digital services

NPR Digital Services Composer Pro
The online program guide, playlist, and SoundExchange report generator for public broadcasting.

Current NPR Digital Services clients who use both Composer Pro and host their streams with us don’t
need to submit anything additional for SoundExchange reporting! We have all of your data. Just make
sure your playlists are complete and up-to-date.

See the blog for more help, recent updates and tips:
http://blog.digitalservices.npr.org/composer-help/
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Composer Pro Program Guide Login
http://www.publicbroadcasting.net/xxxx/quide.quideadmin

NOTE: If your station offers more than one content stream, access the
Composer accounts for other streams by using the My Stations drop down in

the upper right hand corner.

Create/Edit Your Program Guide f——
Click on this link to create and edit your program guide information. This

information is being used in mobile applications like the Public Radio Player and NPR News.

You will see the Program Guide Manager, a 7-day, 24-hour grid/calendar, divided into half-hour
blocks. This is where you'll add and edit your programs.

Add Programs =«

¢ In the Program Guide Manager, click on any “add” icon in a time slot that you wish to add
your new program.

o A screen will open, complete the desired fields. Required fields are: Select Day(s),
Broadcast Time, Program Name*, Program, and Program Format.

e Click Add Program to save the information. You’ll see Program Guide Manager, with your
new program added to the grid. Written in red are the words “not live,” which indicate that the
changes to your program guide are not yet live.

e To preview the changes, click the preview button.

e To make the changes live, click on the “go live with changes” button. When the red “not live”
words disappear, you have updated your Program Guide successfully. You can add multiple
programs before making them ‘live.’

Program Name: Details

We're collect playlists for syndicated programs for SoundExchange reporting, and with Pro, this also
means you'll also be able to display syndicated program playlists (for the programs that are currently
providing them to us).

For playlists and accurate reporting, it's important that you make sure that your syndicated programs
are entered properly.


http://www.publicbroadcasting.net/xxxx/guide.guideadmin
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* Program: choose an existing program (syndicated programs listed in red):
- new program - v

Add a Syndicated Program: Will include automated playlists for syndicated
programs, if available

-Local Program (NOT syndicated) - v

' _program name or customize the syndicated program|
d:splay name (e q., for C24 display "Classical Overmght ")

A Prairie Home Companion

To make sure syndicated programs are entered correctly in your Program Guide, please check the
following.

Program drop down: This contains a list of all programs currently in use on your program guide.
Syndicated programs are listed in red.

* Program: choose an existing program (syndicated programs listed in red):
E‘-newplogram( A R xv}

A Prairie Home Companion
Adam Test

Afropop Worldwide
Afternoon Music

As it Happens

Board Meeling

Brain Brew

2]

If a program is syndicated, but not listed in red, then Composer doesn't know it's supposed to be a
syndicated program. You'll need to edit or delete (in this case, it's okay to delete) that entry.

Choose edit recurring program.

In the first Program drop down, choose "new program"

In the second "Add a Syndicated Program" drop down, choose the syndicated program.

The third field will auto fill with the syndicated program display name. If you'd like to edit that,
e.g. change C24 to Classical 24, you may do so here.

* Program: choose an existing program (syndicated programs listed in red):
- new plogram s v

Add a Syndicated Program: Will include automated playlists for ¢
programs, if available

Local Program (NOT synd:cazed)-‘ S

gra : ‘ - |
A Prame Home Compamon ¢
Afropop Worldwide L
All Songs Considered
All Things Considered
America Abroad

Edit Programs &

¢ Inthe Program Guide Manager, find the program you wish to edit and click on the “edit” icon

[
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e Select an Edit Type.
0 Temporary Edit: To make a today only or multi-day short term edit, select
Temporary Edit and choose the desired date range. For a one day edit, make sure

the start date and end date are the same.
o Edit Recurring Program: For permanent program changes and all other edits, select

Edit Recurring Program and edit the program information as needed.

e Make your change, and the click Submit Changes.

e You'll see the program marked “not live” indicating that the changes to your program guide
are not yet live. To make the changes live, click on the “go live with changes” button. You
can make multiple edits before making them ‘live.’

e NOTE: Itis best to edit programs and add a program end date to stop a program, rather
than deleting them when possible.

Example: Temporary Program Guide Change

Here's how to make a temporary program change, e.g. for the summer or for the holidays, meaning
that you're temporarily airing Program B in place of current Program A.

If the hours match up exactly, simply replacing Program A with Program B:

e Using the change date drop down, change the grid to show the first day that you'd like to
show Program B.

rsday Friday Saturday Sunday
22/10 07/23/10 07/24/10 07/25/10

Click the edit icon & for the current program A.

It will default to Temporary Edit.

Enter Program B, including both a start and end date.

