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CHAPTER
ONE

Introduction to Digital Screens

An eScreen is simply a digital sign, similar to a large
computer monitor or TV, that displays useful information
like company notices, production facts/figures, and other
internal communications. These digital signs are installed
in our lobbies, conference rooms, operator control rooms,
break rooms, etc. for the purpose of informing and
educating employees, guests and customers.

Instant and thorough communication is very important
in a large company like Digix. Our eScreens can quickly
disseminate information to employees and contractors
who may not have access to e-mail, in a clear and visually-
appealing way.

Our screens are capable of displaying high quality images,
animations, videos, and some even have audio capabilities.
The following training introduces you to these features and
upon its completion, you will have a better understanding
of how to leverage for your communication needs.
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COMMUNICATION CHANNEL

WHO CAN IT REACH?

1.1 eScreen Channel Strategy

The eScreens are among the most dynamic communication
options available to you. Let's learn why.

Our Communication Channels

The goal of internal communicationsis simple: to engage allemployees
in Digix's mission, strategy and success—across functions, levels
and geographies. But the steps we take to successfully achieve this
goal are a bit more complex.

Every day, we have important choices to make about what and how
we communicate.

[ FACILITY UNIT

[ BUSINESS ][ CORPORATE

| BEST CHANNEL? |

EMPLOYEE

[ E-MAIL J[ WEBSITE

][NEWSLETTER] MEETINGS ] eSCREENS J

| EMPLOYEES AND CONTRACTORS |

Figure 1-1. Typical flow of information

We live in a world of information overload where it's easy to post,
send and share volumes of data with the push of a button. Deciding
what not to communicate is just as important as deciding what to
communicate. Are we treating everything with equal importance
and adding to the clutter of messaging, or are we using a strong
filter based on relevance and value to hone in on the “critical few"?

How we communicate—using the right channel with the right
content at the right time—is the difference-maker. The eScreens
are just one of several options available to us at Digix.

L EMPLOYEE

E-MAIL WEBSITE NEWSLETTER MEETINGS ~

W v .
ONLY THOSE WITH NETWORK ACCESS SOME EVERYONE

Figure 1-2. Communication channels and their reach

2 | Chapter 1: Introduction to eScreens



Digital Channel Strategy eScreen Channel Strategy @ dlgl b

Digital Channel Strategy

In a rather short period of time, eScreens have filled a communication
gap by helping us connect with employees and contractors who do
not have access to Digix's network while at work. And this success
isn't a secret. More and more people and functions are asking to post
information on eScreens. Without proper oversight, eScreens could
easily follow in e-mail's footsteps — overcrowded and overwhelming.

As an eScreen administrator, your role is to help set priorities for
your facility and make sure the critical few are getting the play time
they deserve.

Before posting a message, be sure to ask yourself:

= Does the information support the goals of internal
communications, my business unit and/or my facility?

= [s this the right channel for the message and the audience
or would | be better off using email, bulletin boards and/or
meetings?

» Have we effectively communicated the message already
through other channels, or would we be using a new
technology for old news?

= What would happen if we didnt post the information on
eScreens? Would it negatively impact safety, operations or
employee engagement? Would anyone even miss it?

Digix's Public
Affairs department

If you have questions about our internal communications channel
strategy, be sure to contact a member of the Public Affairs team in E-Mail:
your business unit or Plymouth. public.affairs@digixco.com

Chapter 1: Introduction to eScreens
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eSCREEN
Your Local Site

T

SDA
(Symon Digital Appliance)

T

SERVER
Wood Dale, IL

T

s

DESIGN STUDIO
Software

|
|
-

YOU
Administrator

Figure 1-3. Parts of the system
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1.2 Parts of the eScreen System

The eScreens are all connected on our network and share content
from a central server. You tell your eScreen what to play, and the
server sends it the information.

The eScreen

What we all know as the eScreen is actually an LCD (liquid
crystal display) flat screen television monitor powered by a
computer called an SDA (Symon Digital Appliance), which displays
content from the server. The content includes user-generated items
such as slides and text tickers, as well as automatic feeds like news

and weather.
? The SDA is the computer that powers the LCD screen.
The SDA is usually mounted to the wall behind the screen,
and sometimes can be built-in to the screen itself. Some sites have
multiple eScreens connected to one SDA.

Server
g The eScreen Server is located in Wood Dale, IL. and is

the main “brain” of the eScreen system. The server is
responsible for telling each eScreen in North America what to play
and when.

Design Studio
g The program you will use to add and schedule content

for your eScreens is called Design Studio. Design Studio
sends your content and schedules to the server, where it is stored
and later recalled for playback on your eScreens.

SDA

-, What part do you play?

"1 Ofallthese parts, you are arguably the most important! You
are the interface between your local organization and the
communication power of the eScreens. You will also help content
providers (managers, HR staff, event coordinators, etc.) share their
messages with employees via the eScreens.

-

-

~
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The eScreen Layout Parts of the eScreen System @ dlg

The layout areas of
the eScreen:

Figure 1-4. A Typical wall-mounted eScreen, not powered-on

The eScreen Layout
The eScreen is divided into several distinct areas, each displaying
different types of content.

Main Area. The main area is used to display important messages
like announcements, safety information and advisories.

) _ _ _ _ _ . Main area
Upper right area. This area is used to display continual or recurring

information like reminders and training dates, as well as non-crucial
information like event/employee photos.

. Upper right area

. Lower right area
. Text ticker area

Lower right area. This area displays national news, local weather, . Header
quotes and facts. The lower right area receives its information . Time/date
automatically, and is not user-editable.

Text ticker area. Several scrolling tickers (news, stocks, local site O e
ticker, etc)) display in this area, and repeat automatically. Only the

local site ticker is user-editable (see page 115 for more information).

|
;
|
Fixed areas. The brand arc and Digix logo display in the header.
The time and date display alternately at the top-right of the screen.

Figure 1-5. The eScreen layout
showing no content
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1.3 eScreen Content Guidelines

The content shown on the eScreens is the responsibility of the
Public Affairs department, and must adhere to a set of guidelines.

Permissible Content Examples

The Digix eScreens should only display positive, professional, relevant
and timely content. The following list includes some approved
content types:

= Departmental news = On-the-job recognition

= Production numbers = Community involvement

= Site-specific events photographs

= Public Affairs events = Facility photographs

= Quarterly Update dates
and times

«  Maintenance dates

« Local news items Quarter! . "
_ = Quarterly earnings reports
= General reminders Tips (i / fgt l; )
- = Tips (enerqgy, safety, etc.
= Training dates P w y
= Message from facility

= Employee schedules managers/SLT

= Requests for volunteers” Employee birthdays'

= Safety reminders - Congratulations

» Employee accolades = Good-luck messages’

*subject to local approval  Tper-facility discretion

Per-Facility Discretion

Personal congratulations. You may want to acknowledge an
employee’s efforts outside of Digix. The decision on whether this
is appropriate for your facility’s eScreen is left up to facility-level
management. However, if you are unsure, a good general rule is
that personal announcements such as births and weddings should
be saved for your newsletters and bulletin boards.

Employee recognition and birthdays. As a vital part of
engagement, we want to ensure that employees who go above and
beyond Digix's values-in-action are recognized. Displaying employee
birthdays can also be an excellent means of encouraging further



Disallowed Content eScreen Content Guidelines

engagement. If your facility-level management chooses to display
a list of employee birthdays on your eScreens, please be sure that
you have a current, complete list from your Human Resources
department.

Disallowed Content

All content displayed on the eScreens is subject to editing or removal
if found to be inconsistent with the brand identity and/or these
guidelines. Specifically, content will be removed if it:

= Is primarily intended to highlight an employee’s home life

= [s primarily intended as a joke or gag

= [s defamatory or discriminatory, or promoting illegal activities
= [s intended to solicit business for a company outside of Digix
= does not display accurate facts and figures

= falls into one of the categories listed on the right

Photographs

Imagery is typically used to evoke emotions, provide information,
and is an important part of communicating in general. Photographs
selected for the eScreens should:

= reflect our global presence and diversity

= highlight human interaction with our products, crops, etc.

= use contours and colors, landscapes, food and people

= focus on collaboration with our customers and communities
= be factual and truthful

= show actual use of Digix products when possible

For more information on using photos and other imagery including
stock photographs, see page144.

@ digix

What are some
examples of
content that is not
allowed?
Classified ads
Death notices

Personal audio or
music

Chain-letter e-mails

Photos of blood or
other bodily fluids

Photos of weapons

Offensive/
objectionable
material or
photographs
Workplace-
inappropriate jokes
or stories

v
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@ digi‘\ eScreen Content Guidelines Community Property

Community Property
It would not be very productive to have users at different facilities
creating duplicate content.

General-purpose content such as emergency preparedness tips,
parking lot safety information, daylight savings time reminders, as
well as a variety of other pre-made content has been made available
in a folder called Community Property in the Design Studio software.
(For more information on content folders in Design Studio, see page
78). This content is available to all users; simply add them to your
eScreen's schedule to play. (For more information on scheduling
content in Design Studio, see page 90).

Automatic Content

As an eScreen Administrator, you are to be responsible for updating
the site-specific content. However, all corporate-wide, and business-
unit-wide content will automatically be displayed on all relevant
eScreens without action from you. It will play alongside the local
content that you add to your eScreens.

This type of content is indicated by one of the badges shown
in (Figure 1-6). When you see, for example, the All Phosphates
badge, you will know that the current content is being shown at all
phosphate facilities. Similarly, the All Digix badge indicates that the
content is being shown organization-wide.

ALL POTASH

Figure 1-6. Automatic content
indicator badges

ALL PHOSPHATES

8 | Chapter 1: Introduction to eScreens



CHAPTER
WO

eScreen Templates

One of the most important parts of the eScreen system is
the content that you will be displaying.

The way in which you will get most of your content posted
on your facility's eScreens is using pre-made PowerPoint
templates with text and graphics, that are specifically
tailored for eScreens.

To effectively use the eScreen templates, we must take
a closer look at the information itself: What information
should be posted? What is the best way to display this
particular information? Are there guidelines | should follow?

DIGITAL
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Figure 2-1. The Digix logos

PANTONE PANTONE PANTONE
330 647 1675
PANTONE PANTONE PANTONE
7496 645 153

PANTONE
383

PANTONE PANTONE
111 4485

PANTONE
COOL
GRAY 11

PANTONE
4495

PANTONE BLACK

Figure 2-2. Digix color palette

Figure 2-3. Logo positioning

] O | Chapter 2: eScreen Templates

2.1 Why We Use eScreen Templates

There are several great reasons to use eScreen templates:
They are brand-compliant, easy to use and efficient, and come in
a variety of styles and topics.

BRAND COMPLIANCE

The main reason the templates exist is to ensure that the information
we post to our eScreens is brand-compliant and reaches the
workforce in a consistent, professional manner.

Any communication (e-mail, memo, newsletter, and even an eScreen
slide) that leaves our desks —whether it's intended for the public or
for the workforce —must conform to certain visual standards called
Branding Guidelines.

Branding Guidelines at a Glance

The Digix visual identity system is composed of a group of design
elements that uniquely brand Digix communications. It is the way
our employees interact with our guests, customers and each other.

The color palette. As part of Digix's visual identity system, the
palette contains 15 approved colors (Figure 2-2).

The color palette offers a range of colors that complement the Digix
logo and each other, using natural tones that represent agriculture:
fields, crops, soil, water and industrial environments.

The Digix logo. There are several versions of the Digix logo
(Figure 2-1). You are most likely to come into contact with:

= the most well-known version, the full color logo, which is only
for use on white backgrounds or white paper.

= the one-color black logo, which is only for use on light
backgrounds or white paper.

= the one-color white (reversed) logo, which is only for use on
dark background colors.

The logo must always be positioned away from other elements on
the page or screen (Figure 2-3).



Brand Compliance Why We Use eScreen Templates

There are several treatments you should never apply to the Digix
logo (Figure 2-4), including

= placing a black logo onto a dark background (1)

= setting the logo in any color other than white or black (2)

= placing a full-color logo on any color other than white (3)

= attaching other company names or text to the logo (4)

= placing the logo in-line with text (5)

= making a pattern from the logo (6)

= breaking apart or using the logo elements (7)

= transforming the logo in any way, including applying a drop
shadow or adding a border to the logo (8)

The brand arcs. Central to the visual identity system are the graphic
arcs representative of the hills and patterns of farm fields. The Digix
brand arcs are a familiar mark of coherence and professionalism,
which carry their own set of usage guidelines. To learn more about
the branding arc guidelines, visit the Branding Guidelines section at
the Digix employee website.

The fonts. Therearetwofontsapproved for Digixcommunications:
(1) Formata and (2) Arial.

Formata is a sans serif font that can be used for headlines, subheads,
captions and text. It is not pre-installed on Digix computers because
there are required licenses associated with its use. (For information
on obtaining a Formata font license, see page 13). Formata is
used on all professionally-designed pieces like brochures and sell
sheets. Choose from the weights shown in (Figure 2-5).

Avrial is a sans serif font that is pre-installed on every Digix computer.
You will see Arial used in most PowerPoint presentations and Word
documents. Choose from the weights shown in (Figure 2-5).

) digix

Our brand:

The Digix brand is more
than just our logo. It is
based on a brand strategy
that defines our vision,
position, promise, and
foundation. How we
represent Digix—through
our actions, products,
words and visuals—is the
sum of our brand’s worth.

Lorem yg‘i\ipsum.
5

Figure 2-4. Digix logo treatment
restrictions

Formata Light
Formata Regular
Formata Medium

Arial Regular

Arial Bold

Figure 2-5. Approved fonts for
Digix communications
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E'j d]gl\ Why We Use eScreen Templates Easy to Use and Efficient

Branding and eScreen Communications

Because these firm branding guidelines also apply to Digix's
eScreens, it makes sense to have a unified, approved means of
creating eScreen content. Using pre-made templates to create slides
brings unity to our digital communications and ensures our strong
brand image can be seen by employees, guests and customers.

EASY TO USE AND EFFICIENT

Using eScreen templates is easy and much quicker than creating a
slide from scratch each time you want to post a message. You do
not have to worry about designing a slide; you are only concerned
with the information you're putting into it.

Every aspect of slide-making has already been considered. All
eScreen templates include:

= Approved, relevant graphics

= Pre-positioned graphic and text elements
= Text boxes and photo place holders

= fFont choice and text size

= Instructions on how to use each template

All you have to do is type (or paste) the information into the
designated areas on the slide.

VARIETY OF STYLES AND TOPICS

The eScreen templates cover a variety of topics, and most templates
include blank versions of all slides so that you can use them for
other needs as well.

Slide colors and layouts have been chosen for each topic. This
ensures slide topics are easily recognized by viewers. See "Topics
and Style Examples" on page 17 for a list of template topics.

] 2 | Chapter 2: eScreen Templates



2.2 Getting to Know Your eScreen

Templates

Let’s take a look at the eScreen templates, what format and styles
are available, and how to choose the right one for your needs.

WHAT YOU WILL NEED

Before we can take our first look at the eScreen templates, you will
want to make sure you have the following:

= The Formata fonts installed on your computer
= The template files
= A working knowledge of PowerPoint

Getting the Formata Font Files
Toobtainthe Formatafontfiles, send an e-mailto brands@digixco.com
so that a license can be secured for you.

Many of the eScreen templates utilize the Formata fonts. You will
get the best visual result if you have these fonts installed. (See
11 for more information on Formata).

Getting the Template Files

The eScreen templates are essentially just slides contained in several
PowerPoint files. Some of the files contain multiple topics and slide
types. You can download all of the files at once, or on an as-needed
basis, but be sure to check back for new topics and updated files.

The template files are available on the employee website. From
your Digix computer, visit the employee website and click through
the steps defined in (Figure 2-6).

A Working Knowledge of PowerPoint

Although the templates are pre-formatted, you will also use traditional
PowerPoint tools to get the results you want, e.g., resizing a text box,
rotating a photo, and exporting slides. For PowerPoint training, visit
http.//microsoft-training.digixco.com/office.htm.

O digix

How do | install
the Formata font?

Once you receive the
font files from Mosaic's
Public Affairs department,
e-mail the Digix Global
Service Desk at
Global.ServiceDesk@digixco.com
to request that the

font be installed.

Be sure to let them
know that you already
have the font files.

Someone from the Global
Service Desk will contact
you to install the fonts.

Digix Employee Website > Brand Guideline Templates > Downloads > eScreen Templates
(On the right)

https.//employee.digixco.com

(In the ‘Quick Links” menu

(On the right)

Figure 2-6. Employee website navigation for downloading eScreen templates

13
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Backup, backup,
backup!

Keeping your work on
your desktop computer
may be convenient, but
you should store them on
your personal network
drive, along with fresh,
untouched copies of

the template files.

You may also choose to
keep all of your working
files on your personal
network drive, and work
directly from there. Either
way, be sure to have a
backup of all work.

-l 4 | Chapter 2: eScreen Templates

Getting to Know Your eScreen Templates The Template Files

THE TEMPLATE FILES

When you have downloaded the PowerPoint files, store them in a
place where you can easily access them in the future. You will notice
that the files are named by topic as shown in (Figure 2-7).

F=ET)
el
@Gpen -

MName Type

Microsoft PowerPoint ... 2,649 KB
1,484 KB|
Microsoft PowerPoint ... 2921 KB
Microsoft PowerPoint ... 4,117 KB
Microsoft PowerPoint ... 3,346 KB
Microsoft PowerPoint ... 5,320 KB
Microsoft PowerPaoint ... 5,979 KB

Share with Print

-

Organize -

benefits_announcement.pptx
| blood_drive_template.pptx

Microsoft PowerPoint ...

connecting_management.pptx
earnings_report_termnplate.ppt:
energy_tips.pptx
gen_use_1.pptx
gen_use_2.pptx

e el e Thin TRnpilsm

E e
m = -

Figure 2-7. Example of a typical template file list on your computer.

blood_drive_template.pptx
g Microsoft PowerPoint Presentation

Title: Blood Drive Announcement e5creen Te...

The template files are available on the employee website. (For more
information, see "Getting the Template Files" on page 13).

Basic File Management

Store the files somewhere safe, like on your personal network drive.
Name the folder something easy to remember, like Templates, as
shown in (Figure 2-7). It is a good idea to keep a fresh, untouched
copy of the template files on your personal network drive as well.

As you create slides, the template files will become saturated with
your own content. Should you need a fresh copy of a template file,
you can retrieve it quickly from your personal network drive.




Template Sizes Getting to Know Your eScreen Templates @ dlgl\

TEMPLATE SIZES

There are two distinct sizes of eScreen templates to choose from:
large and small. The size you choose depends on where you intend
to post the finished slide:

= Main area (1)
= Upper right area (2)

Large templates. Large slides should be posted in the main area,
the larger of the two areas highlighted in (Figure 2-8).

Small templates. As shown in (Figure 2-9), template files with the
prefix sm_ contain small slides that have been specifically formatted
to retain readability when displayed in the smaller upper right area.

Content of any type or topic may go in either area highlighted
in (Figure 2-8). For more on content types and examples, see
"eScreen Content Guidelines" on page 6).

CHOOSING A TEMPLATE

Consider the message you want to post. To begin your slide, you
must determine how the message should be composed, which
layout area the completed slide should be posted to, as well as the
size and topic of the template you should choose.

Consider the information that you will use to create your slide: 7

= What form of information is it (text, photos, etc)? Figure 2-8. eScreen layout areas

- How long is the text? available for posting slides

= How time-sensitive is the information?

= Is there a template that covers this topic? B sm_gen use Lppte _ Microsoft PowerP.. 3316 KE
L. 3 T , | sm_gen_use 2.pptx  Microsoft PowerP... 4,673 KB

" What IS /tS /ntended V/S/b///ty (h/gh, mOderate, etC.)? (] sm_reminders.pptc  Microsoft PowerP... 4,662 KB

sm_schedule.pptx Microsoft PowerP... 4,388 KB

Figure 2-9. Files for small
templates bear the Sm_ prefix

Chapter 2: eScreen Templates
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Choosing a Template

The How time-sensitive is Is there a template for What is the intended
bt the information? this toplc specifically? visibility?

is primarily: _

h
e ¥ 4 O
.ll\llel?(gerate v ‘

Text ) 4 @ ) 4 @
Photo(s) ‘

Text with
Photo(s) ‘
Main area Upper right area Text ticker '

(large template) (small template) (see page 115)

\ 2

Figure 2-10.2

Small template,
big text:

When using a small
template, you will notice
that its text appears very
large. Do not be tempted
to resize the text. Always
follow the suggested
minimum point sizes.

The slides will be displayed
much smaller in the upper
right area of the eScreen
layout, and the large text
helps retain its readability.

-l 6 | Chapter 2: eScreen Templates

“You should keep all messages as concise as possible. (See “Paring Down Long Text" on page 138).

Figure 2-10.1 Suggested eScreen layout areas for messages by type

Taking into account the suggestions outlined in (Figure 2-10.1),
consider the following use-case scenarios:

= If your message is moderate in length and needs to be highly
visible, then you should post it in the main area.

= If your message is very short, and does not need to be highly
visible, then you should post it in the upper right area.

= If your message is rather long, but there was no suitable
template for your needs, then you should post the information
in the text ticker area. (For more information, see page 115).

= If you have a set of photos that does not require high-visibility,
then you should post them in the upper right area.

More About the Upper Right Area

Due to its small size, the upper right area should only be used for
very short, concise messages and reminders. The upper right area
is typically it is used to display continual or recurring information like



Choosing a Template

Getting to Know Your eScreen Templates

reminders and training dates, as well as non-crucial information like
event/employee photos.

Topics and Style Examples
Below are several examples of the content-specific eScreen slides
you will find in the template files. This is not a complete list, and
each file may include several slide layouts, colors, and topics. (For
more information on choosing slide layouts, see page 21).

| WELCOME VISITORS!

© o

w

here. Text will

resize auto-

matically. Do

not allow text to

go below 20 pt]
i [Visitor Name] [Visitor Name]
3 o v el || Optors Vitor e

=T [Arrival Date]

-

e Optional Locat [Optional Location/Area]

[Two-Line Title]

[Type or paste announcement
or reminder here. Text will
automatically resize. Do not
allow text to go below 24pt.]

iC
; mgg?
N
e RN

Photo Collage

Unied @ [2-Line Title]

Thanks to all of your hard work and
dedication, we were able to raise

$0.00
W United Way!

United Way

ERr Seyere Weather,
: = Advisory
i), A Y
plionalsubtitle] %
Date] X

Text

Swilllautomaticallyiresize Do hotiallow)
*| fextitolgo belowi2apt]
oI it -

\ [Title]
[Optional Subtitie or Date]
[Type or paste body text here. Text

will automatically resize. Do not allow
text to go below 28pt.]

SafeStart™

oopercoer | DO YOU KNOW YOUR NUMBERS)

KNOW YOUR NUMBERS. YOUR HEALTH COUNTS.

[Type or paste brief announcement. Text will
automatically resize. Do not allow text to go belov:
24pt]

General Health Screen

[Month]

~ [Optional Title]
- = [Optional Sublite]
[Paste or type message
from Bo Davis. Text will
automatically resize. Do
not allow text to go below:
24pt]

[Title]
[Subtitle]

([Title Here] W ~ ‘ |
| [Optional s;b‘mle]

lrl'yp‘e_ or paste optional brief note. Text will

automatically resize. Do not allow text to go
belo%] .
|

cover
AREA

[Optional Date]

| [Type orpa,sﬁsbc:dyhaxt

here. The text wil

Relay for Life

Figure 2-11. Sample slide styles and topics (continued on next page)

Chapter 2: eScreen Templates
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@ dlgl\ Getting to Know Your eScreen Templates Choosing a Template

[Title] PACK A HURRICANE KIT i [IRARRICIADVISORY,
[Optional Date] [Subtitle]

[Subtitle]

[Optional Date] [Type or paste body text

here. Text will [Type or paste body text here. Text
[Type or paste body text here. Text fautomatically resize. Do will automatically resize. Do not
will automatically resize. Do not allow. >0t allow text to go | allow text to go below 28pt.]

text to go below 24pt.] ‘below 24pt.] |

I

Hurricane Information ~ Hurricane Preparedness Traffic Advisory

BLOOD DRIVE | - [Wraicworks!

