday afterncon.

Witness Paul Cronin says he - and others - tried to
help:

[Take AUDIO
NUMBER: 012
OUT WORDS: got there
Duration: 16"]

l JALI0 I LoEY I S0 I JaLLEquL [ QIR | (z4) Ao

Read Length: 00:15 Audio Length: 00:16 Total Length: 00:31

Figure5: Story Window showing times

Oncethe story is written make sure you save it by clicking on<ghieon in the toolbar at
the top of the Story Edit window arsekeyboard shortcuCtrl+Enter

Once saved you can spellcheck the story and use a variety of formatting options contained
in the Story Edit Toolbaryou may also choose to print the story out straight away.

To create your next story seleCtrl+Nor choose New Item and you will get a new blank
Story Edit window.

If you will be using this Story generate News content for your website or you wish to send
details of it to social media outlets take a look at ivMebsite/Social Mediahapter.

There are a series of tabs down the right hand side of the StaryExt window. If you are
not going to be using Myriad News to generate online contentdiernetéTab can be
ignored but the others are useful and described below:
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AUDIO

If your story is going to contain more than one piece of audio you can esa&udio tab to
add and order your audio cart numbers. More details in Augling Audio to your Stories
chapter.

NOTES

These are used only within Myriad News and are for adding any comments you wish for

internal use- perhaps as part of a handover to a colleague who will be producing bulletins
later in the day or the following morning for example. It also shows a history of that story

and who has worked on it.

ATTACH

This is for again for internal use and may be a pretease that you used a reference when
creating the story or some photos which you decided not to use at the time but thought
worth including with the story for archival purposes. By default it is designed for look for
images files but you can put othéles in there however you will need to download the file
before viewing them in another application whereas images files are displayed within
Myriad News.

OTHER

Gives you details, should you be sending stories around a group of stations, of where the

story has been sent and when plus any audio cut number that has been sent to another
destination.
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ADDING AUDIO TO YOBRORIES

ADD AUDIO YOU ALREFABAVE ON YOUR AUMWALL

If the story only contains one piece of audio then either type the numberthdcart’ field
at the top of the story window or click on browse and navigate to it usindNisesAudio
Browser.

TP Souared Myriad News - Myriad vANew= Database - Mat Wade Logged

File View Tools Settings Window Help
M (B | [Latest Stores:] |
Find: [ <l Items>> \J Local Story Feathers on Motorway = (==
When: [Al Ttems in [Title +Body J = % BX ®m-BB 7 U= |39 8| vEHH
All Story Categories — F 3
[DD Local Stories 17 select News tem [ |L0cal Story Feathers on Motorway
{0 Local Stories 1
{0 Local Staries 2 Find:  [<caiTtems> @) 2042 Bfﬂ'\se JJJ Category: |[@) —Local Stories 1 =2
Local Stor 3
& W %‘]re:zds e When: [Last 12 Hours =] [rite+pody <] |_W Insert <AUDIO> tag | PO [uormal hd
5 BU:::" W] All Audio Categories Date Tite Cart
-] Packages E] [ 08/07 16:33 006 Rural Meintosh.mp2 5045 i i - &
-0 aty [5] /o7 16:53 012 River Cronin.mp2 s motorway had to be closed this morning — g
{J sport ] 11/07 10:42 | 012 Showbiz-bal self2 9139 truck carrying feathers to be used in =
L] enertamment ! (| 08/07 07:27 015 Emergency Moore.mp2 9047 |6 overturned and spilled its load onto the =
g Parlizment : 5] 11/07 11:28 | Clip OF '006 Rural Mcntosh.mp2 2200 =4
~(1] Highlights : (] 16/07 19:41 | Coi - Inland Revenue 1018 j=viay. S
(] Advisary [ 08/07 16:33 | Generic Weather Bed 32 5
(3 Prospects {1 Captured Audio (] 29/05 10:03 |Local Story Feathers On Motorway | 9042 o> g
([ Headines 3 Audio Archive [/+] 23/05 08:45 Local Story Feathers On Motarway 9035 | =
B Twitter 4] 29/05 02:45 | Local Story Feathers On Motorway 90385 one =
W @psquared [+ 08/07 16:33 | National Dab Id 30 EJ
; g;ﬂ”‘sh”"”“ [15] 29/05 03:47 Test Story With Audo 9038 Motorway Policeman Colin Waters said it will “
- @quardian = 330 y
A W] 08/07 16:33 | Weather Out Stab 3 ilwhile to clear the scene ﬂ
; BEC 006 RURAL MCINTOSH.mp2 (00:11) =
¢ B cuardian . o> o
i@ story Archive By: Matt Wade . ﬂ
[ All Audio categories Category: Local Audio orse -
[ Local Audio
] Bulletin
] Preparation ~
] Interviews |
= ipnrtr o OK. Cancel add
[ £l stories / Audio / ]
‘ E(ﬂl‘ls H Q(onbacts H e Websites ‘ Read Length: 00:13 Audio Length: 00:26 Total Length: 00:39
‘ Latest Captured Audio ‘ [ essex-ums | [ (] Teststory witn... || [ Local Story Fea..
= | |