Save. You're all set, after the temporary edit ends, Program B will ‘go away’ from that date
forward. Your grid will go back to showing program A, and Program B will remain historically.
e NOTE: The program grid will now say ‘conflict’ because 2 programs are scheduled at the
same time, but that’s okay, it's an intentional conflict.

If the hours DO NOT match up exactly, i.e. if Program B is one hour, and overlaps 2 half hour
programs:

Using the change date drop down, change the grid to show the date you'd like to edit.

Go to the current program(s) A and AA.

Go to the day before Program B, and edit &~ each of the current programs separately.

It will default to Temporary Edit, be sure to change to edit Recurring

Enter end dates for the programs — which is the day before Program B starts.

Then a plus sign will appear on the grid.

Enter Program B.

Put in the start and end dates, which you know, and save.

Go to manage program guide, and change the dates for the grid to the end date of Program
B.
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e On the following day, you'll see a plus sign(s). Add the current programs back in, starting on
that date, no need to enter an end date.

Example: Permanent Program Guide Change
For more permanent programming changes, e.g., stopping a program and adding a new one.

e (o to the current program(s) A that is ending, and click to edit icon & . It will default to
Temporary Edit, be sure to change to edit Recurring.

e Enter the end date for the program(s).

e Then an Add Program == icon will appear on the grid on the following day at that time.

e Enter the new Program B, making sure the start date is set appropriately. No end date is
needed right now.

e (Go to manage program guide, and change the dates for the grid to the end date of Program
B.

o You'll see the program(s) marked “not live” indicating that the changes to your program guide
are not yet live. To make the changes live, click on the “go live with changes” button. You
can make multiple edits before making them ‘live.’

e NOTE: It is best to edit programs and add a program end date to stop a program, rather
than deleting them when possible

Delete Programs #%

e Use sparingly. In Program Guide Manager, find the program you wish to delete and click on

the “delete” icon #% This deletes the entire program — if your program was scheduled for the
same time each weekday, this option removes all occurrences of your program, forwards and
backwards. For reporting purposes, it is best to edit programs and add a program end
date to stop a program, rather than deleting it.

o NOTE: If there are playlists associated with this program, do not delete it! Instead,
choose edit, recurring edit and add and end date for the program. Playlists
associated with a deleted program are orphaned, and historical data needed for
SoundExchange reporting is lost.

e A small window opens, with the message “Are you sure you want to permanently delete this
program?” Click on “OK” or type “Enter” on your keyboard (“Return” on a Mac) to confirm
that you wish to delete the program. The window will refresh and you will see that the
program has been removed from your grid.

Conflicts
This lets you know if programs are overlapping. The most recently added (or most recent) program is
displayed on your grid.

To resolve a conflict, click on the edit or delete icon.
e NOTE: To preserve a program's playlists, we recommend that you edit the program's end
date, rather than deleting it.
e Temporary edits are listed as conflicts, however, since that should be intentional, there is no
need to resolve the conflict.

Create/Edit Playlists
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Manage Host Accounts
In this section you can set up limited account access for your program host(s), giving them access to
add playlists for their programs only.
e Add Host: In the Host Manager, click on “Add Host Account” to create access for a new host.
o Note: At allow a host to enter playlists for multiple programs, hold ‘Ctrl’ key on your keyboard
and click to select the programs (hold the “Apple” key on a Mac keyboard.)

iTunes, Amazon & ArkivMusic Commerce Affiliation

Easily add e-commerce links to your playlists. Just enter your existing iTunes, Amazon and/or
ArkivMusic affiliation code. Icons will appear next to each selection on your playlists. When listeners
click, they’ll be taken to that selection at Amazon.com, Arkiv.com, or iTunes.

Syndicated Program Playlists

Playlists for syndicated programs such as Jazz After Hours, Echoes, Sunday Baroque, C24 and
many more are available for your listeners to browse and search from your own Composer Pro
program guide.

e Make sure your Program Guide is up to date.

e As producers upload lists, the syndicated show playlists will automatically appear on your
program guide with a playlist icon, as local playlists do now.
They will be searchable.
If playlists are uploaded ahead of time, they'll also display in your 'Now On Air' widgets.
(NOTE: Producers upload their playlists at different times, and right now, most upload
retrospectively.)

e For the most current list of syndicated program playlists that are becoming available, see the
Sound Exchange Blog.

e If you're a program producer, and you'd like see your playlist information appear on station
program guides, and help stations stay SoundExchange compliant, here's how you can help.
To Feed Syndicated Playlists into Composer:

e Click Create/Edit Program Guide (Program Guide Manager)

e Click Add/Edit and choose the desired program from the Syndicated Program drop down.
Edit the name as desired, e.g., C24 instead of Classical 24. You may wish to edit the
program start date as well.

e Scroll to the bottom and click Next.You'll end up back at the Program Guide Manager
screen.

e Click Go live with changes button. Available playlists load automatically from that date
forward.

e NOTE for C24: If you link off to the MPR site for playlist information, you may wish to remove
that link and keep visitors on your site.

