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Welcome to Superdesk. Much like the software itself, the documentation is undergoing
constant revision. Screenshots may not represent the most current version and some
functions may work differently to how they are explained. If you find inconsistencies,
grammar issues, or have general feedback about the documentation, please email us at
contact@sourcefabric.org.

For additional technical documentation, please refer here:
https://superdesk.readthedocs.io/en/latest/

Further documentation can also be found on the Sourcefabric Wiki:
https://wiki.sourcefabric.orqg/display/SDHOWTO/Superdesk+how-tos
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What is Superdesk?

Superdesk is a powerful, extensible, end-to-end news production and distribution platform. It
is a collaborative tool for curating, sorting and publishing news with contributors from around
the world. With an intuitive user interface, Superdesk makes the life of newsroom staff easier
by enabling journalists to focus on creating and producing high-quality content. With
Superdesk, all of the newsroom tasks are brought together in one platform. Superdesk makes
publishing across multiple media outputs easy.

Superdesk enables multiple users to collaborate within the same application, at the same
time. All users are able to search and read the content on the Desks to which they are
assigned, but roles can be assigned to limit the actions of specific users. Superdesk has a
customisable interface in which all the roles and Desks are configurable.

Output

: : Websites, Mobile apps,
Newsroom app Wire clients Subway displays,
Social media, etc.

( Events, Coverages -

Superdesk ( News )

(Ingest, Social networks etc.)
i (® Publishing Rules
o Content API (automated, targeted, manual)

| i
i Planning module — Superdesk core ___ 1 Publisher module .
i )
i @ Events management ; 9 Ingest e Multitenancy i
i e Plan coverages : o Curate @ Output control i
i - Assignments t 9 Create @ Output settings i
i : O A f © Feed output (wire clents) (© contentlists i
i | Monitor sources 0 am E
i ! !
i )
I |
i I
I I

This manual covers the Superdesk core, and the optional Planning module. Superdesk can
also be integrated with Superdesk Publisher. Superdesk Publisher delivers multimedia content
through a variety of channels and it provides content management and monitoring from a
single point of editorial control. Superdesk Publisher is not covered in this manual.

Before jumping into the main content of the Superdesk manual, we suggest that you
familiarise yourself with our terminology guide: GLOSSARY OF TERMS
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The Basics

In Superdesk:

- All users can search and read all content in Superdesk, except for individual Personal
Spaces (and deliberately hidden Stages/Desks).

- Users can edit content in Desks they are a member of.

- Users can perform only the actions allowed by their role.

- Desks can be configured with two or more Stages to manage how content flows on the
Desk.

- All Desks, all Stages, and all user roles are configurable. (This means that your
individual instance of Superdesk might vary from the examples presented in this
documentation.)

Superdesk Navigation

This section introduces the most important menus in Superdesk: The Desks menu, The
Hamburger Menu and the Workspace Panel.

desks menu
Q. Monitor Publishing Actions 3 QMo
hamburger menu
~ NATIONAL / WOR ' NATI
I B @ TORY LEADERSHIP Rory Stewar.. 05:57 B®
=0 o =0
€) KAREL TEST LINKS E®
ol J
workspace panel ® 137New  ® 1 Comections
ol: |
(o] 'B' Red bull motor 05 (o] e
B @) TESTONE TestOne 0/ E®
B @ TESTONE ) World Clock e 2O
B @ changed 0128 LONDON ToKYO MOSCOW [N )
20 20
» NATIONAL / INCOMING STAGE o ) ( ) // ¥ NATI
) @ RedBuIF1 05 /N /N (ol =]
B @ KAREL 2 Tension with Iran rising . 09/1¢ o ce e O
=2 A =2 A
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Desks Menu and Desk Switching

Desks are the way teams are organised within Superdesk. They can be similar to desks that
would be found in a traditional newsroom; for example sports desks, foreign desks, editor’s
desks, etc. Desks can be configured to contain different stages and assigned users.

The Desks menu is the blue drop-down menu found at the top of the Superdesk interface, to
the right of the Hamburger Menu icon. It always displays the name of the desk you are
currently working on. Users can only view and edit articles on the desks to which they are
assigned.

When you switch Desks using the Desks menu, the Dashboard tab, Monitoring tab, Highlights,
and Spike will reflect the Desk that you have navigated to. The Search feature, on the other
hand is Desk-independent. If you want to search only your current Desk, you can either use the
Advanced Search features, or you can search keywords using the search bar at the top of the
Monitoring pane. (All of the icons in the Workspace Panel are described in detail in this
chapter.) The configuration of each Desk is controlled by the Desk administrator. They control
which Widgets you see on the Dashboard and what appears in the Monitoring pane. Any
changes made to the Desk Dashboard and Monitoring pane configuration will be visible to all
users on that Desk.

10 PLANNING  text

assignments
(only visible is
the planning
component is

being used)

214  Handteringen av varslersakene mot Thorkildsen er bestemt

o TEXT_02 SDdemo dask World news

3
m
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Each user also has an option to create a private Custom Workspace within the Desks menu. In
this menu, desks are in blue and Custom Workspaces are in purple.

Custom Workspaces are useful for working with multiple desks at one time. Upon creating a
Custom Workspace, users can set up their own personal configuration for monitoring any
number of desks, stages and saved searches. These can be displayed in their Custom
Workspace Monitoring view or on their Custom Workspace Dashboard.

©
- . other desks to
OBITUARIES which you be|{]ng
* B D KE
m

click here to

CREATE NEW WORKSPAC make a private

& - workspace
(o]

If you are assigned to more than one desk, you might be assigned a default desk in your user
profile. This will affect which desk you are directed to when you log in. Depending on how your
Superdesk is configured, logging into the system will take you to either your private
workspace, to your most recently used Desk, or to whichever Desk is assigned as your default
desk in your profile settings. Be sure to check which Desk you are directed to when you log in.

In the Monitoring tab, Desks are divided into Stages, which are areas set up to receive content,

to organise it in workflow (for sub-editing, revision etc), and to display the desk’s incoming and
output content.

Hamburger Menu

The Hamburger Meny, in the top-left corner of the Superdesk interface, allows users with
appropriate permissions to access the master settings for all the desks, users and news
sources.
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H This is the Hamburger Menu icon.

Depending on your permissions, you will see different items in the Hamburger Menu. Below is
an example of a typical items that you will see in a Hamburger Menu.

Workspace

Publish Queue
Personal Space
Content APl Search
Analytics

Annotations Library

User Management
Ingest Dashboard

Media Contacts

Settings

Clicking on the Hamburger Menu icon will open a new menu panel on the left of the
Superdesk interface. This Hamburger Menu is also where you can access master desk
settings, Ingest Sources, Dictionaries, Publishing Queue, etc. Each item in the Hamburger
Menu is explained in detail in subsequent parts of this manual.

In general, most of the tools in the Hamburger Menu will be accessible only to users with
administrative privileges.

To exit the Hamburger Menu, click on the Workspace link at the top of the menu, or click on
any of the icons in the Workspace Panel to the right of the Hamburger Menu.

Workspace Panel

Below the Hamburger Menu icon is the Workspace Panel which allows you to navigate within
the currently selected desk (as denoted by the title displayed on the Desks menu). You will see
a column of various blue and white icons:
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o Dashboard - The Dashboard provides an overview of the current desk (or Custom
Workspace) through widgets selected by the desk manager: monitoring, activity stream, ingest
stats, world clocks, routing etc.

@ Monitoring - This is the main tab for item creation and workflow monitoring. It can be
configured by a desk manager to show any number of Stages for the selected desk as well as
Saved Searches, with a desk-specific search available at the top. New news items can be
created using the Create icon in the top right corner of this panel.

. Assignments - If the Supedesk Planning Component is installed, you may see this
icon in your Workspace Panel. Track your assigned tasks here.

o Highlights - Highlights are most commonly used for content indexes, top-10 lists,
section highlights and all manner of user-curated lists. Highlights can also be generated
automatically against user-defined metadata, manually curated or scheduled for
publication/distribution. Highlight lists can be easily turned into a Package. All users can view
the Highlight list, but only users with appropriate permissions may add news items to a
Highlight list.

@ Spike - Shows news items that have been removed from the workflow of the selected
desk. Spiked news items can be returned to the desk workflow if necessary. News items that
expire are not sent to the Spike, but rather deleted permanently.

@ Personal Space - Private space for creating items that cannot be viewed by other
users. Items created here can be sent to other desks when they are ready to be reviewed by
your peers. Items in personal space cannot be seen by your fellow desk members, desk
managers, or desk admins, and your content is invisible to any Superdesk search. Do not leave
content here that is needed in workflow/production. Your Personal Space can also be
accessed from the Hamburger menu.

i Search - Allows you to search and browse articles in Superdesk’s internal repository,
third-party content feeds (or any other content repository Superdesk is aware of). You can also
create Saved Searches from this tab.
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Superdesk behaviours and icons

Usericon

In the top-right section of the Superdesk interface you'll find your user icon.

By default, your user icon will show a blue circle with your initials, but this can be changed to
an avatar of your choosing in your profile settings. Clicking on your user icon gives you the
option to log out of Superdesk, or to edit your user profile.

Liz McLain
LM

MNotifications

Click Profile, under your username to change your profile picture, input contact information,
set personal preferences and change your Superdesk login password. To close the User panel,
click on your user icon a second time.

Create icon

This is the Create icon.
In the Superdesk main interface, you will find the blue Create icon. It will usually be in the
top-right below your user icon. The function of the Create icon will vary depending on which

panel you have navigated to.

On your Dashboard, the Create icon will allow you to add widgets to your desk or Custom
Workspace Dashboard.

In the Monitoring tab, the Create icon allows you to make new articles, new packages, or to
upload items from your personal computer to Superdesk. As of Superdesk v1.33, the option to
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create items is available in the bottom right corner of the Superdesk interface, regardless of
which pane you are in (excluding the planning component).

0 Marked for me

2 h 4 Monitoring Q o
@ Be ea s s =0 Updated = =
POLITIC DESK / WORKING STAGE STAGE ()
*w -] e e .
o Superdesk desk: Politic Desk
- 2019-08-11NEW  text
(- Il 20130811 xy desk: Politic Desk
= - MY TEMPLATE FROM MONITORING  here 8
& [: Il 20130811 xy desk: Politic Desk 1
oﬁ g 1 AHOJ  ahoj
[: Il 20130811 xy desk: Politic Desk
m = 8 [ IMAGEFM edit 0/25
=] Superdesk desk: Politic Desk U
create new content items
g 6 text
=] Superdesk  desk: Politic Desk
text

@ CREATE NEW

You will also sometimes find the Create icon in the various parts of the Hamburger Menu,
where the uses may vary. In general, the use of the Create icon is context-dependent.

Action menus

You will find action menus in various parts of Superdesk. Below is an example of an action
menu in the Monitoring view. In the Monitoring pane, the action menu will appear when you
mouse-over any of the news items in the pane.

SPORTS DESK 53 Marked for me

Monitoring Q o

1)
@ m = 0] ol =] S | B W) Updated
*

SPORTS DESK / INCOMING STAGE (@)

m = 3 Hong Kong police chief calls for peaceful weekend protest
o {(ROUTED ) Reuters Top News desk: Sports Desk
ﬁ o 8 POITEST [£]1 POItest Karel X .
© @GIIIELTY (rovten) Update 2 sports desk: action menu
— g 8 POITEST [51 POItest Karel X 0759
€© CEIIIEIT (RouTen) sports desk: Sports Desk 3

In the Monitoring view, clicking on an action menu to an item’s right will bring up a list of
actions that you can affect on it. The actions available will depend on your role, permissions,
and whether the item is already opened by other users.

Page 13 of 221



Superdesk User Manual | Version 1.33 - April 2020 www.superdesk.org

These are action menus.
You will also find action menus in other various locations throughout the Superdesk interface,

for example, in the Content Profile settings, master desk settings, etc. The actions available in
each action menu will be context dependent.

Basic controls in the Monitoring view

The Monitoring view is where most of your news items are created or edited. Clicking on a
news item once, will open a preview of the article on the right. Double-clicking on an article in
the Monitoring view will open the article for editing in a pane on the right. New content items
can be created using the Create icon in the top right corner of the pane.

SPORTS DESK 53 Marked forme .
© Boesaneoe v T
Ir

* SPORTS DESK / INCOMING STAGE @ Content Metadata Duplicates Item history %
. —

m = 3 Hong Kong police chief calls for peaceful weekend protest /

© OISR (RouTen ) Reuters Top News  desk: Sports Desk o
?): a 8 POITEST 2] POIltest Karel X

Hong Kong police chief calls for
peaceful weekend protest

© GIZERI Govreo) up . .
one click on a news item

8 POITEST ) POItest

g : =t will open a preview in a
(=] ((ROUTED ) spi he righ Hong Kong's police chief urged people to
nNew pane on the rng t demonstrate peacefully on Sunday, when
g 3 Hong Kong police chief ¢ “ organizers expect a large turnout for a pro-

© (U (ROUTED ) Reuters Top News desk Sports Desk democracy march intended to show the
movement still has strong momentum
1 [ POITEST Karel 074

B R ) ) Email this + Digg This!
© @& (Routen ) Update 4 sports desk: Sports Desk

1 ) POITEST Karel 07:40

You can filter the Monitoring pane to show specific stages using the drop-down menu at the
top of the pane:
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Y

STAGES

Incoming
Warking
Revise

Mational Desk Output

9 o

55 ) Maregs 2nd desk National

#FF 5TH LD-WRITETHRLU

PIMCIIIRET ) ( FETCHED ) AP desk: National

552 BC-BBN--METS SALE OFF, 5TH LD-WRITETHRU

PIMCIITIRET ) ( FETCHED ) AP desk: National

www.superdesk.org

o

Baseball |

Baseball |

The list view in the Monitoring pane can be hidden using the the chevrons that appear as you
mouse over the Workspace Panel when an item is open for editing. This allows users to have
news items that are open for editing front and center in the user’s focus.

‘SPORTS DESK

%Y

=

P4

*
TEnNIS sEARcH (BT
o (

Monitoring Q

oO 00 oo 6O 0O 0O 6O ©

T ® @

Updated = =

INGESTED ) APmediaAP|

416 AP-NJ-7THNEWSMINUTE  Here is the latest New Jer...
INGESTED ) APmediaAPI

345 NV-NEVADA NEWS COVERAGE ADVISORY  Nevada Ne.
INGESTED ) APmediaAP|

909 AP-NJ-3RD RIGHTNOW  Latest New Jersey news, sp.
INGESTED ) APmediaAPI

3 Federer wants men's and women's tennis bodies to mer...
(INGESTED ) BBC Top Stories

1079 AP-SPORTS RIGHTNOW  Update on the latest sports
INGESTED ) APmediaAPI

639 BC-FBN-BETTING ONDRAFT  For those who haven't
INGESTED ) AP

629 FBN--BETTING ON DRAFT  Virus shutdowns will likely ..
INGESTED ) APmediaAP|

420 BC-TEN--FEDERER-MERGING TOURS, 1ST LD-WRITETHRU
INGESTED ) AP

56 Marked for me

Modified Monday, 11:04 B O U

SPORTS DESK / |

Created Manday, 10-24 by Walter D'admin

B | rrofiLe autopublish cp 892 woRDS | SOURCE ap

SLUGLINE BC-US—Virus Outbreak-College Sports Cuts, 1st Ld-Writethru
GENRE Article (news) PLAGE
PRIORITY 5 URGENCY 0
CATEGORIES
SUBJECT
ED. NOTE Eds: EDITS: Retransmitting.
AUTHORS Editor: Walter D'admin
-

College sports programs are already
being cut and more are likely on the
chopping block

Similarly, the list view can be expanded again by clicking the chevron to return the list to its
original position. This action can only be used when news items are open for editing.
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Workspace Bar

Camels rest in Rahat

At the bottom of the Superdesk interface you'll find your Workspace Bar where you can
navigate between items you're currently working on. An item will remain open until you close
it. If you navigate away from the article that you are editing (without closing it) it will
automatically minimise to the Workspace Bar and it will be locked to other users.

Locked Items

Items that are opened by one user become locked from other users until they are closed, or
unlocked by a desk manager. Locked articles cannot be opened or edited by other users
unless they are manually unlocked by a person with “unlock” permissions; this would usually
be a senior producer or similar. The article’s locked status is denoted by a vertical red stripe
that appears beside it in the monitoring pane.

WORLD NEWS / PRODUCER STAGE

1 30 Jobs That Report High Underemployment
@ [FetcHED | Forbes desk: World news

52 Five Major Changes That Will Impact The Finance Industry In The Next Two Years
€ [FercHeD | Forbes desk: World news

52 Top Business Leaders Share Their Advice
€ [FemcHED | Forbes desk: World news

However, even if an article is locked, the article preview is available for other users to see,
even if the option to edit the article is not.

In the screenshot below, a user is working on an item in the right-hand panel. Notice in the list
view on the left that the item is marked on its left border with a red line. This is the lock
indicator in that view.

f  Q Monitoring VINCERDESK / WORKING CLOSE =
@ - Sbyvinceno | Modified 12/05 =0 4 @
*
House of Commons cloakroom, with lightsabre fleg
- Superdesk desk vincerdesk S
m
VINCERDESK / WORKING STAGE The finance of rellglon )
ECN B 215 MuLTIDEMO2  The finance of religion @
o Superdesk desk: vincerdesk |
=} (-]
The elusive pheasant
e [oRAFT | Superdesk  desk: vincerdesk {'}
fatmix 2
© [0 | Superdesk desk vincerdesk _Q
chennal 2
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But another user looking at this item while it is being edited will also see a lock notice at the

top of the item in preview:

feature preview

Q Monitoring
Eeload e 5o

VINCERDESK / WORKING STAGE @

Er*@»

n 219 MULTIDEM02  The finance of religion
- (5} Superdesk desk: vincerdesk
o 113 VICTORO1  Victor 1 head
& e eorn deskvi
(5] vincercorp desk: vincerdesk
0,

VINCERDESK / INCOMING STAGE (@

I3 Winterin Prague
Y o Superdesk desk vincerdesk

C

Updated =

Content Metadata Item history

vince no

v

ﬂ Locked by vince no

The finance of religion

vincer

The lock notice also says who has the document open for editing, whether they are actually

actively editing or not.

If another user clicks the action menu against the item, there are options to “open”, but not to

edit:
W nl =] 0] oY [=] Sk N L D) Updated
VINCERDESK / WORKING STAGE Content  Metadata  Item hist
m B 219 MULTIDEMO02  The finance of religion vince no
() Superdesk desk: vincerdesk
v
10
= = 113 VICTORO1  Victor 1 head
Q ] N B Locked by vince no
o vincercorp desk: vincerdesk
4 oOpen
o,

VINCERDESK / INCOMING STAGE

n Winter in Prague

[A Openinnew Window

= Create package

o o Superdesk desk: vincerdesk
PRAGUE, Dec 5 Superdesk -
[ Winter in Prague % Mark for highlight . .
“ o Superdesk desk: vincerdesk & Mark for desk Just as "the habit does not mal
: taking a vow of poverty does n
. Winter in Prague TT778 mean a consecrated person livs
N ) Superdesk desk: vincerdesk detachment from material thin

The finance of religion

vincer

If we choose to open the item from the action menu, we’ll see it in a larger panel, but it will not
be editable. Also, in the grey strip at the top of the item, the avatar of the user with the item
open for editing (the user with the lock) will be on the left, displaying a red badge.

A user with sufficient privileges can unlock the item by clicking on the avatar of the user with
the lock; this will trigger a little window with an unlock button:
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— H
222 WORDS | SOURCE sup
vince no
sLu GENRE La St
ion UNLOCK aracters
desk: vincer... PRIbrers
Priority: flash, urgent, bulletin, regular
. ECO
sk: vincerdesk CATEGORY
SUBJECT roman catholic

The usurped user will be informed via a pop-up message that the item has been unlocked:

Q Monitoring -

This item was unlocked by Andrew Powers.

VINCERDESK / INCOMING STAGE (@

B ﬂ Winter in Prague
@ ["FROGRESS | Superdesk desk vincerdesk PRIORITY

‘Wwinter in Prague 11/28
a B g

© [suEwre desk: vi

ANPA
CATEGORY

B Regular
Priority: flash, urgent, bulletin, regular

ECO

5 | SoURCE  superdesk

GENRE La Storia

When a Superdesk user opens a news item for editing, that article is locked to any other users
until the item is closed. However, the article preview is available for other users to see.

Here is a user working on an item in the right-hand pane. Notice in the list view on the left that
the item is marked on its left border with a red line. This is the lock indicator in that view.

Menitoring

*0© >

House of Commons cloakroom, with lightsabre

ﬁﬂ -] Superdesk desk: vincerdesk
VINCERDESK / WORKING STAGE
EER B 215 MULTIDEMO2  The finance of religion
=] Superdesk desk vincerdesk
o
The elusive pheasant
e [DRAFT | Superdesk desk: vincerdesk
fat mix 2
e [DRAFT | Superdesk desk: vincerdesk

chennai

VINGERDESK / WORKING

5 by vince no

ity

CLOSE

The finance of religion

nsecrated |
with the po

0o 8% e

==
*
(=5

b o
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But another user looking at this item while it is being edited will also see a lock notice at the
top of the item in preview:

H =

® (+]
©
*

Monitoring

Q
nE A ¢ B 5 (W 0 Updated =

VINCERDESK / WORKING STAGE @ Content Metadata Item history

m g n 219 MULTIDEMO2  The finance of religion vince no

. (3] Superdesk desk: vincerdesk

v
Ead 113 VICTORO1  Victor 1 head .
Q o vincercorp desk: vincerdesk 8 Locked by vinceno
e, )
VINCERDESK / INCOMING STAGE { The finance of re“gion
' n Winter in Prague vincer
N : ) Superdesk desk: vincerdesk

The lock notice at the top of the article preview also denotes which user is currently editing the
document - or who has the document open for editing, whether they are actually actively
editing or not.

When an article is locked, if another user clicks the action menu against the item, there are
options to “open”, but not to edit:

N [=] Sk D] Updated

* VINCERDESK / WORKING STAGE (@ Content Metadata  Item hist
i .

g ﬂ 219 MULTIDEMO02  The finance of religion s vince no

I - ) Superdesk desk: vincerdesk .

v
ACTIONS
= — 113 VICTORO1  Victor 1 head
Q 8 ) . B  Locked by vince no
vincercorp desk: vincerdesk
{ 3 J VINCERTEXT | P 2 open
e, _ .
VINCERDESK / INCOMING STAGE (@ (2 Openinnew Window The finance of religion
. ﬂ Winter in Prague & Create package vincer
- e Superdesk desk: vincerdesk
PRAGUE, Dec 5 Superdesk -
p Winter in Prague % Mark for highlight ) )
“ o - Superdesk desk vincerdesk & Mark for desk Just as "the habit does not ma
§ taking a vow of poverty does n
e Winter in Prague TT728 mean a consecrated person livd
N ;) Superdesk desk: vincerdesk detachment from material thin

If we choose to open the item from that action menu, we’'ll see it in a panel on the right, but it
will not be editable. Also, in the grey strip at the top of the item, the avatar of the user with the
item open for editing (the user with the lock) will be on the left, displaying a red badge.
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VINCERDESK / INCOMING STAGE (@

n Winter in Prague
o Superdesk desk: vincerdesk
. Winter in Prague
= -] Superdesk desk: vincerdesk
Winter in Prague
o Superdesk desk: vincerdesk

m _ 3 219 MuLTIDEMO2  The finance of religion

B : ) Superdesk desk: vincer..
ﬁ - 113 VICTORO1  Victor 1 head

= o [ VINCERTEXT | vincercorp desk: vincerdesk
e
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feature preview AP

@ VINCERDESK / WORKING CLOSE
°
Created 12/05 by vince no Modified B O o
8 R0FILE - multimedia article 221 WORDS S0URGE - superdesk o
v . &
SLUGLINE ~ Multidem02 GENRE La Storia
&3 Regular l!
- PRIORITY
Priority: flash, urgent, bulletin, regular
@
CATEGORY ECO
SUBJECT roman catholic =
ED. NOTE Make sure that you use the correct media files in this. {t}

A

The finance of religion

A user with sufficient privileges can unlock the item by clicking on the avatar of the user with
the lock; this will trigger a little window with an unlock button:

Q.
H— H Crel
= :
SLU
ion
desk: vincer... PRI
sk: vincerdesk CATEGORY
SUBJECT

20:58

222 WORDS | SOURCE sup

vince no

GENRE La St

UNLOCK aracters

Priority: flash, urgent, bulletin, regular

ECO

roman catholic

The usurped user will be informed v

Monitoring ~

Q
This item was

VINCERDESK / INCOMING STAGE @

ia a pop-up message that the item has been unlocked:

unlocked by Andrew Powers.
SOURCE  superdesk

ﬂ ‘Winter in Prague

(2] Superdesk desk vincerdesk
Winter in Prague

o Superdesk desk vincerdesk

GENRE La Storia
acters
Regular
PRIORITY H =
Priority: flash, urgent, bulletin, regular
11728 ANPA £co
CATEGORY
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Desks are the basic organisational units in Superdesk. Desks are like the departments that you
might find in a traditional newsroom. Desks could be separated by topic, function, media type
or seniority, etc. Desks are configurable and customizable to suit the needs of your
organization.

All users are assigned to a Desk. Some users may be assigned to multiple Desks. News items
that users create, fetch, edit, spike or publish become associated with their current Desk.
Users may be assigned to more than one desk at a time.

The Desks menu is beside the Hamburger Menu in the top-left corner of the Superdesk
interface. It always displays the name of the desk or workspace that you're currently working
on.

Clicking on the Desks menu will show a list of desks that you currently belong to, as well as
your Custom Workspaces. Desks you belong to are displayed in blue and Custom Workspaces
are displayed in purple. It's possible to have more than one Custom Workspace. Multiple
Custom Workspaces are especially useful if you're working on more than one desk or project
at the same time.

Some news items arrive at a desk after they have been selected by a user from an external
source in the Search tab. Many of the news items in the Search tab may have been authored
by outside sources (such as news agencies). The process of moving an article from the
Search tab to a desk is called fetching. It is not possible to fetch articles from external
sources to your Custom Workspace. You can only fetch articles to a Desk. It is possible that
the same news item could be fetched to multiple desks.

Page 22 of 221



Superdesk User Manual | Version 1.33 - April 2020 www.superdesk.org

O

Users working on the same desk will see the same widget configuration on their desk
Dashboard. Only administrators can add or change widgets on a Desk Dashboard.

Custom Workspaces also have Dashboards. If a user would like custom widgets, they can set
them up using their Custom Workspace Dashboard.

This is the Dashboard icon from the Workspace panel.

@ This is the Personal Space icon found on the Workspace Panel.

Personal Space is a place where journalists can create items in full privacy. Articles that are
created in your Personal Space tab are not visible to anyone but you, and will not show up in
Global Searches. They will not be visible to anyone else until you choose to send them to a
Desk. Your Personal Space can also be accessed from the Hamburger menu.

This is an Action menu icon.

You will find Action menus in various locations throughout the Superdesk interface.

S Edit

& copy

Spike Item

Update

When you hover over an item that you saved either in your Personal Space or on a Desk, an
Action menu icon will appear on the right. Click on the Action menu to perform actions such
as editing, copying and spiking.

@ This is the Spike tab in the Workspace Panel.

When you spike an item from your Personal Space, it will not show up in the spiked items
section and it cannot be recovered.
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When you spike a news item from a desk, it will show up in the Spiked items tab associated
with that desk. The Spike tab is equivalent to a trash bin or recycle bin on your operating
system of choice. Spiking can be reversed and news items can be restored to the workflow at
any time.

If your Desk has a content expiry, and the news item reaches the expiry limit, it will be deleted
permanently if it remains on the Desk past the expiry deadline.

_}
. You will find the Send To icon in the top right corner of items that are open for editing.