[Type or paste ROIC update

- | 'here. Text will resize
automatically. Do not allow text
to go below 24pt.]

Blood Donation RoicWorks! Breast Cancer Awareness

[Two-ine Tl AREBag"

[Two-Line Ti

[Type or paste announcement or Tlrl‘?/!'uﬂplf Tlme""“‘_""“":
feminder. Text will automatically [Screening Date] | | [Screening Date]
resize. Do not allow text to go ey W) at [Screening Time(s)]
below 26pt.] [Room/Location] | | [Room/Location]
| at [Facility Name] at [Facility Name]
(Optonai brief note] (Optonal brif rie]

or paste brief announcement. ‘

Holiday Osteoporosis Screening Biometrics Screening

.|OB OPPORTUNITIES WEEKLY ENERGY TIP
Posted: [Date] |
€| [Type or paste body text

here. Text will automatically

[Type or paste announcement or
reminder. Text will automatically
resize. Do not allow text to go
below 26pt.]

resize. Do not allow, text' to
go below 24pt.]

In [Optional|Department/Areal

Job Openings Energy Tip

[Sublitle]

{[RoomlLocation]
: |8 iy amal . &
[Optional bifef }[Optional Briefnote]

Management Meetings MIP/EIP Scorecard
Figure 2-11. Sample slide styles and topics (continued from previous page)

Blank Slides and General Purpose Slides
In the event that there is no suitable template for your needs,
many blank and general-use templates have also been provided in

-l 8 | Chapter 2: eScreen Templates



Choosing a Template Getting to Know Your eScreen Templates @ dlgl X

numerous formats and color combinations so that you can start your
message from scratch. For more information on light customizations,
see "Recommended Slide Conventions" on page 142.

Below is a small sample of the styles available for your general
communication needs, and the name of the file containing them:

T [Title] [Title]
[Subtitle/Optional Date]

[Type or paste body text here. Text
will automatically resize. Do not

[Title]

[Title of Photo/Content] [Title of Photo/Content] [Title of Photo/Content] [Title of Photo/Content]

allow text to go below 28pt.]

Plain without Heading Box
gen_use_1.pptx

[Type or paste body

text here. Text will
automatically
ve | resize. Do not allow

[Optional Stbtitle]
[Type or. paste body text

text'to go below, here. The text will resize
28pt.] = alitomatically. Do notallow
R "k“;' ‘t‘, textito goibelowi24pt.]
\ * 1y =

Full photo without Heading Box
gen_use_1.pptx

[Subile]

(Clexan konpeiowto et | [Type or paste body text here.
el The text will automatically

‘‘‘‘‘

w.ec)  [Type or paste

body text here.
resize. Do not allow text to go Text will resize
: below 24pt.] . automatically. Do
S 4 not allow text to
46 go below 22pt.]

Plain with Heading Box
gen_use_3.pptx

[Two-Line Title]

tod]

& = [Subtitle] [Optional Date]

[Type or paste body text here. The
text will automatically resize. Do not

[TVpe or paste body text
‘here, Text will resize
automatically, Do not

allow text to go below 24pt.]
allow text to'go below.

428pt.]

Full Photo with Heading Box
gen_use_2.pptx

Figure 2-12. Sample general-purpose slides (continued on next page)
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o o o
: - [Subtitle] it Dafle Poste [Subiitie]

Gtk an con below 0 nset phto, able, char, et

[Type or paste body text o o el [Type gx' paste [Cickan con blow o nsert phol,tabl,chart tc.]
here. The text will
- automatically resize. Do not m’eré;';: text
allow text to go below 24pt.] a T N
Do not allow 8
Q textto go
below 22pt.]

Plain White
gen_use_4.pptx

[TITLE HERE]
[Type or paste body

[TITLE HERE]
[Type or paste body

text here. Do not
allow text to go
below 24pt.]

text here. Do not
allow text to go
below 24pt.]

Small Plain
sm_gen_use_1.pptx

~ *
[2 or More,Line5¥ok Toxt] [2 or More Linesiof Text]
R

Small Full Photo
sm_gen_use_2.pptx

Figure 2-12. Sample general-purpose slides (continued from previous page)

Requesting Additional Templates

You may come across a recurring topic or message that you are
continually posting to your eScreens. If you feel that it would benefit
your or other users” workflow to have a new eScreen template made
for a particular topic, contact the Public Affairs department.

Digix's Public
Affairs department

E-Mail:
public.affairs@digixco.com

2 O | Chapter 2: eScreen Templates



2.3 How to Use the Templates

Now that you know how to choose a template based on the topic
and placement of the message you want to post, let'’s open a
template file and take a look around.

Template Instructions

The first thing you will notice when you open a template is the
template instructions. A set of instructional slides—with helpful
pictures for each step—is included inside all template files. The
instructional slides will include some or all of the following:

»  How to create a new slide
= How to insert and format a photograph
= How to save/export the slides

These slides are like any other slide in PowerPoint, and can be
rearranged or deleted. When exporting slides, be sure you are not
exporting the instructional slides along with the ones you created.
(For more information on exporting slides, see page 27).

CHOOSING A
SLIDE LAYOUT

Step 1 on the first instructional
slide says to click on the arrow
below the New Slide button
(Figure 2-14).

Every template file has many
layout and color options, and

may even contain more slide Tt " ony
topics. These can only be
accessed by clicking this button.

Slide options in the New Slide
menu are grouped by color, type,
or in some other logical way. In
the Weather Advisory template oy
(Figure 2-13), slide options are
grouped by type of weather.

Figure 2-13. Slides are grouped
logically in the New Slide menu.

) digix

Important:

Click the arrow below the
New Slide button to see all
layout and color options included
in that template file.

: l Insert Design Animation
ne |55 Layout ~ |
W @ Reset
. New ﬁ
mat Painter || jige v % Delete =
d fa | des
New Slide

Add a slide to the prese

(@ Press F1 for more hel

=

Figure 2-14. Step 1 of the first
instructional slide

Chapter 2: eScreen Templates
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@ d]gl\ How to Use the Templates Choosing a Slide Layout

Slides are also sub-grouped by the type of message, the slide

More abO_Ut slide elements they contain, or in some other logical way. In the Weather
layout objects: Advisory example (Figure 2-13), the Cold Weather group contains
Bl | slides for general cold weather, snowy weather, and icy weather.
COINDT COVEE The Stormy Weather group contains slides for thunderstorms,
THIS AREA :
hurricanes and tornados.

ICECIEINECLEE S W | slide Layout Objects

[ A slide layout object is an element contained within a slide, such as
ICK an icon pelow 10 Inse 3 . .

photo, table, chart, etc.] JIGRSA box or photo placeholder, that receives your input. Some slide

layout objects include:

il = Text boxes can be used for title text, subtitle text, body text,
| event dates, captions, etc.

= Photo placeholders can be used for photos of events,
employees, or the person being quoted in a message.

caption. Te!;g wiIFresize and = Graphic elements are typically part of the background image
‘wrap. Min size 12pt.] and cannot be moved or replaced. They can separate or group

items, and provide visual interest or clarification to the slide.
Editable objects have

a thin dotted line. = Multi-element placeholders allow you to insert any type of

media into a slide: tables, charts, photos, graphics and items
from other Microsoft® Office products.

To begin typing in a
box, click inside of it.

Do not place text or A given slide may contain several layout objects. The way the objects
other objects over the . . . . . .
are combined or arranged will determine which slide layout will

“DO NOT COVER” area. _

Follow all instructions work best for the message you are composing.

inside layout objects. s - 2

Objects you did not Use-Case Scel_mrlo: | .

type into or insert a A message that will only have a title and a few lines of text, will

something into will go into a slide layout that has text boxes for a title and body

be invisible when the text. For this type of message, you would not want to choose

iz & ezt a slide layout that also has a text box for a subtitle and a photo
Figure 2-15. About layout objects L placeholder. J

22 | Chapter 2: eScreen Templates



Adding Information to a Slide How to Use the Templates

Special-Use Layouts

Let's look at @ more complex example of slide layout objects that
are arranged to accomplish a special function. The slide is found
in the template file: weather_with_displays.pptx in the Hot or
Stormy Weather group with the name General Heat Text Only
(Figure 2-16).This slide would be used to warn the workforce of a heat
advisory issued by your local weather station or Safety department.

In (Figure 2-17) you can see that there are several layout objects
on the slide. However, only four are user-editable:

= the body text box (item 3)
= the two text boxes for high and low values (item 4)
= the text box for day of the week (item 5)

The other objects, including the title, were pre-placed for the
functionality of this particular slide and are not user-editable.

The body text. The main text box (item 3) is where a user will type
or paste the message.

The weather display. On the slide, to the left is a combination
of objects including: graphic elements (item 6) and text boxes
(items 4 and 5) where a user will type the required information.
When complete, it becomes a visually-appealing and useful weather
display that will enhance the message.

ADDING INFORMATION TO A SLIDE

Example Exercise:

In this example, we will go through the steps to create
a Severe Heat Advisory slide. We will type a message
that we have composed into the main text box, fill-in
the required weather display information, and export the slide from
PowerPoint. First, lets take a look at how to add the information.

Vol

) digix

Layout =

Reset

MNew | .. 8
Slide ~ "ESECHOH' B I U

| HOT OR STORMY WEATHER

General Heat With | General Heat Text

Title Only [:

Figure 2-16. Choosing the General
Heat Text Only slide layout

DO NOT COVER |
THIS AREA

e\ ered—|eat

m@

. Title graphic element

. Background image
. Text box

. Text boxes

. Text box

. Graphic element

Figure 2-17. Example of layout
objects on a slide template

Chapter 2: eScreen Templates
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@ dlgl\ How to Use the Templates Adding Information to a Slide

Follow these steps to open the example slide:

1. Open the file. In your templates folder, double-click the file
weather_with_displays.pptx to open it in PowerPoint

2. Show the New Slide menu. Click the arrow below the
New Slide button to bring up the New Slide menu.

3. Choosetheslide. Clickthe slide General Heat Text Only in the
Hot or Stormy Weather group (Figure 2-17 on page 23).

ile ome Insert

B: = el
By~ B { U § abe AV

Paste New

side- ‘B | A-Aam [ A A B
Clipboard Gl Slides | Font

Review Add-Ins

— The new, blank slide will now
il PR s e appear in the slide list on the
f"” P left. If the new slide was inserted

ST between the instruction slides,
you may choose to move it to the
bottom of the list by dragging it
| below the last slide (Figure 2-18).

View

HINT: The messages for your
facility's eScreens may be
composed using any of several
sources. (For more information
on the type of content you
should post, see “Where Do | Get
Information?” on page 134).

Siide 2076 | "HOT OR STORMY WEATHER” | <5 | \SS B2 om0 () 4

Figure 2-18. Moving slides within o ]
the slide list on the left in PowerPoint Follow these steps to fill-in the text boxes on the example slide:

4. Fill in the body. Click on the main text box and type in:

The bare minimum:

Please be advised that the severe heat that is anticipated for
Friday, August 13, may impact your working conditions. Stay

MO cool and remember to drink plenty of fluids during the day!

a minimum text size, but
a 22-point minimum text

size is recommended Remember: . . . -
B —— If you need medical assistance, dial 1455 from any facility
phone.

24 | Chapter 2: eScreen Templates



Previewing a Slide How to Use the Templates @ d|g|\

5. Fill in the day of the week. Click on the text box for the day
of the week at the top of the weather display and type the
following text: Fri (Figure 2-19).

6. Fill in the high value. Click on the text box for the high
temperature value and type in: HIGH 98.

7. Fill in the low value. Click on the text box for the low
temperature value and type in: LOW 85 (Figure 2-20).

HINT: As you type, the text will resize to fit the shape of the
text box without cutting off any part of the message.

Now you have what looks like a functioning weather display to post
on your eScreens. Viewers will immediately understand that on the
day specified (Friday), the temperature will be very high (up to 98
degrees), which brings more importance to your suggestion to work T

safely and drink plenty of fluids. Figure 2-19.

( )
Case-in-Point:
Of course, you should obtain accurate temperatures for the day(s)
for which you are making slide(s). These can come from your
local news outlet, a weather website such as www.weather.com,
or the weather app on your smartphone.

J

OTCOVER
IS AREA

PREVIEWING A SLIDE

Notice that the thin dotted lines are now missing around the layout
objects where you have typed the information. This indicates the
layout object is no longer invisible; its contents will export properly.

There is one layout object whose dotted line did not disappear: the
“DO NOT COVER THIS AREA" text box at the top left. We would
not want this text to display on our final slide, however, it is not
necessary to delete the text or the text box. Because the text box
has a thin dotted line around it, its contents will neither print nor

slide 6 of 6 | "HOT OR STORMY WEATHER™ | & |

Figure 2-20.

Chapter 2: eScreen Templates
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@ dlg“ How to Use the Templates Previewing a Slide

export. You can be sure of this by previewing the slide using the
Slide Show mode inside of PowerPoint.

Follow any one of these steps to
preview the slide in Slide Show mode:

1. Click the Slide Show button in
the status bar at the bottom of the  Figure 2-21.
window (Figure 2-21), or

2. Click the From Current Slide button. This can be found
under the Slide Show tab in the tool bar (Figure 2-22), or

3. Press the F5 key on your keyboard.

Home Insert Design Transitions Animations

1 L -
» &8 I SR s
From From % Broadcast Custam Set Up Hide Rehearse Record Sl
EBeginning Current 5lide,  Slide Show 5lide Show = | Slide Show  5lide Timings Show -
Start Slide Show | Set Up

Figure 2-22.

In the preview, you will notice that the “DO NOT COVER THIS AREA”
text does not display (Figure 2-23). You see a high-quality, accurate
view that shows exactly what your final slide

Mext
looks like. Be sure to give your message one Previous
more quick review for spelling and structure. Last Viewed
Go to Slide k
Follow any one of these steps to close GotoSection b
B ot the Slide Show mode and return to the Custom Show
A i regular editing mode: Sereen ,
1. Pressthe Esckeyon your keyboard, or Painter Options
2. Choose End Show. Choose End Show Help

from the menu that appears when you
right-click anywhere on the slide show
presentation as shown in (Figure 2-24).

Pause

End Show %

Figure 2-24.
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Exporting a Slide How to Use the Templates @ d|g| X

é/ Okay we're all done! You have decided your slide looks great,
and is ready to be exported out of PowerPoint.

EXPORTING A SLIDE
Example Exercise:

) To export a slide or slides out of PowerPoint simply
means to save the slide or slides in any format other
than the PowerPoint document format. Before we

begin, make sure the slide you want to export is the current slide
being shown on your screen.

Design Trar

5
Paste . I -
- F | slide~ T A Aa | A,

Clipboard Slides Font

Figure 2-25.

Insert Transitions Animations

Home Design

Follow these steps to export a slide: i soe

Information abot

1. Open the File Menu. to open the File menu., click on the g [L\@ CAlserbalch DeskiorTe
File button at the top left corner of the window as shown in B coce .
(Figure 2_25)' :’ Open from Enterprise Connect @ 3:\::;:

) . i n'.gl Save to Enterprise Connect Pwtt:tic:m. present

2. Click Save As. In the File menu that appears, click the Save As e
button as shown in (Figure 2-26). The Save As dialog box will e -
appear as shown in (Figure 2-27). Figure 2-26.

Current Location o
Shows the name and — File List
location of the folder where O [ icre s eion s Temins s -1 J o e Shows a list of files in the
you are about to save. — - — current folder that matches
@ Micresett Powefpc— n:ergy_tlps.ppn -I::raosuft Po... SIZ:,SA& KB the type Choseg In the
] - Favortes j en_use_Lppts ierosoftPa. 5, Save As Type box .
Folder Llst_ J'?-F Deskiop Zaniuseiz.zzb( x\(mm:;nm :3;2 is yP
Lets you navigate to other e - oy P .
folders to save your slide in (8] jobo opporturites.pptx MicrosoitPo... 1142 KB — File Name
. 5 Libraries lifestyle_management_progr...  Microsoft Po... 3225 KB .
another location. S onment Mt ol e Choose a name for your file
2 Music - mlp_e\p_scoracards‘ppbt Microsoft Po... 645 KB - and type lt here.
File name: weather_with_displays.pptx - J
Save A S Type Save as type: | PowerPoint Presentation (*ppbd) -
ShOWS the flle type Of the Authors: Bart Kliebert, Uncle Sam Tags: Add atag Save Button
slide you are about to save. o N J Click this button when you
: are ready to save your slide.

Figure 2-27. Parts of the Save As dialogue box

27
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@ dlg“ How to Use the Templates Exporting a Slide

3. Choose a location for your file. Using the folder list in the in
the Save As dialog box, choose where you would like to save
the exported slide. In this example, save it to your desktop.

4. Give the file a name. Choose a descriptive name for the slide
you are exporting, and type it into the File name box. We will
call this slide heat_advisory_0813 (Figure 2-28).

File name: | heat_advisory_0813] -

Save as type: ’Pameoint Presentation (*.pptx) -

Figure 2-28.
Basic file Changing the File Type
organization tip:

As of now, the Save as type box still says PowerPoint Presentation
(*.pptx), but we do not want to use this file type. Using this file type
would save the entire document as a PowerPoint presentation. You
must choose a file type that the eScreens can display, like PNC.

Follow these steps to change the document type to PNG:

New v/ | Folder

B Sccenresluon shorat 5. Open the file type menu. In the Save As dialog box that we
y Gadgets (2] Microsoft Access Database . . .
B rui & Stmop mege opened in the previous step, click on the Save as type box

Contc (Figure 2-28), and a long list of file types will appear.

Microsoft Word Document

You can create a new HINT: This list is not in alphabetical order. To quickly cycle to
folder from insicCAEEEE the PNG item in the list, type on your keyboard. This

As dialog box by following
these steps:

1. Right-click on a blank
area in the file list.

cycles through: JPEG then PNG. Press enter to accept the choice.

6. Select the PNG file format. Choose PNG Portable Network

: " S )
. . Graphics Format (*.png) from the list (Figure 2-29).

erchange Format (7.)p

3' Choose FOIder 9 F'Nr.i Portable Network Graphics F

orma fl
Device Independent Bitrap (*.brmp)
Windows Metafile (*.wmf)
Enhanced Windows Metafile (*.emf)
Outline/RTF (*.rtf)

PowerPoint Picture Presentation (* . ppt
Ol Fresentation (".odp)

. Give your new folder a
descriptive name.

. Open the new folder
by double-clicking, and
save your slide in it.

Figure 2-29.
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Exporting a Slide How to Use the Templates @ d1g|\

JPEG vs. PNG File Types

The most common file type for photographs is JPEG. However,
drawn images and illustrations with varying amounts of text and
graphics — like the eScreen slides — are better suited for the PNG file
type, which offers a higher quality for the eScreens.

EARNINGS RELE/

J it What does it all
e | mean?
EARNINGS RELE£ :
FOURTH QUARTER EARNING JPEG, thedfile type we
Figure 2-30. Comparing the JPEG and PNG file types !<now best for PhOtOSfaPhsr
is an acronym for Joint
Hint: PNG files are no different to you or the eScreens. You will Photographic Expert Group.

store, open, and view them the same as you do with JPEG files. .
PNG is an acronym for

Portable Network Graphics.

Saving the Slide

Now you will complete the export process by saving the slide.
Review the settings in the Save As dialog box. In the previous steps, | The Saved Slide

you set the following attributes: After you save
 the file, you will
see it on your
desktop.  You
can organize it

= File name: heat_advisory 0813
= File type: PNG
= Location: Desktop

Follow these steps to save the slide with its current settings: into another folder if you choose,
7. Click the Save button. At the or add it directly into Design
bottom of the dialog box, click [ S | Cancel | | Studio. See "Importing and

the Save button (Figure 2-31). Organizing Content" on page

Figure 2-31.

8. Choose Current Slide Only. 83 for more information.

A dialog box will appear (Figure 2-32). Because there is more
than one slide in your PowerPoint document, the program
needs to know whether it should save all the slides or the current
slide only. The slide you created was currently active when you
chose the Save As command, so clicking Current Slide Only 8y _

will save only the current, active slide. Figure 2-32.

u want to export every slide in the presentation or only the current side?

e
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WORKING WITH TEXT

To get the best visual result for the text on your eScreen slide,
sometimes you will need to format or edit a message after you see
it placed into the slide layout.

Example Exercise:
< In this example, we will go through the steps to create
an Employee of the Month slide. We will compose a
message from information we received in an e-mail,
place the text into a slide layout, and learn how to format the text
using traditional tools found inside of PowerPoint.

When you receive an e-mail like the one shown in (Figure 2-33),
your first step is to determine where to post the message, and
which template you should choose.

rd} H9 U « #|= .Recugniti.nn —.Mess;ge (HTML) li@]g
Message @ e i i
Gurery B 3 uneaon2 = v & g We know from the chart in (Figure 2-10.1 on
g elee ::fv'j‘: E: e owee e zams zom || page 16) that because the slide will contain a
Delete Respond Quick Steps zoom photo and short text, we should post it in the main
I s o o iy reemes® 1l area. This means we'll choose a large template.
Cc
S:bject: Recognition
J;”‘“’*’“\@“’“""”-"“"*“'J“m el _ || We know from the section "Topics and Style
2 3 = A = e O I )

Examples" on page 17, and by looking at the
list of template files, that there is no template for

Please congratulate Johnny B. Safe from the 04 Maint Team on the eScreens for making )

employee ofthe month this month. congratulating employees of the month.

Johnny always goes above and beyond to work safe, and has worked late several nights to get the
system back up as soon as possible.

Photois atached. Hint: For general messages like this one, a
Thankyou, general-use slide layout with a text box and a
photo placeholder will be the best approach.

b

Dewey:

-

o See more about: Mann, Safe T. (Your Digix Facility) ~

For this example, we will start with a general-

Figure 2-33. Example request you may receive via e-mail - purpose template, and select a slide layout that
for information to be posted on the eScreens will accommodate our message.

3 O | Chapter 2: eScreen Templates



Working with Text How to Use the Templates

Follow these steps to open the example slide:

1. Open the file. In your templates folder, double-click the file
gen_use_3.pptx to open it in PowerPoint

2. Show the New Slide menu. Click the arrow below the
New Slide button to bring up the New Slide menu.

3. Choose the slide. Click the slide named Text and Content
30/70in the Light Blue and Light Orange group (Figure 2-34).

Hint: The layouts in this file are sub-grouped by the objects
they contain, and the size ratio between content placeholders
and the text boxes are displayed in the layout name. The photo
we will be using in the next exercise, johnny_photo.jpg, is in
the portrait orientation (vertical). A layout with a 30/70 ratio
best matches the content placeholder to that orientation.

When the new slide appears, let's examine its layout objects to
ensure it will fit our needs: In (Figure 2-35) we see that there are
several layout objects on the slide. The following are user-editable:

= the title text box (2)

= the subtitle text box (3)

= the text box for body text (4)

= placeholder for the photo (5)

= photo caption text box (6)

The e-mail we received contains enough information to fill-in these
layout objects: The title text box (“Employee of the Month"), the
body text box (@ message we will compose from the e-mail), and
the content placeholder (the photo attached to the e-mail). We will
learn more about working with photos on page 36.