Create/Edit A Playlist

Click on this link to create and edit your playlists. You will see the Playlist Manager, with programs
that you have added. This calendar is only used to create and edit your playlist. It is not a view of
your template, and does not reflect how your playlist will look to the end user. To view your program
guide, click the Your Program Guide link the upper right.

You can add playlists one at a time, or import all the playlists for one day.

Add an Individual Playlist



http://www.publicbroadcasting.net/demo/guide.guideadmin?action=manageAffiliate
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e Inthe Playlist Manager, locate the program for which you wish to add a playlist. Click on the

“add playlist” icon ==

¢ Inthe Create a Playlist window, enter Show Notes (optional) and select the fields you wish to
display in your playlist. When you are ready, click “Next ->” to continue.

¢ In this window you will add the musical selections to your playlist. At the top, verify that you
are adding your playlist to the correct show, correct date, and correct timeslot. Click on “edit”
to change that information if necessary.

DEMO Playlists: Manage Playlist

[ Preview |WWERBMSVEM Delete Playlist | Import Songs | Export Playtist

Playlist Details

EDIT
Program Name:; Orlando Blues
Host Name: Joe Orlando
Date: Apr 18, 2011 12:004M - 1:00AM

W Required Field

X These fields are reqguired for SoundExchange/RIAA reporting.

Add Song
Add Song Manually @ Search Our Songs @ Search Full Database @

e Under “Add Song,” select “Add Song Manually” or “Search for Song in Database:
0 Add Song Manually: Complete the form and select “Add Song.” All information is
saved, so you should never need to type in a song more than once.
0 Required fields are: Name, Song Title.
0 Recommended fields for SoundExchange/RIAA reporting:
0 Song (track) title ("Title”)
Featured artist/group/orchestra ("Artist”)
Album title ("Album”)
Marketing label ("Label”)
Start date and time of song play ("Start Time”), including hour, minute and
second
o0 End date and time ("End Time”), including hour, minute and second or duration
("Duration”) of song play.
0 Search for Song in Database:
e Click either
e Search our Station's database: This searches for songs entered by anyone at
your station only. HINT: Much faster search.
e Search the full database: This searches the entire song database which
contains songs entered by all stations. More comprehensive, but also slower.
e Enter at least one character in both the Name and Song Title fields.
e Click the "Search for Song" button at the bottom of the page. The
system searches the database and displays all matches.
e Scroll through the matches. If you see the song you want:
0 To use current time as start time: "Use Song and Add Time" to add the

O o0o0O0
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0 To use a differnt time as start time: Enter desired start time in the fields
to the left and "Click Use Song" or click and edit later.
e If you don't see the song you're looking for, Click "Cancel" and then add the new
song manually.
0 The window will refresh and you will see your new song at the bottom of the page,
with options “edit” and “delete” to the right.
e Click on the @ maokpuablishyow playlistiouyout veebsite. Recommended:
You can do this as soon as you have added one song to your playlist. You can also click the
“preview” button at the top to preview your playlist prior to publishing.

Edit Playlist «

In the Playlist Manager, locate the program for which you wish to edit a playlist. Click on the “edit
playlist” icon & . This icon appears for programs with a playlist.

e Add song screen: Scroll to the bottom of the page, and you should see musical entries that
were previously added. You have the option of clicking either “edit” or “delete” for each item.

e Clicking wilhdireGtegaliota page where you can edit information specific to that
single item. Clicking on “delete,” opens a small window which ask you “Are you sure you
want to permanently delete this song?” Click “OK” to delete the entry. Click “Cancel” to
return to the playlist if you wish to keep the entry.

e Change Order: Use the number drop down option to reorder entires in your playlist.

e You can also add more selections to your playlist

Delete Playlist #
e To delete a playlist, click the delete icon #% from the main Playlist Manager screen, or click
the delete button at the top of the Manage Playlist screen.
o Please note that once a playlist is deleted, it is gone forever.

Import Playlists

You can import playlists one at a time, or import all the playlists for one day. If you are importing a
playlist, first create an importable playlist file using Microsoft Excel or a text editor like Notepad or
export from compatible Scheduling Software.

Here is the current complete list of playlist import filters:

Music Master

Music Librarian

Music Director

Selector
SoundExchange

Generic tab delimited text

NOTE: Please make any necessary program edits BEFORE entering your playlist.