To send an article from your Personal Space to a Desk, click Edit in the Action menu, then in
the article window, click the purple Send To button. It's possible to send news items that you
have created in your Personal Space to Desks that you are not a member of, but if you do, you
will not be able to access the article when it is on a Desk that you are not a member of.

Meore on articles here

When you are editing articles, if you do not click the Close button but navigate away from the
article, it will automatically minimise at the bottom of the Superdesk interface in the
Workspace Bar. Minimised articles remain locked from other users until they are closed (either
by the current user, or manually unlocked by a desk manager).

E This is the Open Items icon.

You can view all your currently open items in a grid-view by clicking on the Open Items icon in
the Workspace Bar at bottom left of the Superdesk interface.

Currently working on

B Tuesday,, 08/09/2016 1202 B Tuesday,, 08/09/2016 12:26

GM Retires Its Popular Buick Excelle In How Big Data And Analytics Help

China After 13 Years Athletes Win Olympic Gold In Rio 20167
[FeTcHED | desk: Darwin [FETcHED | desk: Darwin

Clicking on the Open Items icon will navigate you to a new window showing all your open
articles. Clicking on one of the articles will take you back to the main Workspace and open the
article that you've selected. You can exit the Open Items view by clicking on the X in the top
right corner of the main window.
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The Dashboards for shared Desks are pre-configured by administrators (or other users with
the required privileges, such as bureau chiefs, desk heads, etc). The Dashboard is designed to
give a quick overview of information that matters for the respective desk's members. Users
are able to configure the Dashboards in their Custom Workspaces. You can return to your
Dashboard by clicking the home-shaped icon in the Workspace Panel, on the left.

You will find your Dashboard icon on your Workspace Panel.

You can only view the Dashboards for Desks to which you are assigned. Every user can also
have a Custom Workspace which is only accessible to them, on which they can have
customized widgets to suit their needs, for example monitoring several different Desks in one
place. Standard Dashboard widgets are explained in detail in this section of the Superdesk
manual. Your Superdesk instance might also have custom widgets.

Dashboard

Monitor 3
EMTERTAINMENT NORKING STAGE
o DEMO This is an article in the Ente...

o DEMO This is an article in the Ente..

Beside the Hamburger Menu, you'll see the blue drop-down Desks menu. It will display the
name of the desk you're currently working on. Click on the desk name and you’ll be able to
view all desks you're assigned to. Desks can be configured by editors/managers to have
different Dashboard setups depending on the needs of your team.

Changes that are made to a Dashboard on a Desk will be visible to all users assigned to that
Desk. Widgets on the Dashboard of your Custom Workspace are visible only to you.
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This is the Create icon.

When you are on a Dashboard, you will see the Create icon in the top right corner of the
Dashboard pane, just below your user icon.

Add new widget

use the
create icon
on the

E dashboard
to add

WORLD CLOCK USER ACTIVITY INGEST STATS W|dgets

'R

MONITOR DESK ROUTER ACTIVITY STREAM

PUBLISHING ACTIONS

If you have the appropriate privileges, you can customise the widgets on your Desk Dashboard
by clicking the Create icon at the top-right section of the pane. When you click the Create icon,
a new window with widget options will open. Select the widget that you would like to add to
your Dashboard, then click add this widget. Once you've selected the widget you would like to
add, click the Insert this Widget button to place the widget on your Dashboard. You can add
multiple displays of the same type of widget to any Dashboard.

You can arrange the widgets on your Dashboard in any configuration you like.

]
This is the Rearrange Widgets icon.

Click the Rearrange Widgets button at the top-right corner of the main interface, then select
and drag a widget to the desired area of your Dashboard to place it.
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Dashboard
>
(& World Clock L3
LONDON TOKYO MOSCOW TORONTO BERLIM PRAGUE
2339 07:39 01:39 18:39
L) )
LI Monitoring 0 = Activity Stream 0
o admin created new version 2 for item
text about "very serious news’
“~ TRUMP SEARCH
© THISIS SERIOUS NEWS! very serio.. o admin updated task very serious news
© VERY IMPORTANT DETAILS ON MA. for item text

The Rearrange Widgets button also allows you to delete widgets that you have inserted. To
delete a widget, click Rearrange Widgets and you'll see an x appear in the top-right corner of
each widget. Click the ‘X’ on each widget you'd like to delete.

)
® World Clock Lo
LONDON TOKYO MOSCOW
18:33 02:33 20:33
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You can also resize widgets by clicking the grey arrows that appear at the edges of each
widget when you hover over them.

Click and drag the body of the widget to move it to a different spot on the Dashboard. The
widgets will fill the space as efficiently as possible. If there is a gap above one of the widgets,

it will automatically move up to fill the space.

Each widget also has several settings associated with it. Click the gear icon in the top-right
corner of a widget to adjust the individual settings for that widget.

When you are satisfied with the size and layout of your widgets, click the blue checkmark in
the top-right of the Superdesk interface to keep these changes.

World Clock Widget Settings

WORLD CLOCK

To add a World Clock Widget, click the Create icon in the top right corner of the Dashboard
pane, then select the World Clock option. Click the ADD THIS WIDGET button to confirm your
choice.
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NEW YORK TORONTO STOCKHOLM
09:48 0948 14:45
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The World Clock widget has customisable clocks for all time zones. Click the gear icon in the

top-right corner of the widget to open the World Clock Configuration window.

World Clock Configuration

Your clock  Available clocks

ANALOG DIGITAL

Europe/London
Asia/Tokyo
Europe/Moscow
America/Toronto
Eurcpe/Berlin

Europe/Prague

SAVE

The Your Clock tab in the World Clock Configuration Window displays the clocks that are

currently used in your World Clock widget.
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To remove a clock from the widget, click the x beside the clock name.

To add different clocks, click on the Available Clocks tab and scroll through the time zones.
When you click on a time zone, it will automatically add itself to the Your Clock tab. If you set
more than three clocks, you will have to adjust the size of your widget to display them all at
the same time. In the World Clock Configuration window, you can switch between digital and
analog displays under the Your Clock tab. When you are satisfied with the clocks you have
chosen, click the Save button at the bottom of the window.

Monitoring Widget Settings

The Monitoring widget allows for an overview of the Desk and its Stages. Stages are the way
in which content items are sorted and tracked within a Desk. For example, the Stages of a
Desk might include an input Stage (destination for articles created in or fetched to a Desk), a
working Stage (articles in progress), an editing Stage, or an output Stage (items ready to be
published). Monitoring widgets can also be set up to show Saved Searches. Note that the
general Stages of a Desk can be created and edited by users with the appropriate privileges in
Hamburger menu > Settings > Desks. To add a Monitor Widget to your Dashboard, click the
Create icon in the top right corner of the Dashboard pane:

MONITOR

To adjust the Monitoring widget settings, click the gear icon in the top-right corner of the
monitoring widget. Because you can have several Monitoring widgets on the same desk at the
same time, the first text box in the Monitoring settings window gives you the option to rename
your Monitoring widget.
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Monitoring settings

Desks Saved Searches Reorder Sactions

Adelaide
Brisbane
Broadcast
Canberra
Darwin
Features
Finance
Hobart
Jakarta

London

[# Bureau chiefin [ Bureau out

|Z Output/Published

Melbourne
National
New Zealand
Perth
Special

Sport

tems Count

characters0/30

OQutput/Scheduled

NEXT
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In the Monitoring settings window, under the Desks tab, you can select the Stages that you
wish to view in your Monitoring widget. You can only select the Stages in Monitoring Settings
associated with the current desk. (The only exception to this occurs if a Stage is marked for
Global Read by an administrator in the Hamburger Menu > Settings > Desks, in the Stage
options. Stages that are marked for Global Read can be added to any Monitoring window in
any Desk.) If a Stage is currently empty, the Monitoring widget will not show any information

from that Stage.
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Monitoring settings

Desks  Saved Searches Reorder Sections  Items Count
Accident by Dr. Deme e
fetched images on world and london &y Or Deme

Forbes prictures by Or Demo

PREVIOUS NEXT
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In addition to Stages, Monitoring widgets can also be set up to display Saved Searches.
Searches can be saved from the Search icon in the Workspace Panel. To select which
searches you'd like displayed in your Monitoring widget, click the Saved Searches tab in the
Monitoring Settings window. Here you will see a list of Saved Searches. To add one to your
Monitoring widget, toggle the switch beside the Saved Search to the blue on position. Only

searches that are marked for Global Read will show up as options here.

When you are creating a Saved Search in the Search tab, and you want to use it in your
Monitoring widget, make sure that you toggle the Global Read to the on position before you

click Save.
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Monitoring settings

Desks Saved Searches Reorder Sections  Items Count

REORDER STAGES AND SAVED SEARCHES FOR VIEW

trump

London : Bureau chief in

London : Bureau out

London : Desk Output

PREVIOUS NEXT m

You can arrange Stages and Saved Searches under the Reorder Sections tab of the Monitor
settings window. Drag and drop the order of the Searches and Stages to arrange the order that
suits your needs.

Monitoring settings

Desks Saved Searches Reorder Sections  Iltems Count

SET MAXIMUM ITEMS PER STAGES AND SAVED SEARCHES FOR VIEW

trump 10
London : Bureau chief in 10
London : Bureau out 10
London : Desk Output 10
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The Items Count tab in the Monitor Settings window allows you to set how many items appear
in each section of the Monitoring widget. You can adjust the number of items by typing them
into the text box or by clicking the up and down arrows that appear when you hover over the
text box. Once you are satisfied with your Monitoring settings, click the DONE button at the
bottom of the Monitoring Settings window.

Ingest Stats Widget Settings

The Ingest widget allows you to track information about the types of news items that are being
ingested into your Superdesk interface. Clicking on the gear icon in the top right corner of the
Ingest widget will allow you to change what information is displayed in your Ingest widget.

INGEST STATS

To add an Ingest Stats Widget to your Dashboard, click the Create icon in the top right corner
of the Dashboard pane, then select the Ingest Stats option, and click ADD THIS WIDGET.

Ingest Stats Configuration

SELECT SOURCE [tem type stats ¥

Source stats
Urgency stats

SELECT COLOR ltem type stats

SAVE

In the Ingest Stats Configuration window, select a source type from the first drop-down menu:
Source stats - What is the distribution of sources among the ingested articles?

Urgency stats - What is the urgency distribution among ingested articles?
Item type stats - What is the distribution of item types among ingested articles?
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In the second drop-down menu on the Ingest Stats Configuration window allows you to
choose a colour scheme for your Ingest Stats graph. The choice of colour is purely cosmetic.

SELECT SOURCE

SELECT COLOR

Ingest Stats Configuration

Item type stats

L

piggy

superdesk
superdeskdark
navylight

nawvy

navydark

camp
leather

corporate

monodark
manolight
manoyellow
maonaogreen

SAVE

Once you have adjusted your Ingest widget settings to your liking, click the SAVE button.

Jl Ingest Stats

=l

The information on the Ingest Widget is presented as a graph. In the source example above,

you can see that the majority of the ingested articles are coming from Forbes.
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Ingest Stats

composite

picture
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If all of the items are from the same source, urgency or item type, you will only see one colour
on your graph. In the item type example above, you can see text, picture and composite items

have been ingested.

Activity Stream Widget Settings

i

ACTIVITY STREAM

To add an Activity Stream Widget to your Dashboard, click the Create icon in the top right
corner of the Dashboard pane, then select the Activity Stream option, and click ADD THIS

WIDGET.
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= Activity Stream {3t

@ Umberto Eco updated task Embattled
SeaWorld to stop breeding killer whales
for item text

@ Umberto Eco added new text item
about "Embattled SeaWorld to stop
breeding killer whales’

@ Umberto Eco updated task TURKISH
P DAVUTOGLU SAYS SAYS WILL NOT

The Activity Stream widget allows you to stay up-to-date on progress being made on all
Stages, from all users across Superdesk. The displayed Activity Stream is the same,
regardless of which desk the widget is on.

Activity Stream Configuration

SAVE

By clicking the gear icon in the top-right corner of the Activity Stream widget, you can adjust
the number of items that appear in your widget. In the Activity Stream Configuration window,
select the number of items you wish to see, then click the SAVE button.

User Activity Widget

This widget is used to display the actions of a single user. The User Activity widget tracks four
different activity criteria:

1) Items are currently locked by that user.

2) Items marked for that user.

3) Items that have been created by that user.

4) Items that have been moved to a working stage by that user.
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USER ACTIVITY

To add a User Activity Widget to your Dashboard, click the Create icon in the top right corner
of the Dashboard pane, then select the User Activity option, and then click ADD THIS WIDGET.

Once the widget has been created on the Dashboard, you will need to select a user to monitor
using the drop-down menu at the top left of the widget.

C,  User Activity

Select a user

Only users who are members of the Desk are shown in the drop-down menu.
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Ll User Activity

I Liz McLain
@. @liz

“ LOCKED BY THIS USER (0]
“ MARKED FOR THIS USER (0]
“ CREATED BY THIS USER [ 3]

= 9 boardgame reviews 552
& 9 else
= 9 glse

“ MOWVED TO A WORKING STAGE BY THIS USER o

In the example of a User Activity Widget, shown above, the only activity that the above user
has done is create a new item, and attach photos to it. Each uploaded photo appears as a
separate entry in this case.

Desk Routing and Other Widgets

Your Superdesk instance may contain widgets other than those already described in this
chapter. You can read about the Desk Routing widget in a subsequent chapter because of its
more complex nature. For information about further widgets, please consult the
documentation for your specific Superdesk instance.
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Monitoring Tab

@ This is the Monitoring icon on the Workspace Panel.

The Monitoring View is the main workspace for production-side journalists. The content
presented in the Monitoring Views is controlled from the Hamburger Menu. The idea is to
present an overview of the content in each stage of the Desk’s workflow. The Monitoring pane
will display the same information to every user on the same Desk. Stages and Saved Searches
for the Monitoring pane can be configured by users with the correct permissions from the
Desk section of the Hamburger Menu.

This is the Create icon.

New news articles can be created, previewed and edited from the Monitoring pane. To create
a new news item, click the Create icon in the top right corner of the Monitoring pane. (As of
Superdesk version 1.33, users can now also create new content items from any pane using
the new Create icon in the bottom of the Superdesk interface on any pane, not just the
Monitoring pane).

Each user may configure personal Monitoring Views in their Custom Workspaces. A custom
Monitoring view can show stages from any Desks the user has permission to see, and views
of news items available in Superdesk, including those arriving in ingest feeds matching
user-created Saved Searches, however, the Monitoring pane on Desks is set by the desk
manager.

The Monitoring Tab in a Custom Workspace enables users whose duties require them to
monitor content and activity in more than one desk to do so in a single view, rather than having
to switch between the standard views set for each Desk.

h 4 Moenitoring

MARKED FOR ME o

search with keywords

ated = —

m = 3 VIRUS itish PM Johnson still in hospital with persist.ent C use the drop—down menu 4
(s I AuToPuBLISH Reuters Top News desk National
to move to desk stages
'@: = 3 Spencen: Inmde.t:h__ ? Iase ofanAfrlcafnconstructlohg\ant and saved searches 4,
© CEETIEI (FeTcHMEBEC Top Stories  desk: National
Q; 3 C N
oronavirus: New car reg . 4
5 o CmmEEd G| Use the advanced search icon
to filter for items created with
= 116 AP-SCORECARD AP-S f fl 4
0 CEIIEED Gecro specific content profiles
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The Monitoring View will usually be broken up into Desk Stages. Stages are the way in which
content is sorted within a Desk. Stages are set by the administrator in the Hamburger Menu
Desk settings and could vary from desk to desk. Stages could be set to include an input stage,
an output stage and a stage for published work, for example. Depending on how your
Monitoring has been configured in the Settings menu, you might also see Saved Searches in
your Monitoring window.

— NATIONAL -

b4 Monitoring ~ Q

#
B o
? = use the drop-down

NATIONAL / INCOMING STAGE ) menu to navigate to

m = 3 VIRUS  British PM Johnson 4 dlﬂ:erent dESk stages
(3] or saved searches
E = 3 Spencon: Inside the collapse of an African construction giant
© (FETCHED ) BBC Top Stories desk National
i o}

The Monitoring window has a search feature at the top to help you quickly locate content
within your selected desk. You can type keywords from headlines, sluglines or body text into
the text box that appears when you click on the search icon, or you can use the filter buttons
located just below the search icon.

Bl g8 a & 5|5 =9

The buttons allow you to filter for a specific type of news item. By default the ALL button is
selected which means every item is shown. Beside the ALL button from left to right, the
buttons let you filter for articles that are just text, photos, graphics, packages (or items that
contain both text and images, highlight packages, just videos, or just sound files.

©

This is the Create icon.
In the top-right of the Monitoring interface, you can use the Create icon to make new articles,

packages or to upload media from your computer into Superdesk. (See the Creating New
Articles section in the Superdesk manual.)
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As of Superdesk version 1.33, the Monitoring pane now features an Advanced Search icon,
which allows users to filter content by the content profile used in the item creation, as shown

below:
=  SPORTSDESK - 57 Marked forme | ™
ﬁ Y Monitoring Q MARKEDFDRNEo o
@ Ed30c = |[m|[® Updated -~ = =
Editor 2 m
*
Editor 3 Full i
i} ) use the advanced search icon _ o _
Editor3 ) ) Federation has canceled its championships this year 432
to filter content according to
Fritz - .
its content profile
Gallery All Media Types RTDRUCKER N
ediaAPI

&
Qﬁ Gideons Special

-VIRUS OUTBREAK-THE LATEST, 7TH LD-WRITETHRU  The International Tennis Federation is putting about half of its staff on furlough and cutting other empl.

Gyan-2
Gyan-Editor
IUS OUTBREAK-THE LATEST  The Latest: International Tennis Federation cutting salaries
Karel dWritethru  APmediaAFl
Karel Test (X)

US OUTBREAK-SPORTS AFFECTED H-Z  Part 2 of the list of sports events affected by the coronavirus outbreak 207
= —_—
o (INGESTED ) AP

5435 O1V--VIRUS OUTRREAK-SPORTS AFFECTED H.7 1 ist of snorts events affectad by the coronavinis nandemic 207

This new feature allows users to browse and find the content they need in a much easier way.
It is especially important for newsrooms that make use of multiple content profiles when
creating content. New filters added to the Monitoring view in future versions will also be
placed in the same widget.

MARKED FOR ."."E?

As of Superdesk version 1.33, the Monitoring pane also contains a ‘Marked for Me’ button in
the right corner. Clicking on this ‘Marked for Me’ button allows you to view items in that Desk
that have been tagged for you.

If your Monitoring view is set up to show Saved Searches, items in your Saved Search that
have been fetched to your desk will be highlighted in light blue with a check mark.

=) 918 AP-AM PREP-HISTORY: WED APR 29  Today in History 04
((INGESTED ) ADV29  APmediaAPI
g 920 BC-US-VIRUS OUTBREAK-COLLEGE SPORTS CUTS, 1ST LD-WRITETHRU  College sports programs are already being cut and mor... D24
@ (ncEsTeD ) AP fetched in Sports Des... H
g 889 AP-US-VIRUS-OUTBREAK-COLLEGE-SPORTS-CUTS  If colleges cut sports programs, could new models emerge? 0:24
o (nGESTED ) 1stLd-Writethru ~ APmediaAP|
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Searching Content in the Search Tab

Superdesk has a convenient built-in search function for finding news items. The Search
function is also how you can view all the newly ingested articles, photos, videos and content
packages. Each desk has a desk-specific search located in the monitoring pane. If you would
like to search the entire content of Superdesk, click the Search tab located on the Workspace
Panel.

This is the Search icon on the Workspace Panel.

Clicking the Search icon in the Workspace Panel enables you to browse all the news items.
You can browse all types of items using the Search feature. This includes published, killed,
ingested or archived items.

A Y Superdesk
82 WRESTLING Something about Rocky Romero
(5] SDdemo desk Entertainment
7 572 MARKETS  Earnings optimism pushes Wall St higher
ECACGETIETY [ INGESTED | Reuters
m 139 SLUG  Giraffes are the best
o SDdemo desk Entertainment
ﬁ 324 AEROCARE  Court rules against airport split shifts
©  ECEIRIEDY (roee | AxP
O‘i 96 KEEMAN  Keenan to guit politics at election
KCGEDIETN [oesren | AAP
E 119 VILLAWOOD  Man found dead at Sydney detention centre
© ECIEDY (o] AnP

You can perform a search by typing in keywords related to the article you're looking for in the
text box beside the search icon.
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Search

Y Superdesk IWGP giraffes

WGP Giraffes

W= ffes are the best

o . Mo desk Entertainment

click the x to remove a
keyword from the search

If you type multiple words, Superdesk will search for items containing all of those words
simultaneously. In the example above, we are searching for an article that contains both
‘giraffes’ and IWGP’.

Y

This is the Advanced Search icon.

You can apply additional filters and parameters to your search by clicking on the Advanced
Search icon. Inside the Advanced Search menu, you will find several ways to refine your
search.

You can define the Stage of the content item you're looking for: ingested, production,
published or archived. You can choose multiple selections for a single search. When the
buttons turn white, articles in those states will not be included in your search. To search only
for newly ingested articles, for example, leave only the Ingest button in blue.
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E ® »

* [

) B

F »

D

Superdesk Search

Advanced Search Saved Raw
82 WRESTLING  Something about Rocky R

o 8Ddemo desk Entertainment

Published =) 572 MARKETS  Earnings optimism pushesg

Reters

139 SLUG  Giraffes are the best
o 8Ddemo desk Entertainment

PARAMETERS FILTERS
324 AEROCARE  Court rules against airpor

SLUGLINE HEADLIME o a

= 96 KEEMAN  Keenan to guit politics at eled
STORY TEXT TEXTWITHMEDIA AAP

119 VILLAWOOD  Man found dead at Sydr

© KD (esteo | Asp

315 SOC ALROAR  Brisbane Roar, Wander
LAk G | INGESTED | AAP

UNIQUE NAME BYLINE

SUBJECT

2745 HONOURS MILITARY  Australia Day H

LAk (P | INGESTED | AAP

Below the production stage buttons there are two tabs, one for parameters, and one for filters.

Parameters:

Slugline: Input a slugline associated with the news item. This will only search words in
the slugline field.

Headline: Search by article title. You may enter either a full article title, consecutive or
non-consecutive words.

Story text: Search for words within the main body of the text. You may enter either
consecutive or non-consecutive words. Enter three words for the most accurate
search.

Unique Name: Search by article uniquelD. You can view the article's unique name at the
bottom of an article’s Metadata tab using the Info button in the Editor Sidebar. By
default, an article’s unique name is a unique number identifier, but the unique name can
be edited. Enter the unique name exactly as it appears in the info tab.

Byline: Search by author’s full name (must be written exactly as it appears in the
author's profile).
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- Subject: Click the blue + button and select from a number of subjects that pop up in
the Subject window (i.e. sports, politics or weather).

- From desk: Select desk of origin from a drop-down list.

- To desk: Select a Desk from the drop-down list to search for articles sent to the
selected desk.

- Creator: Select article originator from a drop-down list of all users in your instance of
Superdesk.

- Marked Desks: Desks can be marked, either manually, or through the use of the Desk
Routing widget. If you are using the Desk Routing widget, you will need to use this
Marked Desks parameter to create a Saved Search to monitor the results of the Desk
Routing. A bell icon will appear next to items that have been marked.

- Spiked Content: Choose whether to include spiked content, exclude spiked content, or
search only spiked content in this query.

- Provider: Select source from which the item was ingested. There is a drop-down menu
of current ingest sources to choose from.

Once you have input all the applicable information into the search parameters, you can click
the Search button to run the search.

To the right of the Parameters tab, you will also see a Filters tab. This can help you further
refine your search:
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- Superdesk Search
0] “ o e
Advanced Search Saved Raw
— 638 MARKETS WORLD  Gold reaches seven-mg
: - = -
* g 52 POOL  Boy critical after near-drowningin S
_ i anp
m
PARAMETERS FILTERS h g 231 BBLSTRIKERS  Alice Springs loses BBL cri
Anp
AL IE 191 BELSIXERS  Sfrikers keptto 8124 in BEL
o AAP
B text 1006 g 210 BANKS  Merrison awaits final bank inquiry
& composite | AnP
i &1 picture
E g 146 SHOTS  Two charged over Qld assault, sh
© AAP
v DESKS
ﬁ g 210 LIBERALS SCULLION  Former NT deputy ¢
0 News 49 e AAP
Business 14

440 HIGHLIGHTS MATIONAL  Maticnal Highligh

World news AL Ll [ INGESTED | AAP

Entertainment 3

Obituaries 3 g 376 ROJAS  Sydney bus driver charged over 3
oPA. - Anp
News desk 3
_ g 217 SCHOOLS NSW  Education promises ahea
e () AnP
Sport
g 76 EXPLOITATION  Indian man charged over ¢
Lz u TP [ INGESTED | AAP
[ INGESTED |
S0URCES
g 119 BBEL SIXERS  Sixers to bat against Strikers
AAP 555 AnP
Reuters 77

For content types filters, you can search for articles containing just pictures, just text, or both
by clicking on composite. You could also search for audio or video files.

Advanced search filters include: Content types, Desk, Ingest Source, News Category, Genre,

Urgency, Priority and Flags. In the Desks section, you can further refine your search by
checking off the boxes beside particular desks, to make your search desk-specific.
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“ DATE CREATED
LAST LAST LAST
24 7 30
HOURS DAYS DAYS
CREATED FROM CREATED TO
(=
“ DATE MODIFIED
LAST LAST LAST
24 7 30
HOURS DAYS DAYS
MODIFIED FROM MODIFIED TO
(=
“ DATE PUBLISHED
LAST LAST LAST
24 7 30
HOURS DAYS DAYS
PUBLISHED FROM PUBLISHED TO
=2
> DATE SCHEDULED

Cul

=

www.superdesk.org

The final filter is by date. You can set a date range to search for articles created or modified
between particular time periods by clicking on the calendar icons and inputting specific dates,
or by selecting the pre-made buttons for LAST 24 HOURS, LAST 7 DAYS or LAST 30 DAYS.

If you find yourself searching the same parameters over and over again, you can choose to
save the search using the SAVE SEARCH button. In addition to saving the parameters in the
Advanced Search menu, it also makes the search available for use in the Monitoring widgets

on your Desk Dashboard.

When you have input your search information, blue boxes will appear at the top of the results
window. If you're searching for multiple parameters at the same time, you will see multiple
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blue boxes. You can remove a parameter and widen your search by clicking on the x in the
blue box to remove the filter.

Sort: Updated ~ = EEE

Updated
Created
Mews Value
Category
Slugline
Fricrity

Genre

In the top-right section of the search results window, you have the option to rearrange your
search results. The drop-down sort menu allows you to arrange by most recent, date created,
news value, category, alphabetically by slugline, priority, or alphabetically by genre. Clicking on
the reverse pyramid beside the sorting options will allow you to view your results in reverse
order.

By default, the search results appear in a list view. You can switch to a grid-view by clicking on
the grid icon in the top-right corner. The grid view is especially useful for viewing news items
with images because it allows space for thumbnail views of the pictures.

Searching Content on your Desk

You can easily search content on your current Desk by using the search textbox at the top of
the Monitoring Pane. This will search all content in that Desk’s workflow. If you type multiple
words, Superdesk will search for items containing all of those words simultaneously.
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MARKED FOR I‘/Eo o

dated =

Y

Monitoring

search with keywords

L
©
*
]

3 VIRUS ish PM Jehnson still in hospital with persistent

B o AUTOPUBLISH o Reuters Top News desk National use the drop—down menu
to move to desk stages
B 3 Spencon: Inside tha apse of an African construction giant and saved Searches 4

o AUTOPUBLISH CF NS

B EC Top Stories  desk: National

D 4

3 Coronavirus: New car regd

B 0 CIEIEED (eoef Use the advanced search icon
to filter for items created with

specific content profiles

116 AP-SCORECARD AP-S

O CIEEEY (Fercreo

You can also similarly search content in a Desk’s Spike tab by using the search textbox at the
top of that pane.