You can compose your own text to fill in the remaining text boxes
(subtitle and caption) or you can leave them blank. We know from

) digix

S12

=]
Mew

Slide =

LIGHT BLUE AND LIGHT ORANGE

Text Only Regular Text Only Bold Text and Content

Text and Content  Text and Content  Text and Content
50/50 70,430

75/25 Mo Caption

Two Content Content Only

Figure 2-34.

. a  @fmtle]

Subtltle]

[Type or paste body text
here. Text will resize
automaticgma'. Do not
allow text W go below.
28pt.]

. Background image with
graphic elements

. Text box
. Text box
. Text box
. Content placeholder

. Text box

Figure 2-35. Example of layout
objects on a slide template
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On Pasting Text
When pasting message text

instead of typing it, you can use
the keyboard shortcut + 1.

Be careful that the pasted text
takes the formatting of the text
box into which you are pasting it.

For more information, see
"Copying Text from Another
Source" and "Pasting Text into a
Slide" on page 62.

November 2013

Congratulations to

Johnny B. Safe from the
04 Maintenance Team
for making employee of
the month for
November.

04 Maintenance

Figure 2-36. Our progress so far

3 2 | Chapter 2: eScreen Templates

How to Use the Templates Formatting Text on a Slide

the section "Previewing a Slide" on page 25, that empty text
boxes or placeholders will not show up on the exported slide.

Follow these steps to add text to the example slide:

4. Fill in the title. Click on the title text box and type: Employee
of the Month

5. Fillin the subtitle. Click on the subtitle text and type the current
month and year. For this example, type: November 2013.

6. Fill in the body text. Click on the main text box and type:

Congratulations to Johnny B. Safe from the 04
Maintenance Team for making employee of the month
for November.

7. Fill in the photo caption. Click on the caption text box and
type: Johnny B. Safe, Mechanic - 04 Maintenance Team.

Hint: The body message was composed using the information
we received in the e-mail shown in (Figure 2-33). For more on
how to extract information from e-mails, and which information
you should include in a message, see page 137.

FORMATTING TEXT ON A SLIDE

] When the text is entered, we see that it is not appealing
é/ (Figure 2-36): The employee's name gets lost inside the
rest of the text, and the line break in the caption is at an odd location.

To fix these problems and add a bit of visual interest, we will:
= center the body text
= make the employee name bold in the body text
= put the employee name on its own line in the body text
= put the employee name on its own line in the caption text
= talicize the employee’s job title in the caption text




Formatting Text on a Slide How to Use the Templates

Selecting All Text in a Text Box

Follow any one of these steps to select the body text:

I. Use the Select menu. Click once inside
the body text to activate the text box, and
choose Select All from the Select menu in
the Editing area of the tool bar as shown
in (Figure 2-37).

2. Use the keyboard shortcut Ctrl + A. Click
once inside the body text to activate the text
box, and press + [ on the keyboard.

Keyboard Shortcut Tip: Press and quickly
release the A key while holding down the
control key. Then release the control key.

3. Triple-click the text. With or without the
text box active, clicking anywhere on the
body text three times in rapid succession
will select the entire body of text.

Centering Text in a Text Box

# Find

EI,;,D Replace ~

[; Select~
Editing

’.ﬁi. Select All
[lg] setect ije:]}
'?h. Selection Pane..,

Figure 2-37.

A @Y

Editing  Share WebEx
- This File h.d
| WebEx |

B4 Find
E'Qc Replace +
[¢ Select -

L select Al
(k] Selectgbjet%
I}Lh. Selection Pane...

Figure 2-38.

Follow any one of these steps to center the body text:

1. Use the Center button on the
tool bar. With the body text selected, click
the Center button in the Paragraph section
of the tool bar (Figure 2-39).

2. Use the keyboard shortcut Ctrl + E. With
the body text selected press

1

.

11
1

t=- llf-

= o
Praph [F]

Figure 2-309.

L
ki
i
il
i
{1111}

4
4

]
]
4

+ [ on your keyboard.

Inserting Forced Line Breaks in a Text Box
Now that the body text is centered in the text box, we want to put
the employee’s name on its own line using forced line breaks, which

are also known as carriage returns.

) digix

Click to select text:

The following applies
to selecting text in
PowerPoint:
= Double-clicking will
select a word.
= Triple-clicking will
select a paragraph.

In this example, triple
clicking selects all of the
body text because the

text is not divided into
paragraphs (there are no
carriage returns in the text).

Tool Tips:

If you do not see the tool bar
items listed in the steps, one of
the following may be the cause:

= The Home tool bar is not
being shown. Click on the
Home tab to show the
Home tool bar.

= The tool bar buttons are
being combined into
menus due to screen size.
This is normal behavior,
however your buttons and
tools may not look the
same as the screen shots
shown. Simply click the
menu to see the tools it
contains (Figure 2-38).
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Follow these steps to insert carriage returns in the body text:

1. Place your type cursor before the employee name. Using
your mouse, click once just before the J” in Johnny B. Safe.
This will insert your type cursor there. It is okay if the employee
name is already at the beginning of the line.

2. Press the enter key on your keyboard. Because forced line
breaks are invisible, it will not look like much as happened if
the employee name was already at the beginning of the line.

Congratulations to 3. Place your cursor after the employee name. Using your
Johnny B. Safe mouse, click once just after the ‘e’ in Johnny B. Safe.

from the 04 4. Press the enter key on your keyboard. Now the employee
" Maintenance Team for name should be on its own line as shown in (Figure 2-40).
making employee of the
month for November. Hint: The spaces between the employee name and the words
before and after it, are still in the text. Even though you cannot
see them, they may affect the centering of the text slightly.
Delete the extra spaces to ensure your text is truly centered.

Figure 2-40.

More selection
shortcuts: Selecting Only Some Text in a Text Box

= Shift + Home Now the employee name is on its own line (Figure 2-40). However,

selects all text from it is in the same style as the rest of the text. We want to add some

the cursor to the :
P i (e emphasis only to the employee name, so we must select only that.

Shift + End selects all
text from the cursor to

Follow any one of these steps to select only some text:

the end of the line. 1. Click and drag. Place your mouse cursor at the beginning of
Holding the Shift and the text you wish to select, and drag across the text.

Ctrl keys will select
whole words when Hint: Dragging means to hold down your primary

used with the left/ mouse button while moving your mouse across the text.
right arrow keys, and

whole paragraphs ) .
when used with the 2. Use the Shift key. Insert your type cursor at the beginning of

up/down arrow keys. the employee name. Hold down the key and press the
right-arrow key multiple times until the text is selected.

3 4 | Chapter 2: eScreen Templates



Formatting Text on a Slide How to Use the Templates

Making Text Bold in a Text Box
Follow any one of these steps to make the selected text bold:

I. Use the Bold button in the |, o A B
tool bar. With the text selected, 8z of@)a S ae | A-
click the Bold button in the Font % i = p—
section of the Home tool bar
(Figure 2-41).

2. Use the keyboard shortcut Ctrl + B. With the text selected,
press + [ on your keyboard.

Font F}

Figure 2-41.

Now the employee name stands out more, and the message is
easier to read at a glance (Figure 2-42).

] Let's shift our attention to the caption text box in the bottom

left area of the slide. We know that we want the employee’s

job title on the line below his name, so we will insert a forced line

break between the comma and the job title. (See page 33 for
more information on inserting forced line breaks).

Making Text Italic in a Text Box

Now we will italicize the employee’s job title in the caption box. To
do that, select only the employee's job title. (See page 34 for
more information on selecting only some text).

Follow any one of these steps to make the selected text italic:

1. Use the ltalic button in the
tool bar. With the text selected,
click the Italic button in the Font
section of the Home tool bar
(Figure 2-43).

2. Use the keyboard shortcut Ctrl + 1. With the text selected
press + [ on your keyboard.

You can see in (Figure 2-44) that the job description is now italicized.

Arial 18 <A A B

B 7 U [8]de - Aav | A-
% Font [

Figure 2-43.

) digix

Congratulations to
Johnny B. Safe
from the 04

" Maintenance Team for
making employee of the
month for November.

Figure 2-42.

L L]
_Johnny B. Safe,
Mechanic - 04 Maintenance Team|

Figure 2-44.

Our Progress

If we preview our slide in the
Slide Show mode (Figure 2-45),
we will see that all of the text on
the slide looks great. (For more
information on previewing a
slide, see page 25).

We will fill in the blank area with
a photo of the employee in the
next exercise.

Employee of the Month

‘ November 2013

Congratulations to
Johnny B. Safe

from the 04
Maintenance Team for
making employee of the
month for November.

Figure 2-45,
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Fove All Remove

Select Co
\@achments Attachment All

5 Selection

How to Use the Templates Working with Photos

’

»”

File name: johnny_photo.jpg

o| Size: 91 KB
Image dimensions: 266
Last changed: 5 N

Delete Respond Quick Steps

1] Message
Figure 2-47.
rd‘ H9 U « %= .Recugniti‘nn —’Mess.age (HTML) li@lg
e - @

& Earepy B 5 june2on mov @ q

& Reply All - = ToM
:5 Delete [_* s l@ L? ° anagér — | Move Tags Editing zoom
(3 Forward By~ | |34 Team E-mail = S =

Zoom

From: Mann, Safe T. (Your Digix Facility)
To: (¥ DeScreens, Dewey (Your Digix Facility)
Cc

Subject _ TR —n

Sent:Today at 8:02 AM

- messe | (= iohnny_photo.jng 1 k)

Dewey:

employee of the month this month.

Johnny always goes above and beyond to work safe, and
system back up as soon as possible.

Photo is attached.

Thank you,
Safe T.Mann

Please congratulate Johnny B. Safe from the 04 Maint Team on the eScreens for making

has worked late several nights to get the

-

o See more about: Mann, Safe T. (Your Digix Facility)

h

Figure 2-46. An e-mail message with photo attachment
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WORKING WITH PHOTOS

Photographs are an essential part of communication. A photo should
always accompany your message if:

= a photo pertaining to your message is available

= there is adequate space on the slide to accommodate both
your message and the photo

Example Exercise:

We will add a photo to the Employee of the Month slide
we began in the previous excercise. We will learn how
to take a photo from an e-mail and place it into a slide.

Saving a Photo from an E-mail

When you receive an e-mail message with a photo attachment that
you would like to add to a slide (Figure 2-46), the first step is to get
the photo out of the message and put it on your desktop.

Follow any one of these steps to save an
attachment from an e-mail message:

1. Use the Attachment Tools (Figure 2-47).
Click once on the attachment to be saved (I).
At the top of the e-mail message, click the
yellow Attachment Tools tab (2), then click
the Save As button (3). To save multiple
attachments, click the Save All Attachments
button instead. When the Save As dialog box
appears, choose Desktop in the folder list
and click Save. You do not need to give the
photo a name.

2. Drag the photo onto your desktop. Make
sure you can see both the e-mail message
window and a blank area of your desktop.
Drag the attachment onto your desktop
(Figure 2-48).



Adding a Photo to a Slide How to Use the Templates

Hint: If the photo was sent
inside the e-mail text instead
of as an attachment, right-
click on the photo, and choose
Save as Picture (Figure 2-49).

You may want to organize the
photo into a folder for future
use. Or you can delete it after it
is placed in the slide, if you know
you will not use it again.

) digix

HH9 O « ¥ |+ .Iiecog;itzn-.lhd-ess.;ge (HTML)

& Carepy  [E @ JUNE2012 ® v
@ Reply Al (8- |53 To Manager

&;- Delete 3 Forward % « | |33 Team E-mail
Delete | Quick Steps 5| | |

> @

s ]

" Move Tags | Editing| Zoom

Respond | | Zoom |

From: Mann, Safe T. (Your Digix Facility)
To: (¥ DeScreens, Dewey (Your Digix Facility)
Co
Subject:

Sent:Today at 8:02 AM

Recagnition

Dewey:

Please congratulate Johnny B. Safe from the 04 Maint Team on the eScreens for making
employee of the month this month.

Johnny always goes above and beyond to work safe, and has worked late several nights to get the
system back up as soon as possible.

Figure 2-48. Dragging a photo out of an e-mail message

ADDING A PHOTO TO A SLIDE

Now that we have saved the photo onto our desktop, we want to
insert it into the Employee of the Month slide that we began in the
previous exercise on page 30.

In the center of the content placeholder there are six icons as shown
in (Figure 2-50):
= Insert Table (1)
= Insert Chart (2)
= Insert SmartArt Graphic (3)
= Insert Picture from File (4)
= Clip Art (5)
= Insert Media Clip (6)

E-“[Click an icon below to inse
photo, table, chart, etc.]

You will occasionally encounter
a slide that was specifically
designed for photo content, and
the content placeholder will only
have one icon: Insert Picture
from File (4).

Figure 2-50. Content placeholder

Cut
Lopy
Paste Options:
=
Edit Picture
Save as Picture...
Hyperlink... %

Insert Caption...

B o=

Borders and Shading...

&0 E @

Picture...

Figure 2-49. The menu that
appears when you right-click a photo
inside e-mail message text

Placeholder icons:

The icons in the content
placeholders are semi-

transparent until you hover
your mouse pointer over
them. A helpful reminder
will appear as you move
the mouse over each one.
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Follow these steps to fill the content
placeholder with a photo:
1. Click the photo icon. Inside of the

content placeholder, click the photo
icon as shown in (Figure 2-51).

2. Navigate to your desktop. In the Insert
Picture dialog box that appears, click Desktop
in the folder list.

Insert Picture from File

Figure 2-51.

=~ 0 @

Size Ttem type Date medifie =

Fe older w21 3. Choose a photo to insert. From the list of
B — P files on your desktop, choose the file we put
1,010 KB PNGimage 11/5/2012 8:! ' . 1
Eﬂecent Pla 88 KB JPEGlmaze 11/5/2012 11 there ear/[er' JOhnny—phOto'Jpg'
= Libraries @mos_alc-faustma; 3:3;2 jl‘jéz:::z: if’i’g;izlj‘i 4' CliCk the Insert bUtton' At the bOttom Of
& Documents e 0 R Ce i the Insert Picture dialog box, click the Insert
o) Music [=] nysepg 1634 KB IPEGimage 9/27/2012 2: i ’
) Pictures B sm_gen_use Lpng 255KBPNG image 10/29/20122 - button to insert the phOtO.
B Videns v [ m; ’\—1 v
File name: johnny_photojpg [ 4 £ ( emf* wmf g+
Took Steps 2 thru 4 are illustrated in (Figure 2-52).
Figure 2-52.

Previewing Our Progress

Hint: Begin typing the file | preview the slide in the Slide Show mode (Figure 2-53). The photo
name in the File name box. | has inserted properly in the center of the content placeholder. (For
Use arrow keys to choose the | more information on previewing a slide, see page 25).

file from the list that appears.
Press Enter to insertthe photo. | However, it looks like the photo would benefit visually from a white

File name: _john] - border, and a drop shadow to match the text.
johnny_photo.jpg

-

FORMATTING PHOTOS

Employee of the Month Just like you can change font sizes and text colors, there are several

Mpailarabis attributes you can apply to photos as well. PowerPoint has several
Congratulations to
Johnny B. Safe

formatting presets for photos to help us.

from the 04

n'i’z'a?ﬁiﬂtge Z?L‘S%Jé’: T,‘fft%; Follow these steps to add a Picture Styles preset to a photo:

month for November.

: 1. Select the photo. Using your mouse, click once on the photo
Figure 2-53. you want to add a picture style to.
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Export the finished
slide with the name
eom_nov.png using the steps
listed in "Exporting a Slide" on
page 27/.

pink Picture Tools tab will appear at the top of the program

2. Open the Format tool bar. When any photo is selected, a >,
window. Click the Format tab to open the Format tool bar.

3. Select a picture style. in the Picture Styles section of the
new tool bar, you will see several options. Click the first option
as shown in (Figure 2-54).

Picture Tools EE_’( |

Home Insert Design i Animations Slide Show Review View Add-T

ix Corrections ~ :H

L5

- %Pmture Layout ~ %Selectlon Pane al'
Adjust Picture Styles M| Arrange

Figure 2-54.
The photo is now formatted with a white border and a drop shadow, I

which compliments the style of the text nicely (Figure 2-55). Employee of the Month
November 2013
More on Picture Style Presets ; SRadjatulations o
. . . Johnny B. Safe

PowerPoint has a total of 28 Picture Style presets. Each one applies from the 04
varying treatments to the selected photo including: n“]gak',';fggan?gg;g:@ffg,;

= photo shape and rotation = drop shadow e TiggNgvemiber.

= photo border - reflections Figure 2-55.
Tﬁ sejallavalladble presets, CIEk [ — Picture Style
the downward arrow in the _“ <l : previews:
bottom-right corner of the list
in the Picture Styles section Picture Styles When you hover your

of the tool bar (Figure 2-56). Figure 2-56. mouse pointer over a
Picture Style preset in

Not all presets are appropriate for eScreen slides. Use discretion when the menu, you can see

formatting photos, and always choose a preset that compliments
the other elements on the slide. Here are some helpful guidelines:

a temporary preview of
the style applied to your
selected photo. The photo
= choose only style presets with square or rectangular shapes will revert to its previous
style when you move your
mouse cursor away from
the Picture Style presets.

= choose style presets that do not excessively distort the photo

= if you are ever unsure and want to be safe, choose only from
the first five options in the Picture Styles presets list

Chapter 2: eScreen Templates
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2.4 Doing More with Templates

In the previous section you learned how to insert text and photos

to create basic eScreen slides that will work for most of your
needs. Let’s learn a few more basic techniques like cropping
photos, resizing objects, selecting multiple objects, and adding
your own objects to a slide layout.

Special Template Instructions

You will occasionally come across a template with a different set of
instructions than you are used to. These instructions can be on a set
of instructional slides, listed in a text box, or in a content placeholder.

Hint: Don't let the word ‘special’

frighten you! The instructions are easy,
clear, and you can get remarkable

How to Use This Template
HOW TO CREATE A CUSTOM PHOTO COLLAGE: . . . .
,", The file we will use in our next

'I;:pe':: gﬁl :}L;:I'oh:s ar':aa ﬂller‘j(.) \I\rn;helrsm‘i r\aslizim'g‘,s ul?‘?cﬂcareﬁ,: not to iamish
r . r M M M
SR PNG S 0o e o o nek shge, o o exportng e menu to see the slide layout options in

results just by following their steps!

Step 1:
Choose a slide from the left and then
click one of its photo placeholders.

exercise, photo_collage.pptx, has

a few special instructions.
Step 2:
On the “Format” tab at the top,
choose “Change Picture”.

F_, Sp 3 men Take a look at (Figure 2-57). Until now,

- necessary.

we have only used the New Slide

Ese= o - =0 || a template. However, the photo collage

Figure 2-57. Slide layout options located in the slide list template already has its slide layout

40 | Chapter 2: eScreen Templates

options in the slide list at the left.

) Example Exercise:
In this example, we will follow the steps to create a
Photo Collage slide. We will insert a few photos, and
learn the different ways they can be manipulated.

Let's assume that there was a Digix event this past weekend that we
want to highlight on the eScreens. There are three photos that we'd
like to put together in a collage. For the example, we will assume
they are on our desktop in a folder called: Collage Photos.

Hint: To follow along with this exercise, choose three photos
that you already have. Use copies of the original files just incase.




Duplicating a Slide Doing More with Templates

Follow these steps to open the example slide:

1. Open the file. In your templates folder, double-click the file
photo_collage.pptx to open it in PowerPoint

2. Choose a slide from the slide list on the left. Click on any of
the slides to see them. For our example, we will use the slide
with three photo placeholders (slide number 5 in the list).

When the slide appears, examine
its layout objects to ensure it will
fit our needs: In (Figure 2-58)
we see that there are three
frames with photo placeholders.
Because we have three photos,
this slide will suit our needs.

T
Figure 2-58.

DUPLICATING A SLIDE

It is important to remember that in the case of this template file, the
layout options in the slide list are just regular slides. If you edited the
slide and save the file, , the changes you made would still be there
the next time the template is opened. You will have lost the blank,
pre-formatted slide layout options.

Hint: You can always download new, blank template files from
the employee website. (See page 13 for more information).

To avoid permanently changing the pre-formatted slides, it is
necessary to duplicate the slide layout you would like to use.

Follow these steps to duplicate a slide:

1. Select the slide. In the slide list, click once on the slide you
would like to duplicate. For our example, click on slide 5.

2. Use the keyboard shortcut Ctrl + D. With the slide selected
in the slide list, press + [ on your keyboard.

()

What you need to
know about the

slide list:

There are seven
layout options,
each with one

more placeholder

than the last.

Because of the
instructional
slides, the
layout options
begin at No. 3.

The numbers do
not follow the
slides when you
reorder them,
and the slides in
the list cannot
be named. Be
careful to avoid
confusion.

digix

i

|+

i
4

l!l
71
£i/d !ﬂ.

i

The last slide in the list

is an example slide.

Before adding photos,
always duplicate the slide
so that you will always
start with a fresh one.
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Paste Options:

New Slide

Duplicate Slide
Delete Slide %

Add Section

e

A
duplicate
way to
duplicate:

il off

Publish Slides

Check for Updates 13

]

Layout 3
Reset Slide

You can
a|SO Photo Album...
duplicate * slde

2 slide by ML— B
right-clicking and choosing
Duplicate Slide in the menu.

Format Background...

[

=

]

{8 Paste Options:

Change is =
. Change Picture.
gOOd- E Group %I»
L4 eEringtoFront | »
You can also T oaayn
change a B typerink.

photo by

right-clicking [l
and choosing &
Change Picture in the menu.

Save as Picture...

Size and Position...

Format Picture...

Doing More with Templates Changing a Photo

3. Move the slide to the bottom of the slide list. Unfortunately,
PowerPoint offers no way to organize or group slides in the slide
list. The best approach is to keep all of the slides you create at
the bottom of the list. For more information on moving slides
in the list, see (Figure 2-18 on page 24).

CHANGING A PHOTO

Changing a photo means to replace one photo on a slide with
another that you choose. This is a time-saving trick that can be great
for re-using old slides that you have already created for other topics.
Just switch out the old text, and use the Change Picture tool to
replace the old photos with new ones.

] In our photo collage example, we will use the Change
éﬁl Picture tool to swap out the placeholders with other photos.

Good to Know: Unlike the content placeholders we've seen
in previous exercises, the placeholders in this template are
regular images, intended to be replaced with your photos. The
placeholder images will appear both in Slide Show mode and
on the exported slide, even if they are not replaced.

—————

[CEERCET R s s~ Follow these steps to change a photo:
5 —~ & Picture Bord & Bring Forward N 1

: -| IE @ (b Picture Effect 4 send &: rd - 18] N ::”1 I' "S-eleCt the Image you WOUId

] | S R like to change. Click once on the
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Figure 2-59. Changing a photo using the

leftmost photo placeholder.

Open the Format tool bar. When
a photo is selected, a new Format
tab will appear at the top of the
window. Click it to show the Format
tool bar.

Click the Change Picture button.
Click the Change Picture button in
the Adjust section of the tool bar.

1l
CLIL

Change Picture too/
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Navigate to your desktop. In the Insert
Picture dialog box that appears, click Desktop
in the folder list.

Open the folder containing the image. The
file list is showing the files and folders on your
desktop. Double-click the Photo Collage
folder to open it.

Choose a photo to insert. From the list of
files, choose: photo_collage_1.jpg.

Click the Insert button. At the bottom of the
Insert Picture dialog box, click the Insert
button to replace the image with the selected
photo.

é// In (Figure 2-61) you can see that the photo
we chose has now taken the place of the
leftmost photo placeholder image.

Unfortunately, it looks like one of the people in
the photo is being covered by another photo
placeholder. To fix issues like this, we will need to
rotate and reposition the photos as we go.