Importing Playlist Files
e Log on to the Composer Admin Web site:
http://www.publicbroadcasting.net/xxxx/quide.guideadmin |
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DEMO Playlist Manager

Once you've added & program into the Program Guide, you may set up a playlist fo
already entered a playlist, use this grid to make necessary edits.

July w20
Monday Tuesday Friday
07/17/06 | 07/18/06 L 0772170
12:00 AM
12:30 AM
Qdyssey Qdyssey Olyszey Odyszey Odysse
1,00 AW add playlist | add plavylist 2dd playlist add playlist | add plavli

e Click ‘Create/Edit a Playlist’

e (o to the date and time of the program for the playlist you wish to edit and click ‘add
playlist’ or ‘edit playlist’ icons.

e Scroll down to Show Notes field. Enter any show notes you wish to have on the
record for that day.

e In Display Fields, select the fields to display to your web site visitors.

e Click on Next to continue

DEMOQ Playlists: Create A Playlist

You are creating a Odyssey playist for YWednesday, July 19, 2006,
Enter general playlist data and select which fields to display to your Weh site visitors.

Create a playlist that will be stored in & dstabase for users to view and sesrch. Enter your program into the
database and click on next to continue

Program Name: Odyssey
Program Host:

Show Notes:
Mame Song Title CD Matne
7 Track number [ rrack Lavel (7). [ copyrigrt
Display Fields & R
[ Release vear ji) [ start Time [ hiotes
[ Catalag Mumeer 171 [ Upc 171

Playlists: Manage Playlist page will appear. There are 4 control button options at the top of

the page:
e Preview

Make Live

Delete Playlist

Import Songs

To add songs manually, one by one, skip to D below.

To import a playlist, click on the ‘Import Songs’ button at top of page.

On the next screen, under Playlist Details, the program name and Broadcast Times

are listed

Under Import File Details, Format, Select Generic

e Click on the Browse button. Find the playlist file you have created (see B or C
below) on your computer desktop.

e NOTE: The files that will be imported into the Playlist MUST be in tab-delimited

9
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text file format *.txt. The system is not compatible with other file formats, like Word
files (.doc). To create a file, see B and C. below.
e Click ‘Next’ button.
e Alist of imported songs will appear. At the bottom of the page, click ‘Add Songs’ button.
e You will return to the Playlists: Manage Playlist page. At the bottom, you will see your
playlist. If you need to make additional edits, please do so using the ‘edit’ link.
o When playlist is final, click ‘make live’ button at top of page.

Import Full Day Playlist

You'll need a playlist file with all the information for one day. The process is very similar to importing a
single program playlist.

e (o to add a playlist for the desired day, and click on the new link/icon “Import Full Day“="" at
the top of each column, right below the date.

o Follow the steps, and import one playlist file, formatted as usual.

e You will see individual playlists added for each program that day.

e You can click on the edit & or delete #icons to edit those individual playlist as usual.
e You can still add = an individual playlist for any program that does not have one.

Delete all Playlist for one Day A

e You can also delete all playlists for a particular date by clicking on this icon Aatthe top of
each column.

Create a Playlist Import File Using Microsoft Excel

Using Excel: Open up the playlist-import-template.txt file provided to you. It is a tab-delimited text
format file (*.txt), so Excel will display a few questions before the file opens.

Text Import Wizard: Step 1 of 3

e Double — Check that the choices are selected as follows:
e Under Original data type: Delimited
e The Start Import Row: 1
e File Origin: Windows (ANSI)
Click Next>

e Text Import Wizard: Step 2 of 3

e Double — Check that the choices are selected as follows:
o Delimiters: Tab

e Text Qualifier: “

Click Next>

e Text Import Wizard: Step 3 of 3
e Double — Check that the choices are selected as follows:
e Column Data Format: General

The first line of the import file is used to define the fields being included. DO NOT CHANGE THE
FIRST LINE OF THE FILE.

e Type in the song information in the appropriate columns of the Excel table, first song at the
top.

10
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e START_TIME NOTE: If you use the start time field, please enter time in this format
HH:MM:SS, use military time for hours, and do not include AM or PM within the field.

e Save the file. Name the file as you choose, but do not use spaces or special character in the
file name. When saving, choose “save as”,t hen choose Ot afile@@a)l i mited t ex
format. Excel will prompt you as follows: (Your filename).txt may contain features that
are not compatible with Text (Tab Delimited). Dou you want to keep the workbook in this
format?

Click Yes.

e The resulting file should have the .txt extension. '.txt.xls' extension is not compatible.

e TO TEST YOUR FILE: Double click on the file to open it. It should open in a plain text
editor, such as Notepad or Simple Text. You should see all the song information previously
entered, but the columns will not line up.

o NOTE: It has been reported that in some versions of Excel for the Mac, you may need to
save not as "tab-delimited text" as you'd expect, but as "Windows Formatted Text."