Use the drop-down menu at the top of the Monitoring pane to skip between the Stages and
Saved Searches. The Advanced Search Icon can be used to filter for content that was created
using a specific content profile.

Highlights

Highlights are collections of news items from a desk. Highlights are most commonly used for
content indexes, top-10 lists, section features and all manner of user-curated lists. Highlights
can be automatically generated against user-defined metadata, or manually curated. They can
also easily be published as a unit using the bulk edit actions described in the following
sections.

*

If you are unable to add articles to a Highlight, or create a new one, check with your Superdesk
admin to verify your account has the correct privileges. New Highlights can only be created in
the Hamburger menu.
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Dashboard

§ _

World Clock {1

MOSCOW

*

Top stories

=]

[
L

P A

You can view the Highlights for your desk by clicking on the star-shaped Highlights icon in the
Workspace Panel. This will then prompt you to choose from a list of available highlights. In the
example above, there’s only one highlight list available: Top Stories.

You can have several Highlights at a time to deliver relevant content organised by priority,
topic or interest. Articles can be added to Highlights from various stages such as published
articles, rough drafts, or simply items that have been recently fetched to a desk. Note that
newly ingested articles must be first fetched to a Desk before they can be included in a
Highlight.

Adding articles to a Highlight List

This is the Action Menu.
To add a news item to a Highlight List, find the article that you wish to add in either the

Monitoring, Search or Content sections of the Workspace Panel. When you hover over the
news item, the Action menu will appear.
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# Edit
[ Duplicate
B  Spike ltem

W Create package

+ Mark for highlight

When you find a news item you would like to add to a Highlight, hover over the article to
display the Action Menu on the right. Hover over ‘Mark for highlight’ and choose the Highlight
to which you'd like to add the article. Note that Highlights can only be created (and curated) by
users with the correct permissions in the Settings menu.

this star indicates that the

s an article inthe Entell article is part of a highlight list
o update  SDdemo desk E

78 DEMO  Thisis an article in the Entertainment Desk

o UPDATED | SDdemo  desk Entertainment

A single article can be part of multiple Highlights. A star will appear beside the article title to
let you know that the article has been added to a Highlight list. If the article appears in more
than one Highlight list, you will see a double star beside the article title.

Actions for news items in Highlight Lists

As with the Monitoring list view, clicking on news items in the Highlights pane will prompt an
action menu on the right. Users with appropriate permissions can perform actions, just as
they would be able to do from the Monitoring view.
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ACTIONS

# Edit

& Editin new Window
i Export

B  Spike Item

A  Sendto

[l Duplicate

B Create package
* Mark for highlight
A Mark for desk

€ Unlink update

=] Add to Planning
=] Fulfil Assignment

www.superdesk.org

It's also possible to select multiple items in the Highlights by using the icons on the left side of
the entry as checkboxes.

NATIONAL

number of items selected

57 Marked for me

mark
for user

Maregs desk Nareg

A | ~ | CANCEL | 2items selected ¥ B8 B B v W
g Ei(ej[aja][a export (download)
ﬁﬁ ature media meita:

spike

checkboxes of
selected items

NAREG 6.0 laregs desk: Naregss...

# A ggg
@IS (UNPUBLISHED ) Naregs desk: Naregss...

i A 0

add to
highlight

duplicate

create
package
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Once you have selected items using the checkboxes, you can click the icons that appear in the
top right of the pane to perform actions such as export, multi-edit spike, sent to, publish,
create packages and mark for user provided you have the permission to do so.

4
Export - Download the news item to a Superdesk-external location.

Multiedit - Select items to open side-by-side for simultaneous editing.

=]

Spike - Remove the selected item from the desk workflow.

Send to - Move the news item from its current stage to another desk or stage.
Publish - Publish this item

Create Package - Combine the selected items into a new package.
Highlight Item - Add the selected item to a different Highlight.

Mark for User - The user will receive a notification to follow up on the selected item.

Duplicate - Make a copy in the same location, or a different location.

Creating a new Highlight Configuration in the Settings menu

New Highlights are created in the Hamburger Menu. Not all users will be able to make
Highlights. To make a Highlight, select Hamburger Menu > Settings > Highlights.

Click the CREATE CONFIGURATION icon in the top right corner of the pane. This will open a
new window where you can set up your new Highlight settings.
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Create highlight configuration X

CONFIGURATION NAME *

TEMPLATE
default template

ASSIGNED DESKS
Brexit
Business
DPA
Entertainment
News
News desk
Obituaries
Sport
World news

X-projects

AUTOMATICALLY INSERT ITEMS FROM
Today

CANCEL

Name your Highlight. Select a Template. (This type of Template can be created in the
Hamburger Menu > Settings > Templates). Choose Desks that have access to your new
Highlight. Upon creation, you can have certain items automatically inserted into your
Highlights using the drop-down menu at the bottom of the window.
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This is the Create icon.

On your Dashboard the Create icon allows you to add widgets. On the Monitoring tab, or in
your Personal Space, the Create icon allows you to make new articles, new packages or
upload audio, pictures, and video from your computer into Superdesk. On the Dashboard tab,
the Create icon only allows you to add widgets to your Dashboard. In versions of Superdesk
1.33 and later, you will also find the option to create new content items using the new icon in
the bottom right of the Superdesk interface.

This upgrade allows you to create new content items in all panes, not just the Monitoring tab.

Making New Articles

To start writing a news item, or to upload some media from an external source, click the
Create icon in the top right corner of the Monitoring Pane, or Personal Space. In versions of
Superdesk after 1.33, you will also find the option to create items in the bottom right corner of
the interface, regardless of which pane you're on. Clicking the Create icon in either of these
locations will open a menu:

Plain text

box office

Moare templates...

B Create Package

2+ Upload Media
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CREATE NEW ITEM: Select which Content Profile you will use for your new item. In the
example below, there is a content profile labelled ‘Plain Text’. The names of the Content
Profiles will vary depending on your settings.

RECENT TEMPLATES: Select a template from which to create a new item. Templates can be
configured with metadata fields already filled in. Once you have used a template a few times, it
will appear in this Recent Templates section. In the example above, there is a frequently used
template labelled ‘box office’. Other than the metadata from the template already being filled
in, the news item will have the same interface for editing.

CREATE PACKAGE: Make a new empty package. A package is a grouping of related news
items. Creating a package this way will remain empty until you add news items to it.

UPLOAD MEDIA: Upload a news item from your computer to Superdesk.

The content items that you can create in Superdesk have configurable metadata. Users with
the appropriate permissions can dictate which metadata fields are available, and which
metadata fields are required for new content items. The metadata configurations can be
changed in the Settings section of the Hamburger Menu, under Settings > Content Profiles.
When you choose to create a new item, a new pane will open on the right side of the
Superdesk interface.

In the example below, there is a full set of metadata fields, but the fields in your instance may
differ from the example below:

Page 57 of 221



Superdesk User Manual | Version 1.33 - April 2020 www.superdesk.org

ENTERTAINMENT / WORK_. - — [z

Created 12:30 by Liz McLain Modified 12:30 B OQ i
B 0 worps = source sddemo

SLUGLINE *

0/24 characters

GEMRE Article (news) ¥ TAKEKEY

0: -

PLACE PRIORITY T URGENCY  Editoriz

impartance.

CATEGORY *
SUBJECT *

ED. NOTE

HEADLINE Qaieiii=] 0/42 characters

[ sms |
0 words 0/160 characters

DATELINE

When you have chosen to create a new plain text item, for example, you may see a pane with
text boxes for article metadata such as Slugline, Genre, Place, Headline and the Body. The
BodyHTML field is where you create the main text for your article.

0 words 0 characters less than one minute read
Hl H2 H3 HY HS HE ¥ = := = B

I
T X2 X < M H 0
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When you type in the Body text box, you will see a blue bar with icons above the textbox .This
is where you are able to add formatting to your text.

e / H3 etc. These buttons will make highlighted text into a heading.

" This button places all the text on the current line into a special formatting for quotes.

This button adds a bulleted list formatting to your cursor location or highlighted text.

This button adds a numbered list formatting to your cursor location or highlighted text.
— If you are pasting text from another source, and you want to preserve the formatting
from the original source, select this button to keep the formatting from the original source.

B This button will make highlighted text bold.
I This button will make highlighted text italic.
Y This button will make highlighted text underlined.
This button will make the highlighted text strikethreugh.
x2

This button will add a superscript to the highlighted text, for example: 4> = 16

X . . . N
2 This button will add a subscript to the highlighted text, for example: H,0
S This button allows you to add a website link or link an attachment.

& This button allows you to add an embed. Enter a URL or code to embed.

2 This button allows you to add media into the body text field. Depending on your Content
Profile settings, there might also be fields specifically for feature media.

H This button allows you to add a table. Once the table is inserted, you can add additional
rows, columns and formatting. While editing the table, these options are available at the top of
the Body Html field.

hN To remove formatting from a section of text, highlight the text and click this button.

This button allows you to add Comments. If you use the @ symbol, you can notify
selected users of your comments. Comments can be viewed using the Editor Sidebar.

This button allows you to add Annotations.

G This Suggestions Mode button allows users to collaborate on an article but proposing
changes, while leaving the original text intact.

pl This button allows you to view formatting, which would otherwise be invisible, for
example line breaks, which are highlighted in blue.
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Note: If you are using an older version of the Superdesk editor that doesn’t have the remove
formatting button, you will need to select the text and click the same button as you used to
add the formatting. For example, to remove the quote formatting from a line in an older
version of the editor, put your cursor on the line containing the quote formatting, then deselect
the quote button above the text.

]
H2 »» B T U m ’

As shown above, Superdesk tracks the word count and character count of your article just
above the main body text box.

Using the Suggestions Mode

4 When adding text in the Body HTML field, users have the option to toggle the
Suggestions Mode using the button displayed above.

H1 H2 H3 T X2 X < M H
A wrestler for the new jﬂnarqtion I"-lcadq Kazuchika famously states "I'mj“iﬂc t: make 't rain

~ T

Au:ustu _uw.Hftm r._—nngo rerseas he retu mﬂd |1’“0‘2 o} 3:|T|Je 2in mesﬂc <m_|:iur*1

¥+6 at the Tokyo Dome, where he joined CHAOS. The following months he defeated Hireshi-
a5t Tanahashi Hiroshito w r‘thﬂl'g_.__.f“:J Heavyweight belt in a moment known as the

'%ei-wmaker Shaock']

When Suggestions Mode is active (blue), text that is added will appear in green, and text that
is deleted will appear in red with a strikethrough. Changes in formatting will be highlighted in
green.
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£ Andrew Powers
‘é_;‘f April 12th 2019, 12:41:00 pm

Replace: Hiroshi Tanahashi
with: Tanahashi Hiroshi

ACCEPT REJECT

Changes can be accepted or rejected by clicking on the altered text and selecting ‘accept’ or
‘reject’ in the pop-up that appears. Suggesting Mode is a great tool for editors and journalists
to work together to create quality content.

Using the Annotations feature

"

o The Annotations button may appear in the formatting options at the top of the Body

HTML field when editing a news item.

The Annotations feature allows journalists to provide additional contextual information on
statements or events mentioned in their article. Your article can have any number of
Annotations.

To use the annotations feature, highlight some text you would like to expand on from the body
of your article, then click the annotations button in the toolbar at the top of the Body HTML
field, as shown below.

BODY HTML

::ﬁx;:-:oﬂz.r-ur

select text, then click ahashi to

the annotations button [sthe

‘Rainmaker Shd
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Pieces of text that already contain annotations are underlined in green.

Mew annotation Annotations library

ANNOTATION TYPE
| Regular

ANMNOTATION BODY

CANCEL

Once you click the annotations button, a window will open prompting you to choose an
annotation type, and enter some text in the Annotation Body field. You can optionally also add
some formatting to your text here.

The Annotations pop-up window has two halves: New Annotation and Annotations Library.
The Annotations Library will contain all of the previously used annotations for your Superdesk
instance. You can read more about the Annotations Library below.

To reuse an annotation that you have used previously, highlight the text in the Body HTML
field, then within the pop-up window in the Annotations Library tab, you will see options. Note
that the options displayed will only be those that are related to the same highlighted text that
previously.

The Annotation Type field allows the newsroom to make use of text annotations for different
purposes (e.g. footnotes, jargon buster, remark, etc.). These types are not enforced by
Superdesk, it is up to the newsroom to configure the different types to be used depending on
their editorial needs.

Clicking the SUBMIT button on the annotation window will close the window and create the
Annotation that you have entered.
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y  Andrew Powers
&  April 12th 2019, 10:16:20 am

ANNOTATION

Annotation type: Regular

Wrestling

The full name of the promotion is Mew Japan Pro

Annotations can be viewed by clicking on any text that is underlined in green.

y  Andrew Powers
W Aprilizthz2r

s F

Annotation type: W Delete

Wrestling

The full name of the promotion is New Japan Pro

www.superdesk.org

When viewing an annotation, you can use the action button in the top-right corner of the

pop-up to edit or delete the Annotation.

Annotations Library

Annotations can also be created in the Annotations Library, which can be accessed from the

Hamburger menu.
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Annot library festurepreview 53 Marked for me

Workspace 4 Total: @) Name~ =

Master Desk

Publish Queue prev next

click here to create
a new annotation

Personal Space
ThisNameHere that was the name 1

Content APl Search

. ThisMameHere le frenct
Analy‘tlcs e irench

Annotations Library ThisMameHere e french 2

ThisMameHere another

User Management
ThisNameHere ul lang

Ingest Dashboard

i ThisNameHere
Media Contacts german

Settings ThisNameHere something about annotations

About Superdesk

To create a new annotation in the Annotation Library, click the create button in the top right
corner of the Annotations Library pane.
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Y Total: ) Name =

CANCEL

ThisMameHere that was the name 1

LANGUAGE *

ThisMameHere le french

ThisMameHere |e french 2 DEFINITION *

ThisMameHere another

ThisMameHere ullang

ThisMameHere german

ThisNameHere something about annotations

In the pane that opens when you click the Create icon, you are prompted to add a Name,
Language and Definition. Each field is mandatory. In the NAME field, add the text that you will
be annotating. Enter the Language code in the LANGUAGE field. In the DEFINITION field, add
your annotation content. As of Superdesk version 1.33, the Annotations Library allows for
multiple annotations with the same name. This allows writers to be able to choose which
annotation best fits their article. In addition, the Language field is now prefilled when creating
a new annotation, so be sure to change it if the annotation you're creating does not match the
default language.

Once you hit the SAVE button, your annotation will be available to select using the annotation
button above the BODY HTML field in the article editing window, under the Annotations Library

tab. Note that the option to select the annotation will only show up if the highlighted text is
exactly the same as the NAME field.

Using the Inline Comments feature

Users can add comments to the body of news articles using the Inline Comments
feature in the toolbar at the top of the Body HTML field.
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To add a Comment, highlight some text in the Body HTML field of an article, then click the
Comments button in the toolbar above.

www.superdesk.org

Type your Comment in the pop-up provided. Use the @ symbol and the username to notify
them of Comments that need immediate attention. Upon submitting the Comment, the tagged
user might be notified through the Superdesk-internal notifications or by email, depending on
the user’s preferences.

=

All of the Comments, both resolved and unresolved, can be viewed by clicking the Comments
icon in the Editor Sidebar when an article is open for editing.
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CLOSE SAVE i

Inline comments

BODY HTML

£ Andrew Powers : @[andrew Powers]
{user:5h0ec31773008701 1he32ed1) you
need to add his last name
Today, 12. April 11:24
Selected text:
"Okada"

The two buttons at the top of the Inline Comments pane allow you to view both resolved and
unresolved Comments.

£ Andrew Powers
April 12th 2019, 11:24:56 am

COMMENT | RESOLVE

Andrew Powers you need to add his last name

Reply

To resolve a Comment, click on the highlighted text in the Body HTML field and click the
RESOLVE button, or write a reply in the textbox provided.

Adding Media to the Body of your Article

This button allows you to add media into the body text field.
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Clicking on the media icon at the top of the Body text field will prompt you to upload a media
item from your computer. You can select multiple media items to upload at the same time.

You might need to enter a title, description or headline for your media. Necessary fields are
marked by a red star. If you have selected multiple pieces of media to upload at the same
time, you can add the same metadata for all the media items using the SELECT ALL button at
the top of the Upload Media pane, or you can enter custom metadata for each item by clicking
on each item one at a time.

Upload media CANCEL

Metadata

select multiple images

this game this game

click the upload button to add

the media to your news item D

a boardgame about collecting sushi

this game

use the same metadata easily with
the copy and paste functions.
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Click the Upload button in the top right corner of the pane to insert your selected media. You
will be prompted to edit the image by rotating, adjusting crops, brightness etc. All these
options are explained in further detail below. Be sure to click the DONE button in the top right
corner to insert your media.

The media upload is not limited to photos. It is also possible to upload audio and video if your
publishing destinations support it.

In the Editor, if you have inserted a photo, you can click on the photo in the body of the article
in order to edit it. Click the X’ that appears in the top right corner when you mouse-over the
image in order to remove it.

H2 v B

a

TITLE: jellyfish

click to remove
the image

. 4 § .'l % |'r
edit metadata @ ( Wl \.

-

ALT TEXT: jellyfish CREDIT: [No Valug]

Regardless of which button you click to edit the image, all three options will still be accessible
to you in the image editing interface. In the image editor, you will see three buttons at the top
of the pane: Details / Metadata, Edit Image and Edit Crops.

Page 69 of 221



Superdesk User Manual | Version 1.33 - April 2020 www.superdesk.org

Editimage Details / Meladaia Edit image Edit crops

Tt T Controls

RULES OF PLAY

Change image settings

s me
The Deluxe Pick and Pass Card Go

Adjust colours

MAKI
(2'5 PLAYERS)

2Zno E1

APPETIZER | APPETIZER N DESSERT
\ GREEN TEA
| ICE CREAM

GAME END

Clicking the Details / Metadata button will allow you to change any of the text associated with
the image.

Using the Edit Image button, you can crop the image, rotate left, rotate right, flip it vertically, or
flip it horizontally.

Change image settings

You can also adjust the brightness, contrast and saturation of the image using the toggles
pictured below.
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Adjust colours

If you selected the crop button, you can crop the photo by clicking and dragging the edges in.
Darkened areas will be cropped out of your photo. When you are satisfied with your cropping,
click the DONE button in the top right to save your changes.

Edit Crops Details / Metadata Edit image Edit crops

Original XM smal medium

When you select the Edit Crops button at the top of the pane, you will be able to select from
some predetermined image sizes. You can change the area of interest by moving the
crosshairs on the image at the top.
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Packages are groupings of several news items. There are several ways to create a Package.

You can create an empty package from the Create icon in the top right corner of the
Monitoring Pane (or Custom Workspace), as in the screenshot below:

&

& boxoffice

More templates...

=+ Create Package

+ Upload Media

Creating a Package in this manner will produce an empty Package. You can add metadata to
the header, just as you would with any other news item creation. Packages have their own

metadata, independent of the metadata of their individual pieces.

JELLYFISH FOR EVERYONE  Jellyfish
[orRaFT | location: workspace

7 SLUGLINE GOESHERE. This is your Headline
[oRaFT | location: workspace

7 SLUGLINE GOES HERE. This is your Headline
[oRaFT | location: workspace

7 SLUGLINE GOES HERE. This is your Headline
[oRaFT | location: workspace

1 WHERE DOES THIS GO where does this go
[oRaFT | location: workspace
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You can choose articles to add to your package from the Search or Monitoring tabs of the
Workspace Panel. To add content to the package you've created, hover over the icons to the
left of each article to turn them into checkboxes (as shown above). To add articles to the
package that you have open, select articles by clicking the checkbox. Then you can choose
the Add to Current Package button in the top-right corner of the Monitoring or Search window.

%%ﬂﬁl}&q

create package ‘
add to current package

You can also choose to create a new package with selected content items using the ‘Create
Package’ button to the left of the ‘Add to Current Package’ button. Clicking on the Create
Package button will open a window with the selected articles already attached. You can then
enter the metadata for your package. Note that you cannot create packages in the Personal
Items tab (Personal Space).

See the Packaging section in the Superdesk Manual for more ways to create packages here:
Packages.

Moving Items between Desks and Stages

Exg
.This is the ‘Send To’ button.

If you created an article in your Personal Space, when you are satisfied with your article, you
can choose to send it to a Desk to be reviewed by others by clicking the ‘Send To’ button in the
top-right corner of the article editing window. If you created an article on a Desk, it will
automatically be visible to others.
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Send to

v  DESTINATION

Sport

Working

Revise

Depending on your user permissions, you can also send the news item for publishing using
the ‘Send To’ button in the article editing window.

If you are not ready to send it to publishing or to a Desk, you can click the blue SAVE button in
the top-right corner of the article editing window, then click CLOSE to revisit the article at a
later time.

Editing and Re-opening Existing Items

You will find item list views in the Monitoring pane, Search pane, or in your Personal Space
tab. Mousing over any item in a listview will reveal an Action menu on the item'’s right.
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ACTIONS

/ Edit
& Copy

B Spike ltem

CORRECTIONS

Z Update

www.superdesk.org

When you wish to continue writing your article, hover over it, click the Action menu in the list
view and then select Edit. (Note that the items that are available in an action menu will depend
on the news item'’s current status, your permissions and whether you have the planning
component as part of your Superdesk instance.)

Once the item is opened for editing, you will see several icons along the top of the editing

pane.

= E

Save as template
Live suggestions
Compare versions

rMultiedit

Mark for user
PLANNING
[E] Addto Planning

2] Fulfil Assignment

SPELL CHECKER

Run automatically m

ack spelling
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Along the top of the editing window, you will find several tools.

Minimise icon.

The first button allows you to minimise your current article. A shortcut to the article will
appear at the bottom of the Superdesk interface in the Workspace Bar.

The second icon is an Action menu. Selecting it opens a pop-up menu with options to save the
formatting as a template, open the item in the Multi-edit side-by-side editing mode, run a spell
check, etc. Dictionaries for your spell check can be set up in the settings section of the
Hamburger menu in the top-left corner of the Superdesk interface. In this action menu you can
find the Multiedit option, which allows you to have more than one article open side by side.
Selecting the Multiedit option will make the article available to be viewed in the Multiedit
mode. Multiedit mode can also be accessed from the Monitoring tab by selecting multiple
articles using the checkboxes and then clicking the Multiedit button in the top-right corner.

Exg
. This is the Send to button.

The third icon is the Send to button. It allows you to send your article to a particular Desk,
Stage or to publish it, depending on your user permissions.

Editor Sidebar

The Editor Sidebar provides additional options for items that are opened for editing. Note that
different items might appear in your Editor Sidebar, depending on which Content Profile you
are using.
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3>

This is the Editor Sidebar.

When a tab in the Editor Sidebar is open, the icon will be blue. To close the tab, mouse over the
blue icon, and it will turn into an ‘x’. Click the ‘x’ to close the tab.

Info Button

Below the ‘Send to’ button you’ll find the Editor Sidebar. The first button below the ‘Send to’
button is the Info button.

The Info button allows you to add metadata to your article, view the article expiry, and change
the unique name for your article.
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Metadata

NOT FOR PUBLICATION

LEGAL

USAGE TERN write notes here
LAMGUAGE en
PUBSTATUS usahle
STATE FETCHED _
INGEST PROVIDER Reuters Top News
PROVIDER SEQUENCE 20
URGENCY 3
PRIORITY 6
WORD COUNT 3
SOURCE Reuters Top News
TAKE KEY

SERVICE FIXMET
GEMNRE Article (news)
DATELINE

BYLINE

SIGN-OFF ZEZ

www.superdesk.org

In the Metadata tab of the Editor Sidebar, you will find the following:
Not for Publication: A flag that when switched on will appear beside the slugline in the article

entries window. This flag lets users know that the article is not fit for publication. Any attempt
to publish an item that is flagged with Not for Publication will result in failure until the flag is
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purposefully switched off. Occasionally the articles that are marked Not for Publication are
used internally for briefings or for content which shouldn't be included in the editorial system.

Legal: A flag that when switched on appears beside the slugline in the article entry window.
This flag lets users know that the article contains legally sensitive information, requires extra
caution and needs to be reviewed before being published. Unlike the Not for Publication flag,
the Legal flag will not prevent the story from being published.

Usage terms: A field for notes about publishing conditions. These terms can be inherited from
the Ingest source or edited within Superdesk.

Language: A place for entering a language code. This could be inherited by the Ingest Source
or set locally. This language code determines the dictionary and abbreviations dictionary will
be applied to the item.

PubStatus: Usable or Unusable. Stories that have the pubstatus set to unusable should be
killed and deleted.

State: Displays all the current article status flags, for example: legal, fetched, not for
publication, takes, corrected, published, etc.

Expiry: Desks can optionally have an auto-expiry set up. This line tells you when the article
expires. When an article expires, it gets deleted and you can no longer edit or publish it.

GulD: This field provides a unique global identifier for your item. It cannot be changed or
edited.

Unique Name: Each item is assigned a unique number in this line, based on its GulD, but you
can change the unique name to a more intuitive, easily searchable string. It is possible to
search by Unique Name in the Advanced Search pane.

Note that the Not for Publication toggle does not actually stop a user from publishing the
article but rather marks it with a tag denoting its status, as shown below:

TAPEWORMS something about tapeworms
[ PUBLISHED | [ NOT FOR PUBLICATION |  desk’ London

In the info tab of the Editor Sidebar, you will also find data about version, source, urgency,
genre, type, and when the article was last updated.
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Find and Replace

Lg"\

The Find and Replace feature allows you to locate and update specific words and phrases. It
can be a great time-saving feature for editors and journalists.

Find and Replace

DOME

Type the word you wish to adjust in the FIND text box, then type your new word in the
REPLACE WITH textbox. The REPLACE ALL button will replace every instance of the word with
what you put in the REPLACE WITH textbox. You can also replace them one at a time with the
REPLACE button, instead of REPLACE ALL.

Comments
=]

Clicking on the Comments icon allows you to have general discussions about the news item'’s
content with other users. Note that these Comments are different from the Inline Comments
feature. Inline Comments are used in the Body HTML field to make specific comments about
parts of the news item’s content and can be found in the Inline Comments tab of the Editor
Sidebar.

This Comments tab is designed for more general types of discussions.
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e E m —
—

Created 02/2¢ by first name me last name Comments

o g few seconds ago

Liz McLain : we need more information
about the dog's owner and the situation
in general

o 13 minutes ago

Liz McLain : this is a good picture

o
Required submit new
comments at the
1P bottom of this pane

click the post butten to submit your comment

[] Post on "Enter’ CANCEL POST

The number of new comments is shown in the info bubble. New comments can be added at
the bottom of this Comments pane. Type your comment in the textbox, then click the POST
button.

Versioning

@

If you are writing and editing your article over multiple sessions, every time you save your
article, Superdesk will retain a copy. In addition to user initiated saves, Superdesk will perform
an autosave after you stop typing for 3 seconds. You will see the most recent autosave in your
Versions tab in addition to your previous saves.
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Versions  ltem history

34 minutes ago
34 minutes ago

what happens in your versioning tab

what happens in your versioning tab

REVERT

min

www.superdesk.org

36 minutes ago by admin
what happens in your versioning tab
version- 3 [ DRAFT | REVERT

You can access previous versions in your versioning tab. Clicking REVERT lets you continue
writing from a previous version, while still preserving all the other versions as well.

The Item History tab will let you see who created the item, when the item was updated and by
whom.

Packages Info

Clicking on the Packages tab in the Editor Sidebar will let you know if the item that is currently
open is part of any packages. If the article you selected belongs to any packages, a link to the
packages will be displayed here, along with the date and time that it was added to the
package. Inthe example below, the headline of the package that the item is a part of it ‘GET
YOUR PACKAGE HERE'. Clicking on the package will allow you to view the Package, or edit it, if
you have the appropriate permissions.