MANIPULATING PHOTOS

In the Employee of the Month exercise on page 37, the photo that
we inserted into the slide fit perfectly and looked great. However, in
order to get the visual result you want, sometimes you may need to

(O digix

@ Insert Picture — u
@O-_|- Desktop ~ [ é ||| Search Desktop o
|| Organize ~ New folder @ =~ 0 @
B m £t PowerPe Size Ttem type Date *
4 . Photoe Collage File folder 1179/
— = Iny File folder 1178/
B Desktop . Premium Product Guidelines File folder 11/8/
. Range of Colors File folder 97217
\E._:-.I Recent Places 1. SLT_Headshots_2011 File folder 11_4'8-”E|
. Templates File folder 11/8/|
= Libraries .. Training_Images File folder 1178/
@ Documents 1. UW Toolkit File folder 10/8/
& Music =] collage_4.jpg 147KB  JPEG image 1/8/
[E] Pictures 54| fall_email.gif 32KB GIFimage 10/25 «
B Videns | [l i | '

File name:

Tools = [ Open |+ [

~  [AllPictures ¢.emf; wmfjpg; -]

Cancel ]

@ Insert Picture M
—
@Ov| 1. » Photo Collage - | 4 ‘ | Search Photo Collage Fel |
|| Organize = New folder =~ 0l @

0 Favorites
| - Desktop
& Downloads

] Recent Places

4 Libraries
@ Documents
J’ Music
[E=] Pictures
B Videns

@ Microsoft Power)

-

-

Date

Type

——— i
|| collage_1,jpg [\ $20/2012 1:49 PM JPEG image
=] 9/20/20121:32 PM JPEG image
=] collage_3.jpg 9/20/2012 2:57 PM JPEG image

- d m

File names collage_1.jpg

manipulate photos in one or more of the following ways:

= reposition the photo
= resize the photo

Repositioning Photos

Repositioning, or moving, a photo is the most straight-forward way
to manipulate it. To reveal the person whose face is covered in our

= rotate the photo
= crop the photo

Figure 2-60. Using the Insert

Picture dialog box

CLICK THIS
T CLICK ON
'C‘:fEANNGE ICTURE

N THE FORMAT TAB

S IMAGE
K
P)

anle  (u]

[E=e= m@—0~4®\’ﬁdl
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Figure 2-61. Slide with the first

photo inserted
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example, we will reposition the photo by moving it downward.

Follow any one of these steps to reposition the photo:

Do) (0T COYSE

1. Drag the photo. Click and hold your mouse
button anywhere on the photo, and slowly
drag it downward with your mouse until the
face of the person in the photo is no longer
covered. Release the mouse button when
the photo is positioned where you want it as
shown in (Figure 2-62).

2. Use the arrow keys. Pressing the arrow keys
(MEEED on your keyboard while the
photo is selected will move it in the direction
of the key you are pressing.

Figure 2-62. Dragging to

reposition a photo

Cutting corners:

You may have noticed

by now that the corners
of some of the image
placeholders extend

past the sides of the
slide. When the slide is
exported, these corners
will be completely cut-off.

This is acceptable, and
gives the slide visual
interest. Just make sure
that faces and important
parts of the photographs
will not be cut-off.

44 | Chapter 2: eScreen Templates

Hint: If you hold the shift key while dragging, the photo will
stay on a straight path in the direction you are dragging.

Now we have the result we want: the subject’s face is now visible.

-/ Use what you learned in “Changing a Photo” on page 42,
to insert the second photo (photo_collage_2.jpg) into the
topmost photo placeholder.

Control Handles

Notice that several control
handles appeared around the
photo we just inserted: a round
control handle at each corner, a
square control handle at each Figure 2-63. Slide with the

side, and a round green control ~second photo inserted

handle at the very top of the photo. Grabbing (i.e., clicking and
dragging) any one of these control handles will manipulate the
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selected photo or object in one of the following ways:

* ¢ Dragging the corner control handles will resize the
image proportionally in the direction you are dragging.

. .# Dragging a side control handle will stretch the image
from the selected side, in the direction you are dragging.

- 9 Dragging the top control handle will rotate the image
in the direction you are dragging.

Hint: When you hover your mouse over a control handle, the
mouse cursor will change depending on the control handle.

* “w«” Hovering over a corner control handle will change
your cursor to a diagonal arrow.

= <> Hovering over a side control handle will change
your cursor to a horizontal or vertical arrow.

= & Hovering over the rotation control handle will
change your cursor to a rotating arrow.

Rotating a Photo
The photo we just inserted looks quite decent: no important parts of
the photo were cut-off and no one's face is being covered. However
it may benefit from a bit more manipulation. If we rotate the photo,
we will see more of it.

Follow these steps to rotate a photo:

1. Select the photo. Click once on the photo
to select it.

2. Use the rotate control handle. Move your
mouse pointer to the green control handle
at the top of the photo. Hold down your
mouse button and drag the mouse counter-
clockwise slowly (Figure 2-64) until you get
the result you want.

3. Release the mouse button.

Figure 2-64. Dragging to rotate a photo

Chapter 2: eScreen Templates
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-] Using what you learned

in “Changing a Photo” on

page 42, insert the third photo
(photo_collage_3.jpg) into the
rightmost  photo  placeholder.
The result can be seen in

(Figure 2-65). Figure 2-65. Slide with the third
photo inserted

Resizing a Photo

The photo of the large group of people that we
just inserted fits well. However, it is a little difficult
to see all of the faces clearly because of its size.
To fix this, we will make the new photo bigger.

Follow these steps to resize a photo:

1. Select the photo. Click once on the photo
we just inserted (the rightmost photo) to
select it.

2. Use the resize control handle. Move your
mouse pointer over the round control handle
in the top-left corner (your cursor will change to a diagonal

Resize vs. stretch: arrow). Drag the control handle upward and to the left until

the photo is approximately as big as shown in (Figure 2-66).
Always use a round control

handle at a corner to
resize the photo. Using a Unfortunately, making one photo
square control handle at bigger has covered faces of the
the side will stretch the people in the other two.

photo it in the direction
you are dragging.

By cropping the new photo, we

Be careful not to reshape can cut out all the empty space 8 - i
or distort photos by above the group of people. To fio e 557" ide with the third
stretching them. do this, we will use the Crop tool.  photo resized

46 | Chapter 2: eScreen Templates
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Cropping a Photo

Cropping a photo is different from resizing a photo. Resizing changes
the size of an entire photo, while cropping cuts edges off of a photo.
You are essentially making the unnecessary parts of a photo invisible.

Hint: Cropping a photo is never permanent. You can always
re-crop a photo by using the Crop tool again. This way, you will
never actually lose the unseen part of a cropped photo.

Follow these steps to turn on the Crop tool:

1. Select the photo. Click once on the photo you will crop. In
this example, we will click on the photo that we just inserted in
the previous steps.

2. Open the Format tool bar. When a
photo is selected, a new Format tab lhal I

will appear at the top of the window. Cr;pj:

4k

Click it to show the Format tool bar. wad B35

3. Click the Crop button. Click the ‘- e =
Crop button in the Size section of the Figure 2-68.
tool bar (Figure 2-68).
When the Crop tool is activated, short black bars appear
around the selected photo: one at each corner and one
at each side. Slowly moving your mouse to one of these
black bars will change your cursor to a cropping symbol
(Figure 2-69). This symbol means that your mouse is in the
proper place to begin cropping.

Follow these steps to crop a photo:

1. Drag a side of the photo. With the photo selected %
and the Crop tool activated, drag one of the black :
bars toward the center of the photo. In this example, al EEEER o=l = |
we will deg the tOP bar downward to jUSt above the Figure 2-69. The cursor Chc]nges to crop
group of people as shown in (Figure 2-70). symbol, indicating you are ready to crop

47
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Flgure 2 71.

In too deep?

Reset the photo back to
its original size and shape
by clicking the Reset
Picture & Size button in
the Format tool bar.

=

‘m Beset Picture
9 Reset Picture & Size
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Hint: You can continue making multiple
crops while the Crop tool is activated.

2. Deselectthe photo. When you have finished
making your crops, click anywhere other than
the photo to deactivate the Crop tool.

Previewing Our Progress
Preview the slide in the Slide Show mode
(Figure 2-71).You can see that we have a bit more
manipulating to do so that the important parts of
all photos are visible. (For more information on
previewing a slide, see page 25).

] Move the leftmost photo upward to see the person who
é/ is still being covered, using the steps listed in the previous
section, "Repositioning
Photos" on page 43.

However, the person's
face goes from being
hidden  behind  one
photo to being hidden
behind another photo G 5 e

(Figure 2-72). Figure 2-72.

[EEez axo U O |

To fix this, we must change the in-front-of/behind arrangement
(known as the z-order), which we will do in the next exercise.

MANIPULATING OBJECTS

Imagine that creating a slide in PowerPoint is like creating an art
project in real life, like découpage. The slide and background image
together are like the canvas. The slide objects would be like actual
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photographs and text clippings that you arrange on top of the canvas.
We've already looked at ways we can manipulate these objects just
as we would in real life (move, rotate, etc.). Let's look at a few more.

Changing the Z-Order ‘2 '
Just like a real art project, the photos or text that you place on \/
the canvas can go in front of or behind each other, <l .

and items have the potential to become hidden.
In the computer world, this in-front-of/behind
arrangement is known as the z-order.

In (Figure 2-73), our photo collage slide is .
- : : : Figure 2-73.
dissected to show the z-order of its objects. The .

, , _ , Demonstrating the z-order
photo in question (Photo 1) is behind the other two. The photo of objects on a slide
covering it (Photo 2) is directly in front of it. Photo 3 is in front both
of the other photos, however, it is not covering anything important
like faces.

PowerPoint offers four tools for changing the z-order of objects on a
slide. These tools have descriptive names:

= Bring to Front = Bring Forward Why is it called
the z-order’
= Send to Back = Send Backward
_ In geometry, x refers to
These tools can be found in several places: The Arrange button on the horizontal axis (left
the Home tool bar; the Format tool bar that appears when a photo to right), and y refers to
is selected; and in the menu that appears when you right-click on a the vertical axis (up and

photo. down). Perpendicular to
these two is the z-axis

Example Exercise: (forward and backward).

- In this example, we will continue to manipulate the Z-order, sometimes
Photo Collage slide that we began in the previous known as stacking order,
exercise. We will learn how to change the z-order of refers to the order of

objects, create our own objects, and learn how to format them. objects along the z-axis.

Chapter 2: eScreen Templates
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To fix the problem of photo 2 covering the person’s face in photo T,
we must change the z-order so that photo 2 ends up behind photo 1.

|} Sy shape Fill = Follow these steps to change the z-order:

% [ shape Outline - 1. Select the photo. Click once on the photo whose z-order you
(g S%LI”E‘;“, D Shape Effects - want to change. In this example, we will click on photo 2.

[ OrderObjects ) 2. Select Send Backward from the Arrange menu. The Send
£3, Bring to Front Backward menu item can be found in the Order Objects
By, Sendto Back menu, which is accessible by clicking the Arrange button in the

By | Ering Forward Drawing section of the Home tool bar (Figure 2-74).

Q] Send Backward .
: Our results. In (Figure 2-75),
Figure 2-74.

The Order Objects section of the you can see that the photos are
Arrange menu in the Drawing now arranged properly, and the
section of the Home tool bar slide looks much better. No faces
or important parts of any
photo is being covered,
and the spacing looks Figure 2-75. Slide preview with
good. To understand what ko105 propery arranged
we've really done, take a look at
(Figure 2-76). Now Photo 2 is behind Photo 1. If you are following
along with the example, you may want to make minor adjustments
to the position, rotation or size of the photos to get them
looking just right before you export them.

More about the Object Order tools. It is important to remember
Figure 2-76. that the each time you click one of the Object Order tools, the
The new z-order of the slide objects selected object is moved up or down one level in the z-order. In our
example, Photo 2 was directly in front of Photo 1, so the Send to
Back tool gave us the result we wanted with just one click.

Hint: Sometimes you may have to use an Object Order tool
more than once to get the position you want in the z-order.

5 O | Chapter 2: eScreen Templates
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Moving an Object to the Back or Front
If you know that you want an object moved all the ™8 .

w Format

way behind other objects on a slide, you can use e I
ring Forward ~ |= -

the Send to Back tool. Conversely, you would use | send saciuara - 1

the Bring to Front tool to move an object all the | Hseetenrene

Arrange

way to the front of the other items. Figure 2-77.

Hint: The background image on each slide is static, and is not
counted in the z-order. If you use the Send to Back tool on an
object, it will still be in front of the background image.

Selecting Multiple Objects

Instead of moving or resizing several items individually, you can
manipulate items simultaneously by selecting more than one at a
time. Then, whichever manipulation or formatting you apply to one
object will be applied to all selected objects.

Follow these steps to select multiple objects:

1. Click on the first object. Click on the first object you would
like to select. In this example, click on one of the photos in the
Photo Collage slide.

2. Hold down the Shift key. Press and hold the == key on your
keyboard.

3. Click on the other objects. With the key held down, click
once on each of the other objects you want to select. In our
example, click on the other two photos.

4. Release the Shift key.

Now that all three of the photos on the slide are selected, you could:

= reposition (move) all of the photos by dragging any one of the
selected photos into the position you want (page 43)

= resize all of the photos by using the corner control handle of
any one of the selected photos (page 46)

51
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Being objective

about objects:

Creating your own
objects on a slide is not
recommended unless
there are no suitable slide
templates for your needs.

You should always use
discretion when creating
your own slide objects,
and make sure they fit
visually with the rest

of the slide objects.
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= rotate all of the photos by using the rotate control handle of
any one of the selected photos (page 45)

= format all of the selected photos by choosing a Picture Style
preset from the Format tool bar (page 38)

] Drag all of the photos upward a little as shown in
(Figure 2-78). This will make room for the caption text box
that we will create in the next exercise.

CREATING YOUR OWN OBIJECTS

In addition to the layout objects that are already on a slide when
you open it, you can add your own objects for light customization.

On the Insert tab, PowerPoint offers several objects that can be
inserted into slides. However, when creating slides for the eScreens,
you should only insert photos and text boxes (Figure 2-79).

Design Transitions Animations ide Show Review Wil

e @ ()2 43 2 64

@+ Screenshot = SmartAr‘t - o
Hyperlink Action eader WordArt Symbols| video Audio
Footer < ﬁ T 2 =

Text | | Media |

%) Photo Album ~ | g Chart

Images | Hustrations | Links

Figure 2-79.

In rare cases, you may want to insert a table, chart or graph. However,
use caution when doing this. It should be simple, clear, and readable
from long distances when displayed on the eScreens.

Caution: Never insert ClipArt, Screenshots, Shapes, SmartArt,
Hyperlinks, WordArt, Video, Audio, Headers or Footers.

Example Exercise:
In this example, we will add a small text box to act as
the slide caption, and format the text inside of it.
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. (B2 0 Pt collage prRE oot Powe Dot [E=RE=E =)
’nsert’ng a NeW TeXt BOX u Transitions  Animations __Slide Show  Review  View o @

x

. g ¥ shapes - " ¥ = B
Follow these steps to insert a new text box: EN= -Gl 40 |
Lol [ photo Album - | gl Chart L E:‘,E;, i 7]

%

ﬂﬂﬂﬂﬁ@@

Images Ilustrations Links

1. Open the Insert tool bar. At the top of the
PowerPoint window, click on the Insert tab
to display the Insert tool bar.

2. Click the Text Box button. In the Text
section of the Insert tool bar, click the
Text Box button. Your cursor will change to
a text box cursor.

w Ujlg o

@

]

-
=]

3. Draw the text box. Using the text box | ugm
cursor, drag diagonally to create a square in T
the bottom-left area of the slide. It is okay if |t il
the square covers a bit of one of the photos (G meseeme & T
(Figure 2-80). Figure 2-80.

A new text box has now been inserted with a blinking text cursor as
shown in (Figure 2-81). It is ready to accept your text.

PowerPoint has given the new text box the width of the box that you
drew. However, it has disregarded the height. In fact, if you tried to
extend the text box using the square control handle at the bottom, it Figure 2-81.
would not work. The height of a new text box is determined solely by
the text that is typed into it. The text box will resize to accommodate
the text as you type it in.

Follow this step to fill the text box:
4. Type or paste the text. For this example, type in the following:

Employees Volunteer to Help the Food Bank

] The textis difficult to see because it is black. New text boxes

é’/ are not pre-formatted like the other layout objects in the

slide templates. However, we will manually format the text and the
text box ourselves in the next exercise.

Chapter 2: eScreen Templates
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Inserting a New Photo

Clicking the Picture button on the Insert tool bar, shown in
(Figure 2-79) on page 52, opens the Insert Picture dialog box
where you will choose a photo to insert. For more on how to use
the Insert Picture dialog box, see (Figure 2-52) on page 38.

Hint: You can also drag-and-drop new photosinto a PowerPoint
slide from your desktop.

FORMATTING TEXT AND TEXT BOXES

In the section “Formatting Text on a Slide” on page 32, we looked
at the following basic ways to format text:

= centering text = making text italic
= making text bold

Of course, you can use the other tools in the Font and Paragraph
sections of the Home tool bar to format your text further.

.7 Inour Photo Collage example, we will make the caption text
larger and change its color so that it is more readable.

Changing the Text Size
Follow these steps to change the text size:

1. Select the text. Using your mouse, triple-click on the text
to select all of it. For more information on selecting text, see

pages 33 and 34.

2. Use the Increase Size button. With ([aga ) PP
the text selected, click on the 'm ; u § ae AV,
Increase Size button in the Font = , , = 3 - H%
section of the Home tool bar = B
(Figure 2-82) until the text size Is Figure 2-82. '

about 24 points.
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Changing the Text Color
It is good practice to only use dark text colors on light backgrounds,
and white or light text colors on dark backgrounds.

Follow these steps to change the text color:

I. Select the text. Using your | agal - 24 -
mouse, triple-click on the text to
select it. For more on selecting
text, see pages 33 and 34.

2. Open the Text Color
menu. With the text selected,
click on the small arrow beside
the Text Color button in the Font
section of the Home tool bar.

Standard Colors

3. Choose a text color. From the
. | B
Text Color menu, click on the o .t colors
color you would like the text to g EE
be. In our example, choose white.

5 More Colors...

Center the text using they Figure 2-83.

keyboard shortcut + [
For more information, see "Centering Text in a Text Box" on page 33.

Our progress is shown in (Figure 2-84).

Hint: Reposition the text box if necessary to ensure that the
white text is fully on the dark background.

Adding a Drop Shadow to the Text
We will make the white text stand out even more with a drop shadow.

Follow this step to add a drop shadow:

1. Use the Shadow button. With the text still selected, click the
Shadow button in the Font section of the Home tool bar
(Figure 2-85). The text now has a drop shadow (Figure 2-86).

O digix

Erhpléayees

* Volunteer to Help

the Food Bank
Figure 2- 84

Arial 4 - A A S
B 7 U|[8[abe M- pav| A~

N

Fant I

Figure 2-85.

Efnplt.)yees

* Volunteer to Help
the Food Bank

Figure 2- 86
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Em pk.)yees

* Volunteer to Help
the Food Bank

Figure 2-87.
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Example Exercise:

In this example, we will manipulate our caption text box

even further. We will follow the steps to fill the text box

with a translucent background color, apply an outline
around the box, and even change its shape.

Adding a Background Color to a Text Box

Text boxes are simply rectangular shapes that contain text. As such,
a text box can be filled with a color and/or have an outline like other
shapes in PowerPoint.

Follow these steps to add background color to a text box:

1. Select the text box (not the text). Using your mouse, click
once on the outer edge of the text box, away from the text.

Hint: Your cursor will change to a four-headed arrow, indicating
your mouse is in the proper position to select the text box only.

2.0pen the Format tool
bar. An orange Drawing
Tools tab will appear at the

e R top of the program window.
. é':‘ii' I 2 Click the Format tab to open
= = the Format tool bar.
=R 3.0pen the Shape Fill
el |- menu. Click on the Shape
= mE Fill button in the Shape Styles
E area of the Format tool bar.
b B, 4.Choose a fill color. From the
B O gREL AT Y RNE e Fill Color menu, click on the
“ . = Volunteerto Hek- : — color you would like the text to
o ;e FobdBank. | e : be. For our example, choose
Side 1 of 13 | “PRODUCE ORANGE” | 5 | [EETER o I | black. The text box is now
Figure 2-88. filled black (Figure 2-87).
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Making a Background Color Translucent
Follow these steps to make a background color translucent:

1. Open the Colors dialog box. Click on
More Fill Colors... in the Shape Fill menu  Teme coters

iStandard ;| Custom

Colors: Cancel

) H EEEEER
(Figure 2-89).

2. Change the Transparency setting In the i I I I THTT

Colors dialog box, move the Transparency s colors
slider to 50% (Figure 2-90). um EEEEN

Recent Colors

3. Click the OK button to close the box. m NN un

Mo Fill

. . 4% More Fill Colors...
é/ Now the black background inside the @ eiure. %
text box is translucent (Figure 2-97). & cradent '
Next, we will add an outline around the box.

e

Transparency:

[

] 50w |2

Current

Figure 2-90.

Texture 3

Figure 2-89.

Adding an Outline to a Text Box

There are two ways to add an outline to a text box: Employees

Volunteer to Help
the Food Bank

Figure 2-91.

= choose an outline color = choose an outline weight

If you choose an outline color, the line defaults to a weight of 1pt.
If you choose an outline weight, the line defaults to a color black.

Follow these steps to add an outline to a text box: %

0 5s
1. Select the text box (not the text). Using your *J (=] rﬁlv é%
mouse, click once on the outer edge of the text
box, away from the text.

2. Open the Format tool bar. Click the Format tab
to open the Format tool bar.

Standard Colors
EEEEN

Recent Colors

3. Open the Shape Outline menu. Click on the
Shape Outline button on the Format tool bar.

4. Choose an outline color. From the Outline

ks E|:
Color menu, click on the color you would like hbuaas k" ' e
the outline to be. For our example, choose white. Vﬁ{:“ﬁiiﬁ%;':.? ke K
Now the text box has a white outline around it. ) Figure 2-92.
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Changing Line Weights
.7 The default line weight for the outline applied to our text
box is 1pt. We would like a thicker line for our example.

Follow these steps to change

Theme Colors

a line weight: N EEEEEE

1. Open the Line Weight I
menu. Click on Weight in 0 """ll

Standard Colors

the Shape outline menu. T EEEEE

Recent Colors

2. Choose a line weight In ™ EERECEE | v
the Line Weight menu, . L

click on a line weight. In our = b ———
example, we will choose © " g P —
6pt (Figure 2-93). n B
The outline around our text box is -
now much thicker (Figure 2-95). 7| More [ines. %
Figure 2-93.

Changing the Shape of a Text Box
Follow these steps to change the shape of a text box:

1. Open the Edit Shape menu. Click on Edit Shape button in
- the Insert Shapes section of the Format tool bar.

Emplyees
i Volunteer to Help
the Fod Bank

2. Choose Change Shape.

3. Choose a shape. From the Shape Menu that appears,
select a shape. For our example, we will choose the rounded
rectangle (the second option) (Figure 2-94).

Edit Shape -
[Eedrshape] [ — — — — —

Figure 2-95.

= L_l? Change Shape 3 Rectangles
Employees 7 Edit Points OMODoooDao
u = Basic sha
Volunteer to Help j {To s | A Rounded Recangie B @ ® @ @
the Food Bank S| N Nl =T=1 ===
: Figure 2-94.
Figure 2-96. The text box has now changed to a rounded rectangle (Figure 2-96).
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Formatting Text and Text Boxes Doing More with Templates (Cj digi X

Previewing Our Progress

Preview the slide in the Slide Show mode (Figure 2-97). You can
see that the translucent text box with rounded corners looks great.
(For more information on previewing a slide, see page 25).