Create a Playlist Import file Using NotePad or Simple Text, or Similar Text Editor

e Open up the playlist-import-template.txt using Notepad or Simple Text (or other text
editor). It is a tab delimited text format file (*.txt).

e Each line must simply be tab-delimited so that it is machine-readable, not human-readable.

e Type in the information for the first field, hit tab, type in second field, and so on. If you do not
have a value for a field, simply add two tabs, and then enter the next value.

¢ When finished with one song, hit the Return key once, and enter next song.

e As you enter information, please note that the columns will not, and should not line up.

e Saving the File: When ready to save the file, name the file as you choose, but do not use
spaces or special character in the file name.

Example: (Import file with three songs and three fields for each song)

SONG_TITLE ARTIST_NAME CD_NAME

It's All Coming Back To Me Now Celine Dion All The Way... A Decade Of Song
Fly Me To The Moon  Frank Sinatra Greatest Love Songs

| don't know why Norah Jones  Come Away With Me

Example: (Same as above, but now missing ARTIST_NAME value for the first and third songs)
SONG_TITLE ARTIST_NAME CD_NAME

It's All Coming Back To Me Now All The Way... A Decade Of Song
Fly Me To The Moon  Frank Sinatra Greatest Love Songs
I don't know why Come Away With Me

Create a Playlist Import file Using Microsoft Word:

o Make playlist file in a table, make sure first line of file includes field names as specified
above.

Select table

Choose - Convert table to text

Separate with tabs

Save as Text Only (.txt)

11
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Creating a Playlist Import file Using Selector:

e Export your playlist from Selector in a text format
e Open it with WordPad and type this as the heading:

ARTIST NAME SONG _TITLE CD_NAME
e Hit tab between NAME & SONG and TITLE & CD.

e Save as atext file and it's ready to import into Composer.

Additional information found here:
http://www.publicbroadcasting.net/xxxx/quide.qguideadmin?action=doc_playlistimport

SoundExchange Dashboard

The SoundExchange Dashboard is a component of both Composer Basic and Composer Pro that
stations use to maintain station and stream information with NPR Digital Services, as well as to
upload quarterly reporting data and retrieve reports generated by NPR Digital Services for submission
to SoundExchange (SX).

General information on how SX reporting works for stations choosing to be covered by the CPB-SX
agreement can be found on NPR Digital Services' SoundExchange reporting blog, which includes a
one-page primer on the basics and how to get started.

Export playHst information for any Gate ranpe for ntermal 18 o reportng

SoundExchange Dashboard

Upload Playlists /Streaming Log Files
rE

Upload playiist or streanning 09 Mies for SoundExchange repantag, of

Edit Station Info

Review and/or moddy information about your station and streams

View Reports
View past SoundExchange reports for your station and view the status of future reports

View Notes
View past notes 200Ut your station, stroams and reports

Add Note

AGD 3 new PObe AbeuR your SLAton, SLreamS o reports

Documentation

Edit Station Information

Basic station information can be reviewed and updated using the Edit Station Information screen,
accessible from the global navigation.

Required data fields are:

Station Name

Call Letters

Primary Contact Name
Primary Email

Primary Phone

12
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Secondary Contact Name
Secondary Email
Secondary Phone
Address 1

City

State

Zip

Station Affiliations

A list of streams associated with the station is presented at the bottom of this screen. From here
stations can choose to edit or update stream information by clicking on the Edit link tied to each
stream, which will take you to the Edit Stream Information screen.

In addition, users can go to the Upload Playlists/Streaming Logs screen for each of their streams by
clicking on the Upload Logs link for the stream in the Station Streams listing.

In order to add a new stream, or delete an existing one, contact NPR Digital Services.

Edit Stream Information

The Edit Stream Information screen allows a station to manage basic information about a given
stream. SX reports are generated for each distinct content stream that your station offers. Each
content stream may be offered in more than one format (e.g. MP3, Real, Windows Media) or more
than one bitrate or may be served from more than one server. However, for SX reporting purposes,
they are all grouped together and reported on based on the content.

For a given content stream, the following fields are required:

e Stream Name - An identifier for the content being offered, e.g. Broadcast Simulcast, HD2,
etc.
e Format Group - Required by SX

View Reports

Stations can access SX reports generated and submitted on their behalf by NPR Digital Services for
previous quarters and view the status of upcoming reports via the View Reports screen.

Here reports for each of a station's distinct content streams are listed in reverse chronological order
by calendar quarter. Each calendar quarter and year (listed in the first column) for which a final report
was generated are linked to the final report file.