Packages
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Macros

+

While Marcos are created in the backend of Superdesk, you can view the macros and apply
them here. Macros can be grouped using the toggle at the top of the tab to help you find the
one you're looking for faster.

Macros

Group Macros ()

¥  QUICKLIST

LENGTH MILES TO KILOMETRES

POPULATE ABSTRACT

> AREA

> LENGTH

> TEMPERATURE AND WEIGHT

? VOLUME

? MISCELLANEOUS

Attachments

@

The attachments tab allows you to add files, and view files that are attached to the news item.
Clicking on the attachments tab will open a new pane, from which you can add new
attachments.
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POLITIC DESK /
Created 08/26 by first name me last name 8 attachments
B | sourRce xy
] akihabara

SLUGLINE= n akihabara.jpg (138.3 kB)
in tokyo

GENRE Article (news)
my dog

PLACE n cid.jpg (47.4 kB)
ciD

CATEGORY * FIXMET
mushrooms

SUBJECT * archaeology n fluorescence6HDfree jpg (206.4 kB)
flora

ED. NOTE

number of new
attachments

shown in the
info bubble

&

Drag one or more files here to upload them,
or just click the button below.

o ‘!‘ ATTACH FILES

Click the ATTACH FILES button to upload new attachments. Clicking on the ATTACH FILES
button will open a new pane from which you can select files to upload. Note that these
attachments can be Superdesk internal, or published with the news item. Use the toggle on
the Attach Files pane to set this parameter:

Internal

L@

You may also need to add a title and description for your attachment. Depending on your
Superdesk settings, there may be a size restriction for uploaded files.

Inline Comments

=

This tab allows you to view the Inline Comments that have been submitted for this item. These
Inline comments are not transmitted in publication but will remain associated with an article
even if it is sent to another desk, or published.
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l'“

this is a comment

CANCEL

m

To add Inline Comments, highlight text in the Body Html textbox when you are creating a news
item. Select the Comments icon in the toolbar above them in the text box, then click the blue
SUBMIT button.

If you want to make sure that your Comments are read by a specific user, you can type their
@username in the comment feature to send them a notification. Comments are not
transmitted on publication, they are for workflow/newsroom use only. Editor’s notes field in
the metadata header should instead be used for information to be transmitted with the
content beyond publication, for third-party/client editorial teams. Read more about using the
Comments feature.

Related Items

XN

The Related Items tab allows you to view items that share the same slugline or keywords. In
the Related Items tab, you can also relate news items together. In the Superdesk backend, the
Related Items tab can be configured to allow fields other than the slugline to be used to relate
items.

Once you click on the Related Items icon in the Editor Sidebar, you can type keywords into the
search bar of the Related Items pane to generate a list of items that share the same slugline

(or other configured field).

Note that the Related Items tab only displays while you edit text items, not packages or media.
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CLOSE i

Relate an item {1
sushi go SEARCH
E [ susHico 17:00
sushi go

M PROGRESS
desk: Politic Deskstage: Working Stage

genre: Article (news)

Clicking on the action menu of an item in the Related Items tab will allow you to open the item,
associate the metadata for the items, or associate the item as an update.

The gear icon in the Related Items pane allows you to configure complete or partial matches
of the sluglines, as well as limiting the recency of the articles.

Relate an item Configuration

SLUGLINE MATCH

Exact -

LAST UPDATED

Today -

SAVE

If an item in the Related Items tab is locked, you will see that information in the Related Items
tab.
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A Package is a container consisting of various news items, sometimes you might pair plain
text items and image(s) or you might group several related articles together to be published as
one. Packages have their own metadata, independent of the metadata of its individual news
items. There are several ways to create a package.

Creating an empty Package

This is the Create icon.

Users can create a package by clicking on the Create icon in the top-right corner of the
Monitoring pane.

Plain text

MNo recent femplates

Maore templates...

E+ Create Package

4+ Upload Media

Clicking on the Create icon will open a drop-down menu from which you can select the ‘Create
Package’ option. (Note that Content Profile names in your Superdesk instance may vary from
those in the screenshot above.) Packages have their own metadata, independent of the
metadata in its individual pieces.
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create package ‘
add to current package
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While this empty Package is still open, you can add news items to it by selecting articles from
any article list window (such as the Monitoring pane, or Search pane) and clicking the Add to

Current Package button at the top of the window.

Creating a Package from a single item

In the Monitoring tab or Search tab of the Workspace Panel, users can choose a news item to
start creating a new package from by clicking on the item’s Action menu icon. From the menu

that pops up, you can select Create Package.

ENTERTAINMENT -

# Q Monitoring
@ Ble o &[5 w0
ENTERTAINMENT DESK ouTPuT (@
ENTERTAINMENT / WORKING STAGE ()
| 89 BOX OFFICETOP10S  Box Office Hits
'@: o | Box oFFICE | SDdemo desk: Entertainment
Qi ENTERTAINMENT / INCOMING STAGE ()
=| PUBLISHER-TEST  Test test Test
m o desk: Entertainment
ENTERTAINMENT / REVISE STAGE ()
® e
ENTERTAINMENT f STANDBY STAGE @)

Nooe Oy om e NN

I T

Edit

Edit in new Window
Export

Spike Item

Send to

Duplicate

Create package h

Mark for highlight

Mark for desk
Update

Add to Planning

Fuliil Assignment

This will create a package containing the original news item and the item’s headline is copied

to the package headline.

B

You can also click the Create Package icon which appears once you select the checkbox

beside an item (see Creating a package from multiple items).
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Creating a Package from multiple items

In any list view (for example the Monitoring tab or Search tab of the Workspace Panel), users
can select multiple items by hovering over the item'’s icon on the left side of the article entry,
which turns into a checkbox. Check off the boxes of the desired items, and click on the Create
Package icon in the top-right corner of the window to create a package with these items in it.
If you are creating a package from the Search tab, note that you cannot use Ingested articles
to create a package. Articles must be fetched to a Desk before they can be added to a
package.

CANCEL 2 Items selected EE T * %
o Create Package
ALL Sort: Updated =
~ 3 Czech police detain almost 7700 illegal foreigners in 20...
CTK (RSS)
¥ LONDON-ST-PAULS St. Paul's Cathedral
AAP

A new Package is then created with empty metadata but a copy of the headline from the first
item you selected.
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Pokemon Go Is Making Children Of Us All

MAIN

E Pokemon Go Is Making Children Of Us All
Created a few seconds ago by admin admin

Indulging our inner child might not be a bad idea.

E Japan Is Quietly Building A Tiny Tropical Islet, But An Angry China Has
Noticed

Created a few seconds ago by admin admin

Japan's southernmaost islet is so small at nine square meters it conjures up
comparisons to boats and bedrooms. Curiously, the government in Tokyo has spent an
estimated $600 million on infrastructure such ascement and steel breakwaters to
prevent erosion of the tiny feature. It's also cultivating coral to buff it [..]

STORY

- — . Blank headline received

Adding items to an Existing Package

While working on the package (i.e. having it open) users can add more news items to it.

ACTIONS
A Edit
[ Duplicate

B  Spike ltem

PACKAGING

main

story ¥ Create package
sidebars * Mark for highlight
fact box ¥, Add to current
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A single item can be added to a Package by clicking on the item’s Action menu and selecting
the Add to current option and then choosing whether it should be featured as main, story,
sidebars or fact box. If you create a Package and add items to it one at a time, the headline
does not automatically get filled in.

Adding multiple items to a Package

Multiple items can be added to a package by selecting their checkboxes and clicking on the
Add to Current Package icon in the top-right corner.

BEE T B & B %

add to current package

Note: The only reason that an item cannot be added to a package are: if it is killed, or it is an
ingested item that has not yet been fetched to a desk.

Packages Tab in the Editor Sidebar

When an article is open in editing mode, selecting the Packages tab will display whether the
article belongs to a Package and the name of that Package to which it belongs.
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WORLD NEWS / PRODUCER

Admin Boss

480 aap 0

JAKARTA-BANTLEMAN
Article (news)
ASIA

Australian Weather

Images are available http://www.cpima

A

Neil Bantleman's acqui
Indonesia

The family of a Canadian schoolteacher :
after the Indonesian Supreme Court over,
Bantleman and sentenced him to 11 year

CLOSE

Packages

[~ ]
HEADLINE

Spiked items are articles and news items that have been removed from the current Desk’s
workflow. Note that spiking an item is different from killing an article. (Published articles

cannot be spiked, but must be killed instead). Spiking an item is reversible, unless you are
spiking an item from your Personal Space, in which case spiking an item will permanently

remove it from Superdesk.

1]

Spiked items from your Desk can be viewed by clicking on the Spike icon in the Workspace
Panel. Each Desk has its own associated Spike tab.
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Items can be spiked from any list view, such as the Monitoring pane, your Custom Workspace,
or your Personal Space, etc. Articles spiked from your Personal Space will never be shown in
the Spiked Items tab, but rather permanently deleted.

This is the Action menu.

To spike an item, hover over the item and click the Action menu that appears on the right side
of the article entry.

ACTIONS

# Edit

[B Duplicate

W Spike ltem
PACKAGING

& Create package

+ Mark for highlight >

From the Action menu, select the Spike Item option. Items can be spiked from any Stage prior
to publishing. (Note that published items cannot be spiked and must be killed instead.) Killing
an item sends out notifications to all the content subscribers of the published article notifying
them that the article is no longer fit for publication and has been recalled.

It is not possible to spike an item that is part of a package. You must first remove the item

from the package before you can spike it. You also cannot spike items that are currently open,
or are locked by another user.
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Spiked Items
Sort: Updated =

USA-ELECTION/SANDERSS -k Supporters for Democratic U.S. presidential candid
Reuters desk: Darwin

BELGIUM-BLAST/ A police officer stands outside the Athens Eleftherios Venizelos Internation

sPIKED | Reuters desic Darwin

You can search through the spiked items using the article type filter buttons or by clicking on
the search icon and typing keywords into the text box. Spiked items are desk-specific so you
will only see items that have been spiked from your current Desk (as denoted by your Desks
menu).

E  Unspike Item

Spiking items from a Desk is not permanent. If you find an article that you wish to return to the
desk workflow, hover over the article in the Spiked items section. The Action menu will appear.
From there, you can choose the Unspike Item option. This will return the article to the Stage
and Desk from which it was spiked.
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As a reporter, you will likely spend most of your time creating and revising content within
Desks or your Custom Workspace(s), in addition to monitoring and searching content for
research purposes. Once an admin creates an account for you in Superdesk, you will receive
an email with login instructions.

If you haven't already done so, it would be useful to familiarise yourself with the following
chapters:

e What is Superdesk?

e Dashboards & Widgets

e Monitoring

e Superdesk Glossary

When you click on Select Workspace (the Desks menu) in the upper-left corner beside the
Hamburger menu, a drop-down list of desks you've been assigned to should appear. If you
don’t see any Desks in this menu, contact your administrator to set them up.

The Dashboard for each Desk will display widgets configured by your editor or admin. You can
customise the Dashboard widgets on your Custom Workspace Dashboard.

©

The Monitoring View is a space where journalists or production staff can keep up-to-date on
the content in each work Stages, create new items and move content between stages. The

Monitoring View can also be set up to show Saved Searches. The content of the Monitoring
View tab is set up by your desk administrator, in the Desks section of the Hamburger menu.

Content Workflow

To create a new news item, first make sure you're on the Desk where the item should be
created. (You can check which Desk you are on by referencing the Desks menu at the top of
the Superdesk interface). Alternatively, you can create a new item in your Personal Space if it's
not intended to be shared right away.

Click the Monitoring icon (second icon on the Workspace Panel) to enter the Monitoring
workspace. Click the Create icon located in the upper-right corner of the Superdesk interface.
Depending on which content profiles are assigned to your desk, the new items that you can
create will vary.
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To create an article, select a content profile or a template you'd like to create from. Once you
enter metadata and some text, you can hit the SAVE button in the top-right corner to save it as
a draft. Articles will be saved to the Desk you are currently working on. If you are working in a
custom workspace, the article will be saved to the current user’s default desk.

You can keep an article open but minimise it by clicking the minimise icon located beside the
SAVE button at the top of the article editing pane.

Note: If you don't close the article, it will lock, preventing other users from updating it (though
senior staff can override this). All your open items remain visible in the Workspace Bar located
at the bottom of the Superdesk interface. If a user session hasn't been updated in four hours,
the session is terminated and the lock is dropped. While you are editing an item, it is locked,
preventing any other users from making changes to it. This is denoted by a red stripe that
appears next to the article entry in the Monitoring tab.

Eas Monitoring

@ Ele o &ad 5| ™o

- click here to create a new item,
ENTERTAINMENT DESK OUTPUT package, or upload media

*

i]

114 ENTERTAINMENT NEWS  Entertainment News!

SDdemo desk: Entertainment
2 D this item is locked from other users I
PUBLISHER-TEST  Test test Test
E e desk Entertainment

ENTERTAINMENT / REVISE STAGE

As you work, changes are autosaved both on the server and locally. If you lose internet
connection, you can restore your work once a connection to the server is re-established,
though there may be some issues if the file has been modified during the disconnection.

Research & Multi-Pane Workflow

e The Search feature allows users to navigate through multimedia from any

O\ repository Superdesk is aware of various news agency feeds, RSS, emails and
other sources. These sources are set up by the Superdesk administrator. If you
cannot find items from a desired source, notify your administrator.
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Superdesk’s multi-pane workflow enables users to have a Monitoring or Search window for
research open at the same time as an article entry. This makes it convenient to work on an
article and easily switch context to look up information in an archive, for example. Users can
also have multiple article entry windows open simultaneously.
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Monitoring Issues & Saved Searches

If you are interested in monitoring incoming RSS content and content being produced about a
particular issue, you can set up a Monitoring widget in your Custom Workspace.

To do this, first click the Search icon on the Workspace Panel and set the parameters for your
Advanced Search. When you input your desired Search parameters and perform the search, a
blue button reading ‘Save Search’ appears at the bottom of the screen.

Make sure you turn on the Global Read toggle to make the Saved Search available for use in a

Monitoring widget that is not in your Custom Workspace. Saved Searches do not need to be
saved as a Global Read if you are only using it in your Custom Workspace.
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You should now see the Saved Search by clicking on the Saved tab of the Advanced Search
panel. Note: If your search does not return any content, you can still save the search and be
alerted when new content corresponding to the search comes into the system.

To set up a widget showing a Saved Search, click the house-shaped Dashboard icon on the

Workspace Panel, and then click the blue Create button in the top-right corner to add a new
widget. Select Monitoring Widget, then Add this Widget, then click Done.
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To adjust the Monitoring widget settings, click the gear in the top-right corner of the widget on
the Dashboard. Select the Saved Searches tab and select from the list of Global Saved
Searches. Click the button beside a Saved Search to turn it on (blue means on, grey means
off). You can arrange the order you'd like multiple searches and desk Stages listed in the
widget by clicking the Reorder Sections tab and dragging and dropping them into place. You
can also adjust the number of items you'd like to display for each section of the Monitoring
widget.

Updating Content

To resume working on an article after it's been closed, journalists can find any content they
need to update using the search feature on the Monitoring view of the Desk.

=
©

#
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From the Monitoring View, users can also use the Quick Search Filter from the Monitoring
View (click the search icon in the top-left corner of the Monitoring pane). This can save
journalists a lot of time when tracking down content as it can quickly filter through thousands
of items in a Saved Search, for example, to see all items with mentions of the search term(s).

Once the desired article comes up in a list, hover over it, and an Action Menu will appear. Click
the Edit option to open the item in a new pane.

Bundling Images and Text Items Together

There are several ways to bundle images and text together. You can create a package and
insert both images and text items to the package. Alternatively, you can insert images into the
main body of an article directly. Ask your Editor for which method of bundling they prefer. You
can read about creating Packages and inserting media in the body of an article in other parts
of this manual. You can also add images as attachments when an article is open for editing.
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Sending Drafts

This is the Send to/Publish icon.

If you created an item in your Personal Space, when you are satisfied with your article, you can
choose to send it to a Desk to be reviewed by others by clicking the ‘Send to’ button in the
top-right corner of the article editing window. If you created an article on a Desk, it will
automatically be visible to others. Depending on your permissions, you may be able to send it
to the publishing queue using the Send to/Publish button as well. If you are not ready to send it
to publishing or to a Desk, you can click the SAVE button, then CLOSE to revisit the article at a
later time.

When you are ready to move a content item into another stage of the content workflow, click
the ‘Send to’ button on the right-hand corner of the article editing window. A pop-up menu then
appears with options to select the destination Desk and work stage (i.e. Bureau chief in,
Bureau out, etc.) you'd like to submit to.
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You will also use this ‘Send to’ button to move news items between States of a Desk. Stages
are set up by your administrator and are used to organise items within a Desk. You can also
use this pane to set an Embargo notice on the item until a certain date and time as well as a
publishing schedule. Note that an Embargo does not prevent an article from being published.

The news items (or packages) can be sent to a different stage of the Desk (for sub-editing for

example) or to another desk using this ‘Send to’ button. It can also be published. Publishing
can be scheduled to a later time. Once Published items can only be updated or killed.
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If new information has surfaced regarding an article, an Update can be created to replace its
previous version. When you choose Update from the Action menu, a new article is created with
the same metadata, bylines, dateline, headline, abstract, priority, urgency, place, subject and
category. The takekey will become “update”. Note that you cannot perform updates on picture
items or packages.

Kills are used to stop clients from using content you sent them (they are required to remove

the content once you do this). This is especially useful for court stories that suddenly issue a
non-publication order after a journalist has been reporting throughout the day.

Spiking

O

Spiking an item means marking it for removal from the Desk workflow (without actually
deleting the information, in case it needs to be used in the future). To view all spiked items,
click on the Spiked Items icon on the Workspace Panel.

To Spike an item, click on the Action menu of the article and select Spike Item. Note that

published items cannot be Spiked. Items that are spiked from your Personal Space are
permanently deleted.

Other Useful Features & Tools

Templates

A time-saving feature for journalists, the templates feature enables users to save any article
with a complete copy with all its metadata by clicking on the Action menu at the top of the
article editing window and selecting ‘Save as template’.
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When selecting the ‘Save as Template’ option, a new window then opens up prompting users
to name the template and assign it to a Desk.

Creation templates create content with a specific profile. If you're a court reporter, for
example, you might have a general news template and a court template, which would save you
from having to enter repetitive metadata. Highlights templates configure elements like
Headline, Byline, Abstract, etc. from multiple articles to be displayed as flat/digest files.

Multiedit

This is the Multiedit button.

You will see the Multiedit button at the top of the article editing window. The Multiedit button
allows you to toggle between multiple open content items, as well as to display two news
items side-by-side in editing mode. You can enable the Multiedit mode for an article in the
action menu at the top of the article editing window. You will find the Multiedit button at the
top of the article list. You can select up to 12 articles to open in Multiedit mode at the same
time.
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Highlights

*

The Highlight icon located on the Workspace Panel allows you to view Highlight lists.
Highlight lists are most commonly used for content indexes, top-10 lists, section features and
all manner of user-curated lists. Highlights can be generated automatically against
user-defined metadata, or set up for manual curation. Highlight lists can be scheduled for
publication or distribution. Most journalists will not have permission to add items to a
Highlight list.

Versioning

@
While an item is open for editing, you can click the Versioning icon located in the Editor

Sidebar on the right-hand side of the article editing pane to display previous saves or revert
back to earlier versions of a content item.

Annotations

Annotations are a useful Superdesk feature that allows journalists to add additional
information to their articles. Annotations are specially designed for information that is often
appended to specific text items. Annotations can either be created in the Hamburger menu,
within the Annotations Library, or within the editor while creating an article.

this is highligh

To add an annotation to text in the body of your article, highlight the text and click the
annotations button. Read more about Annotations.
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Custom Workspaces and Personal Space

Custom Workspaces are configurable individual workspaces accessible from the Desks menu.
Custom Workspaces have their own Dashboards and Monitoring tabs, which make it possible
to monitor several Desks in one place so they are ideal for users that are working on more
than one Desk.

Customising your Custom Workspace Dashboard is a great way to monitor several projects in
one spot, without having to click back and forth between Desks. Only you can access your
Custom Workspaces, so you can customise your Custom Workspace Dashboard and Custom
Workspace Monitoring tab to suit your individual workflow. Dashboard of Desks have widgets
that are determined by the Desk manager.

@ Personal Space is an icon located on the Workspace Panel.

Clicking on this icon in the Workspace Panel displays all the articles and items you have
created in your Personal Space. Only you can view or edit items in your Personal Space. To
create a new Personal Item, click the Create icon in the top-right corner of the Personal Space.
You can send your Personal Items to a Desk workflow using the purple ‘Send to’ button in the
article editing window.

User Profile Settings

To view and adjust any of your profile settings, click on your user icon located in the
upper-right corner of the Superdesk interface. When you select Profile, an Overview of your
profile information is displayed. You can also set your preferences and contact information,
view your privileges and view your activity stream. User privileges are set by administrators.

Comments

When an article is open for editing, users can add Comments to each news item with
Twitter-like @mentions.

Comments

‘, Superdesk Admin : Hey (@Karel, we need a
quote from PM

( } Superdesk Admin commented on

B Tew seconds ago

@karel Hey, have a look at the story.
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This feature is useful for alerting other Desks or users to the content in a hurry.

=

This is the Comments button in the Editor Sidebar.

Comments can be viewed in the Editor Sidebar, when an article is open for editing, using the
Comments button displayed above. These Comments can be used for general feedback about
the news item. Inline Comments can also be added to the Body of a news item using the Inline
Comments feature. Inline Comments can be used to reference specific parts of the text.

Mark for User

As of Superdesk version 1.33, Superdesk now includes a ‘Mark for User’ feature. This allows
users to keep track of news items that require their attention. News items can be marked for
users in several ways:

- From the action menu of an item in any list view (such as Monitoring or Highlights).

- From the action menu of an item in the Editor or Preview pane.

- Using the icons at the top of the Monitoring pane if multiple items are selected.

<
= POLITIC DESK = o0 Marked for me o

SUSHI GO  sushigo

ﬁﬂ o Superdesk desk: Politic Desk mark for user icon I
o users can access items marked

_ for them directly from the menu
S . .

- to the left of their user icon

= ) .
e

else
o desk Politic Desk

else

Users can access items that are marked for them directly from the menu to the left of their
user icon, or by clicking on the ‘Marked for Me’ button at the top of the Monitoring pane for
their current Desk. The info bubble on the ‘Marked for Me’ button lets you know how many
items have been assigned to you in general, or within your current Desk on the Monitoring
pane.

MARKED FOR ME
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Clicking on an item in the ‘Marked for Me’ list will open it in the Editor, unless the item is
locked by another user.

Spiked items and locked items cannot be marked, and only users with the mark for user
privileges will be able to use this action.

When marking content for a user, the online status indicator is shown on the user avatars in
the list of users, so that the user can easily see whether the target user is currently online or
not. The marked user will receive a notification in the Superdesk interface, as well as an email
notification. When an item is marked for a user, a new version of the content item is
automatically created. By doing so, Superdesk makes sure that the user receives the latest
copy of the item and that "dirty changes" are not lost on the way.

As an editor for a particular news beat or Desk, you will likely spend most of your time
monitoring issues, editing content submitted by reporters, and publishing content. This
section of the Superdesk manual outlines the most useful tools and time-saving features for
editors within Superdesk.

Once an admin creates an account for you in Superdesk, you will receive an email with login
instructions. The admin will also assign you to the appropriate desk(s) and set your
permissions and privileges within Superdesk.

Editorial Notes

A section for Editorial Notes in a news item’'s metadata provides Editors with a means for
adding notices to content that will be sent to subscribers. The Editorial Notes is a metadata
text box in the article editing window, just above the Headline. In order to use the Editorial
Notes, please ensure that the field is enabled in the Content Profile that you are using.
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Editorial Notes can be entered anytime before an article is published, by entering text in the
Editorial Notes line of the article metadata.

Moving Through Workflow & Publishing Content

To publish content or send it to a particular Stage in the content workflow, click the purple
Send To/Publish button on the right-hand corner of the article editing window.
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A pop-up menu will appear with options to select the destination Desk and Stage (i.e. Bureau
chief in, Bureau out, Revise etc.), to set an Embargo until a certain date and time, to set a
publishing schedule or to publish the content item directly.

Stages for each Desk are set up by users with the appropriate permissions in the Hamburger
menu.

Note: Setting an embargo date does not prevent an item from being published, but marks it
with a date and time before which the item should not be published.

Customised Workflow
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Based on workflow configuration (Desks, Stages, etc...) the content can go through various
steps of editing and approvals, or it can be published directly if the authors have the
appropriate rights/privileges.

Workflow is Desk-specific, so you can have some Desks with users who can publish directly
and other desks with a more complex workflow that suits your newsroom.

Monitoring Content & Issues on the Dashboard

©

Monitoring enables you to easily observe desk activity, incoming RSS content and items being
produced about a particular issue. This can be done via the Monitoring view (clicking the
Monitoring icon on the Workspace Panel) or by setting up Monitoring widgets on your desk
Dashboard.

= -]
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To set up a widget, click the house-shaped Dashboard icon on the Workspace Panel. If you are
assigned to multiple desks, make sure you select the correct desk from the Desks menu, and
then click the Create icon on the top-right corner of the screen. Select Monitoring, Add this
Widget, and then click DONE. To modify the settings of the new widget, click the gear icon
located on the top-right corner of the widget. In the monitoring widget settings, you will see a
list of desks. You can switch the toggles on for the desks you wish to monitor (blue means on,
grey means off) and select the Stages within each desk that you want to include in the display.
You can arrange the order of the Saved Searches and Desks Stages listed in the widget by
clicking the Reorder Sections tab and dragging and dropping them into place. You can also
adjust the number of items you’d like to display for each section of the Monitoring widget.
Read more about Dashboard Widgets in other parts of this manual.
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Monitoring Saved Searches

Saved searches are a great time-saving feature. To create a Saved Search, first click the
Search icon on the Workspace Panel and set the parameters for your Advanced Search. When
you input your desired Search parameters, click the blue SAVE SEARCH button that appears at
the bottom of the Advanced Search parameters pane after the search has been completed.
Remember to toggle Global Read to the on position in the Saved Search window to make it
available for your Monitoring widgets, described above.

To set up a widget monitoring a Saved Search, follow the same instructions to add the

Monitoring widget. This time when you modify the settings, click the Saved Searches tab and
select from the list of Global Saved Searches.

Spiking Items

O

Spiking an item removes it from the desk workflow. It is not a hard deletion, but a reversible
removal. To view spiked items for your current desk, navigate to the Spiked Items icon via the
Workspace Panel. To Spike an item, click on the article Action menu and select ‘Spike Item’.
Spiked items can be Unspiked unless they were spiked from a Personal Space.

Other Useful Features & Tools

Templates

Any article can be saved as a Template (a complete copy with all metadata) by clicking on the
Action menu at the top of the article editing window and selecting ‘Save as template’.

CLOSE — BB

Save as template

There are a few different types of Templates. ‘Creation templates’ create content with a
specific profile. ‘Highlights templates’ configure certain elements from multiple articles to be
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displayed as flat/digest files. These Templates can include the essentials, like Headline,
Abstract and Byline of a group of highlighted stories.

New Templates can be created in the Settings > Templates section of the Hamburger menu.
Once the Template is created, you can easily generate the Highlights daily/weekly/hourly etc.
You can also send out digests with a list of all the items in a Highlight so that subscribers can
go through the wire to find the original files. Additionally, you can schedule Templates to
automatically generate articles.

Administrators can set up Templates so that they can be used by all members of a Desk. To
do this, admin users select the ‘Add New’ button in the top right corner from the Templates tab
in the Settings section of the Hamburger menu. This is where admin users can also edit
existing templates.