Text and Text Box Formatting Presets
Just like we can format a photo using Picture Styles (see page 38),
PowerPoint has several formatting presets for text and text boxes:

= we can format selected text using presets called Quick Styles
= we can format text boxes using presets called Shape Styles

) Employees
Example Exercise: e Food Bank .

) In this example, we will assume that instead of the Figure 2-97.
formatting we applied to the caption text box in the

previous exercises, we want to apply a preset style.

Efnpléyees

To follow along, use the steps on page 53 to create a new text * Volunteer to Help '
box, or undo all of the formatting changes so that the text box reverts the Food Bank
back to the one shown in (Figure 2-98). Figure 2-98.

Follow these steps to add a
Shape Style to a text box:

ENNOe O X-
Al LD E G- Z. Shape Outline & - | B sen
1. Select the text box (not |l«~~< 3~ e

Shape Effects styu|iesv A | Fysee
the text)_ Uslhg your = I;Esertshaies w | WordArt Styles s Arrange Size
mouse, click once on the | L

outer edge of the text box, s

away from the text. 578

2. Open the Format tool |eigsls
bar. An orange Drawing

Tools tab will appear at ‘,‘,
the top of the program e

window. Click the Format -"3—.3_( ’%;{"& !
tab to open the Format | mries - Hivaliniagr o HERg : sosoeall .|
tool bar. Figure 2-99.
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Employees

- Volunteer to Help' -

the Food Bank

Figure 2-100.

Shape Style
previews:

When you hover your
mouse pointer over a
Shape Style preset in
the menu, you can see

a temporary preview of
the style applied to the
selected text box. The

text box will revert to its
previous style when you
move your mouse cursor
away from the Shape Style.

60 | Chapter 2: eScreen Templates

Doing More with Templates Formatting Text and Text Boxes

3. Open the Shape Style menu. Click the small arrow at the
bottom-right of the Shape Style /ist.

4. Select a Shape Style. in the Shape Styles list that appears,
click the option shown in (Figure 2-99).

-/ This formats the text box with a green fill, beveled edges,
rounded corners, and a drop shadow—with minimal effort.

Use what you learned in previous exercises to resize or reposition the
text box to get the visual result you want, if necessary (Figure 2-100).

Export the slide with the name volunteer_collage.png using the
steps listed in the section "Exporting a Slide" on page 27.

More on Shape Style Presets
PowerPoint has a total of 42 Shape Style presets. Each one applies
varying treatments to the selected text box including:

= fill color = reflections

= outline color = beveled edges

= corner options = drop shadows

To see all available presets, Jx shape
click the small downward- [m] [m:-:] [AI:H: [ Shape
facing arrow in the bottom- ‘ﬂ*- Shape

right corner of the list in the
Shape Styles section of the
tool bar (Figure 2-101).

Shape 5tyles
Figure 2-101.

Not all presets are appropriate for eScreen slides. Use discretion when
formatting text boxes, and always choose a preset that compliments
the other elements on the slide. Here are some helpful guidelines:

= choose only style presets with square or rectangular shapes
= choose style presets that do not distort the text or text box



2.5 Using the Small Templates

So far we have created slides from the large templates. For
shorter messages or quick announcements, using a small
template is the quickest and easiest method.

Example Exercise:

In this example, we will go through the steps to create

a short message to announce that a pair of earrings

have been found. We will copy text directly from an
e-mail we have received, and paste the text into a small slide layout.

If you receive an e-mail like the one shown in (Figure 2-102), you
will know from the chart in (Figure 2-10.1 on page 16) that
because the slide will only contain short text, we should post it in
the upper right area. This means we will choose a small template.

) digix

.
i

Mew
Slide ~

DARK GREEN

1_2-line Title

1-Line Title

Title with Text and Text with Photo

Figure 2-103.

For this example, we will start with a small general- [[75

@y.

I O

purpose template, and select a slide layout that
will accommodate our message.

Attention All Employees:

4925 if they are yours.

Thank you,
Follow these steps to open the example slide: Olivia Liv' D, Waits
1. Open the file. In your templates folder, | """
double-click the file sm_gen_use_1.pptx to

open it in PowerPoint

A pair of earrings were found in the Fitness Center yesterday. Please call extension

Lifestyle Management Program Coordinator

D

[~

2. Show the New Slide menu. Click the arrow
below the New Slide button to bring up the
New Slide menu.

3. Choose the slide. Click the slide named 1-Line Title in the
Dark Green group (Figure 2-103).

When the new slide appears, examine its layout objects to ensure it
will fit our needs: In (Figure 2-104) we see that there are only two
layout objects on the slide. Both are user-editable:

= the title text box (1)
= the body text box (2)

The e-mail we received already contains a perfectly-composed
message that we will simply copy and paste into the slide layout.

Figure 2-102. Example e-mail you may receive

[ITLE@1ERE]

[Type or paste body
text hera. Do not

allow text to go
below 24pt.]

1. Text box
2. Text box

Figure 2-104. Example of layout
objects on a slide template
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Using the Small Templates Copying and Pasting Text

Copying Text from Another Source

Sometimes an e-mail or document you receive will contain a short
snippet of text that will work perfectly for your message, and fit well
on a slide. In these instances, you will want to copy the text exactly.

Follow these steps to copy text from an e-mail or document:

1. Select the text. Using your mouse, drag over the text in the
e-mail or document to select it. (For more on selecting text,
see pages 33 and 34). For our example, we will select
Just the following from the e-mail body:

A pair of earrings were found in the Uncle Sam
Fitness Center yesterday. Please call extension

To copy or not to 4925 if they are yours.

copy? 2. Copy the text. Right-click on the text and choose Copy from

the menu. Or, use the keyboard shortcut +F.

A copy of the text is now being held temporarily on the clipboard.

You should always tailor
your message to the needs
at your facility. Composing

your own message is a
great way to keep the
local feel, but copying
text from an e-mail or
memo is okay when you
are pressed for time.

é/ Type EARRINGS FOUND into the title text box of the
slide. (See "Adding Information to a Slide" on page 23).

Pasting Text into a Slide
Follow any one of these steps to

File Home Insert Design
paste text into a text box: ' % I:I Layout -
1. Use the paste button. Click %ﬁa - 5 Reset
EARRINGS FOUND on the Paste button in the PENG | e~ “Ssection~
Clipboard section of the [|Cieboard & Slides |

A pair of ea'rrings were
found in the Uncle Sam

f Fitness Center :
yesterday. Please call
extension 4925 if they

are yours.

Figure 2-106. Our progress after
pasting the text
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Home tool bar as shown in
(Figure 2-105).

2. Use the right-click menu. Right-click inside the text box and
choose Paste from the menu.

Figure 2-105.

3. Use the keyboard shortcut Ctrl + V. With your text cursor
inserted in the text box, press + [ on the keyboard.



Copying and Pasting Text Using the Small Templates @ dlgl\

Keeping Text Box Formatting After Pasting

Text boxes are pre-formatted for text color, font, size, shadows, etc.
If the text you are pasting had no previous formatting, then it would
assume the formatting attributes preset for the text box.

However, if you are pasting text from Outlook or Word, it will retain
its previous formatting, thereby voiding those of the text box.

Hint: Even if the text looks like plain black text, it is still
considered to have formatting.

To force the text you just pasted
to assume the formatting of the
text box you are pasting into:

= Immediately after pasting

the text press and release ™
the key on your Figure2-107.
keyboard to open the Paste Options menu.

= Type | on your keyboard, or click the Keep Text Only button
as shown in (Figure 2-107).

-~ Using what you learned in previous exercises, put a line break
between the two sentences in the body text (page 33),
and turn off the bold attribute for the second sentence (page 35).

Give all of the body text a point size of 28 (page 54). The results
should be similar to the slide preview shown in (figure 2-108). EARRINGS FOUND

A pair of earrings were

Export the slide with the name announcement_earrings.png using )
. . o . T found in the Uncle Sam
the steps listed in the section "Exporting a Slide" on page 27. Fitness Center yesterday.

Please call extension 4925
if they are yours.

Figure 2-108.
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CHAPTER
THREE

The Design Studio™ Program

Design Studio—the software that you will use to interact
with the eScreens at your facility —was developed by Symon,
the company that provided Digix with its eScreens. It has
powerful features for storing, managing and displaying the
content that you create.

&

I. [ ]
DIGITAL SIGNAG
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3.1 Introduction to Design Studio

Symon Design Studio™ (hereinafter Design Studio) is a powerful
program used to store and schedule content. In this section we
will look at its capability to manage and display content.

What is Design Studio?

Design Studio is the program you will use to add,
store and schedule content for your eScreens. It
sends content and play times to the server, where
they are stored and later recalled for playback on your eScreens.

DESIGN STUDIO TOOLS AND FEATURES

Design Studio offers several tools and features to create, manage,
and display content, including:

= Storage Folders = Text Tickers

= Play Categories/Schedules = Playlists/Advanced Schedules

= Messages = Player Previews (page 127)
Storage Folders

The storage folders in Design Studio work just like the folders that you
are familiar with in Windows® (Figure 3-1). (For more information
on navigating storage folders, see page 81).

Windows® Explorer Folder List: Design Studio Folder List: There is a different set of storage folders
Organize ~ % Open  Sharewith v E-mail  Bum  New (=5 Fish Hawk .
: : 002 B, LemE: for each content resource (graphics,
¢ Favorites Documents library Ta = =
B Desicop My Documents s T3 : ) g : :
- Sites - 5 -
 Somie i — T St G videos, etc.). Your facility will have its
H pent e PLIET—— B roe || @ peceten =m own storage folder within each set,
& Librarics J! Holiday Chart 2012 12/4/201 =) Bartow ;:;‘gfj 2””:' )
B bocumens © bertan Hammmmsace. oo WHere you will store your content. (For
E] My Documents b James 12/47200 5 Cattoons [ background slide  Graphi i f ) h
T 1. Job Duties 12/4/201 5 Bartow: DAP Cooler ... Graph
o dome e S Beoweans o moOTe information on how to open your
™ 1\ My Meetings 1/12/201 {5 Esterhazy [ bell_ringing_slide Graphi HE
vy st a0 = B comecn o 1acility folders, see page 80).
Job Duties . PowerPoint Templ... 12/4/201 1= Fish Hawk Blg Bend Groundbre...  Graphi
= Mosaic Branc 0l Remote Assistance...  11/26/20 {= Four Comers [ blood drive Graphi
- M“:“ _’a” ng 3 Syster Info 12747301 = FtMeade [E Blood Drive_Oct 2012 Graphi ”
10 My Meetings . o = Hookers Prairie [H Bo_SLTcongrats Graphi I / h d I
3 My Revsved His L WC Templues 127821 e Deosticr et P ay Categor’es SC edules
)i PowerPoint Templates & WebEx 12/4/20 = Louisiana Ops [l chile message Graphi

A Play Category (hereinafter category)
is a container that groups play-items
and slides based on the layout area in which they will display on
the eScreens. Therefor, a category can be thought of as a direct
portal to an eScreen layout area (page 5), and the sole means
of scheduling content. For example, slides that display in the top

Figure 3-1. Comparison of how storage folders work in Design Studio
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Design Studio Tools and Features Introduction to Design Studio

right area of the eScreen layout are scheduled in a category named
Top Right. (For more on categories and scheduling, see "Scheduling
Content to Play" on page 90.)

Messages

A message can be thought of as a slide that is created inside of
Design Studio, much like the ones we created using PowerPoint in
Chapter 2 (page 9). It is not recommended to create general,
every-day messages inside of Design Studio because they lack the
efficiency, flexibility, functionality and branding that the eScreen
templates offer. However, there will be a few good uses for messages
as we will see in the upcoming sections, "Messages with Scrolling
Text" on page 119 and "Messages with Audio" on page 124.

Text Tickers

A Text Ticker (hereinafter ticker) is simply a message that uses
horizontally-scrolling text to achieve a "ticker tape" effect. Several
tickers display in succession at the bottom of the eScreen layout in
the Ticker Area. (For more information on eScreen Layout Areas,
see page 5). The following tickers display on all Digix eScreens:

= National news ticker = Digix news ticker
= Stock ticker = Facility announcements

For more information on local facility tickers, see page 115.

Playlists/Advanced Schedules
Design Studio offers powerful tools for scheduling and displaying
content, including the ability to customize the following:

= Which items play = The order that items play
= When items play = The duration items play

For more on advanced scheduling options, see page 94.

Chapter 3: The Design Studio™ Program
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3.2 The Design Studio User Interface

Let's start the Design Studio program and learn different the parts
of its user interface, and how to customize them.

Starting the Design Studio Program
There are a few different ways to start, or launch, Design Studio.

From the Desktop: \When the program was installed on your
computer, a shortcut icon was added to your desktop.

Follow one of these steps to launch Design Studio from the desktop:

1. Double-click the icon. With your mouse,
click twice quickly on the Design Studio
program icon (Figure 3-2).

2. Select the icon and press Enter. Click
once on the Design Studio program icon

to select it, and then press on your
computer keyboard.

Decign Studia

Figure 3-2.

From the Start Menu: The Windows® Start menu contains all of the
programs installed on your computer. The search box on the Start
menu helps you launch programs quickly.

a Y

Follow these steps to launch Design Studio from the

Programs (6)
Start menu search box:

= Design Studio |

M Desktop 1. Open the Start menu. Click once on the Start button,
B Desktop Gadget Gallery or press the (%) key on your keyboard.
Control Panel (17) 2. Type the program name. Simply begin typing

Design Studio and the Design Studio program will

@ Remotefpp and Desktop Connections . ; A
show up in the list (Figure 3-3).

[ Desktop Gadgets
g Change desktop background 3. Launch the program. With your ImouseE, click once
on the Design Studio program in the list, or press the
key on your computer keyboard.

p See more results

Hint: If the Design Studio program is not the first
item in the list, use your arrow keys to highlight it

Figde 3.3 before pressing the key.
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LOGGING IN TO THE SERVER

- = =

The Design Studio program will only operate while ’1
connected to the eScreen Server (hereinafter server) in o
Wood Dale, IL. The very first time you launch Design Studio,
you will be prompted to login to the Server.

User Name indaus Group
Each facility has a unique user name to login to the server. Usermame
The eScreen administrator will use this user name to Password
manage the content for that site only. You should have Server Name
been given this information when Design Studio was
installed on your computer. - ——

Cancel | [ SystemInfo

[T Auto Login [7] Remember Password | Changs Password

Password
Each facility has a unique passvyord to accompany its USer o re 3-4. The Design Studio login window the
name. You should have been given this information when first time the program is launched

Design Studio was installed on your computer.

Server Name

The server name box tells Design Studio where to look for
the server. You should have been given this information
when Design Studio was installed on your computer.

Follow these steps to login to the server:

1. Enter your user name. Click once on the Username Username UncleSam
box and enter your user name as it was given to you. Password
2. Enter your password. Click once on the Password Server Name | WDAPPPROAY
box and enter your password as it was given to you.
. Login Clear Cancel System Info
3. Enter the server name. Click once on the Server | L\\Jy | 1 1
Name box and enter the server name as it was given Auto Login (7] Remember Password [ Change Password

to you, Iif this box is not a/regdy filled-in. Press and hold CTRL during subsequent logins to show this dizlog.

4. Click Login. Click once on the Login button Figure 3-5. Logging in (Note: this figure may not
(Figure 3-5), or press on your keyboard. reflect actual login information)
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'Remember Password' and Auto Login'
If you click the Remember Password check box, you will not have
to type your password the next time you launch Design Studio.

If you click the Auto Login check box, Design Studio will automatically
select the Remember Password check box as well. The next time
- | | you launch Design Studio, you will not be presented with the login

Figure 3-6. The program window window; you will be logged in immediately without further action.
during the login process

Hint: Press and hold the key while launching Design
Studio in the future to see the login window again.

'Auto Login' tip:

Because it is Mosaic's
policy that you are the only THE PROGRAM WINDOW

person allowed to use your When Design Studio loads for the first time, the program window

BSOSy OOt resembles the one shown in (Figure 3-7).
computer, using Auto

Login is permissible,
because no one else will
have access to your Design

Various elements of the user interface (hereinafter Ul) can be found
at the top, right, and bottom of the program window. Some of the

File Edit View Tools Window Help

DRH%W +BEXQ0B [
Left Top Width Height 7-Order of X ,|
D EDgs4-]| 2EE.
T TR

soydeso [ |8

samadold 0

Devices or applications that play a 'Show' x|
) Players
[CEIFEIFEEE

Folder List X -

@ s & & & [~ @ & E

AOC Bartow Belle Plaine Carlsbad Colonsay Esterhazy K1
=2} > @ @ @ =2} =
For Help, press F EBMTEET] 4 |

Figure 3-7. The program window upon first launch
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Ul elements you will encounter include:

= The title bar = Floating windows
= The menu bar = Docked windows (panes)
= Tool bars = Tabs

The Title Bar

At the very top of the program window is the title bar. The title bar
displays the Design Studio name, the user name you are logged in
with, and the server name (Figure 3-8).

There are three buttons on the far right of the title bar: the Minimize,
button, the Maximize/Restore button, and Close button.

[

Figure 3-8. The title bar

The Menu Bar, Tool Bars and Windows | Fle Edit View Tooks Window Help

Each element of the Ul, such as the menu bar, tool bars, and Figure 3-9. The menu bar

windows can be moved around independently. .
[DRE%+REX00B  -[®
J Left Top Width Height Z-Order

The menu bar and tool bars will become a "window" and will
"float" when not docked to the top edge of the program window.
You can arrange them any way you like.

Bleogs4-yeEE8E.
[P e A Y S R e T

Figure 3-10. The tool bars

About Docking and Docking Pane Layouts

Design Studio's Ul elements can be docked to any edge of the
program window, where they will stay, even when the program
window is resized or maximized. Ul elements are known as a panes
when they are docked.

The way docked panes are arranged in the Design Studio program
window is known as a docking pane layout. These can be saved
once you have the program window just the way you want it. See
page 77 for more information on saving a docking pane layout.

/1
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=1 Symon D

EX sy

rSins 3 -,

T 1@ Categories Z-Order

Ol  Window Help
L&

5 Channels |
6D gy o = 15 .
@-‘ o | & (5 |i Graphics
EB Layouts
Messages
@ Properties Window
,@ Search
|§ Players
@ Sounds
W Plugins
3¢ Toolbox Window
& Transitions

i@ videos

J
JLeft
| m
|

3

Devices or ap}

E Flapers

v Status bar 2 Resel DO

Toolbars

Oth S —
. . ot
| Docking Panes * ) 7 4 Reset Docking Panes To Advanced Layout
3 &, Save Current Docking Pane Layout

QO3 | EFannENE %4 Load Last Saved Docking Pane Layout ~ F12

The Design Studio User Interface The Program Window

-y Exercise:
In this exercise we will customize the
Design Studio Ul. We will load a pre-
defined docking pane layout, and learn
how to reposition tool bars by dragging them.

Follow these steps to load a docking pane layout:

1. Open the View menu. C/ick once on the View menu
in the menu bar, or press [ + (V) on the keyboard.

/A /-\
2.0pen the Docking Panes menu. Click once on the
Docking Panes menu located in the Vliew menu.

3.Choose Reset Docking Panes to Advanced Layout.

The above steps are outlined in (Figure 3-11).

The size, position, and layout of the Ul

Folder List x|
E Players E:l E:l
ADC Bartow
=] |

For Help, press F1

Figure 3-11.

TS Eéﬂmmﬂjidﬁ@@mﬁv

js« vopeties forcontent s and thei-. [ L]
“Eae

0
OF
E3H
o
E
>
3
@

uuuuuuuu

Flgure 3-12. The Advanced
Docking Pane Layout
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elements within the Design Studio program
window will all reposition themselves to the Advanced
Docking Pane Layout, as shown in (Figure 3-12). You
will see that a few more Ul elements have appeared.

Hint: When saving or recalling a docking pane
layout, the menu bar and tool bars are unaffected.
We will move those manually in the next exercise.

Case-in-point:

It is highly recommended that you use the Advanced
Docking Pane Layout so that the example steps and
screenshots found in this manual will match what
you see. It is also beneficial for future training and
troubleshooting if everyone's Design Studio program
window looks and functions the same way.
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Moving the Tool Bars
All of the tool bars—and the menu bar—have small vertical lines,
or "handles" on their left sides, as shown in (Figure 3-13). These
handles are used to reposition the tool bars by dragging them around. File Edit View Tools Window H
NEEEIR TSI
é;/ As you can see, there are still four tool bars across the top | Top Width Height
of the program window, each stacked on top of another. We Jl] | B F oA [
will arrange these tool bars horizontally on fewer rows so that they j’@ e A e L
take up less space inside the Design Studio program window. - Figure 3-13. Tool bar handles

JFiIe Edit View Tools Window Help

DA% P2BX0Q8

gl Top Wig Height (o

Eirerre O N
EERZY AEEEY-<R
WA ENEA T @) - el

Follow this step to move the tool bars: Did you notice
. . the helpful arrow
1. Drag the second tool bar up. Using your mouse, click and heads?
hold on the tool bar handle, and move the second tool bar up S
until it is on the first row, beside the first tool bar. When you hover your
1. Drag the last tool bar up. Using your mouse, click and hold mouse over a tool bar
on the tool bar handle, and move the last tool bar up until it is handle, the cursor will

on the second row, beside the second tool bar. (Figure 3-15). change to a four-way
arrow. This will indicate
Hint: While dragging, the tool bars will live-update, allowing that you arebln Fhedprop.er
you to see where you are positioning them. The extra tool bar position to begin dragging

. : : to reposition the tool bar.
rows will disappear automatically while you drag as well.

J File Edit View Tools Window Help

IDREw FaEX0alR - @ ,H Left Top Width Height Z-Order of X ,|

ElERE NI EEEE A R R I R E YT E T EE T N
Figure 3-15. The tool bars now take up less space in two rows.
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The Design Studio User Interface Manipulating Tabs and Windows

MANIPULATING TABS AND WINDOWS

Now that we have loaded the Advanced Docking Pane Layout and
moved the tool bars, we can look at manipulating other Ul elements.

Parts of the User Interface
Lets take a look at the Design Studio program window after following
the steps in the previous exercises. (Figure 3-16).

~ Standard Tool Bar
new, save, undo/redo, cut/copy/paste, etc.

Menu Bar

|’- ymon De:

lll| File Edit View Tools Window Help

Title Bar
See page 71

Position Tool Bar
size, position, z-order, etc.

~ Areas and

Elements Tool Bar
insert object, align,
center, etc.

[IFEEEAFEEERETEE

) [f5et properties for content items and thei... &
=

-

Text Format

Tool Bar

bold, italic, font
color, indents,
spell checker, etc.

[

0qoo) >§| ‘ sa|fs Japlog .| ‘ suibnid ¢

- Search @Prq)erlies

- |9 ) Lot

Top Width Height Z-Orde

(ENEEEEEREEETEIETER PR R

2 & 3T % &3 i ES

s Messages
Properties | |55 50 e
Window Folder List x
See and editall || |*® "= @ @ @ @ @ @
aValIabIe attnbutes AOC Bartow Belle Plaine Colonsay Corporate Wide Esterhazy K1

for an open item (

Messages | g Categories Channels | [H Layouts E Players
— —

Graphics
—

(See page 110)

For Help, press F1

Tool Description Bar
Displays helpful descriptions when you
hover your mouse over tool bar button

cap [Num scrL N

Content =

Resource Tabs

See page 78

Figure 3-16. Parts of the Design Studio program window Ul
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Docked and -

Tabbed Window
See page 75

Caps, Number,

and Scroll Lock

Indicators
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About TabS I 2 Messages

Qo2 L lela-

When two or more windows

Folder List

=

are docked on the same -0 Messages

edge of the program window,
Design Studio arranges them

&

AQC

@ @ @

Bartow Belle Plaine

Colonsay

Messages| ‘ Categories| Channels | 0B Layoutsl E Players | a‘u"ideos | @ Sounds| Graphics|

in a tabbed configuration. The
content resource tabs shown
in (Figure 3-17) are actually several windows
docked at the bottom edge of Design Studio.