Figure6: News Audio Browser

Double cliclon theaudioyou require.

You can then use thieuttons to the right & the Browse box te:

Paythe whole cart.

Pay the last 5 seconds of the audio enabling you to write into the 'out’ field
what the last few words were.

- Open the audio intdSmoothEdit for further editing.

- Import a new piece of audio onto that cartimber

- Live record into the cart more on thatlater in the guide
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Story Title: ISO 13 S-BOURNEMOUTH SILVER

Cart Number: IQMQ Browse...

Out: Ifrunt teeth

Insert <AUDIO> tag

Figure7: Audio Options

If the story is to have multiple pieces of audio in it use the Audio Tab to the right ah#in
story text window. You can click on the + button to the right of the empty window or the
browse button in the story window or chood8ew>Audio Browseor keyboard shortcut
Ctrl + FZo bring up the Audio Browser and drag and drop the carts intditeYou can
rearrange the order of these carts by left clicking and dragging them up or down.

IMPORTING M AUDIO CUT

There are a number of methods for importing audio into the system but here are the most
commonly used:

A Drag ad Drop: You can drag an audio file from Windows Explorer intdothak
backgroundarea in Myriad News. This will import the audio into the default Audio Category.

(C) » PSquared » im content

Organize +  [3Play v  Playsll  Bum  Newfolder

Name

2] 006 RURAL MCINTOSH.mp2
] 006 RURAL MCINTOSH.0t
) 012 RIVER CRONIN.mp2
1 ) 012 RIVER CRONIN.tt
2] 014 ROVAL BABY McMANUS.mp2
) 014 ROYAL BABY McMANUS bt
E 2] 015 EMERGENCY MOORE.mp2
015 EMERGENCY MOORE txt
4] 018 ROVAL BABY WORSLEY.mp2
] 018 ROVAL BABY WORSLEY.4xt
2] 019 ROVAL BABY GILES.mp2
|} 019 ROVAL BABY GILES txt
] 040 IMMIGRATION BRYANT.bt
041 DOGS VOX.txt
) 042 MILIBAND MAGUIRE
1] 042 WEATHER CRAWFORD.t
1] 044 CONGO HAGUExt
2] 060 ROVAL BABY MICHALCZUK.mp2
] 060 ROYAL BABY MICHALCZUK.b¢
o Local Disk (F1 ™ 0530 HEANS 1t
005 RURAL MCINTOSH.mp2 ~ Size: 176 KB
| Mo3 Format Sound Rating:

v o L BRL_&%.

L —

2/

Figure8: Drag and Drop

A Drag ad Drop Multiple Audio Cut¥.ou can import more than one audio cut into

Carts on the system by highlighting several audio files in Windows Explorer and dragging

GKSY Ayid2 GKS WwWoflyl ol Ovalnggdnfie dnpdrtMEdard 2 F a & N
which can be used to import myblie audio cuts into multiple Carts in Myriad News.
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Figure9: Multiple Audio File Import

A Using The Audio Wall Browser: Click on@aetsbutton at the bottom of the Story
List section to access the Audio Wall Browser. Browslkee@mpty Cart you want to import
into, thenNA 3K G Of Al@fort ihtyths Car®idS O W

Figurel0: Import Cart

A Import directly into a story: Open a Story and then use the Import Audio button to
Import an audio cut Into &art that will be associated with the Story.
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