Templates

2 Fiter: Al I create a new template l _II
_
EMPLATE TYPE create EMPLATE TYPE create TEMPLATE TYPE create TEMPLATE TYP create EMPLATE TYP create eup o creste

Another useful Templates feature is that Templates can be assigned to a Stage, and can be
generated at predefined dates and times. When this scheduling option is turned on, a new
item is automatically created and sent to the specified Desk and Stage. For example, the
Entertainment Desk might schedule a box office report to drop into the working stage at 6am
every Monday for a reporter to pick up.

Multiedit

The Multiedit button allows you to toggle between multiple open content items, as well as to
display two plain text items side by side in editing mode. You can enable the Multiedit mode
for an article in the action menu at the top of the article editing window. You will find the
Multiedit button at the top of the article list. You can select up to 12 articles to open in
Multiedit mode at the same time.
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Highlights

O

Highlight lists are desk-specific curated lists of important news items. As an editor, Highlights
can be used to keep the Desk members up-to-date on the day’s top stories. The Highlights
icon located on the Workspace Panel allows you to view all the items you have highlighted and
Highlights for the desk you're currently on. They are commonly used for making top 10 lists,
section features and other types of user-curated lists. Highlights can be automatically
generated against user-specified metadata, or manually curated. Highlight lists can be easily
published, or simply used for Superdesk internal communication of important news items.

To create a new Highlight, go to the settings section from the Settings menu in the top-left
corner of the Superdesk interface. There you can select the Highlights tab and hit CREATE
CONFIGURATION to make a new Highlight. Highlight lists are desk-specific.

To add a news item to a Highlight list, click on the Action menu for a particular item and select
‘Mark item for’ option and then select the Highlight to which you would like to add the item.

Versioning

@
While an item is open for editing, you can click the Versioning icon located on the Editor
Sidebar on the right-hand side of the article editing window to display and revert back to
previous versions. Every time an article is saved, Superdesk will retain a copy of the article in
its previous forms. These copies can all be accessed from the versioning icon. Reverting to a
prior form of an article will not delete the version from which you just reverted.
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The Versioning tab also contains information about the history of the article. By clicking on
the Item history tab in the Versioning window, users can see who created and updated the
article, as well as to which desks and publish queue it was sent.

Custom Workspaces and Personal Space

Custom Workspaces are private view configurations accessible from the Desks menu. In
Custom Workspaces, you can set up widgets and monitoring for your own customized
workflow. Unlike Desks, which have a single Dashboard that is uniform for all users of that
desk, your Custom Workspace has its own Dashboard with widgets that only you can see.

In your Custom Workspace Monitoring view, you can select the Desks, Stages and Saved
Searches that you want to place in your custom monitoring view by selecting the gear icon
located in the top-right corner. This is especially useful for monitoring several Desks in a
single place.

@ Personal Space is an icon located on the Workspace Panel. Your Personal Space can
also be accessed from the Hamburger menu.
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Only you can view or edit items created in your Personal Space. To create a new Personal
Item, click the Create icon in the top-right corner of the Personal Space pane.

Comments

When an article is open for editing, users can add Comments to each news item with
Twitter-like @mentions.

Comments

‘, Superdesk Admin : Hey (@Karel, we need a
quote from PM

( } Superdesk Admin commented on

[@karel Hey, have a look at the story.

This feature is useful for alerting other Desks or users to the content in a hurry.

.| This is the Comments button in the Editor Sidebar.

Comments can be viewed in the Editor Sidebar, when an article is open for editing, using the
Comments button displayed above.
Comments can be added to the Body of a news item using the Inline Comments feature.

User Profile Settings

To view and adjust any of your profile settings, click on the User icon located in the upper-right
corner of the Superdesk interface. When you select the profile link under your user name, an
overview of your profile information is displayed. You can also set your preferences and
contact information, view your privileges and view your activity stream.

User privileges are set by administrators by selecting Hamburger menu > User Management.

Suggesting Mode

When a news item is open for editing, you can use the Suggesting feature to collaborate with
the article’s author to make changes to the text while preserving the content in its original
form. (Suggesting mode is available in the full version of editor 3. Older versions of the editor
may not have access to Suggesting mode.)

To make use of the Suggesting feature, use the Suggesting mode button in the toolbar above
the Body HTML textbox.
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When Suggesting mode is turned on, additions to the text will be shown in green and deletions
will be shown in red. Read more about using Suggesting mode.

Mark for User

As of Superdesk version 1.33, Superdesk now includes a ‘Mark for User’ feature. This allows
users to keep track of news items that require their attention. News items can be marked for
users in several ways:

- From the action menu of an item in any list view (such as Monitoring or Highlights).

- From the action menu of an item in the Editor or Preview pane.

- Using the icons at the top of the Monitoring pane if multiple items are selected.

0 Marked for me

Updated
POLITIC DESK / WORKING STAGE STAGE (EE)
* — SUSHI GO  sushigo B:32
ﬁﬂ = o Superdesk desk: Politic Desk mark for user icon I
5 o 585 sushigo | ysers can access items marked .
= for them directly from the menu
— to the left of their user icon u
] o .
o,
else 0403
(2] desk Politic Desk
else 4/03

Users can access items that are marked for them directly from the menu to the left of their
user icon, or by clicking on the ‘Marked for Me’ button at the top of the Monitoring pane for
their current Desk. The info bubble on the ‘Marked for Me’ button lets you know how many
items have been assigned to you in general, or within your current Desk on the Monitoring
pane.

MARKED FOR ME
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Clicking on an item in the ‘Marked for Me’ list will open it in the Editor, unless the item is
locked by another user.

Spiked items and locked items cannot be marked, and only users with the mark for user
privileges will be able to use this action.

When marking content for a user, the online status indicator is shown on the user avatars in
the list of users, so that the user can easily see whether the target user is currently online or
not. The marked user will receive a notification in the Superdesk interface, as well as an email
notification. When an item is marked for a user, a new version of the content item is
automatically created. By doing so, Superdesk makes sure that the user receives the latest
copy of the item and that "dirty changes" are not lost on the way.

New Desks can be created, and existing Desks can be edited in the Hamburger Menu by
Superdesk admins, or users with the appropriate permissions. To get started with Desk
configuration, select Hamburger Menu > Settings > Desks.

Settings

Workspace

CONTENT FLOW

Master Desk
Content Filters

Publish Queue

Ingest
Content APl Search

Internal Destinations

Analytics
Products

User Management Subscribers

Ingest Dashboard

. WORKFLOW

Media Contacts
Desks _
User Roles

CONTENT CONFIG

Caontent Profiles
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In the Desk Management pane, you can create a new Desk by clicking on the '+ ADD NEW’
button in the top right corner of the pane.

o

Desk management

ingest

S : = S _ m
STa sTAGES AGES STAGES STAGE
W Working, Incorming, Routiners, Revise v Working, Incomi

EXIT H i
Norking, Incoming, Revise ing, Rout Working, Revise, Incoming ming, Revise, Standoy Working, Incoming, Revise Working, Incoming. Revise

Click the action menu to

Alan Chelko Liz MLai, Admin Porson, lan Cheko, it Freler Renat s, edit the Desk settings Admin Person,Kere P,

ut Peat
Mark Minks, Sava Tatic, Liz McLain, .. vi
production ESK TYF production SKTYP production DESKTYR production production

Content Profiles

Working, Incoming, Revise Working, Incoming, Revise working, Incoming, Revise

working,Incoming, Revise,  working,
Reworking, Legal

0 Re
Dictionaries

Highiights.

Metadata

This panel is also where you can edit existing Desks. Click the Action menu icon in the top
right corner of the desk name to edit an existing Desk.

ACTIONS

|
# Edit

L} Monitoring settings
[]

Remove &

In the Action menu, select the Edit option and a new window will open.

Whether creating a new Desk, or editing an existing desk, you will see the same window:
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Add New Desk X

General Stages People Macros

DESK MAME *
News Desk

characters 9/40

DESK DESCRIPTION

SOURCE FOR USER CREATED ARTICLES *

ad

@) content Expiry (oFF )
0 days 0 hr 0 min
DESK TYPE *

authoring

DESK LANGUAGE

DEFAULT MONITORING VIEW

o You can choose the default content view of your desk. Use only if you want to override
individual users’ monitoring view preferences. Select "none” if you want to let users decide.

MNone IS List View M Swimlane View i Photo Grid View

SERVICE

SAVE & CONTINUE m

General Desk Settings Tab

DESK NAME allows you to change the name of the selected desk. This is the name all users
within Superdesk will see.

DESK DESCRIPTION provides information to other users about the desk.
SOURCE FOR USER CREATED ARTICLES is a field used to populate the Source field in every

article created in that desk. The text that you input in the SOURCE FOR USER CREATED
ARTICLES text box will appear in the metadata for all the articles produced from this Desk.
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CONTENT EXPIRY sets the amount of time before any item in the desk is deleted. Deleted
items can no longer be seen in a desk and cannot be searched in the archive.

DESK TYPE can be set to either authoring or production. An authoring desk generally only
produces content but does not publish it directly.

DEFAULT MONITORING VIEW You can choose the default content view of your desk. Use only
if you want to override individual users' monitoring view preferences. Select "None" if you want
to let users decide.

DEFAULT CONTENT TEMPLATE Selecting a Template from this drop-down menu will make
that Content Profile available by clicking the Create icon in the Desk’s Monitoring pane.

DEFAULT CONTENT PROFILE Selecting a Content Profile from this drop-down menu will apply
this Content Profile to all new items created on this Desk that aren’t created from a Template.

Stages Tab

In the Edit Desk / Add New Desk window, you will also find a Stages tab. Stages reflect the
workflow of each Desk. Sometimes Stages are steps an article must go through in order to be
published. For example, an article might go through more than one phase of editing before it
is sent off to be published.

Edit "Entertainment’ Desk

Genera Stages People Macros

WORK STAGES STAGE DETAILS
Working
Incoming

Revise

Stand
Create new Stage

+

From this Stages tab, you can make new Stages to a Desk by clicking the grey +' button in the
Work Stages section.
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Edit "Entertainment” Desk
General Stages People Macros
WORK STAGES STAGE DETAILS
Working s e N °F :
Incoming
Revise edit stage
Standby
+

You can edit the current Stages by hovering over the stage you wish to edit and clicking the
pencil icon that appears to the right of the Stage name.

The GLOBAL READ toggle allows items that are in this Stage to be read by all users. If GLOBAL
READ is turned off, only users assigned to the Desk will be able to see content from that
stage. If GLOBAL READ is turned on, the Stage will be available for use in any Monitoring view
on any Desk. You can also use the LOCAL READ ONLY toggle to ensure that the Stage is not
searchable by all Superdesk users, only Desk members.
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STAGE DETAILS

Global Read
Local Read Only
Waorking Stage

Incoming Stage

STAGE DESCRIPTION

Content Expiry

NCOMING RULE

MOVED ONTO STAGE RULE

QUTGOING RULE

If the WORKING STAGE toggle is set to blue, it indicates that any news item or package
created in this Desk will be sent to this Stage.

If INCOMING STAGE toggle is blue, any item that is fetched to this desk will be put into this
Stage.

The CONTENT EXPIRY can be set to a number of days, hours or minutes to ensure that the
most current news is being published. When the content expiry limit is reached, the article is
permanently deleted and can no longer be accessed.

The INCOMING RULE drop-down menu allows for standardised modifications to be made on
articles that are being fetched to this Desk. This could include modifications like automatically
filling in a dateline or an abstract, or converting currencies. These rules are set up in the
Macros tab of the Edit Desk window. An example of a standard Incoming Rule would be
‘validate for publishing’ which would check to see if all the required fields are filled out and
that it meets other standards for publishing, as mandated by your organization.
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The OUTGOING RULE and MOVED ONTO STAGE RULE will also apply a selected macro to any
item that leaves the Stage, or is sent to the Stage from another Stage, respectively.

People Tab

In the People tab of the Edit Desk window, you can add or remove users from the Desk. To add
a user, type their name into the search bar. When you select the name of the person, they will
be automatically added to the Desk, just click the ‘SAVE & CONTINUE’ button to confirm the
team changes.

Edit "Belga” Desk X

General Stages People Macros

e Andrew Powers  admin@localhost

5 T t sava tatic@sourcefabr
@ sovere : X to remove user

mouse-over and click

SAVE & CONTINUE m

To remove a user from a Desk, hover over the user and click the x that appears on the right.

Macros Tab

The final tab in the Edit Desk window is for Macros. All of the available macros are displayed
here. You will need the assistance of a programmer to create your Macros.
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Edit "Entertainment’ Desk

General Stages People Macros
Replace_Words (FRONTEND) (DIRECT )
populate_abstract (FRONTEND) (DIRECT )
usd_to_cad (FRONTEND ) (INTERACTIVE )
Extract Html Macro (FRonTEND) (DIRECT)
nternal_Destination_Auto_Publish (BackenD) (DIRECT)
assign_status (BackenD) (oirecT)
Validate for Publish (FrRoNTEND) (DIRECT)
take_key_validator (ackenn) (DIRECT)

When you choose a Macro for your incoming rule in the General Tab, it will be one of these
Macros.

Desk Routing

The Desk Routing feature allows Desks to be temporarily closed, and the incoming content to
be marked for another Desk until the Desk is reopened.

The Desk which is going to be closed is called Source Desk and the Desk for which the
content is marked for is called Target Desk in the following description:

How Desk Routing works:

The purpose is to allow journalists to temporarily close their Desk and make sure all incoming
content is highlighted (marked) for another Desk until the Desk is reopened. The content stays
in the Source Desk all the time, it is only marked for another Desk. If the target desk is closed
too, the content is marked for its own target desk - i.e. if content is "routed" from desk A to B
and B is closed and the content is marked for C, the content from A is marked for C.
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Step 1) Select routing macro for the Desk Stage:
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You need to activate the Desk Routing macro for each stage of the Source Desk which is
expected to receive new content when the desk is "closed". The macro is run on incoming
content and it simply checks the status (open/closed) of the Desk and if the Desk is closed, it
marks the content for the Target Desk.

To add a routing macro, select Hamburger menu > Settings > Desks. Select your Source Desk
and then click the Stages tab in the Edit Desk window.

T T Desk management
Content Filters Q
y
inges - |
STAGES o
AT Working Stage, Incoming Stage
Products,
PEOPLE o
Subscribers
DESK TYPE production
WORKFLOW
Desks q
User Roles
NEMANJA'S DESK
CONTENT CONFIG STAGES (2]
Working Stage, Incoming Stage
Content Profiles
Dictionarles FEORLE o
Nemanja Pavlovic
Highlights
DESK TYPE authoring
meiioen

STAGES

PEOPLE
Andrew Powers

DESK TYPE

ONTARIO

STAGES
Working

PEOPLE

Andrew Powers, Nareg Asmarian

DESK TYPE

Incoming Stage:

(1] STAGES (-]

Working, Incoming

o PEOPLE o

Pablo Varela

production DESK TYPE

authoring

STAGES (2]
Working Stage, Incoming Stage.

PEOPLE (2]
Andrew Powiers, Nemanja Pavlovic

DESK TYPE production

STAGES o STAGES
Working, Incoming, Router, Working,
autotemplate Hold for |
PEOPLE o PEOPLE
Andrew Powers, Nareg Asmarian Andrew
Mikayel

DESK TYPE

RAFAL TEST DES|

STAGES

Working Stage, Incoming Stage.

PEOPLE
Andrew Powers

DESK TYPE

production
DESK TYP

(-] STAGES.
Working
Test Stag|
Test Stag|
o
PEOPLE
Andrew ]
authoring

Click the edit icon for each Stage of the Source Desk that will receive content. In the

INCOMING RULE drop-down menu select the Desk Routing macro, then click the SAVE button.

Edit "Adelaide’ Desk

INCOMING RULE
Desk Routing

MOVED ONTO STAGE RULE
Desk Routing

OUTGOING RULE

CANCEL
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Step 2) Add Desk Router widget to the Source Desk’s Dashboard by clicking the Create icon in
the top-right corner of the Dashboard pane. This will open a new window from which you

should select the Desk Router widget:

Add new widget

ool |

WORLD CLOCK INGEST STATS MONITOR

»

ACTIVITY STREAM

AUTO PUBLISHING

DESK ROUTER

DONE

Step 3) In the Desk Router Dashboard widget, select the Target Desk from the list under ‘route

incoming content to’. In the example below, the Target Desk is called “National”:

o Dashboard
©

i

Desk Router

*

ROUTED FROM

Adelaide

| Broadcast

ROUTE INCOMING CONTENT TO
Mational -

START ROUTING
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Target Desk Configuration

You need to create a Saved Search for content which is marked for the Target Desk and add it
to the Monitoring pane or the Dashboard of the Target Desk.

Step 1) Create a Saved Search

On the Target Desk, select Search — Advanced Search and find Marked Desks in Parameters
tab.

@ Advanced Search

*

Select the Target Desk from the list of available Desks, click "Search’, and then "Save Search".
Name the search, and do not forget to make it “global”.

SAVE SEARCH

Marked for Desk X¥Z

content marked for Desk XYZ

Make global

CAMNCEL

Step 2) Adding the Saved Search to the Target Desk’s Monitoring View

Go to Hamburger menu > Settings > Desks, and open Monitoring Settings of the Target Desk.
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Monitoring settings for "Brisbane” Desk

Desks Saved Searches Reorder Sections ltems Count

Marked for Brishane sy foo bar

Marked for National 5y foo bar

PREVIOUS CANCEL NEXT

Open the Saved Searches tab and activate the search that you created in the previous step.
You can also select the Reorder Sections tab to place the Saved Search at the top of the
screen, if needed.

Users will see the following in the monitoring:

= I
©

Monitoring

#
*

MARKED FOR

=]

8 Brisbane

:—_@

The articles from the Source Desk will have the bell icon next to them and clicking it you can
see for which Desk(s) the story has been marked.

Closing the Source Desk

Go to the Source Desk dashboard and click the ‘Start Routing’ button in the desk router widget.
Make sure the Target Desk is selected. From now on all incoming content will be marked for
the Target Desk.
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*
1

o Dashboard
©

111 Desk Router

ROUTED FROM

Adelaide

| Broadcast

ROUTE INCOMING CONTENT TO

MNational

START ROUTING

Users of the Target Desk can check the same widget to see from which desk the content is
being "routed". In the picture above, there is an active routing from Adelaide and an inactive

from Broadcast desk.

Reopening the Source Desk

Go to Desk Dashboard and click the ‘Stop Routing’ button in the desk router widget:

lit Desk Router

ROUTE INCOMING CONTENT TO
Brisbane

STOP ROUTING

The "marked for" attribute of all stories which were marked by this feature (i.e. not the ones
marked manually by users) will be removed by this action.
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The User Management section of the Hamburger menu allows administrators to create new
users, disable current users, and edit user profiles.

Workspace
Publish Queue

Personal Space

Content APl Search

Analytics

Annotations Library

Ingest Dashboard
Media Contacts

Settings

Admins can access the User Management settings from the Hamburger menu in the top-left
corner of the Superdesk interface.

Mark Shagal mshagal Journalis

G 6060066
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When you open the User Management menu, you will see a complete alphabetical list of all
the active Superdesk users for your news organisation. You can search for a specific user
using the search icon at the top of the window.

Users

All user types

Jo)

Full name

w Alice Hrazdilova
'@ Andrew Powers
@ David Sudzuki

Authors only Active

Online
Pending
Inactive
Disabled
[l

-

Username

alice

admin

dsudzuki

Role

Journalist

Admin

Journalist

Beside the search icon, there are filters. Toggle between ‘All user types’ or ‘Authors only’ using
the blue buttons provided. To the right of those buttons, you will find a drop-down menu that
allows you to filter by user status: Choose between Active, Online, Pending, Inactive, Disabled,
or All. Pending users are users that have been created within Superdesk, but have not yet
confirmed their email to login for the first time.

6000000

Full name

client1_user

admin

Abel Schreiner

Adena Devera

Adrianna Degraffenreid

Alena Dople

Alice Bunge

In the User Management list view, online users are marked with a solid green circle next to
their User icon. Admins are marked with a gear icon on the top-left of their User icon. Special
notes about inactive or disabled users will appear in pink text next to the user names.
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Adding New Users

This is the Create icon.

www.superdesk.org

In the top-right corner of the User Management window, you can use the Create icon to add
new users to your Superdesk instance. Clicking the Create icon will open a pane on the right

where you can input all the information for your new user:

Liz.McLain

General

Liz

McLain

Liz.McLain

LM

@lizmclain

liz.-mclain@sourcefabric.org

undefined

CAMCEL

You can change the new user profile picture by clicking on the round grey User icon.
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You must input all the mandatory fields before you can save the new user profile. In the blank
form, mandatory fields are marked by a red asterisk.

Note that legal usernames can only contain letters and numbers, as well as underscore (_),
apostrophe (), dash (-) and period (.). Once the user profile is created, usernames cannot be
changed, so choose carefully.

Once you click the blue SAVE button that appears at the top of the pane, an email will be sent
to the user with instructions to set up their password and login information.

Disabling Users and User Clearing Sessions

VIEW FULL PROFILE

i "\

Deactivate user 9

DS t

David Sudzuki
dsudzuki

General info  Author info
Administrator Autho

FULL MAME
David Sudzuki

There is a blue toggle at the top of each user profile tab. Switching the toggle to the off
position will set the user as inactive. This prevents them from logging in to Superdesk.
Deactivating a user is similar to deleting a user, except that it preserves a minimal amount of
information such as their name and username. The username and entity remains in the
system such that you can search for articles that they contributed to and edits that they made
to news items.

@ =
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Users can be disabled by hovering over the user entry in the User Management list, and
selecting the trash icon that appears to the right of the user entry. Disabled users will not be
able to sign in to Superdesk, but all their profile information is preserved such that they can be
reactivated at a later time. The disable function is especially useful for freelance or seasonally
contracted users who require intermittent access to Superdesk.

The skull icon that appears in the User Management list view when you hover over a user in
the list, allows you to clear all the user sessions. Clearing all the sessions kicks the selected
user out of their current user session. If they were logged in anywhere, they will no longer be
logged in after clicking this Clear All skull icon. They will need to re-login to continue any work.

Editing User Profiles

If you have sufficient permissions, clicking on an entry in the User Management list will open a
preview tab on the right of the Superdesk interface. You can change the contact information in
the text boxes, and then click the SAVE button that appears at the top of the user profile tab
once changes have been made. Note that usernames cannot be edited.

Changing a user’s role will affect the permissions and privileges of the user. User roles within
Superdesk are configurable. Individual permissions can also be adjusted in the full profile view,
which can be accessed by clicking the VIEW FULL PROFILE button at the top of the pane, as
pictured below:

Created

a
VIEW FULL PROFILE

Usemame Role Ema

Journaist / @)

admin Admin click here to adjust individual e /

rivileges or additional profile settings
dsudzuki journalist ai P £l P el David Sudzuki

use toggle to
Admin ceneralinfo | deactivate this user

FOEQOOEEO0C000C

Clicking on the VIEW FULL PROFILE link at the top of the user profile tab will open a new
window where you can see the user’s activity stream. This is also where admins can edit
specific user permissions by clicking on the Privileges tab. The information displayed in the
Overview tab is the same as what was visible in the previous user information tab.

Overview tab

Page 134 of 221



Superdesk User Manual | Version 1.33 - April 2020 www.superdesk.org

The top half of the Overview tab contains basic contact information such as your display
name, sign-off, email address, and your contact phone number. You can edit these fields
directly from this Overview tab. Note that you cannot change your username once the account
is created, so be sure to choose the username carefully.

Users Profile: Walter D'admin

Overview  Personal preferences  Privileges

Activity Stream
o Walter D'admin updated task test for item text

overview tab

o Walter D'admin added new text item with empty header/title

o Walter D'admin updated task for item text

Walter Dadmin
admin o Walter D'admin updated task for item text

General info  Author info
0 Walter D'admin added new text item with empty header/title

FULL NAME LOAD MORE
Walter D'admin

MEMBER SINCE

FIRST NAME *
Walter

LAST NAME
D'admin

In the bottom half of the Overview tab, you can change your Superdesk display language.
This will translate the Superdesk user interface to a language of your choosing. You can help
us translate Superdesk by visiting this website:
https://www.transifex.com/sourcefabric/superdesk/

In the Overview tab you can also change your login password. Click on the reset password
button. This feature can be used by admins to reset the password of a user.

Remember to click the blue SAVE button to confirm your changes. Click the CANCEL button
to discard your changes without saving.

Your Default Desk is the desk that you will be taken to when you log in to Superdesk. You will

find the default desk setting towards the bottom of the Overview tab. It is a good idea to set
your default desk as the desk that you use the most.

Page 135 of 221


https://www.transifex.com/sourcefabric/superdesk/

Superdesk User Manual | Version 1.33 - April 2020 www.superdesk.org

Privileges tab

Admins can adjust individual privileges in the full profile view by clicking the Privileges tab.

Users Profile: David Sudzuki

Overview  Privileges

User Role
ARCHIVE
ARCHIVE MAMAGEMENT
BROADCAST
CONCEPT ITEMS MAMNAGEMENT
CONTACTS MANAGEMENT

CONTACTS VIEW RIGHTS

CONTEMNT API SEARCH

These individual permission adjustments can be outside of the large scope of user roles.
Admins can use the checkboxes in this pane to add or remove specific permissions.

Viewing your own Profile settings

Each user can view and edit their own profile settings by clicking on their user icon in the
top-right corner of the Superdesk interface, then clicking on the Profile link.
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e Dr. Demo

Motifications

You might see three tabs along the top of your profile: Overview, Preferences and Privileges.
The Overview and Privileges tab are described in the previous section. The Personal
Preferences tab is accessible only to you.

Personal Preferences tab

In the Personal Preferences tab, you can adjust your profile defaults and time saving features.

3

Overview  Personal preferences  Privileges

q

Monitoring

MOMNITORING VIEW

| Il swimlane View

Archive
USERS ARCHIVE VIEW FORMAT

I8 Grid View = List View

Contacts

USERS CONTACTS VIEW FORMAT

i Photo Grid View = List View

Notifications

m Send notifications via email
D Allow Desktop Notifications

Article Defaults

DATELINE / LOCATED

PLACE

Ontario
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The first three options will let you customize your default view of lists in the Monitoring pane,
Archive and Contacts. You can still switch between the two views on the actual panes by
selecting the grid view or list view icon in the top right corner of each.

Motifications

'.:} Send notifications via email
‘} Allow Desktop Notifications

You can choose to have email notifications enabled or disabled using this blue toggle. If the
toggle is grey (off) you will not receive the system notifications by email. Same for the Desktop
Notifications.

Archive

USERS ARCHIVE VIEW FORMAT

Feature

t} Enable Feature Preview

Contacts

USERS CONTACTS VIEW FORMAT

mia Photo Grid View = List View

Manitoring

MONITORING VIEW

Il swimlane View

Motifications

I} Send notifications via email
(} Allow Desktop Naotifications
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As a content producer, you might often find yourself reporting regularly from the same
location. The article defaults help you pre-populate the dateline and place fields in news items
that you create. This can be a great time-saving feature. It is possible to modify these fields
again once the news item is created.

Article Defaults

DATELINE f LOCATED

PLACE

Categories

Freferred Categeries

By selecting the categories you are interested in, the system will only display these in a menu for
setting the content item's categories (along with any of its existing categories).

ALL | NOME | DEFAULT
Domestic news Sports World news Business Entertainment
Desks

Preferred Desks

By selecting the desks as your preferred desks, they appear first in the order when sending or
publishing items

AAPs Alice 2 desk Alice 3 Desk

Alice's Desk Karel Karel Secret
MIKAYEL_DESK My test desk ‘ Maregs Znd

You might also find that you are using only a handful of categories in your item creation. There
are some categories that you might never use. By selecting categories from the preferred
categories list, you can create a shortlist of frequently used categories such that you would not
need to scroll through ones that you never use.