For Help, press F1

These windows can be accessed by clicking a tab,
or by choosing the item from the View menu.

Using the View Menu

Another way to access tabbed windows is through
the View menu (Figure 3-18). The View menu
contains a list of available windows —whether
they are floating, tabbed, docked or not currently
visible. In the View menu, when you click on the
name of a window that is currently visible, the
window will close. If you click on the name of a
window that is not currently visible, it will open.

Unpinning Windows (Auto Hide)
All tabbed windows have Pin and Close buttons
in their top-right corner. Clicking the Pin button will
either pin or unpin the window. When unpinned,
the window will auto-hide when not in use.

Clicking the Close button will close the window.

Hint: A closed window can be re-opened
by clicking its name in the View menu.

=
£

M| Border Styles
. Categories
Channels

Fonts

e i & W] <

[ Graphics
Layouts
Messages

Properties Window

Y EHE

Search

g Players

@ Sounds

: Plugins

@ Toolbox Window
@ Transitions

|§ Videos

Other Windows >

Decking Panes 4

IT Status Bar

Toolbars +

Figure 3-18. The
View menu

CAP |NUM |SCRL 4

Figure 3-19. Pin
and Close buttons

Chapter 3: The Design Studio™ Program

Figure 3-17. Tabbed Windows

On docking and
pinning windows

Think of a tabbed window
as an upside-down

rolling window shade

on a window in your
house. Now imagine that
the shade is attached

or "docked" at the

bottom of that window.

When you want to see
the shade, you pull it up
and attach, or "pin" it so
that it remains open.

If a docked pane in

Design Studio is "unpinned"
at the top, it will "roll"

itself closed when you
move your mouse cursor
away from it. This is also
known as Auto Hide.
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The Design Studio User Interface Manipulating Tabs and Windows

Closing Unnecessary Items
7 Some Ul elements represent items that Design Studio users
cannot access, or simply will have no need for. We will close
the unnecessary tabs now to simplify our Ul.

Follow these steps to close the unnecessary items:

1. Show the tab you would like to close. Click once on the
Channels tab at the bottom of the program window to open it.

2. Click the Close button. Click once on the Close button in the
upper-right of the Channels window.
03]

[CAP [NUM [SCRL 4

Figure 3-20. Closing an unnecessary tabbed window

More advanced
docking help

] Use either the steps above, or the View meny, to close the
following unnecessary tabbed windows: Layouts, Toolbox,

_ : Border Styles, Plugins and Fonts.
For more information on

docking windows inside

Design Studio, as well
as how to use Docking
Helpers, use the help
feature in the program.

@ About Design Stﬂ!o...

Choose Help Topics
from the Help menu,
or press the (|| key.

= Search for docking on
the search tab.

7 6 | Chapter 3: The Design Studio™ Program

Resizing a Tabbed Window

You may find it useful to see more of a tabbed window's contents.
Tabbed windows can be resized vertically simply by dragging its top
border up or down.

T S
=
>
M @

cursor will change @
tO a double_headed Bartow Belle Plaine
arrow, indicating you @] ta & &
are in the proper Bartow Belle Plaine Esterhozy K2 Wave Fish Hawk

o B o e

position to begin
resizing the window.  Figure 3-21. Resizing a tabbed window
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Reordering Tabs
The tabbed windows can be rearranged to any order you like simply
by dragging the tabs horizontally to another position with your mouse.

Saving the Current ﬁ

Docking Pane Layout DALY IRBXI00E . T we  weon  cow  or]
DenEs4-%eegeme.®n|mm w4 B & W0 ws
~7 Now that we have closed [[Srmcmamie o
all unnecessary Ul elements |z«
and have gotten our program
window just the way we want it
(Figure 3-22), we will save our

current docking pane layout.

/7 search | 1 Properties
Devices or applications that play a ‘Show' (Cllx|
Follow these steps to save the |j@r . -
current docking pane layout: e
g p yout: _ 2 I & & A & & .
], Open the VIeW menu, C/[Ck ‘@@BM“W . - AOC Bartow Belle Plaine Carlsbad Colonsay Esterhazy K1 |
once on the Vliew menu in the || 8= BB 5o @i G o] —
v For Help, press F1 CAP |NUM |SCRL /4‘
menu bar, or press * Figure 3-22. Ideal Design Studio program window layout

on your keyboard.

2. Open the Docking Panes menu. Click once on the Docking
Panes menu inside of the Vliew menu.

3. Choose Save Current Docking Pane Layout. Your current
arrangement of windows and tabs are now saved.

Hint: If you have accidentally closed a tab or moved something
out of place, and would like to return to the layout we've just
saved, simply follow the steps above, but choose Load Last
Saved Docking Pane Layout instead.

77
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3.3 The Content Resource Tabs

Now that we have a basic understand of the Ul, let's take a look
at the ways in which content is stored and organized.

CONTENT RESOURCES AND FOLDERS

The items available for you to display on the eScreens are known as
content. There are several types of content, including:

= Graphics = Sounds
= Videos = Messages

Each type of content is stored separately in its own area within
Design Studio. Collectively, these are known as the content resources.
In (Figure 3-23), you will see that each content resource has its own
tabbed window containing a set of storage folders. Each facility has
a designated folder located in each content resource tab.

Backgrounds y—y '
. o B g [ Banners Graphic Folder
----- anners
{E:] 4 (" alendar Phntne fGranhir Falder

] B Graphus @\.ﬂdeos | 0) Sounds | 3| Messagesl | Categorles| (=] Playersl
For Help, press F1

- — -

Figure 3-23. Content resource tabs

Graphic Resources

1 The Graphics resource area holds graphic files such as photos
and slides, until you are ready to schedule them. You will primarily
use this area to store and organize your imported slides.

Graphic file types that can be imported include: *jpg, *jpeg, *bmp,
*gif, *png, or *xaml (For more information on importing content, see
"Importing and Organizing Content" on page 83).

= Video Resources
The videos resource area holds video files like those from
local events and corporate videos, until you are ready to schedule
them. You will primarily use this area to store and organize your videos.

Video file types that can be imported include: * mpg, * mpeg, *.swf,
*mpgl, *mp2, *mp4, *mov, *.asf , *avi, *vob, *wmv or *flv.

78 | Chapter 3: The Design Studio™ Program
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Sound Resources
The Sounds resource area holds sound files such as MP3s
and radio broadcasts, until you are ready to schedule them.

Sound file types that can be imported include: *wav, *mp3, *.rmi,
and *wma (For more information on importing files, see page 84).

"n—| Message Resources
& — :

The messages resource area holds messages such as tickers,
birthday lists, and audio files, until you are ready to schedule them.
You will primarily use this area to store and organize your messages.
For more on creating messages with scrolling text, see page 119.
For more on creating audio messages, see page 124.

a The 'Categories' Tab
S The Categories reso U rce Collections of messages, graphics, and videos that play a few at a time

tab contains the four categories || coons
ool rlle -

you will use to post your content |1 <
to the eScreens (Figure 3-24): E""f_{;t:ggg“ =1 ;@ v ;@ v ;@ v :@
. MC]/I’I A,_ea g S::-It::’laine; . BECk;::lS::azwm Colonsay Main Area Colonsay Ticker Area Colonsa};’rl':p Right
i -~ Carlsbad
= Top Right Area & [
= Corporate Wide
. y -7y Esterhazy K1
Ticker Area O 2
. Fish Hawk
" Background AUdIO AfeG g Four Corners
- Ft Meade -

For more information on adding |[@Videos| & sounds| i Cotegories | @ Plyers | £ Messages | I Grophics|
For Help, press F1

play-items to a category, see = =
"Basic Scheduling" on Page 92. Figure 3-24. There are four play categories for each facility.

=

The 'Players' Tab
= Inthe Players tab, the SDAs, or Symon Digital Appliances, are
represented as players. Design Studio allows you to see a real-time
snapshot of what is being displayed on your facility's eScreens at any
given time by opening the Players tab. (See page 127).

/9
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Opening Your Facility Folder

Each of the content resource tabs contains a set of folders, in which
is a specific folder for your facility. Your facility's folder is where you
will store all of your local content for later retrieval.

Exercise:

In this exercise, we will open our facility-specific folder
in all of the resource tabs, create a new folder, and
change the viewing mode to show thumbnail previews.

Vad

Follow these instructions to || & o 5 FYAFIEIEE
open your facility folder:

Folder List x |
1. Open a resource window. =Yz yphics .
With your mouse, click once (2 Y Sites
on the Graphics tab to 0 -Corporate Wide
show the graphics resource B ~commupiy Property
window. | .

2. Expand the Graphics
folder list. Click once on
the small plus symbol next

Why am | opening to Graphics to show its

all of my facility folder structure.

folders at once? 3. Expand the _Sites folder
list. Click once on the small

‘u’ideos|@ Sounds|

Figure 3-25.
Design Studio remembers plus symbol next to _Sites to show its folder structure.
which folders were open

when you exit the program.

4. Select your facility folder. Click once on the folder with the
name of your facility to open it.

This means that your ] Follow the above steps to open your facility folder in
facility folders will . .
the remaining tabs as well: Videos, Sounds, Messages,

all remain open next .
time you return to Categories and Players.

Design Studio, ensuring
you are always working Hint: The facility folders are not always grouped into a folder

in the correct folder. named _Sites. In those cases you will skip step 3.
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) ) AXBXCIDXE XFXNG)H
Navigating Content Folders Xl T T 777
Navigating the folder list in each content resource tab is GCoaa L lel

similar to navigating the folder structure in Windows™. ™ Foder Lt Y
Let's take a look at the folder structure of the Graphics "M Graphics
tab in (Figure 3-26): 2 S porate Wide
= (1) The top-level graphics resource folder

= (2) A graphics folder

MName
E125mil_slide_fact
371 percent_slide_fact...
95percent_slide_fact
A Thompson2_EOM ...
A Thompson3_EQM ...
A Thompson_EOM ...
crusingl

W
=]
3
3
=
3
ZF
-
3
3
m
'ﬂ- 4
s x

Belle Plaine

= (3) Graphics sub folders within a graphics folder i Carlsbad .
Cartoons  crusin
= (4) "Plus" symbol indicates a folder contains sub of &= Colonsay [ crusing3
fo/ders, and expands the folder structure Eﬁraphﬁ@\ﬁdmﬂ@ SOund5|. MessagES| 'C3t990”95| 1

= (5) The file list e P
= (6) Folder task buttons

Figure 3-26. Parts of a tabbed
content resource window

Opening Folders: Clicking on a folder in the list shows the items
it contains —including sub folders—in the file list (5). You can also
open folders from the file list by double clicking them.

Folder Task Buttons: The folder task buttons (6) help you navigate cos@rinfel

the folder structure, and contain a few commonly-used tasks: Fomer% ook P 3 onj ZOE
= (A) Back » (D) Refresh = (G) Folder List =g ®
- (B) Forward - (E) Search « (H) Change View | 1D sttt ‘H_EAE: VELLE
= (©) Upone level = (F) Newsadd item Graph£@Videos|@s;unds|Messages| @ Catey

For Help, press F1
.

Hint: The folder structures, areas and buttons shown in cos@rllem

] Folder List x|
(Figure 3-26) act the same in all content resource tabs. B3 Hookers Praire 3
E‘Eﬁ' Louisiana Ops 201
[
Resizing the Folder List T s
i) Animated Background Stills ENGY.

- =y Calendar Tiles

You may find it useful to see more (or less) of the folder structure.
Just like tabbed windows can be resized vertically (page 76), the
folder list can be resnzgd horl.zontally simply by dragging its right-side Figure 3-27. Dragging to resize
border to the left or right (Figure 3-27). the folder list

l! Graphlﬁ@\ﬂdeoﬂ@ Sounds| Messages| ¢ Categ

For Help, press F1
. ——

Chapter 3: The Design Studio™ Program
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2010 011 12 Animated Calendar
Backgrou.. Tiles

@ @ 2] ] ] [

@ ] ] = =

Layout  Photo Cubes Safety ENGY-TP  HEARNG-P.
ents

CAP [NUM [SCRL

2010 Safety

2011 ENGY-TIP

= 2012 & HEARNG-POLICY
d Background Stills [T VELLOW-VESTS

[CAP [NUM [SCRL |

feme Type | Avail | Size| Modified

Photo Cubes Graphic Folder
= | o e oot ol
Thumbnails > | [ ENGY-TIP Graphic
T E HEARNG-POLICY Graphic Yes
VELLOW-VESTS Graphic Ves

168KB  12/6/201211.:..
220KB 12/6/201211... H
326KB 12/6/201211:..

CAP [NUM [SCRL

(C) Details
|

55 Largelcons

u
2

ENGY-TIP

CAP [NUM [SCRL )

HEARNG-POLICY

CAP [NUM [SCRL |

(E) Medium thumbnails

perimeter gates.

- Whenever leaving an
office area or control
room.

HEARNG-POLICY

3

[CAP [NUM [SCRL |

(F) Large thumbnails
Figure 3-29. Folder viewing modes
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The Content Resource Tabs

Changing Folder Views
Just like in Windows™, you may choose to change a folder's viewing
mode to show the contents of each folder differently (Figure 3-29):

Details
Thumbnails

= Large icons .
= List .
él/ To make organizing and scheduling our content easier in

the future, we will change the folder view options to display
thumbnail previews in the content resource folders.

Follow these steps

Bitmaps and XAML files for Messages anIayTs‘Is
—

to change the folder ||c:gaon — D)
i . FEEIEEEINE (T
VIeWIng mOde' Folder List % \yclcons o 2 |
E|-- Graphics -8
1. Open aresource X Qi
H [+ orpora e Wi N

window. With
the mouse, click
once on the ——
G ra P h i cs tab Graphics Vldeo;|@ Sounds| Messages| ‘Categones| (=] P\ayer5|

to show the L —ar”
Graphics window. Flgure 3-28.

2. Open the Change View menu. Click the small downward-
facing arrow next to the Change View button to open the
Change View menu.

~Community Prd
= AOC

] le Plaine =

3. Open the Thumbnails menu. Click once on Thumbnails to
show the Thumbnails menu.

4. Select a viewing mode. For our example, choose Medium.

Hint: You could also choose larger thumbnail previews. You
should always choose whichever viewing mode is best for you.

./ Follow the above steps to change the viewing mode to
medium thumbnails for the rest of the content resource
tabs: Videos, Sounds, Messages, Categories and Players.
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Creating New Folders

x|

-

Creating new folders to organize your content by

topic, date, or in some meaningful way, will help SR BB

you find content quickly in the future. ENGY-TIP

] Use the steps listed in "Opening Your
é/ Facility Folder" on page 80 to navigate

HEARNG-POLICY

View 3

Arrange lcons By »

to your facility folder in the graphics resource tab
if it is not already open.

Follow these steps to create a new folder:

1. Right-click on a blank area in the graphic resource
window. To avoid accidentally right-clicking on an existing item,
locate a blank white space and then right-click there.

2. Choose New Folder. from the menu that appears, choose
New Folder as shown in (Figure 3-30), or press the (|| key.

3. Give the folder a name. Begin typing a name for your new folder.
For our example, we will name it General Announcements as
shown in (Figure 3-31).

IMPORTING AND ORGANIZING CONTENT

Adding graphics, videos, and sounds (also known as importing
content) into Design Studio can be accomplished several ways:

= (licking the New button
= Dragging-and-dropping
= Right-clicking

Chapter 3: The Design Studio™ Program

E Paste Ctrl+V

Add Graphics...

Figure 3-30. Right-clicking in a
blank area to create a new folder

i

| General Annuuncem”

Figure 3-31. Typing a name for
the new folder

83
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Are your items

not displaying
properly?

T Q) SIFEEE

If your content folders do
not update to show the
changes after importing,
copying, moving, renaming
or deleting items, simply
click the Refresh button.

The Content Resource Tabs Importing and Organizing Content

Importing Using the New Button

There is a New button in the folder task buttons area (page 81)
of a every content resource tab. Clicking this button will allow you to
navigate your computer to select a file to import.

Hint: Clicking the New button in the Messages, Categories or
Players tabs will create a new one of those items, instead of
allowing you to import resources. We will learn more about
creating new messages in a later section, but there will never
be a need to create new categories or players.

When you click the New button, the Open dialog box appears:

Current Location

Shows the name and B File List
location of the folder where 1@ EXETT N SR = Shows a list of files in the
you are looking for your file. = — o current folder that matches
9 Favorites ~f Name Date modified Type . .
B Desktop ‘ | Movember 11/21/2012 315 AM  File folde| the type n the F,Ie Type
Folder List i e | o
— ‘E:J Recent Places
Lets you navigate to other S .
folders if your slide is in 3 Documents File Type _
- & Music Shows the types of files
another location. o )
= that can be imported. For a
list of importable file types,
File Name lF\Ienama: ~ M| Image Files (".bmp;".gif,".png;™ = see page 78.
Displays the name of the orer | —- Open Button
selected file. = - - : ' Click this button when you

Figure 3-32. Parts of the Open dialog box

View 3

Arrange Jcons By »

ﬁ Paste

Add Graphics...

Ctrl+V

=1 Mew Eolder

Figure 3-33. Importing from the
right-click menu

are ready to import the
selected content.

Importing By Right-Clicking

If you right-click in any blank area inside a content resource window, a
menu appears as shown in (Figure 3-33). Choosing Add Graphics...
from this menu will show the Open dialog box (Figure 3-32).

Hint: This menu item will be called Add Videos.. and

Add Sounds... in their respective content resource tabs.
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Importing Using the Drag-and-Drop Method
Dragging-and-dropping is the quickest way to add files to Design Studio.

Two windows at
once? It's a snap!

Before dragging-and-dropping to import a file, you must:

= Make sure the correct tab and folder are opened and
visible in Design Studio.

= Make sure the file you will import, and the Design Studio
program window are both visible on your screen.

Making the Source and Destination Both Visible J
If the file you will import is on your desktop, reposition & f e
either the Design Studio program window or the file icon &
so that they are both visible (Figure 3-34).

If the file you will import is in a folder, reposition the
Design Studio program window and the folder containing
the file, so that they are both visible (Figure 3-35).

Hint: Technically, only part of the file icon you would
like to import, and the part of the window you will be . :
dragging to, needs to be visible. e A

In Windows™ 7, dragging a
window to the left or right
edges of the your desktop
will cause it to resize to
‘ half of your screen, and
snap to that edge.

To easily see both windows,
drag them to opposite
edges of your desktop.

Il £ e v 5|
Figure 3-34. Dragging from the Figure 3-35. Dragging from a Figure 3-36. Splitting windows by
desktop to import window to import dragging to the edges of the desktop

Chapter 3: The Design Studio™ Program
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Example Exercise:

In this exercise we will import the four slides we

created in Chapter 2: eScreen Templates on page

9. We will learn how to move and rename these
graphics resources once they have been imported.

How to drag with
only one window
visible at a time:
1. Minimize the

Design Studio program
window.

Follow these steps to import content into Design Studio:

I. Open a content resource window. Click on the content
resource tab that you would like to import the new file into. In

our example, open the Graphics tab.

. Navigate to the desktop
or the folder with the
file you will import.

2. Navigate to your facility folder if necessary. If you are not
working in your facility folder, follow the steps on page 80.

. Begin dragging the file 3. Drag the file(s) into
downie e Design Studio. With your

Windows™ Task Bar. mouse, drag the file from its
. . From 'November' to 'Graphics/_Sites/Louisiana Ops’
destination onto a blank || Assussecends emsining -

area of the Graphics
mouse button, hover .
over the Design Studio window, and release the
e e Tl e mouse button. (For more  Figure 3-37.

The Design Studio abou_t dragging-and- _ o
: Programgwindow will dropping, see page 85.) Design Studio will show a progress

e iy e indicator while the graphics import as shown in (Figure 3-37).

volunteer_collage.png

. Without releasing the

continue dragging. Hint- Y. - " s - N
rolease the motse int: You can import more | Foflowing along but

: button over the area than _one f||e_ at _a time by don't have the slides?
you want the imported selecting multiple files to drag.
file to be stored. If you do not have the four

Using the above steps, import | slides we will be using in these
these four files into Design Studio: | examples, but would like to

announcement_earrings.png follow along, simply use any

: eom_november.png existing slides or photos you
o E— - i o [ heat_advisory 0813.png mal}: have; thfe |m|[|30rt process
e o the G four sides is the same for all content.
imported into the Graphics window volunteer_collage.png ; )
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.7 In the next few steps, we will be moving graphics into the
folder that we created in a previous exercise (page 83),
named General Announcements. Make sure your facility folder is
open and visible in the Graphics window. If necessary, use the steps
listed in "Opening Your Facility Folder" on page 80 to navigate to it.

Selecting More Than One Item in
a Content Resource Window
Before you can move your content, you must
select it. There are several ways to select
more than one item:

= Dragging to select items

= Shift-clicking to select items
= Control-clicking to select items

Dragging to Select

Using your mouse, drag a selection rectangle
around the items you wish to select as shown
in (Figure 3-39). This will select only the
items touched by your selection rectangle.

Shift-Clicking

Using your mouse, click once on an item.
While holding down the key, click on
another item. These items, and all items in
between them, will be selected (Figure 3-40).

[CAP [NUM [SCRL
Figure 3-41. Control-clicking to select multiple items

Control-Clicking

Using your mouse, click once on an item. While holding down the
key, click on additional items. Each click will add or remove an
item from the selection (Figure 3-41).

Hint: These selection techniques work in all viewing modes.

Chapter 3: The Design Studio™ Program
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On cutting and
pasting:

You can also move files
using the Cut and Paste
commands available in

both the Edit menu and
the right-click menu.

Or, you can use these
keyboard shortcuts:

- ]+ ) =cut
=

Simply cut the items you'd
like to move, navigate to
the new location, and
paste them there.

The Content Resource Tabs

Importing and Organizing Content

Moving Content

All of your graphics, videos, and sounds can be moved between
folders that you create, depending on how you would like to organize
them. (For more information on creating new folders, see page 83).

Follow these steps to move content into a folder:

1. Open a content resource window. For our example, click on
the Graphics tab if it is not already open.

2. Select the items you wish to move. Using one of the
techniques on page 87, select these four items:
announcement_earrings heat_advisory 0813
eom_november volunteer_collage

3. Drag the items to the new folder. Using your mouse,
drag one of the selected files to the folder named General
Announcements. All of the selected files will be moved.

Hint: If you cannot see the destination folder, drag the items
upward, and the window will scroll to show more of its contents.

[~ Laouisiaha Ops

FEEEEREE

[-f=; Hookers Prairie
£ Louisiana Ops
B 2010

B

Folder List
L
|
i
U

i Phote Cubes
{El Safety Inspiration
By 2012

--E] Photos

"{El Strategy 2012
- Animated Background Stills
[ Calendar Tiles
- General Announcements
[+ Layout Elements
[+ Photo Cubes
= Safetu

2010

hﬁEE Ly
EEERGY TIP

YELLOW-VESTS

Animated Calendar Tiles

Layout Elements Photo Cubes

EﬂI"IOU’
i

1\

ecm_novemb) HEARMG-POLICY

o

| Messagesl@‘u’ideos|@ Sound Grapl

For Help, press F1

Q Categories| E Players|

CAP |NUM |SCRL

Figure 3-42.
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Renaming Content

To organize and categorize your
content further, you may want to
add specific information to the way

B Open
Usage Report

they dre named' volunteer_coll @ Preview
B Y Copy volunteer_collage 08159
Follow these steps to rename a content = 7=t Figure 3-44.
resource item: AL Copying Content
1. Right-click on the item. % Duplicates of graphics, videos
2. Choose Rename. From the right-click Add Graphics.. an‘d'sounds can be made in their
menu that appears, choose Rename as % gon. original locations, other folders,
shown in (Figure 3-43). B properties or folders that you create (For
3. Type a new name for the item. Type a Figure 3-43. more information on creating

new name, or add to the existing name
as shown in (Figure 3-44).