The status of past and future reports are indicated in the Report Status column. Reports will have one
of the following statuses:

e Incomplete - This means some required data is/was missing; -p indicates that playlist
information has not been uploaded , while -s indicates that streaming log files have not been
uploaded.

e Pending - This means the required data has been uploaded, but final processing and report
generation is not yet complete.

e Complete - This means the final report has been generated. In this case the final report can
be accessed by clicking on the quarter and year in the Quarter column. Also, the calculated
Music Aggregate Tuning Hours (Music ATH) based on the report is displayed in parentheses.
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Finally, stations can access the Upload Logs and Set Reporting Dates screens for each stream in a
guarter using the links in the Links column; these links will only be available for current and future
quarters.

Set Reporting Dates

Stations must specify their chosen reporting period within each calendar quarter for each content
stream. For most stations, this is a 14-day sample (two 7-day consecutive periods); a handful of
stations (they know who they are) are required to do census (full-quarter) reporting. Stations are free
to choose whatever 14-days they want to report on each quarter; all SX asks is that these two weeks
are representative of the music you stream during the entire quarter.

In order to specify your station's reporting period, proceed to the Select Reporting Dates screen, via
the Edit Report Dates link on the View Reports screen.

Here a station can choose to report on the entire quarter by checking the "Disregard dates and use
full quarter instead" checkbox.

Otherwise, to specify a 14-day reporting period, enter the first date of each 7-day period using the
date dropdowns and click Save.

NOTE: For stations that use NPR Digital ServicesbComposer Pro playlist management
tool, by default, NPR Digital Services will report on all playlist data for a given quarter
that is in Composer Pro. However, these stations can specify a 14-day period to be
reported on, if they so choose.

Transferring SoundExchange Reporting Data to NPR Digital Services

NPR Digital Services needs three types of data from stations for generating SoundExchange reports:
guides (schedules), playlists and streaming access logs.

Guide information is entered via the Composer Pro/Basic guide management interface.
Playlist data is obtained by NPR Digital Services in one of two ways:

1. Composer Pro clients of NPR Digital Services enter playlist data directly into Composer Pro,
which NPR Digital Services can then query directly. There is no need for these stations to
upload playlist logs to NPR Digital Services.

2. All other stations must upload a playlist log file for each content stream each quarter to NPR
Digital Services via Composer Basic. This file must conform to our file formatting
requirements in order for NPR Digital Services to be able to process it.

NOTE: Spinitron clients have their data files automatically generated and sent to NPR Digital
Services via the Spinitron interface. Contact Spinitron for more details.

Likewise, streaming access logs are obtained by NPR Digital Services in one of two ways:

1. NPR Digital Services has access to streaming logs for stations that are streaming clients of
NPR Digital Services (that is, have their streams hosted through NPR Digital Services). There
is no need for these stations to upload streaming logs to NPR Digital Services.

2. All other stations must upload all streaming access logs file for each content stream each
guarter to NPR Digital Services via Composer Basic.
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Upload Logs

Stations that need to upload streaming logs to NPR Digital Services use the Upload Logs screen.
(NOTE: Stations that use Composer Pro don’t need to upload playlist logs, since we already have
your information. This screen can be accessed from the global navigation, the Edit Station screen, or
the View Reports screen.

Playlist or streaming log files for each content stream are uploaded via their own screen, meaning
there is an Upload Logs screen for each of your station's content streams. If your station offers more
than one stream, there are links at the top of this screen to the Upload Logs screen for each content
stream. NOTE: streaming logs that include requests for multiple content streams are fine; however,
they should be uploaded to one content stream. In addition, NPR Digital Services will need to know
how to parse these files; that is, how to clearly identify requests for each content stream.

Files are uploaded using the form at the bottom of the screen. Stations must specify the following:

a) The type of log file being uploaded (Playlist or Streaming)

b) The file to be uploaded, using the browse button

c) Start and end dates for the period that the file covers (if different than the start and end dates
of the calendar quarter). NOTE: end date must be specified as the day after the final date
covered by the playlist. For example: to include air dates on June 30th, make the end date
July 1st.

Uploaded files that are awaiting final processing are displayed at the top of the Upload Logs screen
under Uploaded Files. Here stations can see which records in an uploaded file may have been
rejected due to formatting or data errors. Uploaded files containing errors can be deleted by checking
the Delete checkbox and clicking on Delete selected files.

Files that have been uploaded can be viewed by clicking on the File Name.

Playlist files get preprocessed shortly after uploading; files that have been preprocessed will have a
View link in either (or both) of the Processed File or Error File columns.

The Processed File will include all entries from the uploaded playlist file that will be included in the
final report generated for SoundExchange.

The Error File will contain any records that could not be included, usually due to a formatting error. It
can also contain error messages describing problems with the file and how to fix them. For example,
if the header row of a playlist file does not contain the proper field names, then none of the records in
the file can be processed and the Error File will indicate this.