Preferred Desks allow you to customise which desks appear first in your workflow for sending
drafts and publishing items.
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Resetting a User’s Password

If a user has forgotten their Superdesk password, admins can open the user profile tab and
click the reset password link to send the user an email to the user with instructions on
resetting their password.

User Roles

Just as all of the Desks, Stages, and Content Profiles are configurable in the Superdesk
interface, so too are the User Roles. The User Roles menu item allows you to define the user
types and permissions associated with each of those user types.

CONTENT FLOW

Content Filters
Ingest

Internal Destinations
Products

Subscribers

WORKFLOW

Desks

User Roles _

CONTENT COMNFIG

Caontent Profiles
Dictionaries
Highlights
Metadata

Search Providers

Templates
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Admins can access the User Roles settings from the Hamburger menu in the top left corner of
the Superdesk interface.

The User Roles pane is where you will control users’ access to different functions within
Superdesk on a large scale. Individual user privileges can also be edited from each individual’s
full profile view.

User Roles

Roles Roles privileges .
P edit role name

or description

Reporter ’

Subeditor

From the User Roles panel, you will be able to rename and change the description of each role
within Superdesk by clicking the pencil icon that appears when you mouse-over each role.

Edit Role

ROLE NAME
Reporter

ROLE DESCRIPTION
A journalist who writes news and other types of copy.

Set as default

CANCEL

Selecting the Set as default checkbox in the Edit Role window will set that role as the top pick
in new user creation.
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The Roles Privileges pane allows you to choose which roles are eligible for which privileges.
Note that the Admin role is missing from these pages because by default admins have all
permissions and that cannot be changed.

CONTENT FLOW User Roles
Content Filters Roles J Roles privileges
Ingest
Internal Destinations
Reporter Subeditor
Products
ARCHIVE o <
Subscribers
ARCHIVE MAMAGEMENT +
WORKFLOW BROADCAST i
Desks CONTACTS MANAGEMENT "~
I CONTACTS VIEW RIGHTS s
CONTENT API SEARCH <
CONTENT CONFIG
CONTENT FILTERS "
Content Profiles

You can use the checkboxes to add or remove privileges from the user roles. Users may need
to log out and log back in to update any changes you have made to their user roles.

Media Contacts

Superdesk has an internal repository for Media Contacts. These contacts can be created and
edited by users with the appropriate permissions. Media Contacts can be accessed through
the Hamburger Menu, as shown below:
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Workspace
Publish Queue
Personal Space

Content APl Search

Analytics

Annotations Library

User Management

Ingest Dashboard

Settings

| Version 1.33 - April 2020

About Superdesk

0 N Privacy Level: All
NAREG ASMARIA|
-
[l]] organization
JOHN BROWN
Q JIM SOLO email@mail.co
b

N (role)

www.superdesk.org

57 Marked forme ."‘!

Total

Person (Last Name)

Status: Active

4168888888,

click the create icon in
the top right corner to
create a new contact

The Superdesk-internal Media Contacts are a great time-saving feature for journalists and
editors. Without having to leave the Superdesk interface, users can find important contact
information for their media sources, contributors or subscribers.

Privacy Level: All

NAREG ASMARIAN (rol...
organization

JOHN EROWN

JIM SOLO

Status: Active

com

4168888888,...

New Media Contacts can be added using the Create icon in the top right corner of the Media
Contacts pane. Clicking on the Create icon will open a new pane on the right of the Superdesk

interface:
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o CANCEL

CONTACT TYPE PUBLIC ACTIVE

HONORIFIC

m
'e]
=]
[
(=]
T

FIRST NAME

LAST NAME

ORGANISATION *

POINT OF CONTACT

EMAIL *

PHONE *

Required fields are marked with a red asterisk. Click the SAVE button in the top right corner of
the pane to add your new Media Contact. In addition to phone and email contact information,
you can also add fax, twitter, facebook, instagram and street address.

In the Media Contacts pane, clicking on the mail, twitter, facebook or instagram icons will send
you directly to those websites, or open your computer’s mail program.
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There are several steps to defining publishing in Superdesk. This chapter provides an
overview of all the various modules to consider when publishing from Superdesk. This chapter
is presented independently from the Superdesk Publisher component, which is an optional
add-on to Superdesk.

The first step to publishing in Superdesk allows users to create automatic rules that are used
to group published news items together. This means that you can use one instance of
Superdesk to publish specific content to multiple destinations. These rules are called Content
Filters.

Products are then created based on the application of those Content Filters. The simplest
Product would be a Product with no Content Filters applied. In that case, every item that is
published will be part of the Product. Products also define the delivery method of the content
that is being published.

The next step is to set up Subscribers. Setting up Subscribers lets you link Products with
Destinations. Subscribers might be news agency customers, but in the world of digital
publishing you can think of them as of publications. For each Subscriber, you can define the
Products. Products are how the news items are sent to your Subscribers, including formats
and delivery methods, and the Destination to where they should be published.

Once you've attempted to publish your items, you can check the details or resend the item
from the Publish Queue. Once successfully published to your Subscribers, all of your news
items will be saved in your Legal Archive.

Steps to publishing in Superdesk

1. Make Content Filters
Make Filter Conditions
Assemble Filter Statements
Test Content Filters
Filter Search
Create Internal Destinations (optional)
Create Products (applying Content Filters)
Define Subscribers (associating Products and Destinations)
Publish your news items to your Subscribers
Check your Publish Queue to see if the news item published successfully

View your Legal Archive (optional)

NOoO O RN
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Make Content Filters

Content Filters allow you to create a series of criteria through which Superdesk can narrow
down the news items and create news item groupings. These Content Filters allow you to
build various Products for distribution. You can use any number of Filter Conditions, or
Content Filters to automatically select the content for the Product.

To get started with Content Filters, click on the Hamburger menu > Settings > Content Filter.
You will notice that there are three tabs along the top of the Content Filters pane: Filters, Filter
Conditions and Filter Search.

Filters  Filter Conditions  Filter Search

Filter Conditions J
Mew filter condition (Trump) {body_html in Trump)
Cnly sports (desk in Sport)
Test filter 1 (subject in judaism, refugee)

Before you can apply a Content Filter, you must first create at least one Filter Condition.

To create a new Filter Condition, click the Filter Conditions tab along the top of the pane, then
click the +ADD NEW button in the top right corner. A new window will open.
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Add New Filter Condition

MAME *

FIELD *

OPERATOR *

VALUES *

CAMNCEL

The NAME field is for labelling your filter condition. Using a descriptive NAME will help other

users understand what your filter does.

The FIELD drop-down menu allows you to select which metadata fields of the item to look at
when filtering. The complete list of your instance’s available metadata fields is shown below:

FIELD
subject

anpa_category
urgency
genre

priority
keywords
slugline
type
source
headline
ednote
body_html
desk
stage
sms

The OPERATOR field gives you logical operators to further define your condition. For fields
where you select from controlled vocabularies (lists of items) it is simply: in or nin (not in), for
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those fields that refer to text box metadata fields, there are more operators such as: like,
notlike, startswith, and endswith. Depending on which field you have chosen, a different
subset of operators will be available.

OPERATOR

in

nin

like
notlike
startswith
endswith

The VALUES selection will look different depending on which FIELD you have chosen. You
might be required to input text, or you may need to choose a predetermined value from a
drop-down menu. Note that if you select multiple values, the filter query will look for anything
with either value 1 OR value 2.

Edit Filter Condition "subject not sport”

NAME *
subject not sport or education

FIELD *
Subject

OPERATOR *
nin

VALUES *

sport education

In the example above, we have selected values from a predetermined list of subjects, which is
our chosen FIELD. Click the square Create icon in the values section to add multiple values.
In the example above, we are creating a content filter for items which have either sport or
education as their subject.
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VALUES *

x

To remove a value, mouse-over and click the x’.

Once you've entered your NAME, FIELD, OPERATOR and VALUES, save your Filter
Condition.

Assemble and test Content Filters

To create a new Content Filter, click the FILTERS tab, then click the +ADD NEW button in the
top right corner of the Filters tab.

Note that your Content Filters can be made up of a single condition or a set of multiple

conditions. For clarity, the NAME for your Content Filter should reflect the types of conditions
that it is using.
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Add New Content Filter

NAME

Global Block
Archived Block

Block API

FILTER STATEMENT
FILTER PREVIEW CONTENT PREVIEW
ADD ADD

FILTER PREV

FILTER TEST
TEST

CAMNCEL

Global Block - When a filter is configured as a 'Global Block' the content it defines will be
blocked by default to all Subscribers. It is unblocked for specific Subscribers by deactivating it
on the Applied Global Block Filters tab of the Subscriber form.

Archived Block - 'Archived Block' allows definition of a filter or filters to control what content
is actually sent to the Archive, and what is simply deleted on expiry. Some routine content or
news items of ephemeral-interest may not be considered worth archiving.

A single Filter Statement can search for multiple overlapping conditions. You can set up the
statement to search for more than one condition in a single operation by adding multiple
conditions to the same Filter Statement. First, create a Filter Statement 1 by selecting one of
your previously created Filter Conditions. Then click on the ADD button within the filter
statement box. You will see the filter conditions that you have already added at the bottom of
the Filter Statement box.
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Add New Content Filter

NAME

GLOBAL BLOCK ARCHIVED BLOCK

FILTER STATEMENT 1

FILTER COMDITIONS CONTENT FILTERS
¥ ADD ¥ ADD

FC: monsters FC: New filter condition (Trump)

FILTER PREVIEW \

[(slugline like "monsters") AND (body_html in "Trump)]

FILTER TEST TEST

ADD FILTER STATEMENT CANCEL

Clicking the ADD FILTER STATEMENT button at the bottom of the window will add another
Filter Condition in a new statement. Each separate Filter Statement will give you another
query in addition to the one that you have currently input.
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Add New Content Filter

NAME

GLOBAL BLOCK ARCHIVED BLOCK

FILTER STATEMENT 1

FILTER CONDITIONS CONTEMT FILTERS
¥ ADD v ADD

FC: monsters

LTER STATEMENT 2

ILTER CONDITIONS CONTEMT FILTERS
¥ ADD v ADD

FC: New filter condition (Trump)

[(slugline like "monsters”)] OR [(body_html in “Trump")]

LTER PREVIEW

FILTER TEST TEST

ADD FILTER STATEMENT CANCEL

Once you have input Filter Conditions, you will see text appear in the FILTER PREVIEW,
below the filter statements. The conditions will be separated by AND or OR depending on if
they were input in the same Filter Statement (AND) or separate Filter Statements (OR).

You can also use other Content Filters to create a query, and you can even combine multiple
conditions with filters. (Condition X AND Filter Y). You can have any number of Filter
Statements in a single Content Filter, but you can only apply one Filter per Product.

Testing the Content Filter

You can test the filter to ensure that it is working correctly. To do so, copy an article GUID
(from the article information tab in the article editing window) and paste it to the Filter Test field
at the bottom of the window. You will see if your target test article matches the Filter Condition
or not.
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FILTER PREVIEW

[(slugline like "monsters”) AND (body_html in "Trump?)]

FILTER TEST urn:newsml:localhost:2017-01-20T17:25:33.492558:17c035ed-0083-4926-C TEST
Doesn't Match

ADD FILTER STATEMENT CAMCEL

Filter Search

Along the top of the Content Filters pane, you will also see the Filter Search tab.

\

Filters Filter Conditions  Filter Search

Filter Search is an important tool. This feature allows you to see which existing Content Filters
contain your query Conditions. Superdesk will also show you if the defined query is currently
being used, and if it is being used, where it is being used. This knowledge is especially
important if you decide to edit or delete a Filter Condition.
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Filters  Filter Conditions  Filter Search

Filter Conditions Content Filters

desk Only sports Only sport news [Global]

Subscribers

Only sports
Rewpert-G2
Sport Wordpress - Admin...
WP Largo demo on wp-test.lab.sourcefabric.org
Wordpress

WP plugin deme on lab.sourcefabric.crg

Select your FIELD, OPERATOR and VALUE used to create the Condition, then click the
SEARCH button. To the right, you will see which Conditions are associated with your query,
which Content Filters contain those conditions, and which Subscribers are using those
Content Filters.

Edit, test or delete an existing Content Filter

Once you've created your Content Filter, you will see it appear in the Filters tab. Hovering over
the Filter will show you options to test, edit or delete your Filter.

Filters  Filter Conditions  Filter Search

edit
Content Filters - dElEtE

test

Only sport news[Global Block] F

Testing the Content Filter using this checkmark icon will open a new window to display a list of
all articles that match the Filter conditions. You can also view a list of articles that do not
match by clicking on the Non-Matching parameter, displayed below.

Matching ® Non-Matching
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Internal Destinations

The Internal Destinations feature allows you to route a copy of a published article to Desk(s).
This allows you to reuse content without having to create it again from scratch. There are
several reasons you might want to set up Internal Destinations. Some common uses of
Internal Destinations include making it available to translators in a ready-to-use format or
creating shortened versions of news items for further distribution.

To configure an Internal Destination, select the Hamburger menu > Settings > Internal

Destinations.
— - et
= Settings - ¢ ‘)
Workspace -
CONTENT FLOW Internal Destinations
Master Desk
Content Filters b 4 Total: Destination name =
Publish Queue
Ingest
Content APl Search — next
TOOLS
(INACTIVE )
User Management Products
Ingest Dashboard Subscribers
Media Contacts
WORKFLOW
Desks
User Roles

When you publish a news item in Superdesk, if you have Internal Destinations configured, the
article will not only be published to your subscribers, but also to the designated Desk(s) as
defined by these settings.

Generally, Publishing sends the news item to a Destination in a specific output format. With
Internal destinations, the story being published is copied and sent to a selected Desk. In both
cases, the story is first checked against Content Filters and the publishing action is performed
only if the content matches the filter criteria.

Users can select the Desk, Stage, and a macro to be run on the content (optional). The macro
is usually used to modify the content (e.g. changes its metadata).

To create an Internal Destination, click the Create icon in the top-right corner of the Internal
Destinations pane.
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Edit Destination X
i Active

DESTINATION NAME *

From Karel to Ontario

CONTENT FILTER

Desk = Karel
DESK * STAGE MACRO
Ontario Working Extract Html Macro

CANCEL

In the example above, the news items matching the "Desk = Karel" Content Filter will be copied
and sent to the "Ontario" Desk: "Working" Stage, and an "Extract Html Macro" macro will be
applied. In other words, everything published from the Desk Karel will be sent to Desk Ontario,
and modified by a macro.

Internal Destinations can be enabled or disabled using the Active toggle at the top of the Edit
Destination window.

Creating Products

Products can be thought of as another layer of Content Filters. A typical Product might be the
same as the application of Content Filter before an item gets published. However within the
Product interface, you can further define the Product by adding a territorial restriction. Within
the Products section, you can also apply the inverse of a Content Filter by saving it as a
"blocking" filter.

Products management

CONTENT FLOW
Content Filters Products  Product Test
Ingest Product Type: Select
Internal Destinations AP
DPA Both (BOTH )
I Direct

firehose

3
El

Subscribers

novemberprod (BoTH )

Test Api (arl)

Desks
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You can access the Products menu from the Hamburger menu, then select Settings >
Products.

The Product Management pane will display a list of your current Products. From here, they
can be edited if you mouse-over them and click the pencil icon.

To get started creating new Products, click on the +ADD NEW button in the top right corner of
the Product Management pane.

The simplest version of a Product would be "use no filters" Product. You only need to give it a
name and then all content that you publish will be a part of your Product.

Add New Product

Product Details  Subscribers

PRODUCT NAME *

PRODUCT DESCRIPTION

PRODUCT TYPE *

PRODUCT CODES

CONTENT FILTER

TARGET REGIONS

CANCEL

Product Name - Superdesk-internal name. The name you give your Product will not be seen
by Subscribers.It's for Superdesk-internal use only. This field is mandatory.

Product Description - Superdesk-internal description. It is usually used to communicate
which Filters are being applied to this Product, and maybe which regions are being targeted.
This field is not mandatory, but suggested.
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Product Type- Choose between API, Direct or Both.

Product Codes - Allow the assignment of proprietary/niche content descriptors and
designators. For example, our client AAP currently uses them to implement our 'selector code'
product permissioning system, but they could as easily be used with any private or public
categorisation scheme to provide further service definition for upstream use.

Content Filter - You can only apply one filter per Product. If you need to filter multiple
conditions you must set that up within the Content Filter section. (In that case, select
Hamburger menu > Settings > Content Filters.) If you don’t assign any Content Filter, every
item that is published in your Superdesk instance will be sent to your subscribers. Content
Filters are not mandatory. If you select a Content Filter in this step, you will need to also select
a Content Filter type: Permitting or Blocking.

Content Filter Type - A permitting filter will allow only articles defined by the conditions to
be selected as part of the product. A blocking filter will prevent all the articles that match the
conditions from being selected. In this case, it would be all but Filter XY.

Target Regions - If your version of Superdesk is configured with regions, you can use this
drop-down menu to further define your Product. Only regions selected here would receive
your Product.

Define Subscribers

Admins can set up Subscribers by accessing the Hamburger menu, then click on Settings >
Subscribers.

In the Content Flow section of the Settings menu, users can define:

e Subscribers (to whom)

e Products (what they should receive, application of content filters, regional restrictions)
e Destinations (where to send it)

e Formats (how it should be send)

Subscribers are customers. Each Subscriber can receive a mixture of Products, to any
number of Destinations. A Subscriber can also be another distribution system or systems. For
a digital publisher, the Subscriber can be a website, mobile app or other asset.

To define your Subscribers, click on the Hamburger menu > Settings > Subscribers. Click on
the +ADD NEW button in the top right corner of the corner of the Subscribers pane.

Page 158 of 221



Superdesk User Manual | Version 1.33 - April 2020 www.superdesk.org

Note that many of the values in these menus can be configured to suit your company’s
particular needs. The fields and values available in the form for Subscribers are defined in
.../server/data/vocabularies.json file.

This file contains controlled vocabularies (mainly lists of metadata). The Subscribers are
under subscriber_types definition and specifies the types and formats available. Example:
{"is_active": true, "name": "All", "qcode": "all", "formats": [{"name": "NTBNITF", "gcode":
"ntbnitf"}, {"name": "NINJS", "gcode": "ninjs"}, {"name": "AAP NewsML 1.2", "qcode":

"newsmi12"}, {"name": "NewsML G2", "qcode": "newsmlig2"}]

Below is an example of a typical new Subscriber window, and descriptions of the various fields
you might find:

Add New Subscriber %

General Critical Errors  Applied Global Block Filters

Status

E-MAIL TO BROADCAST KILL EVENTS *

TARGET TYPE *
MEDIA TYPE

Both

SUBSCRIBER CODES

) Targetable by users

-

PRODUCTS

SEQUENCE NUMBER SETTINGS *

Minimum Maximum

CANCEL
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Status: Active / inactive switch.

Email to broadcast kill events: Email address used to send notifications on "killed" articles.
This is used by some organisations in case they want to recall a story and notify their
subscribers. If you do not plan to use "kills", simply fill in any email address in a valid format.
You must fill out an email address in this field.

Target type: The target type drop-down menu is configured to suit your particular situation. In
the example above you can choose between digital targets, paper targets, or both.

Media type: The media type drop-down menu is configured to suit your particular situation.
For example, you might choose between media and non-media types. Media customers might
include newspapers, magazines, news websites, etc. Non-media types might include banks,
governments, businesses. Depending on your definitions, you can also use this drop down
menu to distinguish between a free and paid website, etc.

Subscriber Codes: These provide a way of assigning a subscriber-specific token or key for
use by upstream distribution platforms.

.+ TARGETABL

m
[=:]
=
=
[
m
=
(5]

PRODUC™

M

All
SEQUER

Minimn Top Sport Stories @

Targetable by Users: Enabling this toggle lets editors select the Subscriber when they create
a story and send it to the Subscriber directly even if the story doesn't match any of the
Products (Content Filters) that the Subscriber set up to receive.

Products: You can select multiple products from this list. As noted in the previous section,
Products are applications of Content Filters and regional restrictions. If you don’t select any
Product here, all news items that are published can be sent to this Subscriber.

... TARGETAELE BY USERS

PRODUCTS
Top Sport Stories

SEQUENCE NUMBER SETTINGS
Minimum | 1 Maximum | 9999999 =%
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Sequence number settings: Sequence numbers are a range of IDs in the Publish Queue.
These Transmission Sequence Numbers are intended to be passed to end users as part of
the delivered document format. Historically they provided a way for a Subscriber to detect a
break in transmission continuity on a given wire and quote back to the source the range of
sequence numbers missed so that a retransmission could be arranged. Nowadays they are
largely called for in order to support legacy data formats which expect a sequence number (for
example: ANPA 1312 and IPTC 7901), although they can also be used in the construction of
some of the metadata required within NewsML. Conventionally sequence numbers would run
either 1-999 or 1-9999 with a rollover at either the upper numerical limit, or at midnight each
day. It was considered good practice to not have a sequence number repeated within a 24
hour news cycle, and this would usually dictate both the upper numerical value and the
rollover method chosen.

DESTINATIONS

MNAME *

FORMAT *

FREVIEW ENDPOINT URL

DELIVERY TYPE *

CAMCEL

Destination: Destinations are the where in the publishing process. You can have multiple
destinations for one Subscriber.

DELIVERY TYPE

FTP
QDBC
File
Pull
HTTP Push

Delivery Type: You can select from the previously configured formats and delivery types
(pictured above). Depending on your selection, you may have additional fields to define.
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To add an additional Destination, click on the + ADD NEW DESTINATION button at the
bottom of the Add New Subscriber window. Note that for Content-API-only Subscribers, you
are not required to add a Destination.

Publishing your news items

You are now ready to publish your news items! When you click the PUBLISH button in
Superdesk, it will send your news items through the Content Filters to determine which
Subscribers will be sent the news item that you’ve published. You can check the Publish
Queue for further details about the Headline, Destination, Subscriber and status.

Publish Queue

The Publish Queue contains a list of all published items and their associated destinations.
Depending on user permissions, not all users will be able to access the information in the
Publish Queue. Users can access the Publish Queue from the Hamburger menu in the top-left
corner of the Superdesk interface.

Workspace

Legal Archive

User Management
Ingest Dashboard

Settings

If an article failed to publish successfully, you will see that recorded in the Publish Queue and
you have the option to resend the item directly from the Publish Queue panel.

When content is labeled as "published" in Superdesk, it only means that somebody hit the
PUBLISH button. If the news item doesn’t pass through Content Filters, get assigned to a
Product and Subscriber with a Destination, the content stays in Superdesk but can still be
marked as published within the Monitoring view.
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The Publish Queue gives Superdesk users an overview on what has been sent out, and what
has actually been received by your Subscribers.

Subscriber: none Ingest Provider: none Status: none Page 1 of 1 Last refreshed at: 10-01-2017 10:57:42
Sequence  Unique Headline Content PUbIISh!“g Subscriber \ngest Destination  Queued at Scheduled - Transmitted Status ~ Message Action
No Name Type Action Provider at at
TEST 09.01.2017 09.01.2017
2 #4 headline text published NTB FTP NTB FTP . .. Success RESEND
, 15:48.06 15481
(update 1)
TEST 09.01.2017 09.01.2017
1 #3 text blished NTB FTP NTE FTP RESEND
i headline ek pubishe 15:39:28 153931 SUEEEE

Within the Publish Queue can see and search for published content items. You can also
search by Subscriber, Destination, and their publishing status. Within the Publish Queue, you
can also cancel or resend the items.

= % ¢ > Q]

‘‘‘‘‘‘‘‘‘‘‘

a4 2

composite published

The Publish Queue displays a list of all of the items that are scheduled to be published, or
have been published. Every article in the Publish Queue comes with a unique number identifier
and a sequence number. The Status column will tell you if an article failed to publish
successfully.

Action

RESEND

The action column on the far right of the article entry has a button to resend an article. It is
possible to resend articles that have successfully published, as well as items that have failed
to publish. If you choose to resend an article, the Unique Name identifier will stay the same,
but a new sequence number will be assigned.

Clicking on an article in the Publish Queue will open a tab on the right with an article summary.

You will see tabs for item content, metadata, duplicates and full item history. Note that items
cannot be edited from the Publish Queue.
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= Publish Queue

Subscriber:  none Ingest Provider: none Status: none Content Type: none Page 1 of 168 > »

Navigate through the Publish Queue by using the page arrows beside the search icon at the
top of the Publish Queue window.

Status; success - Page 1

MNaone

ce No
pending
in-progress
SUCCess
error

retrying

failed

Sort the view order of the news items in the Publish Queue list, by clicking the Subscriber,
Ingest Provider, Content type, or Status drop-down menus along the top of the Publish Queue
window and selecting from the displayed options. For example, the Status drop-down menu is
displayed above.

Search the Publish Queue by clicking on the search icon and inputting keywords from the
article headline.

Legal Archive

Your Superdesk instance might also include a Legal Archive. As with most modules within
Superdesk, the Legal Archive is an optional addition to the interface. Your particular instance
of Superdesk might not include the Legal Archive.

The Legal Archive is an immutable forensic record of every item published, from its ingest or
creation and including every subsequent edit action: what was changed, when and by whom.
This archive is kept as an evidential record to use in cases of commercial dispute or legal
action.
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Workspace

Publish Queue

User Management
Ingest Dashboard

Settings

Admin users can access the Legal Archive from the Hamburger menu in the top-left corner of
the Superdesk interface.

Y  PagesSize 25 v 101-1250f189 & < > »

-

ANAMA-TEST  Kill/Takedown notice ~~~ Kill/ Takedown notice
{ILLED

o

224 PANAMA-TEST2 Chinese leadership linked to Panama Papers

PUBLISHED

o

PANAMA-TEST2 Chinese leadership linked to Panama Papers

PUBLISHED

o

PANAMA-TEST3 Chinese leadership linked to Panama Papers

PUBLISHED

o

Y

This is the Advanced Search icon.
You can search the articles in the Legal Archive by clicking the search icon in the upper-left

corner of the Legal Archive window. This will open a tab on the left where you can input search
criteria in various text boxes.
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- Page Size: 25 v 176-189 of 14

You can search by Story ID, Headline, Slugline, Story Text keywords, or by publishing dates.
You can adjust how many entries are displayed per page by using the drop-down menu beside
Page Size at the top of the search window.

Content Metadata ¥

l

A new article for London

[PuBLisHED | [UPDATED |

9 [A oOpen

B More on articles here

somethings
this and that
v MAIN

More on articles here

Just as with other list views within Superdesk, articles from the Legal Archive can be
previewed by left-clicking on them once. A tab will open on the right with an overview of the
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article metadata. To open the article in its full form, click the Action menu and select Open.
Note that articles in the Legal Archive cannot be edited or deleted.

The Superdesk Hamburger menu is where most of the newsroom workflow is set up. In the
Admin tools section, under the Settings heading is where you can create Desks and Stages,
manage Content Profiles, create Highlight lists, set default user privilege profiles, edit your
Subscribers, create Templates and more.

There are three sections within the Settings area: Content Flow, Workflow, and Content
Configuration.

The Content Flow section contains settings pertaining to how news items move from
Superdesk to your customers or other Superdesk-internal locations (Internal Destinations).
You will find the features in this section described in the Superdesk Publishing chapter.

The Workflow section contains settings pertaining to user roles, desk creation and desk
stages.

The Content Configuration section contains settings pertaining to metadata fields for new
item creation, highlight creation, templates and vocabularies. The content configuration
section of the Settings menu is described below:
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fesrepreview 54 Marked forme | T

Workspace
CONTENT FLOW
Master Desk
Content Filters
Publish Queue Content flow
Ingest
Personal Space
Content API Search Internal Destinations
. Content Filters | Ingest
Analytics Products ) '

Internal Destinations

Annotations Library

pducts | Subscribers
Subscribers Products ; Subscribe

User Management WORKFLOW
Ingest Dashboard Desks
Media Contacts User Roles

Settings

CONTENT CONFIG Desks | User Roles

Caontent Profiles
Dictionaries

Highlights Content config

Metadata

Search Providers

Content Profiles | Dictionaries !