Deleting Stored Content

To delete a content resource item, right-
click the item and choose Delete from
the menu as shown in (Figure 3-45).

Or, with the item selected, simply press

new folders, see page 83).

Follow these steps to copy:

1. Select the item(s) you wish
to copy. Using one of the
techniques on page 87,
select the item(s).

2. Drag the items. Using your
mouse, begin to drag one of

all be dragged together).

3. Hold the Ctrl key. Before
releasing the mouse button,

hold down the key.
A small plus symbol will

appear next to the cursor.

the key on your keyboard_ MMI the selected items (they will
Rename
Hint: You can delete multiple items if they Use b
are selected (See page 87 for more on Add Graphics...
selecting multiple items). S Export..
¥ Properties
You can also delete folders using this method, Figure 3-45.

provided they are empty, or their contents is not

currently scheduled or otherwise being used on another eScreen. For
more information on how to see which content resource items are
being used where, see "Usage Reports" on page 129.

4. Release the mouse button
to begin copying. Release
the mouse button over the
folder or location where
you'd like the items copied.
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3.4 Scheduling Content to Play

The content stored in Design Studio exists for the sole purpose
of being displayed on the eScreens. Let's look at how this is
accomplished.

The four

categories: Introduction to Scheduling
The content you have imported into Design Studio will only be

In th tion "T lat . .
fl the section " emplate displayed on the eScreens when they have been instructed to do so.

Sizes" on page 15,
you learned that graphic ' _ _ o ,
content can be displayed You will tell Design Studio which items to play, when to begin and

in either the main or upper stop playing the items, how long to play them, and set a few other
right areas of the eScreen. options regarding item playback as well. Instructing Design Studio in
this way is known collectively as scheduling.

Each facility has a category

in the Categories tab
that represents each

of these two areas. WORKING WITH CATEGORIES
: You will schedule content by adding it to one of the Play Categories
The third category (hereinafter categories) listed in the Categories tab (Figure 3-46).

represents the text ticker
area (page 115).

The fourth category
represents background
audio, and is not displayed
in any visible layout area.

Colonsay Background Audio Area Colonsay Main Area Colonsay Ticker Area

Figure 3-46. The four categories for the Colonsay facility

e e S The Anatomy of a Category
e e iaey. .| Double-clicking on a category in the Categories tab
or content itern... 19 Colonsay Main Area < qr . - . .
e ———— 1 will open it in the Edit/Work Area (hereinafter, work
area) as shown in (Figure 3-47).

Properties
Reference Numbi {46175186-50D2-4
Category Name | Colonsay Main Are
Category Type | Published

MOSAIC EHBS-04 HEARINGPOLICY_1

Pasition Lower Right
Opacity 100%

Hint: When more than one item is open in the

OnDuration 15 % J BN SWEEKLY e . .

om0 5 VR work area, Design Studio groups and tabs them.
Falgraen] | ewowoz  wewa  sews | Switch between them by clicking their tabs, or

— - — g Ctrl Tahk_

e ] use the keyboard shortcut + 5.

Folder List x -

v ‘ : N
| S | Con it ol As you would expect, the items you see in this
Ma;sag;;\ Videos | «f) Sounds | [ Graphics | (gl Categories | ) Players | . . . .
T =m )| category, Colonsay Main Area, are being displayed in
Figure 3-47. An opened category the main area of the eScreens at the Colonsay facility.
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Working with Categories Scheduling Content to Play

Play Items: Categories can contain graphics, videos and messages.
ltems in a category are shown as a large thumbnail preview. Double-
clicking any item within a category will open it in the work area as well.

Play Order: Between each item is a forward-pointing arrow, indicating
the order the items will be displayed. A red arrow indicates two items
will always play together. (See "Keep with Next" on page 111).

Changing the Play
Order in a Category

To change the order in which
the items in a category will play,
simply reposition the items by
dragging them. Dragging-and-
dropping one item on top of
another will always place the
first item before the item you've
dropped it onto (Figure 3-48).

MOSAIC EHES-04 Potash 1

Figure 3-48. Dragging to change
the play order

Deleting a Play Item from a Category
To delete a play item from a
category, right-click the item and
choose Delete from the menu as
shown in (Figure 3-49).

Alternatively, you can use a

keyboard shortcut. With the item selected, EM'

simply press the [ key on your keyboard. Category Publishing..

Wiew Published Category

Remove Expired Messages

Set Message Lifetimes...

Hint: You can manipulate multiple
items by selecting them before
moving or deleting. (See page 87
for more on selecting multiple items).

Figure 3-49. Deleting a
play item

Chapter 3: The Design Studio™ Program
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Important
reminder:

Be sure you are only
working within your
facility folder in each tab.

To make sure you are
scheduling content to
play only on your facility's
eScreens, use the steps
listed in "Opening Your
Facility Folder" on page
80 to navigate to

your facility folder in

the Categories tab if it

is not already open.

Opening Play Items
from Within a Category
Most of the items in a category
will be graphic slides or photos.
Double-clicking these will open a
larger preview of the item.

If the item is a video, double-
clicking will also open a larger
preview.

If the item is a message, double-
clicking it will open the message
for editing.
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@ d]g“ Scheduling Content to Play Basic Scheduling

r“ Sy Design Studio - SymonAdmin on WDAPPPRD48 - [Colonsay Main Area*] - " K Lilm
J ﬁlz“m:dit ?Iiew Toolsy Window Help : ‘] BASIC SCH EDULI NG
EEEEITERCEE N = E e The most straightforward form of
O Eow s -9 e 5 a%[+tF[E s AT uDIBEEE § . . .
' || scheduling consists of:

Set properties for content item... (& L.
MOSAIC EHS-04 Scheduleltem (G +

B 1. Adding an item to a category
|-/ Category Item Properties . .
' Item Id {4043EF39-D8BF-45 2. Pub//sh/ng the Category
Name MOSAIC EH&:S-04
I Type Graphic
| I | This willimmediately add the item

Maintain Aspect |
& Transition | Cross Fade

to the rotation to be played with

Keep With Next . .
Tmeost 10 the other items in that category.
Schedule Always Scheduled

) Search | %1 Properties | ENGY-TIP-02

Bitmaps and XAML files for Messages or Playlists

7] Follow these steps to schedule
an item to play:

General

=
leoar ollem

Folder List X ‘ 3 E
= General Announcements - S g_‘ ’- OP en a ca teg o ry' /n
Layout Elements /; e -

= ::“:i; Cubes 2 [ announcement_ea... eom_november heat_advisory_0813 volunteer_collage_... yO U r f G CI / I ty f O / def I n th e
e \“ﬁ‘cégmwsmg I Graphicy Y Cotegores @ Poyers Categories tab, double-click
For el pres P AL either your Main Area or
Figure 3-50. Steps 2 thru 5: Top-Right Area category to

Adding an item to a category and open it in the work area.

publishing ) ) ) .

2. Navigate to the item you wish to play. In the Graphics,
Messages, or Videos tab, locate the resource item in your
facility folder that you wish to play.

Helpful things 3. Drag the item into the open category window. With your
to remember mouse, drag the item up into the open category window in
before you begin the work area. Wherever you drop the item is where it will be
scheduling: located in the play order, but you can reposition it if necessary.

- The category you 4. Right-click on the category's title tab. At the top-left of the
wish to add an work area, right-click on the title tab of the open category.

item to must Pe 5. Publish the category. From the right-click menu, choose
‘?Pef;7 and I‘(”S’b/e Publish. Design Studio will ask if you would like to save the
In the work ared. changes to the category before publishing; choose yes.

The item you wish
to schedule must be
visible in a content Hint: You can add multiple items by selecting them before

resource tab. dragging. (See page 87 for more on selecting multiple items).
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Saving vs. Publishing Scheduling Content to Play

SAVING VS. PUBLISHING

Before the added content will be displayed on the eScreens, the
category you have added it to must be both saved and published.

Saving a Category
Choosing Save from the tab or File menu
(Figure 3-51) will save the changes you have

|| File Edit view Tool

J L New  Ctr+N
[3 Open... Ctrl+0

made to the category, but will not send these || & cise i

|

changes to the eScreens.

W Save A
ﬂ“.';, Save All
You can also save the changes to an open category } comnect..
with the keyboard shortcut + 5], n.;mi 1
Figure 3-51. '

The category items that were being displayed on
the eScreens before changing the items in a category, will continue
to play until you publish the category. This is useful when you are
making many changes and would like to save your work as you go,
but you are not ready for the new items to display on the eScreens.

) digix

Colonsay Main Area

Figure 3-53. "Cog" indicator next
to an unpublished category

How to discard

all work done to

a category since
the last time it was
published, even if
it has been saved:

Right-click in the open
category window

and choose Category
Publishing...

Publishing a Category g Colomsay M vt %

sou

Choosing Publish from the tab menu -

(Figure 3-52) will send the changes Close All but Ths
to the affected eScreens immediately. o
However, it will also prompt you to save MOSAICE

the changes you have made to the Figure 3-52.
category. This means that the Publish
command essentially performs both tasks: saving and publishing.

Unpublished categories are indicated by a small "cog" icon in the
Categories resource window as shown in (figure 3-53).

Hint: You can also publish a category at a later time from the
Categories resource tab, by right-clicking and choosing Publish.

Chapter 3: The Design Studio™ Program

The category 'Colonsay Main Area' is published,
and the working copy is modified

You have permission to publish this categaory
‘You have permission to discard this category

- Publish the working copy; players
set to receive events will start

playing the content shortly.

Discard any wark since the last
time this content was published;
published copy not affected.

Close

Then click the Discard
Changes button.
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3.5 Advanced Scheduling Options

In this section, we will learn about Design Studio's scheduling
tools and options. We will leverage these tools to gain more
precise control over when and how long items play.

Introduction to Advanced Scheduling

Scheduling an item (page 90) can be compared to turning on a
light switch: Once it is on, it remains on until you turn it off. However,
Design Studio offers specific control over an item's play schedule
(hereinafter schedule) through its powerful scheduling tools:

= Schedule time ranges = Copy/paste play times
= Recurrence patterns = Visual timeline schedules

THE MESSAGE SCHEDULING WINDOW

Adding a custom schedule or changing an item's schedule is done
inside the Message Scheduling window for that item.

Follow these steps to open the Message Scheduling Window:

1. Select a category item. With your mouse, click once on an
item inside of an open category window.

Symon Design Studio S e WoAPPPRDE oo 2. Show the Properties window. If it is not open, click

JFiIe Edit View Tools Window Help

on the Properties tab or choose Properties from the

ID@E% PREX/00(Rwx -|®,

| ete 3 View menu to show the Properties window.

DEnEsa-vEEEmO.|%

®| 2B 3 Click the Scheduling button. In the Schedule section

Potash 1 Schedule [tem [Graphic) -

I-I Category Item Properties
Ttern Id {59094 EBE-BA5E-43D3
MName Potash 1
Type Graphic
Last Modified 8/9/2011 9:39:17 AM
Log Play O
Maintain Aspect Ra
&Transition Cross Fade
Keep With Net  |[]

10

Timeout

Set properties for content items and... (& J| ‘Cnlnngy Main Area® =

ENGY-TIP-01

of the Properties window, click the small ellipses
button next to Always Scheduled. This will open the
Message Scheduling window (Figure 3-54).

| k [ Message Scheduling o=y pr—

Tuesday, December 11/2012 |
12:00 | 1:00 | 200 |, 300 | 400 | |

‘ Colonsay Main ...

Ry — | C— ,

Figure 3-55. Steps to open the Message

Scheduling window for a category item
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[¥] Always Scheduled [ ok I[ Cancel ]l Help ]

Figure 3-54. Message Scheduling window



The Message Scheduling Window Advanced Scheduling Options @ d“igi\

- - r [ ‘Set properties for content items and... Q J|
D’sabl’ng Always SChedUIed MOSAIC EH5-04  Schedule ltem [Graphi +
ltems added to a category receive a default schedule of Y
Always Scheduled (Figure 3-56). To create a custom schedule for = Category Item Properties

. Item Id {4043EF22-DEEF-45C3
an item, the Always Scheduled check box must be unchecked. Name MOSAIC EHBS-04
Type Graphic
La:I-Jt Modified 5_-'1;-’2012 6:55:47 AM
Follow these steps to disable an item's Always Scheduled option: LogPly_
aintain Aspect Ra [
1. Open the Message Scheduling window. Use the steps on @ Transition  Cross Fade
. - . Keep With Net  |[[]
the previous page to open the Message Scheduling window P
for a Category item. C schedule Always Scheduled >
2. Uncheck Always Scheduled. At the bottom of the Message ) Seaich | [f Properties
Scheduling window, click once on the check box next to Always Figure 3-56. Item with default
Scheduled to uncheck it as shown in (Figure 3-57). schedule of Always Scheduled

[E1 Message Scheduling —

Hint: Disabling the Always Scheduled option for an item is
effectively the same as setting it to never be scheduled. The § Colone e %
item will never display on the eScreens, however, you will still _ !
see the item in the category until it is deleted.
When the Always Scheduled check box is unchecked, you can create |
custom schedules for the item. See "Creating a Play Time" on page
96 for more information. |

’ i il =
Resizing the Message Scheduling Window R C
When you open the Message Scheduling window for the first time, &—_

it is not very large. It will benefit us later to see more of this window. Figure 3-57.

Follow these steps to resize the Message Scheduling window:

1. Drag the bottom-left corner. Using your mouse, drag the
bottom left corner of the window to enlarge it (Figure 3-58).

2. Move the window if necessary. Move and center the window

as necessary in order to see as much of it as possible e ] :
I e Ny

Figure 3-58. Dragg-]ing to resizeLG

Chapter 3: The Design Studio™ Program
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@ digi‘\ Advanced Scheduling Options Creating a Play Time

CREATING A PLAY TIME

Any category item can be set to begin playing at any time of any
day, and stop playing at any later time on the same day, or any later
day. This is known as the play-time range (hereinafter time range).

An item's time range can recur (be invoked again) using one of these
recurrence patterns:

= Play only once = Monthly recurrence
= Daily recurrence = Yearly recurrence
= Weekly recurrence = Specific dates

The time range and recurrence options for an item are found in the
Play Time dialog box (Figure 3-60).

Follow these steps to open the Play Time dialog box:

1. Right-click the empty timeline. In the Message Scheduling
window (page 94), right-click in a blank area. Make sure the
Always Scheduled check box is unchecked before doing this.

2. Choose Add Play Time from the menu that appears
(Figure 3-59). The Play Time dialog box will appear:

o Tme -_— ==
Time Range
Startat TE:00 AM = For 9hrs ~ Endingat 05:00 PM -
Wednesday, December 26/2012
7:00 | 8:00 | 9:00 | 10:00 | Recurrence Pattern
: : : (@) Daily
_ % Cut — () Weekly
% Copy (©) Monthly
El Paste () Yearly
() Specific Date
X Remove
Delete All Play Times [ synchronized
Add Play T I Relative To: (UTC-06:00) Central Time {(US & Canada)
oK Cancel Hel
Goto Date t I ) [cm )| 0| |
Figure 3-59. Figure 3-60. The Play Time dialog box
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Creating a Play Time Advanced Scheduling Options

Play Only Once S A
When the recurrence pattern is set to Specific Date, the time Sertat 0500 M 2] For ~ Endngat 10:00 12
range will only be invoked once, on the selected date. mm

" paly 1 November, 2013 »
With the settings shown in (Figure 3-61), an item would begin ||« e ER R
playing at 8:00 A.M. on Wednesday, November 27, 2013, play || ™= = 2% 2 2 4 & »
for two hours, and never play again without further instruction. || TR R

Synchronized

I ?Elahve'ru: (UTC-06:00) Central Time (US & Canada)
Use-case scenario: You wish to display a welcome o) et | [ b ] §

message to guests who will be arriving at your facility on
a specific date and time.

O digix

Figure 3-61. Playing an item only once

Play Time - IM,\
Tg:r:::gell:uum = For ~ Endingat 02:00PM =
Daily Recurrence .
When the recurrence pattern is set to Daily, the time range || o=
will be invoked once per day. 2:::::\,
) Yearly
With the settings shown in (Figure 3-62), an item would begin || =%
playing every day at 11:00 A.M. and play for three hours. [lsymeronized
I Relative To: {UTC-06:00) Central Time (US & Canada)
(o J[ concd J[ me ]|

Use-case scenario: You wish to display nutrition
facts and information meant to encourage the work force

to make healthy eating choices during lunch time. e ==

Startat 07:00 AM 5 For ~ Endingat 0400PM [+

Weekly Recurrence o Elanisr By Elney Elvedsiy

When the recurrence pattern is set to Weekly, the time range || ewew  irstsr Siroer - Dlsatrdoy

will be invoked on the selected days of the week. o
(2) Spedific Date

With the settings shown in (Figure 3-63), an item would begin || . v

playing at 7:00 A.M. and play for nine hours every Monday, || #e#er  (wiceso cenva e s consi

Wednesday and Friday. Loc ] [ema [ s ] |

Figuré 3-62. Playing an item daily

Figure 3-63. Playing an item weekly
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("pray Time h___= =) . . .
ine Rorge Use-case scenario: You wish to display separate
(| stertat 1:00AM =) For ~ Endingat 12:00PM (% . . . .
information to each shift based on their weekly schedule.
o ©bay [ ] feveryecnts.
i Ll —— L Monthly Recurrence
S When the recurrence pattern is set to Monthly, the time range
' will be invoked on the selected day of each month.
[ synchronized
| RelatveTo: | (urc-08:00) Central Time (US & Canada) -| i . . . . -
. ) ) e | With the settings shown in (Figure 3-64), an item would begin

playing at 11:00 A.M. and play for one hour on the second

Figure 3-64. Playing an item monthly Tuesday of every month

(P\ay'l'lrne — I—E
Startat 12:00 AM %] For ~ Endingat 12:00 AM (%] - H . H
: Use-case scenario: You vylsh to display a reminder
i that the monthly radio address is in progress, and
o o encourage the workforce to listen in.
T ) The |Third A ||Wednesday - | of ‘ December - ‘
@ yearly
et Yearly Recurrence
lsvonied When the recurrence pattern is set to Yearly, the time range
[ R 'WC“S‘W)CE““"'TE f“sm”;d[a) ' ']' will be invoked once a year on the selected day or date.
| OK Cancel Help I
Figure 3/-65. Playing an With the settings shown in (Figure 3-65), an item would play
item yearly

all day (24 hours) on December 25 every year.

Items can play for
any length of time:

(Use-case scenario: Display a yearly holiday message. )

These use-case scenarios
do not depict a time range
any shorter than one day.

Recurring on Specific Dates and Times

You can create a custom play schedule that does not fall into one of
the recurrence patterns offered. To play an item multiple times in the
However, a time range future on arbitrary dates and times (recurring, but not in a pattern),
can be any length of time, you must create multiple play times for the same item. See "Copying
even days and weeks! and Pasting Play Times" on page 102 for more information.
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The Message Scheduling Timeline

Advanced Scheduling Options

THE MESSAGE SCHEDULING TIMELINE

The Message Scheduling Timeline (hereinafter timeline) stretches
across the top of the Message Scheduling window. The timeline
offers a visual representation of an item's scheduled play times.

After setting an item's schedule in the Play Time dialog box, the
play time(s) will appear in the timeline. In the example shown in
(Figure 3-66), a Play Time setting of 8:00 A.M. - 10:00 A.M. is
shown in the timeline as a shaded indicator bar stretching across

@ digix

On Scrolling
There may be more play times
than you can see on the timeline.

You can scroll forward or
backward to see if there are other
play times for a selected item.

Play Time [£3 Message Scheduling

Time Range

8:00 A.M. and 9:00 A.M., ending at the 10:00 A.M. mark.
Startat 08:00 AM = For

¥ ol

Wednesday, November 27 /2013

y Main ...

7:00

- &
}

| 800 | 900 | 10:00 | 11:00 | 1200 | 100

¥ Potash1

v | Endingat 10:00 AM 5
Figure 3-66. An item's Play Time dialog box settings are also represented
visually on the timeline

Hint: The default timeline interval is one hour. See "Time Type"
on page 104 to change the time interval that is shown.

Click-and-Drag to Add a Play Time

You can create a play time by dragging your mouse across the timeline
as shown in (Figure 3-67). The Play Time dialog box will appear,
and the time range you dragged-out will be automatically filled-in.

You can edit the Time Range and Recurrence Pattern settings in
the Play Time dialog box when it appears, or you can accept the
schedule you dragged-out by clicking the OK button, or by pressing
the key on your computer's keyboard.

Always check the
recurrence pattern!

When dragging to create a
play time shorter than one
day, the default recurrence
pattern in the Play Time
dialog box is set to Daily.

If you want to make sure
an item plays only once,
change the recurrence
pattern to Specific

Date (page 97).

Wednesday, November 27/2013

10:00 | 11:00 |, 1200 |, 100

=3 Message Scheduling — J =3 Message Scheduling
. Wednesday, November 272013
|l Colonsay Main ... u == | Colonsay Main ...
700 [ 800 |, 900 | 1000 |, 1100 | 12 7:00
¥ Potash1 [ em— : : ¥ Potash1

Figure 3-67. Creating a play time by dragging on the timeline
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A hint for dragging
to extend a play
time:

When you move your
mouse near the beginning
or ending edge of a play
time indicator bar, the
cursor will change to a
double-headed arrow
indicating you are in

the proper position

to begin dragging.

Advanced Scheduling Options

The Message Scheduling Timeline

If you do not get the begin and end times exactly right on the first
drag, you can try one of the following:

= Adjust the Time Range settings in the Play Time dialog box
when it appears (see "Creating a Play Time" on page 96)

= Adjust the play time by dragging its edges (next section)

= Delete the Play Time (page 101), adjust the Grid Settings or
zoom-in (page 103), and drag again to reschedule your item

Hint: If the play time you wish to create is longer than the
length of the timeline, the timeline will automatically scroll as
you drag to accommodate the new play time.

Adjusting a Play Time Using the Timeline

You can use your mouse to extend or shorten the beginning or end
of the play time indicator bar to adjust the play time. In the example
shown in (Figure 3-68), the play time is extended by one hour.

[E1 Message Scheduling | —

B B Wednesday, November 272013
i@ Colonsay Main ...
700 | 800 |, 9:00 | 10:00 | 11:00 | 1200 |, 1:00

Figure 3-68. Dragging to adjust a play tim W

You can also use your mouse to drag the entire play time indicator
bar to a new position on the timeline. You can even drag it to another
date. This changes when the item begins and ends playing, but
not the duration of the play time. Look at the example shown in
(Figure 3-69). Instead of beginning at 8:00 A.M. and ending at 11:00
A.M,, the item will begin playing at 9:00 A.M. and end at 12:00 P.M.

. B Wednesday, November 272013
‘Culnnsavl'-‘lam_
700 | 800 | S:00 | 10:00 | 11:00 | 12:00 |, 100
1 |

Figure 3-69. Dragging to adjust a play time W

[E1 Message Scheduling |
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The Message Scheduling Timeline

Be aware that if you extend or move a play time indicator bar for
a play time that is part of a recurrence pattern, then all of the play
times in that pattern will be adjusted as well.