If, after a playlist file has been uploaded, there is only a Processed File that can be viewed, that
means that all of the records in the file will be included in the final reports.

If, after a playlist file has been uploaded, there is only an Error File that can be viewed, that means
that none of the records in the file could be processed and none will be included in the final reports.

In the case of errors in a playlist file the station can choose to delete the existing file, fix the errors
and upload a revised version.

NOTE: Stations that have FTP accounts with NPR Digital Services can continue to upload
data via FTP; these files will show up on the Upload Logs screen as if they were uploaded via
the screen. Likewise, vendors that have transferred files to NPR Digital Services via FTP
(e.g. StreamGuys, Spinitron) can continue to do so and the files will show up on this screen.
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Add Note NOW ON C24:
Stations can add notes about their stations, streams or reports using the Add Classical 24
Note screen. 99 wisw T4 Seoen
View Notes et Eswonthey

All notes tied to a station (created by either station staff or NPR Digital nld

Services) can be viewed using the View Notes screen. Prelude in C# minor
Sarge 10LAM

5t. Paul's Suite

Setting Up Your Program Guide Widget s 9:468

Feed information about the program now on air, 5 programs up next, and

song information for up to the last nine songs played to your home page. You'll find detailed

directions in Composer Admin.

http://www.publicbroadcasting.net/xxxx/qguide.qguideadmin?action=doc_widget

¢ Note: If you do not stream with us, set parameter 6 to O instead of 1.
Include up to next 5 programs up next

Include up to last 9 songs aired

If you use Amazon or Arkiv, include buy now link

Examples of the "Now On Air" Widget: WEXT, KUMD

All Day Playlist:

In Composer Pro you can see all the songs played in the last 24 hours in one big playlist. Substitute
your Station ID.

http://www.publicbroadcasting.net/netradio/guide.guidemain?action=viewSongs
http://www.publicbroadcasting.net/kumd/guide.guidemain?action=viewSongs
http://www.publicbroadcasting.net/wfcr/guide.guidemain?action=viewSongs

Link to the most recent playlist:
This link will always bring up the most recent playlist. Substitute your Station ID.
http://www.publicbroadcasting.net/netradio/guide.guidemain?action=viewMostRecentPlaylist

Last 5 playlist RSS:

Feed links to the last 5 playlists for a program.
http://www.publicbroadcasting.net/wfcr/.playlistfeed?apiKey=pizp3ci4l4p1k3ykp3zk&program|D=1559
-

Accent Marks
Accent marks can tricky to enter online. The best way to enter them into any of our modules is to use
the HTML mark up characters. See a site like: http://www.ascii.cl/htmlcodes.htm

Enter the HTML code from the 'HTML code' column where the accented letter should appear.
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FAQs and Tips

See the blog for more help, recent updates and tips:
http://blog.digitalservices.npr.org/composer-help/
http://blog.digitalservices.npr.org/category/composer-guide-playlist/

Entering Short Programs into your Guide
For programs less than 30 mins long, enter the info in the program description field for the longer
program. See 9 AM, or 12 PM noon block.

NPR/PRI in your Guide

You can add the NPR/PRI JavaScript promos to your Program Guide. Just Paste the JavaScript
into the Program Description field. You can still add your own text before or after the program
information.

For examples, see WAMC and WPR

If you use the automated Composer "Now on Air" widget on your home page, this program-specific
information feeds automatically as well.

Enter Day-Specific Program Information in your Guide
Enter program specific information, such as special guests or topics, into your Composer program
schedule ahead of time.

To Enter Program Specific Information:

Click Create Edit Program Guide.

Change the date using drop down options and Click Change Date.

Click Edit for the desired day and time.

In the Edit Type field, Select Temporary Edit.

Add other information (such as special guest) to the program description field and Click
Save.

Bonus: You can feed this information to your home page using our "Now On Air" Widget.

Conflicts

This lets you know if programs are overlapping. The most recently added (or most recent) program is
displayed on your grid.

e Toresolve a conflict, click on the edit or delete icon. NOTE: To preserve a program's
playlists, we recommend that you edit the program's end date, rather than deleting it.

e Temporary edits are listed as conflicts, however, since that should be intentional, there is no
need to resolve the conflict.

Edit instead of Delete

It is always best to edit programs and add a program end date to stop a program, rather than deleting
them. Playlists associated with a deleted program are orphaned.

e Program ending: Edit the program, choose recurring edit, and add an end date for the
program. The program will stop, and you'll see the option to add a new program.
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e Changing time slot permanently: Edit the program, choose recurring edit, and add an end
date for the program. Then go to the new time slot, and add the program again.

e Changing time slot temporarily: Edit the program, choose temporary edit, and choose the edit
start and end dates for the change.