Templates Highlights ; Metadata :

About Superdesk Search Providers : Templates

Content Profiles

Content Profiles are used to define metadata for new item creation. Content Profiles
determine which fields are available, and which fields are required when a news item is
created.
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1]
[47]
2

Workspace

CONTENT FLOW

Master Desk
Content Filters

Publish Queue

Ingest
Content AP| Search
Analytics Internal Destinations
Products
User Management Subscribers
Ingest Dashboard
Media Contacts WORKFLOW
Desks
User Roles

CONTENT CONFIG

Content Profiles “

Dictionaries

To get started with Content Profile creation, click the Hamburger menu, then select Settings >
Content Profiles.

Admins can create new Content Profile templates by clicking on the +ADD NEW button at the
top right of the Content Profiles tab.
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Add New Content Profile

LABEL

Sports Stories

DESCRIPTION
Content Profile for news items on the Sports desk.

CAMNMCEL

The first step is to assign your new Content Profile with a name and a description. Once you
have entered those, and pressed the SAVE & CONTINUE button, you will then be able to
customise the metadata and fields in the next window.
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LABEL
Sports Stories

DESCRIPTION
Content Profile for news items on the Sports desk.
Active

Editor3

Header fields Content fields Widgets

Slugline

REQUIRED

ORDER 1

LENGTH min: max: 24
WIDTH Full v

CLEAN PASTED HTML

keywords
REQUIRED

ORDER 2

CANCEL

You will see three tabs in the middle of the Edit Content Profile window: Header Fields,
Content Fields and Widgets.

o Header fields are fields that are not transmitted to readers. These fields are
mostly used for Superdesk-internal communication.
Content fields are fields that are transmitted to readers.
Widgets tab dictates which items are present in the Editor Sidebar of the article
creation window.
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Header fields Content fields Widgets
Slugline X
REQUIRED check for mandatory field
ORDER 1 . .

click the "x to remove the field
HEneTe i et e from the content profile entirely
WIDTH Full v

CLEAN PASTED HTML add a different field

You can specify there is a mandatory field, by clicking on the ‘Required’ checkbox. For most
text fields, you can also specify a minimum and maximum character length.

Clicking the Create icon above or below each field allows you to add additional fields. Custom
fields can be configured by selecting Hamburger menu > Settings > Metadata.

Dictionaries

The Dictionaries tab allows you to select which dictionary Superdesk will use for internal spell
check. Superdesk allows admins and users to use multiple dictionaries for spell checking.

If you prefer not to use the Superdesk-internal Spell Check described below, Superdesk can
also be integrated with 3rd party tools such as Tansa.

To configure a Superdesk-internal Spell Checker, select the Hamburger menu > Settings >
Dictionaries, as shown below.
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[

Workspace

CONTENT ELOW Dictionary management

Publish Queue
Content Filters

Content AP Search
Ingest

British English (en_UK)
Internal Destinations
User Management French French (fr)
Publisher Settings Froducts )
Australian English (en_AUS)
Ingest Dashboard Subscribers
Media Contacts

WORKFLOW

Desks

User Roles

CONTENT CONFIG

Content Profiles

=

Highlights

Clicking the Create icon in the top-right corner of the Dictionary Management pane will give
you the option to add a global dictionary, a personal dictionary, or an abbreviations dictionary.

Add new

Dictionary
Personal Dictionary

Abbraviations Dictionary

In the Add New Dictionary window, you will need to add a unique name and ISO language code
in the textboxes provided. You can check a list of language codes if you are unsure of which
code to use. Any global dictionary or personal dictionary will also require you to upload a
reference file. Dictionary files must be in .txt format, with one entry per line.
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I ™

Add New Dictionary

Active

DICTIONARY MAME *

LANGUAGE CODE *

DICTIONARY FILE

Choose File | Mo file chosen

CAMCEL

Personal dictionaries are only available for the user that creates it, whereas global dictionaries
are available for all Superdesk users in your organization. Once created, you may need to
logout and then log back in to begin using the newly created dictionary.

Don't forget to set the dictionary to active using the toggle at the top of the dictionary
configuration window.

It is possible to have multiple dictionaries with the same language code; for example, a
medical dictionary, and a general one. When checking articles, Superdesk will use all of the
active dictionaries that match the news item’s language code concurrently. (Note the toggle at
the top of the dictionary configuration window can be used to temporarily disable a
dictionary).

You can view your news item'’s current language code by using the information button in the
Editor Sidebar when you are editing an article.
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TEST DESK / WORKING 5 CLOSE SAVE

Created 12:712 by Andrew Powers Modified 12:12 Metadata

NOT FOR PUBLICATION

LEGAL

USAGE TERMS

LANGUAGE (P en

PUBSTATUS usable

H1 H2 H3 HY HS HE 5y = E STATE (DRAFT )
< n E T URGENCY 3
**After™ debuting on July 1, 2004 with D "% ®
quickly became a popular wrestler with gs — st Source A

unprecedented aerial abilities and an unp
He first arrived in New Japan in 2000 duril Taxe kev

Jr16°, and quickly made a lasting impress
qr GENRE Article (news)

Adding additional entries to a Dictionary

Once a Dictionary is created, you can add additional entries by selecting Hamburger Menu >
Settings > Dictionaries, then select the edit icon when you mouse over the Dictionary that you
would like to add an entry to.

Dictionary management

Q

English (en) s B

Personal (en_GB)

In the Edit Dictionary window, you can search the Dictionary for a word using the search
textbox at the bottom of the window.
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Edit Dictionary X

.:) Active

DICTIOMARY NAME *

English

LANGUAGE CODE *
en

DICTIONARY FILE

Choose File | Mo file chosen

Search (258224 words)
slobberknocker| ADD WORD

CANCEL SAVE

If the word is not in the Dictionary, use the ADD WORD button beside the search textbox.
Entries can also be added to the dictionary from the article editing window, in which case the
word will be added to the user’s personal dictionary.

Search (258224 words)

slobber|
slobber ]
slobbered [ ]
slobberer ]
slobberers ]

CANCEL SAVE

If you wish to delete an entry from the dictionary, use the trash icon beside the searched entry
to remove it.
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Using the Spell Check feature

Once your Dictionaries are configured, you can use the spell check by selecting the action
menu in the top-right corner of an article that is open for editing. If the Run Automatically
toggle is on (blue), it will check the words as you are typing, otherwise, you can manually run

the Spell Check by using (ctrl + shift +y).

Created 11:471 by Admin Adminis Modifiec -

Market open Japan

™
~
1S
a
H

q

The market opened today at xxxx, up/down xx points from

WORLD NEWS / WORKING CLOSE

iii
1
Il
m
ey
Ic
-H
P
(L)
P
n
a

www.superdesk.org

Save as template
Live suggestions
Compare versions
Multiedit

Expaort

Highlights

Desks

[E Addte Planning

= Fulfil Assignment

Run automatically I}

The Spell Check will scan the Headline, Body and Abstract fields for spelling errors.

Abbreviations Dictionary

The abbreviations dictionary is a personal dictionary tool that enables automatic text

expansion while writing articles. This can be a handy time-saving tool. Some Superdesk users

will find that they use it extensively, others less so.
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Add New Abbreviations Dictionary

| ) Active
DICTIONARY NAME *

Abbreviations

LANGUAGE CODE *
£n

ABBREVIATION

PHRASE

Abbreviation Phrase

NJPW New Japan Pro Wrestling []
UN United Nations []
USA United States of America []

CANCEL

To set up your abbreviations dictionary:

Go to Hamburger Menu > Settings > Dictionaries.

e Click the Create icon in the top-right corner of the dictionary management pane, then
select the Abbreviations Dictionary option.

e A new window should open titled "Add New Abbreviations Dictionary". Enter a
language code. (for example: EN for English). This is so the abbreviation dictionary can
be bound to articles of a certain language, similar to the main dictionary.

e Enter the abbreviation to be replaced.

(for example: UN)

e Enter the phrase you want the abbreviation to be replaced with.
(for example: United Nations)

e Click the ADD ABBREVIATION button. Your new abbreviation will appear below the
button. You can add further abbreviations, or click the Save button to close the window.
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With the example above, when you are typing in the body text of any article if you type UN* and
hit space, the automatic editor will replace it with “United Nations”. It's a good idea to create a
list of commonly used abbreviations for your newsroom.

Dictionary management

1zl (en)

fin
(]
o
1]

nal - Abbreviations (en) Fd

Edit dictionary

K]
[0y}
!
0

en (en)

You only need to click the Create icon the first time you're adding a dictionary. Once the
dictionary exists, you can edit your dictionaries from the Dictionary management section by
clicking on the pencil-shaped icon beside the dictionary you wish to edit. Editing an
abbreviations dictionary in this manner also lets you add more items to it.

Highlights

Highlights section of the Settings menu allows for the creation and configuration of
Highlights.

Highlight lists are desk-specific curated lists of news items. They are commonly used for
making top-10 lists, section features and other types of user-curated lists. Highlights can be
automatically generated against user-specified metadata, or manually curated. Highlight lists
can be easily published or simply used for Superdesk internal communication of important
news items.
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Settings

CONTENT ELOW Highlights configurations

Content Filters

Ingest

Alice highlights
Internal Destinations

compliance test

Products
HL3
Subscribers
HLNareg
WORKFLOW
Desks
User Roles

CONTENT CONFIG

Content Profiles
Dictionaries

e

New Highlight lists can only be created from this menu: Hamburger menu > Settings >
Highlights.

To create a new Highlight, click the CREATE CONFIGURATION button located in the upper-right
corner of the Highlights Configurations window. This opens a new window with options for
creating your new Highlight list.
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Create highlight configuration

characters0/40

default template v

Adelaide
Erisbane
Broadcast
Canberra
Darwin
Features
Finance
Hobart
Jakarta
London
Melbourne
Mational
MNew Zealand
Perth
Specia
Sport
Sydney

World news

Taday v

CANCEL

CONFIGURATION NAME: This field allows you to name the Highlight.

TEMPLATE: This drop-down menu chooses the template that will be applied when a new
article is added to this Highlight.

ASSIGNED DESKS: These are the desks which will be able to view the Highlight, additionally,
these are the desks that items are automatically added from upon creation of the Highlight.
AUTOMATICALLY INSERT ITEMS: This drop-down menu allows you to choose the timeframe
in which items are automatically added to the Highlight upon creation. For example, if you
check the Adelaide desk and select 12 hours from the AUTOMATICALLY INSERT ITEMS FROM
drop-down menu, all items from the Adelaide desk from the last 12 hours will be added upon
creation. Otherwise, after a Highlight is created, all curation is done manually. If you want to
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create a Highlight that is entirely curated manually, do not select any desk on creation. This
Highlight will then be available to all desks and those users with appropriate privileges will be
able to add content to the Highlight.

Metadata

Within Superdesk, most of the fields are configurable in order to meet the needs of your
organization. The metadata section of the Settings menu allows users to define fields not only
for news item creation, but also media contacts, events and planning, etc.

CONTENT FLOW Metadata management
Caontent Filters Vocabularies  Cust e custom date fields  Custom embed fie Rela nten
Ingest
Internal Destinations

Annotation types o
Products

Assignment priority 3
Subscribers

Authorroles o

woRKELOW Categories 2

Desks
Category 3
User Roles
Contact job title 2

CONTENT CONFIG Contact mobile usage 2
Content Profiles Contact phone usage 2
Dictionaries Copyrights (1
Highlights

ghig Countries 247
“ Coverage content types 7 ra
Search Providers
Default categories o

To get started defining metadata fields, select the Hamburger menu > Settings > Metadata.

At the top of the Metadata Management pane, you may see various tabs: Vocabularies,
Custom Text fields, etc. Previously defined entries will show up in the Metadata Management
pane. The grey number bubble beside the entry indicates the number of defined options within
each entry.

To define a new field, click on the +ADD NEW button in the top-right corner of the Superdesk
interface.

Page 182 of 221



Superdesk User Manual | Version 1.33 - April 2020

www.superdesk.org

Create

NAME *

DESCRIPTION

CATEGORY

WIDTH OF THE POPUP WINDOW (IN PIXELS)

HELPER TEXT

SHOW TO USERS AS

Multi selection

Available in user/desk preferences

ltems

name parent gcode Active

CANCEL

ID:
NAME: The title of the metadata field as it appears in Superdesk.

DESCRIPTION: This Superdesk-internal description is only visible in this metadata

management pane. Use this to describe what the field is used for.

CATEGORY: The Vocabulary list in the Metadata management pane can be broken down into

categories. This is important for organizing
WIDTH: Enter the size of the field in pixels.

HELPER TEXT: Explainer text for fields in the Editor. The extra text will only appear if it's a field

in the content fields of a content profile.

SHOW TO USERS AS: Choose from single selection, multi-selection or neither. Sometimes
ITEMS: If the field has multiple values, enter the values that users can choose from in this

section. Use the +ADD ITEM button to add further values.
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Search Providers

The Search Providers tab enables administrators to set up external content providers for
external image searches within Superdesk, for example.

Click the +ADD NEW button in the upper-right corner of the Search providers window to add a
new Search Provider.

Add New Search Provider

R 1d

CANCEL

The window that opens enables you to toggle the Search Provider on or off, select the provider
type and enter the source name. The username and password credentials must also be
entered in this window in order to configure the Search Provider functionality.

Templates

The Templates pane displays all current Templates for your Superdesk instance. Templates
are Content Profiles that contain metadata fields that are already filled-in. Templates have
several uses within Superdesk. They can save time in routine news item creation, they can be
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used to auto-generate articles, they can be the generic kill notification sent to subscribers, or

they can be used to auto-format items in a Highlight List.

CONTENT FLOW

Cantent Filters

Ingest

Internal Destinations

Products

Subscribers

WORKFLOW

Desks

User Roles

CONTENT CONFIG

Content Profiles

Dictionaries

Highlights

Metadata

Search Providers

Templates

Q Filter:  All

AAP FETCH H BOX OFFICE H CONTENT PROFILE 1 H _

TEMPLATE TYPE create

CURRENCY H DPA NEWSWIRE H KILL H MARKETOPENDOW H

TEMPLATE TYPE create

DESK(S)

Business

TEMPLATE TYPE create

TEMPLATE TYPE create

SCHED. DESK / STAGE

Entertainment / Working

AUTOMATED ITEM CREATION
Monday

SCHEDULED TIME(S)

© 20:00

TEMPLATE TYPE create

S . q MULTIMEDIA ARTICLE H _ NEWS STORY H SIMPLE STORY H

TEMPLATE TYPE create

© ADD NEW

TEMPLATE TYPE create TEMPLATE TYPE create

TEMPLATE TYPE kill TEMPLATE TYPE create

DESK(S,

Business

TEMPLATE TYPE create TEMPLATE TYPE create

Clicking on the Create icon in the top-right corner of the Templates pane, will allow you to
create a new Template. Once created, each Template will appear in a box in the Templates
pane. Each box in the Templates pane displays the template type, the Desk and Stage it’s
assigned to (if any) and its automated item creation schedule (if any).

n This is the Template Action menu.

Existing Templates can be edited by selecting the Action Menu and selecting the Edit option.
To delete a template, click the Action menu and select the Remove option.
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Edit Template: box office

v DESKS

E box office

Brexit Business DPA News
tent Profile  Box Office Template Type * Create

News desk Obituaries Sport World news X-projects

> METADATA

box office top 10s
; AUTOMATICALLY CREATE ITEM
Factbox
ON*

m TUESDAY WEDNESDAY THURSDAY

FRIDAY SATURDAY SUNDAY

SCHEDULED AT

20:00

Top Movies This Week NEW SCHEDULE

TIME ZONE
Europe/Berlin
SCHEDULE DESK *
Entertainment

SCHEDULE STAGE *
Working

CANCEL

Within the Edit Template window, you can enter (or update) any of the Template information.

There are two halves to the Edit Templates window.
On the left side of the Edit Template window, you will need to add a name for the Template.

E brunch pairings

Profile emplate Type * Create
reate
Highlights

Setting the Make Public toggle to the on position (blue) will enable users other than the
template creator to use the template. In the off position, Template will only be for personal
use.

You can choose a Content Profile from the drop-down menu at the top of the window.
Depending on which Content Profile you choose, you will see a different set of metadata fields
below the Make Public toggle.

The Template Type drop-down menu will let you choose between a Create or Highlight-type
template.

The bottom-half of the left-side of the Template creation window will contain various content
fields for you to fill in. Any information entered here will appear in every news item created
using this Template. The fields that are present will depend on which Content Profile is
selected from the drop-down menu above.
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v DESKS

Brexit Business DPA News

Mews desk Obituaries Sport World news X-projects

v METADATA

Not For Publication

Legal

USAGE TERMS
LANGUAGE

TARGET SUBSCRIBERS

TARGET TYPES

NOT

www.superdesk.org

On the right side of the Edit Template window, if the Template is set to public, you will see a
Desks tab. You can select desks that will have access to the Template. When you expand the
Desks tab, a complete list of desks will be shown. Desks that are in blue will have access to

the Template.

By expanding the metadata tab, you can also edit other Template settings such as Language,

Not for publication toggle, target regions, etc.
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) AUTOMATICALLY CREATE ITEM

MONDAY TUESDAY WEDNESDAY THURSDAY

FRIDAY SATURDAY SUNDAY

SCHEDULED AT

NEW SCHEDULE
'C) ADD

TIME ZONE
Europe/Berlin
SCHEDULE DESK ™
Mone

Below the metadata tab, you will find an ‘AUTOMATICALLY CREATE ITEM' toggle. Switching
the toggle to the ‘on’ position (blue) will expand the scheduling options. Automatically created
items will appear in the assigned Desk stage at the chosen times. This feature is especially
useful for recurrent weekly news items.

Click the SAVE button at the bottom of the window to create your Template.
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Superdesk features a Content API, and as of Superdesk v1.33, Superdesk now features a new
API: The Superdesk Production API. The Content API allows third-party apps to interact with
content that has been published through Superdesk. The Production API allows third-party
apps to consume content within Superdesk that has yet to be published. This API is important
for facilitating the integration of other apps with Superdesk. Up till now, the Superdesk Content
API was the only API aimed for third-party apps, but (by design) it only provides access to
published content. While working with news organisations, we identified the need for providing
access to production content as well, thus this new API.

The initial Production API Reference can be found here
https://superdesk.readthedocs.io/en/latest/production_api.html

It is also important to learn about the new authentication server in order to grant apps access
to the API, you can read about it here
https://superdesk.readthedocs.io/en/latest/auth_server.html
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Ingested news items are news items that arrive in Superdesk from outside sources. New
Ingest sources can be configured in the Hamburger menu by selecting Hamburger menu >
Settings > Ingest.

Workspace

Publish Queue

Content APl Search

User Management

Publisher Settings

Ingest Dashboard

Media Contacts

CONTENT FLOW

Content Filters

Internal Destinations

Products

Subscribers

WORKFLOW

Desks

User Roles

C—

Ingest
Ingest Sources  Ingest Rule sets  Ingest Routing
Page Size: 25 1-20f 2
AAP gratis a few se sa

BBC World Service

2months ago

Ingest is the way in which articles from other news sources arrive in Superdesk. This section
of the Settings menu allows you to configure the sources of your external news content. This
Ingest menu item is also where the Planning Component’s ingested Event metadata is
configured. Read more about the Superdesk Planning Component.

Ingest

Page Size:

AAP gratis

BBC World Service

Ingest Sources  Ingest Rule sets

Ingest Routing

25 1-2of 2

a few seconds ago
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© ADD NEW

www.superdesk.org

To add a new source to ingest from, click +ADD NEW in the upper-right corner of the Ingest
sources pane.

5

]

0

General

Add New Source

Notification  Critical Errors

@) Active

PROVIDER NAME *

SOURCE MAME *

FEEDING SERVICE *

FEED PARSER

ARTICLE TYPE(S)

A ¢ E B O A

UPDATE EVERY

min 0 - SEeC

NOTIFY WHEN IDLE FOR MORE THAN

hrs 0 « min

@ content Expiry (USING SYSTEM DEFAULT )

days O hr 0O min

Allow Remove Ingested ltems

CANCEL

Page 191 of 221



Superdesk User Manual | Version 1.33 - April 2020 www.superdesk.org

Status - The toggle at the top of the Add New Source pane allows you to adjust the status of
the ingest source. Status can be set to active or closed. If the status is set to active,
Superdesk will ingest from this source. If it is closed, Superdesk will not ingest any further
content from this source. Closed sources are saved, and can be reopened at a later date.

Provider Name - The name of the entity providing you with this feed. This is not used for any
type of authentication and is only for labeling purposes within Superdesk.

Source Name - Similar to provider name, but this is what any content ingested from this
source will be tagged with this Source Name under the Source field in the article metadata.

FEEDING SERVICE *

AP feed API
BBC Local Democracy Reporter Service
Email

Event email
Event file feed
Event HTTP feed
File feed

FTF feed
Reuters feed API
Ritzau feed API
RSS

Twitter

Wufoo feed API

Feeding Service
Select a service type from the drop-down menu. Some examples are below:

e Email - Superdesk will ingest new messages received at the email address. You will
then need to fill in login credentials for the email account you would like Superdesk to
monitor.

e File Feed - Superdesk will monitor a file folder on the server Superdesk is installed on
and ingest anything appropriate.

e FTP - Superdesk will monitor the FTP destination and ingest any content that is
appropriate.

e Reuters Feed API - Superdesk will attempt to ingest the target if it is in Reuters Feed
API format.

e RSS - Superdesk will ingest the content coming in from the RSS feed set up here.

Feed Parser
The Feed Parser field lets Superdesk know what format to expect the content to be in.
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FEED PARSER

anpal3i2 -
AP ANPA Parser

BBC NINJS Variant Parser

DPA IPTC 7901 Parser

EFE NITF

EMail RFC822 Parser

iCalendar v2.0

Image (IPTC metadata)

IPTC 79017 Parser

Mews ML 1.2 Parser

Mews ML 2.0 Parser

MNINJS Feed Parser

MNITF Parser

MTE Event XML

P& MNITF

Ritzau feed

Scoop Media News ML-G2 Parser
STT NewsML

WEMNN Parser

Article Types
The Article Types buttons enable you to select what type of content Superdesk will ingest
from this feed.

ARTICLE TYPE(S)
H O o & = 9 &

For example, you could set it to ingest only text articles and ignore picture items and
composite items from a particular source. When you select an article type, it will be
highlighted in blue. If you want to ingest Events for your Superdesk Planning Component,
select the Events icon (far right).

Update Every
How often Superdesk will check and refresh this ingest source for new content.

UPDATE EVERY

5 min 0 sec

MOTIFY WHEN IDLE FOR MORE THAMN

0 hrs O min

Notify When Idle for More Than
This setting will notify all users if the ingest source does not update with new content in the
set amount of time. If you have email notifications enabled, you will also receive an email.
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Content Expiry
If an article is older than the expiry limit, it will not be ingested.

Content Expiry

0 days O hr 0 min

This Superdesk feature is great for making sure your newsroom is only publishing the most
current and relevant news. If no expiry is selected, Superdesk will use the default desk expiry,
if any.

Allow Remove Ingested Items

Allow Remove Ingested ltems

With this enabled, users with appropriate permissions are able to remove ingested items that
haven't been fetched to a desk.

Rule Sets

Choose which, if any Rule Set to apply to the items upon ingest. These Rule Sets allow
Ingested articles to be modified between when they are sent out from the source and when
they arrive in Superdesk.

Routing

With routing scheme, you can tell Superdesk to fetch items to a specific desk, set the items to
a specific stage, or even publish the items immediately after ingest.

Creating New Ingest Rule Sets

Adding new Rule Sets must be done from the Rule Set tab found at the top of the Ingest
settings page. Click the ADD NEW RULESET button in the top-right corner.

Add New Ru

Set

D

The first field allows you to name your Rule Set. Once you have named your Rule Set, and
clicked the +ADD RULE button, a new line will appear: the old and new fields are effectively
‘find and replace’ functions.
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Enter your desired replacement rule and then click the Save button at the bottom of the Add
New Rule Set window. Upon ingest, Superdesk will find any instance of the old word or phrase
and replace it with what is inside the new field. You are able to set up multiple Rules inside a
single Rule Set.

Creating New Ingest Routing

With routing scheme, you can tell Superdesk to fetch items to a specific desk, set the items to
a specific stage, or even publish the items immediately after ingest.

Routing schemes must be created from the Routing Scheme page accessible through the
Routing tab at the top of the Ingest settings page. To create a new Scheme, click +ADD NEW
button on the top-right corner of the Ingest Routing pane.

Add New Scheme

Test scheme

General Filter Action Schedule

Rule 1

[none] Fetch: Days:

Publish: - Monday

Exit: Off - Tuesday
- Wednesday
- Thursday
- Friday
- Saturday
- Sunday
Start time: 00:00:00
End time: 23:55:00

CANCEL

The RULE NAME field is where you will name your routing rules. These rules are different from
what’s found in Rule Sets. The General tab also displays the current settings for the Rule. The
Filter tab allows you to select what Content Filter to apply during ingest, this will let you decide
which items you'd like to apply this routing scheme to.

The Action tab dictates what will be done when an ingested article meets the content filters
criteria. You are able to publish items at this point or fetch them to a desk. Setting up these
schemes properly can save journalists a lot of time searching through the Ingest manually.
The Exit setting will exit the routing scheme once the criteria is met. The Preserve Desk switch,
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if enabled, will not change the desk of an ingested article if it already has a destination desk
set elsewhere. Schedule allows you to decide when this Routing Scheme is applied, an
example would be if you have a specific desk for urgent news outside of office hours.

Ingest Dashboard

The Ingest Dashboard can be found in the Admin Tools section of the Hamburger menu.

Workspace

Publish Queue
Personal Space
Content APl Search
Analytics

Annotations Library

User Management

Media Contacts

Setitings

The Ingest Dashboard allows admins to monitor the status of these external news sources
that provide news material to Superdesk.
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ADD INGEST SOURCES

Forbes RSS feed I}

Reuters

# EDIT INGEST SOURCES

Clicking on the Create icon in the top-right corner of the Ingest Dashboard pane will open a
window from which you can manage the items on your Ingest Sources Dashboard.

Toggling the Ingest Sources to the on-position (blue) will display the selected source for
monitoring on the Ingest Dashboard. Clicking on the EDIT INGEST SOURCES link at the bottom
of the window will take you to the Ingest section of the Hamburger menu.

Farbes RSS feed

OPENED by System

219

items in last 24 hours.

LAST TIME UPDATED
a few seconds ago

LAST ITEM ARRIVED
a few seconds ago

7 LOG MESSAGES

When an Ingest Source is being monitored on the Ingest Dashboard, it will look like the image
above. You can click on the action menu on the top-left of the individual source display to
adjust the information being displayed about the Ingest Source.
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SHOW
Status

Number of items

Time

Log Messages
Show all messages

® Show error messages

# EDIT INGEST SOURCE

Customisable information is as follows:

Status - Shows if the Source is successfully connected to Superdesk.

Number of Items - Show number of articles ingested from this source in the past 24 hours.
Time - How long since the last update and article had been ingested from this source.

Log Messages - Communications and notes from the Source.

Clicking on the EDIT INGEST SOURCE link at the bottom of the action menu will take you to the
Ingest section of the Hamburger menu, described in the previous section of this manual.
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The Superdesk Planning Component is an optional addition to the Superdesk interface that
better enables editors and journalists to work together to cover stories as they unfold. The
Superdesk Planning Component allows editors to assign news coverage of unfolding Events
to Desks, or to specific users. The Superdesk Planning Component can ingest external
customer-facing calendars to automatically generate scheduled Events. Assignments work
with Superdesk-internal journalist workflows to improve Superdesk-internal communication
and task completion.

External calendar and event metadata can be harvested and applied to the content that
journalists produce, saving them from entering routine details when they need to focus on
delivering the unfolding story to your audience. With the Superdesk Planning Component,
Superdesk’s internal notifications will keep users on track and informed. The Superdesk
Planning Component’s alerts can also be integrated with 3rd party programs, such as Slack.

@
Planning icon Assignments icon

If your organization is using the Superdesk Planning Component, you may see the Planning
icon and the Assignments icon in the Workspace Panel.

Clicking the Planning icon in the Workspace Panel will take you to the Planning panel.

In the Planning panel, you can create two different types of items: Events and Planning ltems.
These items are created by clicking the Create icon in the top-right corner of the panel.

o »

> [=1 March 29,2019 : P\
Y Events only Planning only

EE

Planning Item

TUESDAY APRIL 30, 2019
Event

*

END OF HEISEI ERA  As the Japanese emperor prepares to abdicate the throne to the crown prince on April 30th
(_ScHEDULED ) sgenda: World =

=]
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Events - Events have a duration, and can either be recurring, or a one-time occurence. Events
can be ingested from Superdesk-external calendars and automatically generated. Events are
not assigned to users, but rather exist within Superdesk to organize coverage. Once an Event
is created or ingested, it can be used to generate a Planning Item.

Planning Items - Planning Iltems are used to assign coverage details to your Superdesk team.
Each Planning Item can have several elements of assigned coverage, each of which can be
assigned to different users. Planning Items can be exported from the Planning pane to
generate articles in the Superdesk Monitoring view. Planning Items can be created
independently of Events.

(=1 April 1,2019

Manage Agendas

Featured Stories

The action menu in the top right corner of the Planning pane allows you to create Agendas
and designate Featured Stories.

Planning
O Y Events & Planning Events only Planning only Agenda: All Planning Items
TUESDAY APRIL 9, 2019
* HEISEI ERA ENDS  is scheduled to end April 31st.
= ('SCHEDULED ) 4gendz No Agenda Assigned. =
m E—
FRIDAY APRIL 12, 2019
?{ VEGANS in front of some butcher shop 4 ALL DAY
(_DRAFT ) 4 Agenda No Agenda Assigned.
e,
SATURDAY APRIL 13, 2019
@ o VEGAS my trip to Las Vegas 4 ALL DAY
Agendz. No Agenda Assigned.

Agendas are used to group Planning Items together. Agendas are optional and they will
appear in the Planning Item description in the list view of the Planning pane, as shown above.
Items marked as Featured Stories will appear with a red star in the Planning pane list view.
Just as in the Superdesk Monitoring view, items that are marked with a red stripe on their left
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margin are currently locked. This means they cannot be edited by users other than the user
that has it opened, unless the item is unlocked by an admin.

=

When a Planning Item or Event has been posted you will see a green ‘p’ to the left of the item'’s
slugline. Posted Events and Planning Items are items that have been made public.

Creating New Planning Items

Clicking on the Create icon in the top-right corner of the Planning pane will allow you to create
a new Planning Item.

The metadata fields are as follows:

Slugline: This is the main description for the Planning Item. It appears in bold in the list view
of the Planning pane.

Headline: This is the suggested headline from the user that created the Planning Item. If the
Planning Item is exported as an article, the Headline suggestion from this field in the Planning
Component will show up as a note in the body text field of the article.

Name: It's a good idea to include the name of the user who created this Planning Item so that
your journalists know who to contact should they have further questions.

Planning Date (required): This is the intended creation date for the article. By default, on
Planning Item creation, this field will be populated with the current date and time, but this can
be manually changed to any date.

Description: When this item is exported as an article, the description provided by the user that
created the Planning Item will appear in the body text field. The description will also be
displayed in the Planning list view, beside the designated slugline.

Internal Note: Used for Planning Component internal notes.

Agenda: Agendas are a useful way to sort Planning Items. The Agenda will appear in the list
view of the Planning pane.
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pamlhk 000 BN im0 esees

L CLOSE i Z
SLUGLINE *

HEADLINE

NAME

PLANNING DATE *

08/04/2019 = 1621 C]

DESCRIPTION

INTERNAL NOTE

AGENDA

DETAILS
click here to

assign coverage

Coverages (+)

Details: In the Details section, you can add Editorial Notes, Category, Subject, and Urgency.
These fields correspond to the metadata fields in new item creation.

Coverages: Once the Planning item is created, additional coverage cannot be added once the
Planning Item is posted, so be sure to assign all the pieces you need here before posting. If
you need to add additional coverage, you will need to unpost the Planning Item before adding
more. Click on the Create icon to add a coverage type. Some examples are shown below:
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COVERAGE TYPE

B Text

B Picture

B video

) Audio

B Infographics
B Live video

B Liveblog

www.superdesk.org

When assigning coverage, be sure to assign it to a Desk, and optionally to a specific user
within that Desk. If you do not assign a Desk or coverage, and export the Planning Item, it will
be created in the most recently assigned Desk.

DUE

O ee

COVERAGE TYPE *
Video

GENRE

SLUGLINE
squirrels

ED NOTE

INTERNAL NOTE
for Planning use only.

COVERAGE STATUS
Planned

02/04/2019 =

12:00
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Click the ASSIGN button on the coverage section to select a Desk and assignee. Be sure to
choose the type of coverage you want and the due date. Once you have entered all the details,
be sure to hit the CREATE button to make the Planning Item.

Adding Coverage to the Assignments tab

You will need to add any assigned coverage to the workflow in order for it to be visible in the
Assignments tab for your selected Desk or users. Find the coverage in the Planning ltem
editing pane, then use the action menu at the top of each coverage to select the ‘Add to

Workflow’ option.

=]

Coverages

Desk: World news
Azsignee: Admin Adminis

COVERAGE TYPE*
Text

GENRE
Article (news)

SLUGLINE

CANCEL CREATE

[
[

Duplicate
Duplicate As

Cancel coverage

Add to workflow “

Remove coverage

Once the coverage is added to the workflow, the coverage will appear as an assignment in the

Assignments tab for the selected user.

Creating New Events

Like Planning Items, Events are also created in the Planning pane by clicking the Create icon in

the top-right corner of the Planning pane.
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Events are used to organize Planning Items. Once created, Events can be used to generate
associated Planning Items. Events can be created manually, or they can be ingested
automatically from a Superdesk-external source.

Automatically ingesting external Events

To configure an automatic Event ingest feed, click Hamburger menu > Settings > Ingest and
then click the ADD NEW button in the top-right corner of the pane. Read more about creating
an Event ingest feed here.

Manually creating Events

To manually create an Event, click the Create icon in the top-right corner of the Planning Pane.

In the Event creation pane, fill in as much information as possible:

CANCEL CREATE

REPEATS

EVENT STARTS *

05/04/2019 = Time o
EVENT ENDS *

05/04/2019 = Time 0]
ALL DAY

TIMEZONE *

America/New_York

SLUGLINE

EVENT NAME *

DESCRIPTION

DCCURRENCE STATUS
Planned, occurs certainly
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Repeat toggle: If the repeat toggle is active (blue), you can choose how often the Event
occurs. Choose from options such as daily, every x days, weekly, every x weeks, monthly,
yearly etc.

Event start / Event end: These fields are required. Specify a start date. If you activate the All
Day toggle (blue) you will not need to specify a start time or end time. The Event will run from

midnight to midnight.

Timezone: If the Event is occuring in Japan, for example, you should specify Asia/Tokyo as
the time zone.

Slugline: This is the main description for the Event. It will appear in bold in the Planning list
view. Sluglines can be searched using the Planning Advanced Search icon at the top-left of the

Event name: The Event Name will appear beside the Event Slugline in the Planning list view.
Description: Use this field to give further details about the Planning Item.

Occurrence Status (configurable): Choose options from a drop-down menu on how likely the
Event is to occur.

Calendars:
Location: Define the Event location by typing in the textbox. Use the OPENSTREETMAP button
to search suggested options based on the information you entered, or use the ADD NEW

LOCATION button to add location details to your list of commonly used locations. The fields in
the ADD NEW LOCATION pop-up shown below:
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ADDRESS *

CITY/TOWN

STATE/PROVIMNCE/REGION

COUNTRY *

OTHER

CANCEL

www.superdesk.org

Contacts: Contact details for the Event creator should be entered here. If the contact doesn’t
automatically appear when you type their name, use the ADD NEW CONTACT button to create
a new entry. The pop-up window is shown below:
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Add Contact

cebook, instagram)] fields

rst name, last name' or 'organisation’ or both, and at least one of [mobile, phone,

HOMNORIFIC

FIRST NAME

LAST NAME

ORGANISATION *

POINT OF CONTACT

EMAIL*

CANCEL

www.superdesk.org

Details: The Details section of the Event creation pane allows you to add additional metadata
details to your Event: category, subject, long description, internal note, editorial note.

Attached files: Attach reference files to give journalists and editors further information about

the Event.

External links: Enter URLs as reference information for journalists and editors.

Events Action menu

Once your Event is created, you can create an associated Planning Item, using the action

menu to the right of the Event entry in the Planning pane list view.
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Events only

THURSDAY APRIL 11, 2019

1st Practice Chinese Grand Prix

((INGESTED ) Calenczr. No calendar assigned
a First Practice Session (Chinese Grand Prix)

INGESTED ) Cz

No calendar assigned

FRIDAY APRIL 12, 2019

VEGANS Vegan Protest
((SCHEDULED

dar No calendar assigned

VEGAS Vegas

((SCHEDULED

dzr. No calendar assigned

Second Practice Session (Chinese Grand Prix)

Calendar. No calendar assigned
" 2nd Practice Chinese Grand Prix

Ca No calendar assigned
B Third Practice Session (Chinese Grand Prix)

Calendar. No calendar assigned
B 3rd Practice Chinese Grand Prix

INGESTED ) Cz

No calendar assigned

SATURDAY APRIL 13, 2019

Third Practice Session (Chinese Grand Prix)

((INGESTED ) Cs No calendar assigned

Planning only

| Version 1.33 - April 2020

Calendar: All Events

22:00
Shangai International Circuit

www.superdesk.org

- 23:30 (UTC 12/04 02:00 - 03:30)

- 23:30 (UTC 12/04 02:00 - 03:30)

ALL DAY ‘

22:00
Shanghai
ACTION
7
[c]
Shanghai r.
=
Shanghai Ineternational Circuit x
[©]
12/04 23:0|
Shanghai =
=
12/04 23:0|
Chinese International Circuit G
L3
[
1204230

Edit

Edit in popup
Duplicate

Assign to calendar
Cancel

Update time

Mark as Postponed
Reschedule

Convert to Recurring Event

Create Planning ltem

Create and Open Planning ltem

Shanghai

The action menu for each created Event is displayed below:

ACTIONS
/7 Edit

[A Editin popup
[l§ Duplicate

Assign to calendar

i

Cancel
Update time
Mark as Postponed

Reschedule

Q [ @ © x

k.

Convert to Recurring Event

Create Planning ltem

Create and Open Planning tem
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Export a Planning Item

Once you have created a Planning Item, you can export it to a Desk’s Monitoring view, in order
to have your journalists begin work on the article.

Step 1) In order to export an article from the Planning interface to a Monitoring view, close the
Planning item, if it's open.

Step 2) Use the checkbox in the left-most column of the Planning view to select the item, as
shown below:

ﬁ CANCEL 1 planning item selected Select all / Deselect A EXPORT AS ARTICLE W SPIKE
G) b 4 Events & Planning Events only Planning only Agenda: All Planning Items £ (> D n M
THURSDAY APRIL 4, 2019
* Q HEISEI ERA ENDS SLUGLINE  the new name for the era is reiwa
= ((SCHEDULED ) + 3g=nda’ No Agenda Assigned 8
m —
o ONE MORE
o ((SCHEDULED ) + 3g=nda: No Agenda Assigned. [
SOMETHING ABOUT JELLYFISH something here about jellyfish
0 Cgum " 9 semening =
- {_DRAFT ) sgendz. No Agenda Assigned.
G FORCZ this is a test for belga desk planning item creation
@ ((SCHEDULED ) zgendz No Agenda Assigned. =]

Step 3) With the checkbox selected, click the EXPORT AS ARTICLE button to send the
Planning Item to the Monitoring view. If you assigned coverage in the Planning Item to a Desk,
the item will be created in that Desk. If you didn’t assign any coverage, the article will be
created in the most recent Desk.

Posting Events and Planning Items

Both Planning Items and Events can be posted. This means, depending on your setup, that
your Planning Item or Event will be visible to your subscribers. In order to post an Event or
Planning Item, you will need to open the item, and then click the green POST button at the top
of the pane.
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Vegan Protest

0 e = o
Planning Details  History

Crezted & day ago by Admin Adminis
Updated 23 minutes ago by Admin Adminis w
SLUGLINE *

Vegans

HEADLINE

NAME

Once posted, you will see a green ‘p’ next to the item in the Planning list view.

www.superdesk.org

If you are editing the Event or Planning Item that you have created, you will see options to

update or unpost the item.

SAVE &
CANCEL UNPOST UPDATE

Event Details History

Cregted a minute ago by Admin Adminis
Ipdated a few seconds ago by Admin Adminis

DATE
10/04/2019 @ 00:00 - 23:59

REPEAT SUMMARY
Every 1 day(s) until EDT 22 Apr 2019

SLUGLINE
hatching tide event in FFXIV

EVENT NAME *
hatching tide new event

SCHEDULED
POSTED
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Assignments and Assigned Coverage

When you are assigned coverage via the Superdesk Planning Module, you can view your
assigned tasks, and tasks that have been assigned to your Desk in the Assignments tab.

Assignments tab

You will notice two buttons at the top of the Assignments pane: Desk Assignments and My
Assignments:

= WORLD NEWS -

A Q Assignments

0 Desk Assignments My Assignments

Tooo @
* B MUSIC-BIEBER-PRAGUE
—a (assiGNED ) (O Saturday, 14. April 2018 10:00 desk World news
1] E—
- AGENDA

B (:ssienen ) @O Thursday, 3. May 2018 02:24  cesk: World news
©‘ g MY TEST EVENT SLUG Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nunc molestie nisi sed suscipit dict
oY B (ssienEn ) (O Wednesday, 20. March 18:00 desk World news

]

____________ 8 UBER EVENT

ﬂ ((ASSIGNED ) () Wednesday, 27. March 12:00 desk World news

IN PROGRESS o

CASKALEWEEK
© Wednesday, 19. September 2018 18:00 dzsk World news

The Desk Assignments will vary depending on which Desk you are viewing. Be sure to check
the current Desk, as noted by the Desks menu. In the example above, we are viewing the Desk
Assignments in the World News Desk. The coverage that has been assigned to you directly is
shown in the My Assignments list view. These are visible only to you.

Clicking on an item in the Assignments list view, will provide several options. The options may
vary depending on your permissions and the state of the assignment:
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~  Reassign [ = Reassign
A Edit Priority A Edit Priority
W Remove Assignment I | [@ startWorking

~  Confirm Availability

Remove Assignment

~  Reassign
#  Edit Priority

' +"  Complete Assignment

Remove Assignment

[A Open Coverage

Reassign: If the task was assigned to you by mistake, or if you think the task was assigned to
the wrong Desk, use this Reassign option to send the task to the correct location.

Edit Priority: As news stories unfold, sometimes it will become more important or less
important. You can change the relative urgency of the Assignment here.

Remove Assignment: Choosing the Remove Assignment option will permanently delete the
task.

Confirm Availability: Choosing the Confirm Availability will send the Assignment to the
Completed section of the Assignments pane.

Start Working: If you select the Start Working option, you will be required to select a template
from the pop-up window, after which the item will be opened in the Editor pane, and the
assignment status will be changed to In Progress.
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Action menu - Designated by a line of three small dots, an action menu provides additional
options for actions such as editing, deleting or fetching to a specific desk. Action menus
appear throughout Superdesk. Clicking on an action menu will enable a pop-up menu with
further options.

L 11}
L L]

Activity Stream - A Dashboard widget which tracks tasks and item progress across all Desks.
It can be customised for the number of items displayed.

Advanced Search icon - The Advanced Search appears on the Search tab. Clicking on the
Advanced Search icon allows you to define additional parameters for your search. The
Advanced Search icon is shaped like a golf tee.

Y

Agenda - Agendas are part of the Superdesk Planning Module. They are used to organize
Events into related groups. New Agendas can be created using the action menu in the
top-right corner of the Planning pane.

Analytics - An analytics module for Superdesk can be installed to measure publishing, desk
activity and user activity. You can read more about that plug-in here:
https://github.com/superdesk/superdesk-analytics#archive-reports

Article / News Item / Content Item - These are generic terms for any content in Superdesk
including text articles, photos, videos, packages, used throughout this manual.

Byline - A metadata field on an article which usually contains the author’s name and the date
of creation.

Create icon - The Create icon is located in the top-right corner of the Superdesk interface.
When on the Dashboard, it allows you to add widgets. From other Workspace Panel tabs, it
allows you to create new items or import new items into Superdesk. Overall, the uses of the
Create icon are context driven. You will see the uses of the Create icon vary in the settings
menu and in the article editing window.
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Custom Workspace - Your Custom Workspace is a private desk configuration that you can
create in the Desks menu. Custom Workspaces are a great way to create custom Monitoring
and a private Dashboard to suit your needs. ltems created in your Custom Workspace will
show up in the Default Desk of the current user.

Content Profile - You can set up content profiles in the settings section of the Settings menu.
Content Profiles define the metadata fields for new item creation within Superdesk.

Content Filter - Content Filters allow you to create a series of criteria through which
Superdesk can narrow down the news items and create news item groupings. Content Filters
allow you to build various Products for distribution. You can use any number of Filter
Conditions, or Content Filters to automatically select the content for the Product. Content
Filters are optional. If you choose not to use any Content Filters, every news item that you
publish will be part of your Product.

Dashboard - You can access your desk Dashboard by clicking on the house-shaped icon in
the Superdesk Workspace Panel. Your Dashboard provides an overview of content and
information with customisable Widgets. Dashboard widgets on desks are set up by the desk
administrators. Custom Workspaces can be customised with their own widgets by each user
for their individual needs.

O

Desks - Desks are the basic organisational unit within Superdesk. They are similar to topic
desks, or news beats that would be found in a traditional newsroom; for example a sports
desk, foreign news desk, entertainment desk, etc. The Desks menu is the blue drop-down
menu found to the right of the Hamburger Menu icon. It always displays the name of the Desk
you are currently working on. Users can only view the desks to which they are assigned. A
single user can work on multiple desks.

Destinations - Destinations are the where in the publishing process. You can have multiple
destinations for a single Subscriber.

Editor Sidebar - The toolbar that appears on the right-hand side of the Superdesk interface
when an article editing window is open. Available tools may include Send To, Find and
Replace, Packaging, Versioning, Comments, Suggestions and others. The availability of the
icons in the Editor Sidebar is determined by the Content Profile you are using.

Embargo - When an article is flagged with an embargo, it lets Superdesk users know that the
article should not be published until a certain date and time. Note: The embargo does not

actually prevent the article from being published before the flagged date.

Events - Events are part of the Superdesk Planning Module interface. Events can either be
created manually, or automatically ingested from a Superdesk-external Calendar.
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Fetch - The process of moving an article to a Desk. Usually specifically refers to moving an
article from Ingest to a Desk.

Flag: Flags are coloured article status markers that appear beneath the headline denoting the
status of an article. Examples include; Legal, Not for Publication, Ingest, Published, Killed,
Takes, etc.

Global Read - A toggle setting on a Desk stage or a Saved Search which allows it to be
added to any Monitoring widget or Monitoring tab.

Global Search - A Search that encompasses all the articles in Superdesk, other than articles
created in Personal Spaces.

Grid / list icon - The grid icon is found on the Search tab and in the Legal archive. Clicking on
it allows you to change between a list view and thumbnail view. Thumbnail views are great for
viewing images. Click on the list icon to switch back to the list view.

GUID - This is a field in the Info section of the Editor Sidebar. It provides a unique global
identifier for your item. It cannot be changed or edited. GUID identifiers can be used to test
Content Filters.

Hamburger Menu - Located in the top left corner of the Superdesk interface, the Hamburger
Menu is a black and white. The items available in this menu will vary depending on your user
role and permissions. This menu allows access to more advanced features such as Desk
configuration, User Management, Ingest configuration and Superdesk-internal Analytics.

Headline - The main idea of a story, presented in a few words. It's usually presented in a
larger font above the body of the news item.

Highlights - Desk-specific curated lists of important articles. Commonly used for making top
10 lists, section features and other types of user-curated lists. Highlights can be automatically
generated against user-specified metadata, or manually curated. Highlight lists can be easily
published or simply used for Superdesk-internal communication of important news items.

Ingest - As a verb, “Ingest” refers to the way in which articles from other news sources arrive
or are imported into Superdesk. As a noun, the ingest refers to the list of articles that have

arrived in Superdesk from external sources.

Ingest feed - A search containing only newly ingested articles and news items.
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Ingest Source / Source - An Ingest Source is a feed from which Superdesk will bring in
externally created news items.

Kill - The rescinding / take-down of a news item that has been published - or distributed to
customers for publication - usually due to legally problematic material. Killing a news item
notifies all people who received it that it must not be used (and gives the reason why) and
must be taken down if it has been published. The Kkill action removes the article content from
everywhere except the Legal Archive (provided your version of Superdesk contains that
feature).

Macro - A specific set of rules and transformations that are applied to an article. Macros can
be applied while editing an article. Macros are created in the backend.

Metadata - Metadata is information about news items and articles in Superdesk. This
information, which is attached to all items, may include fields like:

Slugline - a Superdesk-internal article description which appears adjacent to the headline.
Priority - a news value rating between 1 and 6. A value of 1 means it has the highest value.
Urgency - a rating between 1 and 6 on the relative significance of an article. 1 is the highest.
Genre - a drop-down menu to select an article type, for example: interview, analysis, feature.
Place - a drop-down menu for where the article is being written.

Subiject - a drop-down menu for selecting the topic, for example: politics, arts, sports, health.
The more complete your metadata is, the easier it will be to search for and update it.

Monitoring - Monitoring refers to a tab in the Workspace Panel. Monitoring for desks is set up
by the desk administrator. The Monitoring tab can be set up to show desk Stages and Saved
Searches. The Monitoring tab in the Custom Workspace can be individually adjusted to
monitor several desk stages or saved searched in one spot.

Monitoring Widget - A Dashboard widget which can be adjusted to show desk Stages and
Saved Searches. It can be used on desks, or custom workspace Dashboards.

Multiedit - A feature in Superdesk which allows you to have more than one article open at the
same time, side by side.

Open Items icon - Located in the bottom left corner of the Superdesk interface, clicking on
the Open Items icon will bring you to a grid view of all your open items.

Output - Articles from a desk that are ready to be published. Output rules can be applied to
these articles.

Package - A number of items (articles and/or images) that Superdesk users can group

together. Packages can be published as a single item. Packages have their own metadata
outside of the metadata attached to their individual components.
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Personal Items - Articles or Items that have been created in your Personal Space. These
articles are private until sent to a Desk. Iltems created in your Personal Space will not show up
in Global Searches.

Planning Item - Planning Items are part of the Superdesk Planning Module interface.
Planning items are used to assign coverage to specific desks or users. They can be
generated from Events, or they can be created manually. Each Planning Item can contain
several pieces of coverage, each assigned to a different user. Planning Items can be exported
from the Planning pane to generate articles within the assigned Desk.

Personal Space - Each user has a Personal Space in which they can create Personal Items.
You can access the Personal Space from either the Hamburger menu, or the Personal Space
icon in the Workspace Panel. The Personal Space is available independently from the Custom
Workspace.

Products - Products can be thought of as another layer of Content Filters. A typical Product
might be the same as the application of Content Filter before an item gets published. However
within the Products interface in Superdesk, you can further define the Product by adding
territorial restrictions. A Product that has no Content Filters applied will contain every item that
is published in your instance of Superdesk.

Publish - The act of sending a completed item to your subscribers. News items can be
published across multiple formats.

Publishing queue - A section in the settings menu which contains a list of published items
and the publish destination (clients). If an article failed to publish successfully, you will see that
recorded in the publishing queue and you have the option to resend the item from the
Publishing Queue tab.

Pyramid icon - The pyramid icon is found in the Monitoring view and in the Search tab beside
the Sort drop-down menu. It allows you to reverse the order in which a list appears based on
your Sort criteria. The inverted pyramid allows you to switch back to the previous view.

Roles - A role is your designated job within Superdesk. Your role comes with a set of
privileges and permissions. Some examples of roles are: journalist, editor, manager, reporter,
bureau-chief, copytaker, producer, etc. Permissions for each role are customisable from the
Settings menu.

Saved Search - A Saved Search is a set of parameters which have been generated by a user

in Superdesk to find articles. Saved Searches can be displayed in Monitoring Widgets and
Monitoring tabs on desks if the Global Read toggle is set to the on position.
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Subscribers - Subscribers are customers. Each Subscriber can receive a mixture of
Products, to any number of Destinations. A Subscriber can also be another distribution system
or systems. For a digital publisher, the Subscriber can be a website, mobile app or other
asset.

Superdesk Publisher - Superdesk Publisher is a lightweight open source renderer for news
articles and other content delivered via an API feed. It was designed to work with Superdesk.
Superdesk Publisher serves as a central dashboard to route and manage content flow to all of
your media assets. Your overview of content is continuously updated in real time throughout
its lifecycle.

Slugline - While articles are in production, it is common practice for journalists to designate
them with a short name or “slug” to describe the article story or subject. In the article editing
window, users can enter this name in the slugline text box. Note that sluglines are
Superdesk-internal and do not appear in the published version of an article. Sluglines can be
used for grouping Related Items.

Spike - Spiking removes articles from the desk workflow. Spiked articles aren’t deleted, but
are moved to the Spiked Items section of that desk. You can’t spike items that are locked or
currently open. To view a Desk’s spike, click on the trash icon in the Workspace Panel.

Stage - In Superdesk, content within desks are divided into Stages. Usually there’s an input
area to which articles are fetched, an area for newly created items, an area for editing, an
area for published items, etc. These areas are called Stages. Stage names (i.e. input, output,
etc.) are defined by the desk administrator and can be unique to each Desk.

Take - A take is a piece of a story, often written as the story unfolds. Selecting the New Take
option creates a news item with the same headline, slugline and metadata but the body text is
blank.Takes are numbered using the sequential takekey numbers as new takes are created. A
take can be created from any text item, even after it has been published. Takes cannot be
created for packages or media other than plain text.

Takekey - For articles that are broken up into more than one piece, the takekey number
indicates the order in which they should be delivered. A higher number indicates a later part of
the article. The takekey text box is also modified for articles that have been updated. For
articles that aren’t broken up into takes, the takekey number is blank.

Username - Superdesk users log in using their username. Usernames are chosen at the time
of profile creation. Comments directed towards a particular user can use @username to tag
the user in a comment. Once the user profile is created, the username cannot be changed.

User icon - The user icon is a round icon found in the top-right corner of the Superdesk
interface. Clicking a user icon enables the editing of your user profile and the option to log out
of Superdesk. You can customise the image in your user icon by editing it in your profile. By
default, your user icon is a blue circle containing your initials. If you have new system
notifications, you will see a light blue numbered bubble attached to your user icon.
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Widget - Widgets are tools that you can place on your Superdesk Dashboard. They allow for
a quick overview of information and content. There are four different types of widgets
available: Monitoring, Ingest, World Clock and Activity Stream. You can customise your
personal Dashboard in your Custom Workspace. Shared desk Dashboards are usually
configured with Widgets by the admin and each user on the Desk will see the same
configuration of Widgets..

Workspace Panel - The Workspace Panel is the column of icons along the left side of the

Superdesk interface. From top to bottom: Dashboard, Monitoring, Highlights, Tasks, Spike,
Personal Space, Search, etc..
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