Amazon Affiliate Account

Here’s how to get registered with Amazon's Associate Program with the NPR station rate.
https://www.nprstations.org/online/amazon/index.cfm

Amazon-NPR Stations Agreement

Sept. 22, 2006

NPR and Amazon.com have renewed the agreement that gives NPR Member stations special
favorable terms if they elect to join Amazon's Associate Program. NPR stations are guaranteed a
flat 8% revenue share (vs. the standard tiered program that starts at 4%) for books, music and
related product sales -- regardless of the number of units ordered -- for retail media products
purchased through links on station Web sites.

How does the program work? Enrolled Member stations place links to Amazon.com on their Web
site(s). When visitors click through to Amazon.com and subsequently make a purchase, the station
earns a referral on those sales. NPR derives no financial or other benefit from this program; we have
simply negotiated an agreement that provides favorable terms for all member stations.

Many listeners to public radio programming value the ability to easily purchase the books, CDs and
other items they hear mentioned on the air. Revenue share resulting from these partnerships have
become an additional fund raising channel for large and small market stations alike. NPR is informing
stations of this opportunity so each station can make its own decision; we are not endorsing it or
acting as an agent.

For details about the rates and terms of this offer, interested stations should not contact NPR
directly; rather, they should send an e-mail to Danae Kokenos, Senior Channel Manager,
Associates: danae@amazon.com, referencing interest in the "NPR Member Station Application -
Special Rate" and requesting application instructions, terms and documentation. Ms. Kokenos' phone
number is 206-266-4224.

Playlists and Editing your Guide: Order of Operations

Make all necessary edits in your Program Guide Manager BEFORE entering your playlists.
If you enter a playlist, and then make a today only edit, you risk losing your playlist link, or
ending up with duplicate playlists.

Edit programs rather than deleting them when possible. Instead of deleting a program, you

can add a program end date. If you delete a program that has playlists associated with it,
those playlists become 'orphaned' and not active in your playlist search.

Export a Playlist or Moving a Misdated Playlist
To Move or Correct the Date on a Playlist:
e Export your playlist

e Go to your Composer Admin Tools: http://www.publicbroadcasting.net/xxxx/guide.guideadmin
(substitute your call letters in for the ‘xxxx’ in the web address)
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Click Edit Playlist icon and click the Export Playlist button in the upper right.

The system will generate a link with your playlist file, in tab-delimited text format.

Save this File to your Desktop.

Modify the Playlist Export File as needed, changing dates or times.

Save as a tab delimited text file.

Go to the correct date and import the new playlist file.

Once you have uploaded the playlist on the correct date, Go Back and Delete the original
playlist from the incorrect date.

Saving Playlist Searches

With Composer, it is possible to save playlist searches and link to the results from a program specific
search. This results in a link for the programs to include on their program page.

To create a link to all playlists for a program:

e Loginto your Composer Admin Tools

e Scroll down to the Documentation section

e Click Generating Playlist Search Links.

o Complete the form. Copy and Paste the resulting code.

Classical: Composer vs Artist Name

The Playlist Interface requires an Artist field because the SoundExchange/RIAA requires a field
labeled Artist. We understand that this can be confusing for classical music, however this is what the
SoundExchange/RIAA requires. We recommend that you put the composer in composer field, and
the performer or soloist into the Artist field. If none, put a blank space into the Artist field.

Automated Syndicated Playlists in NPR Digital Services Composer

Playlists for syndicated programs such as Jazz After Hours, Echoes, Sunday Baroque, C24 and
many more are available for your listeners to browse and search from your own Composer Pro
program guide and will automatically be included in your Sound Exchange reports.

e Make sure your Program Guide is up to date.

e As producers upload lists, the syndicated show playlists will automatically appear on your
program guide with a playlist icon, as local playlists do now.

e They will be searchable.

o If playlists are uploaded ahead of time, they'll also display in your 'Now On Air' widgets.
(NOTE: Producers upload their playlists at different times, and right now, most upload
retrospectively.)

e For the most current list of syndicated program playlists that are becoming available, see the
Sound Exchange Blog.

e |If you're a program producer, and you'd like see your playlist information appear on station
program guides, and help stations stay SoundExchange compliant, here's how you can help.

Character limits for each Playlist field

SONG_TITLE 200
ARTIST_NAME 400
CD_NAME 200
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TRACK_NUMBER 2
TRACK_LABEL 200
CATALOG_NUMBER 100
UPC 100

NOTES 255
COPYRIGHT 50
COMPOSER 150
CONDUCTOR 100
ORCHESTRA 100
INSTRUMENT 100
COMMERCE_LINK 255
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