Adjusting a Play Time Using the Dialog Box
Instead of dragging a play time indicator bar to adjust a play time,
you can reopen the Play Time dialog box to edit a selected play time.

Right-click on the play time
indicator bar. Choose Edit Play
Time from the menu as shown in
(Figure 3-70), or press the (2] key on your

£ Copy

—y E Paste

computer's keyboard. The Play Time dialog
box will appear. You can adjust the Time
Range and Recurrence Pattern settings. &

> Delete

Delete All Play Times

Add Play Time

Be aware that if you adjust a play time that
is part of a recurrence pattern, all of the play
times in the pattern will be adjusted as well.

Move To Back

iH

Goto Date

Figure 3-70.

Deleting a Play Time

Delete a play time by right-clicking
it and choosing Delete from the
menu (Figure 3-71). Or you can

Cut =

Co_
select the play time and press the (| key. % Ea;z
Be aware that if you delete a play time that PR ocee |

is part of a recurrence pattern, all other play
times in the pattern will be deleted as well.

Delete All Play Times

[ Edit Play Time

Add Play Time
Hint: If an item has no play time, it will & yove 1o Back
never display on the eScreens, however, Goto Date
you will still see the item in the category Figure 3-71.

until it is deleted.

Chapter 3: The Design Studio™ Program
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Beware!

There is no way to undo
or redo any changes
made to the play

times in the Message
Scheduling window.

If you accidentally
manipulate or delete a
play time, click the Cancel
button or re-adjust your
play times manually.
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Y cu

B
E Paste

> Delete

Delete All Play Times

[ Edit Play Time
Add Play Time

4 Move To Back

Goto Date

Figure 3-72.

7:00 | 800 | 9:00

10:00 | 11

& Copy
X Bemove
Delete All Play Times

Add Play Time

Goto Date

Figure 3-73.

£ Message Scheduling

Wednesday, November 27/2013
1@ Colonsay Main ...

Advanced Scheduling Options

The Message Scheduling Timeline

Copying and Pasting Play Times
You can create multiple play times for each item using the timeline.
These play times can be set to any time and date in the past or future.

Follow these steps to create multiple play times for an item:

1. Right-click on a play time. On the timeline inside the Message
Scheduling window (page 94), right-click on an existing play
time indicator bar.

2. Copy the play time. Choose Copy from the menu (Figure 3-72),
or press the (] key on your computer's keyboard.

3. Right-click on the timeline. Right-click again, anywhere on
the timeline.

4. Paste the play time. Choose Paste Play Time from the menu
that appears (Figure 3-73).

Hint: No matter where you initially right-clicked, the pasted
time will always be placed directly over the copied play time.

5. Reposition the new play time. Drag the new play time to a
new position. In the example shown in (Figure 3-74), the item
will now play at 8:00 A.M. and at 11:00 A.M,, for two hours each.

£ Message Scheduling

Wednesday, November 27/2013 ‘

@ Colonsay Main ...

m,m,m,mﬂo,lm‘lmlml\

¥ Potash1

¥ Potash1

|
700 | 800 |, 900 | 10:00 | 11:00 | 1200 | 1:00 |

Figure 3-74.
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You can drag the newly-pasted play time to any time or date in the
past or future. If you drag it rightward or leftward past the times that
are visible, the timeline will scroll automatically for you.

You can edit the newly-pasted play time using the timeline (page
100) or using the Play Time dialog box (page 101).



The Playtime Grid Advanced Scheduling Options

THE PLAYTIME GRID

Between the time intervals that you can see on the timeline, there are
invisible intervals that your mouse will snap to when creating a play
time indicator bar. You may not notice this snapping at first because
the default snap interval is set to one minute.

With a default snap interval of one minute, it can be difficult to align
your cursor directly on an interval mark when you want a play time
that begins on the hour. Therefore, the beginning and ending edges of
your play time indicator bar may not be created where you intended.

The timeline and the invisible interval grid have several settings to
make dragging to create play times easier. You can:

= Enable/disable the Snap to Grid feature

= Change the grid snap interval (Grid Settings)

= Change the timeline interval (Time Type) (hours, days, etc,)
= Zoom in/out to see more of the timeline

Snap to Grid
By default, Design Studio is set so that the play times you drag-out
on the timeline will snap to the invisible interval grid. You can turn

O digix

To access the
timeline menu:

Right-click anywhere at
the top of the timeline.

Wednesday, November 272013

el k|

7200 B
: Goto Date

—— [~ EET

Grid 5ettings

Zoom r

Time Type [

Figure 3-75.
Wednesday, November 27/2013
Zunn i ~n0 | 10:00 | 11
= Goto Date : :
_r Snap To Grid
|7 1 Minute
Zoom L 5 Minute
Time Type 4 .EIM”
30 Minute

1 Hour

this feature off by right-clicking on the timeline and choosing Snap Figure 3-76.
to Grid as shown in (Figure 3-75), to uncheck it. (Grid Setting Invisble Smap inforvals .
. . , 7:00 || 800 |, 9:00 | 10:00

Grid Settings > Minue m
In the Grid Settings menu (Figure 3-76), you can choose ‘ = TR
the interval of the invisible grid. With a 30 Minute grid | 15 Minute “ERERR R
interval, your play time indicator bar can only be created ‘ — | == | — | —
and adjusted in increments of 30 minutes: When you drag, | 30 Minute IR
it is only possible to create a play time that begins or ends =1 1
on an hour or half-hour mark. The selected Grid Settings | ' 70 : ;

also apply when dragging to adjust existing play times.

Chapter 3: The Design Studio™ Program

Figure 3-77. The invisible snap intervals
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Wednesday, November 27/2013
7-nini

ANl . Qe
Goto Date

—|T Snap To Grid
Grid Settings  »

i 10:00 1

Zoom

[t |2

Figure 3-78. Changing Time Type

What is the
difference
between 'Time
Type' and 'Zoom"?

Changing the Time Type
allows you to see more
time in the same space.
One of the benefits of the
Time Type setting is the
interval marks it displays.

Changing the Zoom setting
simply spreads those
interval marks farther
apart for clarity, essentially
allowing you to see less
time in the same space.

If it helps, you can think
of Zoom as zoom-in, and
Time Type as zoom-out.

Time Type

By default, the timeline is
divided into one-hour intervals
of time. You can change the
display interval of the timeline
using the Time Type menu:
right-click at the top of the
timeline and choose Time Type
as shown in (Figure 3-78).

You can set the timeline to
display the following intervals:

= Hours = Months
= Days = Years
= Weeks

Choosing one of these settings
places helpful dividers on
the timeline as shown in

Advanced Scheduling Options The Playtime Grid

Ve

N
Wednesday, November 27/2013

700 | 800 | 9:00 | 10:00

| 1L

Hours

November 20/2013 |
W T F § s M T W T F S
2021 122 123 124 |25 |26 |27 | 2B |39 |30

Days
November 20/...| November 24/2013
W|T|F|S S|H|T|W|T|F|S

Weeks
Nov... |De0ember;‘2ﬂ13 |Januarw‘2014
20 27 (4 (11,18 25 1 8 15 &

Months
2013 |2014
In_l['.lecemb_l January |Fehma_| March |

Figure 3-79. Time Types

(Figure 3-79), to help visualize schedules and create new play times.

Zoom

Independent of the Grid Settings and Time Type, the timeline can
be zoomed-in, spreading the interval marks (and the invisible grid
intervals) farther apart as shown in (Figures 3-81 and 3-82). This
offers more precision when dragging to create or adjust play times.

November 20/2013 |l
W T F § 5§ M T W

T 5
m|21|22|23|24|25|25|2?|D S5 M, T,wW, T, F,5
-IOOO/O : : : : : : :

Movember 242013 December 1/201;

~(100%}"

November 20/2013
w T F 5

20!21!22!23|@1§

November 24/2013
5  om T

= {200% >

Flgure 3-80. Zoom settings for the
'Days' Time Type

] 04 | Chapter 3: The Design Studio™ Program
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To change the Zoom setting, right-
click at the top of the timeline and
choose Zoom from the menu as
shown in (Figure 3-82). You can
choose from settings of 100%,
200% and 300%.

Go to Date

Movember/2... | December/2013

2 = = 11 1
I Goto Date : :
|T Snap To Grid
Grid Settings  »
100%
Time Type » |T 200%
300% k

Figure 3-82. Changing the Zoom

Instead of scrolling long distances to find a specific date or time
interval on the timeline, you can use the Goto Date feature. Right-
click at the top of the timeline and choose Goto Date from the
menu. When the Date Chooser appears (Figure 3-84), navigate

1 Movernber, 2013 L4
Sun Mon Tue Wed Thu Fn

=
LA
]
-+

g 28 29 30 A 1 2
3 4 5 6 7 8 9
0 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 28 29 30
1 2 3 4 5 6 7

Today: 1/2/2013
Figure 3-84. The Date Chooser

to the month, day, date and year
you desire. This date will then be
shown on the timeline.

Hint: Click on the date at
the top of the Date Chooser
to switch quickly between
months and years.

OPENING SCHEDULES FOR MULTIPLE ITEMS

Inside a category, there will be no visible difference between:

« [tems that are Always
Scheduled

= [tems that have a custom
schedule

= Items not currently playing
because their schedules
have not yet begun

= [ltems not currently playing
because their schedules
have expired

= [tems not currently playing
because they have no
schedule

To see the schedules for more than one item, simply select several

Chapter 3: The Design Studio™ Program
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On Timeline Settings
Changes you make to the timeline
and invisible grid settings will not
be saved when you are done.
You must set your Grid Settings,
Time Type and Zoom each
time you open the Message
Scheduling window.

The time and date you were
viewing are also not saved. The
timeline will jump to the current
date/time each time it is opened.

Wednesday, November 272013

(=T Ml 4

700 !
v Snap To Gr[g

Grid Settings  »

foom »

Time Type L

Figure 3-83. Goto Date feature

Fun fact:

Design
Studio Coom ‘.
uses the |GG
same

Date
Chooser ™
that appears when you
click on the time and date
in your Windows™ TaskBar.

Wednesday, November 27, 2013

May Jun  Jul  Aug |

S oa bec

Change date and time settings..

10:17:34 AM
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(or all) items before opening the Message Scheduling window.
There are several ways to select more than one item in a category.
For more information, see (Figures 3-39 thru 3-41) on page 87.

Dragging to Select
Drag a selection rectangle around the items you wish to select. This
will select only the items touched by your selection rectangle.

Shift-Clicking
Click once on an item. Hold down the key and click another
item. These items, and all items in between them, will be selected.

| Fie | Edit View Teols Window Heb | control-Clicking
g ;sz; E::i Click once on an item. Hold down the key and click on additional
| b on cox items. Each click will add or remove an item from the selection.
B2 Copy Ctrl+C
[ Paste  Ctrlsv Selecting All Items
JW Click once on any item inside the category window to select it. Choose
™ I;E:E o Select All from the Edit menu as shown in (Figure 3-85), or simply
Figure 3-85. press + (2] on your computer's keyboard.
(8 Message Scheduling — -%m Now when you open the Message
- T Scheduling window (page 94), the
oot | Tiioo | vz | a0, 0 3w | s 0 || selected itemns will be listed alongside their

respective schedules. This is a great way to

visualize what will play when, and to create
better custom schedules.

Potash 1

In (Figure 3-86), all of the items in the list
have a schedule of Always Scheduled by
default. To create custom schedules for
Ll e Lo Jl e [ e ||l these jtems, you must first uncheck the

Figure 3-86. " Always Scheduled check box.

[ e = e

] 06 | Chapter 3: The Design Studio™ Program
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Copying and Pasting Play Times to Other Items
Just like you can copy a play time for an item and paste it on the same
item (page 102), you can also paste a copied play time to other
items. These new play times can then be repositioned or adjusted
as you would any other play time.

Follow these steps to copy a play time to a new item:

1. Right-click on a play time. On the timeline, right-click on an
existing play time indicator bar.

2. Copy the play time. Choose Copy from the menu, or press
the (| key on your computer's keyboard.

3. Right-click on the timeline of another item. Right-click

anywhere on the timeline of the item you'd like to receive the
copied play time.
4. Paste the play time. Choose Paste Play Time from the menu.
5. Reposition the new play time. The pasted play time will

always be placed at the exact time of the original item's play
time. Drag the new play time to a new position if you choose.

You can drag the newly pasted play time to any time or date in the
past or future. (You cannot drag a play time between items). If you
drag it rightward or leftward past the times that are visible, the timeline
will scroll automatically for you. You can also edit the newly pasted
play time using the Play Time dialog box (page 101).

| Colonsay Main Area* x|
[ D k= Save
N (5 Close

Saving Schedules
Before the schedules you create will _
take effect, the category containing the R 2‘:“" bt T
scheduled item must be both saved and

published. Choosing Publish from the | B e !
tab menu (Figure 3-87) will send the Figure 3-87.

changes to the eScreens immediately and will prompt you to save the
changes you have made to the category. (For more, see page 93).
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SCHEDULING EXAMPLES

Below are a few examples of what some common schedules could
look like in the timeline.

Playing a Different Slide Every Week

Using the copy and paste technique (page 107), you are able to
schedule energy tip slides to play for one week each, without having
to drag-out a new play time for each slide.

November 27/...| December 1/2013 December 8/2013

ﬁCnlnrlsavMain_
W|'|F| S|H|T|W|T|F| S|H|T|W|T|F|S

El ency-TIP-01

El ency-TIP-02

E ency-TIP-03

Figure 3-88. A typical schedule for a weekly energy tip

Playing Slides at the Same Time Every Day
Using the Daily recurrence pattern settings (page 97), you are
able to schedule nutrition fact slides to play every day at lunch time.

. R November 242013 December 1/
uCnlnnsavMamArea s  m , T, w , T | F s s |, ©
[H nutR_FacTs_2 B D B B @ © ® B @
[ nuTR_FACTS_3 B 0 @B ©0 @8 ©0 @ @0 @
[H nuTR_FACTS_1 B 0 B i A0 A B B

Figure 3-89. A typical schedule for daily lunchtime nutrition facts

Playing Slides at Specific Times
The example in (Figure 3-90) shows two slides: one reminding
of an upcoming radio address, and one announcing that the radio

Wednesday, November 27/2013

I Colonsay Main Area
%00 | 10:00 |, 11:00 | 1200 |, 100 | 200

[0 RDO_ADDRESS_UPCOMING

[ rDO_ADDRESS_HOW!

Figure 3-90. A typical schedule for a radio address at a specific time

] 08 | Chapter 3: The Design Studio™ Program
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address is in progress. Using the dragging technique to create play
times (page 99), and the Specific Date recurrence pattern setting
(page 97), you are able to schedule the first slide to play until
1:00 PM,, and the second slide to play during the radio address (from
1:00 PM. to 2:00 PM).

Repeating Slides on
Specific Dates

The example in (Figure 3-91)
shows three related blood drive

slides: The first slide reminds the : ————————————— :
work force of an upcoming blood Figure 3-91. A typical schedule for slides recurring on different week days

November 25/2013 December 1/2013 December 8
MIT W|T|F|S S|H|T|W|T|F|S S|M|'I'

i Colonsay Main Area

[ eLp_prv_uprcoMInG

[ eLDp_prv_TODAY

[ eLD_DRV_THANK_YOU

drive on Monday and Tuesday. The second slide announces that
today is the day of the blood drive.. The third one thanks everyone Did you notice?
who donated blood, and plays for five days after the blood drive.
In the blood drive example
Using the Specific Date recurrence pattern setting (page 97), and (Figure 3-91), it is perfectly
the copy and paste technique (page 102), you are able to schedule acceptable that the play

each slide to repeat on different days. This allows you to use the IR AT 1O A
same slides for two separate blood drives (the first on Wednesday from the first blood drive

overlaps the play time of
of one week and the second of Thursday the next week). T

for the second blood drive.

Scheduling Date-Specific Slides with a Title Slide

The example in (Figure 3-92) November 18/2013 Decemb
shows a week's worth of birthday '@ Celonsay Main Area R e = | 2
slides, each scheduled on its [ soav_tme_sime
respective date. The first slide [ eoav_112s
displays a Happy Birthday message =~ [ Bpav_11 26
before the date-specific slide plays. 0 BpaAY_11 27
[ soay_11 28
Hint: Be sure to select the Keep | @ #par11.29
with Next check box for the first [ ®pav.11.30

slide in its Properties window.  Figure 3-92. A typical schedule for title slide followed by date- speaf/c slides
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3.6 Item Properties

Once an item is added to a category and scheduled the way you
want it, there are a few more options for the item that you may
want to set. This is done using the Properties window.

THE PROPERTIES WINDOW

If the Properties window is not open and docked on the left, choose

Properties Window from the View menu to open it. Dock it to the
: left side of the Design Studio program window as shown

e propeties for content iems and their e (LI i (Figyre 3-93). Or, load the Advanced Docking Pane

Potash 1 Schedule em (Graptic) | Layout. See "About Docking and Docking Pane Layouts"

on page 71 for more information.

I-I Category Item Properties

Ttem Id {59094EBE-BASE-43D3-811Y
Name Potash 1 When you select an item within a category, the
Type Graphic . . oy . . .
S — 4/0/2011 93517 A Properties window will list options available for that item.
Log Play In (figure 3-93), there are several user-customizable
g;';:'n"sgfrd o B options in the Properties window. For our purposes,
Keep With Next & we will only ever need to set the following options:
Timeout 10 Iy .
Sehedule Scheduie set. O Transition Timeout

o = Keep With Next = Schedule (page 94)

Schedules times to play the item )
If you do not see all of these options when you select

|8 Properties| an item, then you may need to scroll down inside the

Figure 3-93. Properties window Properties window using the scroll bar as in (Figure 3-94).
Type Graphic .
Last Modified 8/9/2011 9:39:17 AM Transitions
oo Fley _ A Transition is an animated visual change from one item to the next,
Maintain Aspect Ratio ) ] ) .
@ Transition Cross Fade and determines how the item will "arrive" on the eScreens.
Keep With Mext [l
Timeout 10 . .
Schedule Always Scheduled EI TO C h a n ge a n Ite m S ﬂchrausearesnur(e_

. % | Transition setting, click |[922 & -

older List x
Flgure 3_94_ You may have to h ” “ gllD BF;& ;mmms” Bounces From Right  Bounces From Top
scroll to see all available options the small ellipses button St .
as Shown n (Flgure 3_95) | = Cinematic Transitions q =,
B ; .. . ) Checkerboard Cross Fade

Maintain Aspect Ratio The Transitions window will

= Transition Cross Fade (F' 3 96)

Keep With Next B appear (Figure 3-96). — —

Timeout 10 Il T ? ots i

Schedule Schedule set... - - - _ ;
Figure 3-95. Opening the Hint: Resize the YYlndOW Figure 3-96. The Transitions resource
Transitions W/ndOW tO see more tranSIthnS. W/ndOW

] ] O | Chapter 3: The Design Studio™ Program
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Each animated Transition is represented by a thumbnail preview,
giving you a basic idea of what the animation will look like.

The default Transition for all items added to a category is Cross Fade.
This is suitable for all items, and you should avoid using busy or showy
animations. Simple 2D Transitions work best for our purposes. (For
more information, see "Avoid Distracting Transitions" on page 150).

Keep with Next

Between the items in a category, there are forward-facing arrows
that indicate the play order. Although the items will always obey this
order, they may be interrupted by other content also playing on the
eScreens, such as that from Corporate or Public Affairs. For more
information, see "Automatic Content" on page 8.

O digix

Type Graphic

Last Modified 6/6/2012 8:09:01 AM
Log Play |

Maintain Aspect Ratio

& Transition Cross Fade

Keep With Mext

Timeout 11

Schedule Schedule set...

Figure 3-97. Turning on the Keep
with Next option for an item

If you have two or more slides that must not be
interrupted by other content, you can force them
to always play together using the Keep with Next
feature. Simply select the item in the category

HEARINGPOLICY 1

HEARINGPOLICY 2 ENGY-TIP-TITLE “

and click the Keep with Next check box in the
Properties window (Figure 3-97).

Hint: A red arrow after an item indicates that

EMGY-TIP-02

it and the next slide will always play together.

In the example shown in (Figure 3-98), the second hearing policy
slide will always play immediately after the first hearing policy slide.

The second and third energy tip slides will always play immediately
after the energy tip title slide.

Automatic content may still play between any two slides where there
is a blue arrow.

Chapter 3: The Design Studio™ Program

EMNGY-TIP-03 heat_advisory_0813

In the example category
above, three slides have
the Keep with Next
feature activated:

= HEARINGPOLICY_1
= ENGY-TIP-TITLE
= ENGY-TIP-02

Figure 3-98. Example of the
Keep with Next feature in action
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Did you know?

You can set the Transition,
Timeout, and Keep with
Next options for more
than one item at a time
by selecting multiple
items (or all items) before
changing the setting in
the Properties window.

For more on selecting
more than one item in a
category, see (Figures 3-39
thru 3-41) on page 87.

Type Graphic

Last Modified 1/26/2011 11:50:36 AM
Log Play

Maintain Aspect Ratio

@ Transition Cross Fade

Keep With Next

2

L
=
Mo Sc%ule

Figure 3-99. Typing a new value
in the Timeout box

Schedule

p
3 Options

Schedule Item Defaults

-

-

Item Properties The Properties Window

Timeout (Play Duration)

In Design Studio, the length of time an item displays before moving
on to the next item is known as the play duration, or Timeout. The
Timeout is measured in seconds, and is set in the Properties window.

The default Timeout for all new graphic resources (slides, photos,
etc.) placed in a category is 10 seconds. This value can be changed
by clicking the Timeout box and typing a new value (Figure 3-99).

Hint: Only graphics have a Timeout setting. Messages and
videos will move to the next item when they are done playing.

You may determine that some slides require longer Timeouts than
others, based on the information they contain. In the example
category shown in (Figure 3-98) on page 111, the energy tip title
slide may only need a Timeout of five seconds because it does
not contain much information; it is simply introducing the next slide.
However, the slides containing the actual energy tips may require a
Timeout of 15 or 20 seconds to be read comfortably.

o~

Changing the Default Timeout

Application
| Messages
| Schedule
General

| Colors
i | Item Insert Defaults
Message
Category
Channel ‘
Layout
video

Items Per Cycle l:l
Play once per cyde
[ Play once per interval
[ stop at end of interval
i Ratio

Timeout

If you find yourself continually changing the Timeouts
for the slides you add, you may consider changing the
default Timeout, so that every new slide added will
have a play duration suitable for your facility's needs.
The default Timeout is set in the Options dialog box,

Play Schedule Defaults
Always Scheduled

Defaults

+ Graphic
| Web URL
I Video Feed

Mews Category
Streaming Video
Dynamic Categary
Mo Content

which can be found in the Tools menu.

In the list on the left side of the Options dialog box,
choose Schedule, then choose Item Insert Defaults,

[ ok

| Lo ] [ren ]

then choose Graphic.

Figure 3-100. Changing the default Timeout value in

the Options dialog box

Type a value into the Timeout box and choose OK.

] ] 2 | Chapter 3: The Design Studio™ Program
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3.7 Working with Videos

Videos are imported, stored and scheduled just like graphic items,
and can be played in either the main or upper right areas.

For a list of video file types that can be added to Design Studio,

see "Video Resources" on page 78. How can I tell if
» For information on how to add videos to Design Studio, see the eScreens at my
"Importing and Organizing Content" on page 83. faClllty have audio
. . . ilities?
= For information on how to play videos on the eScreens, see capabllltles.
Sch?du//ng ?ontent to P/ay on page 90. | There is no indicator
= For information on setting custom schedules for videos, see in Design Studio for
"Advance Scheduling Options" on page 94. whether an eScreen has
= For information on Transitions, and Keep with Next settings speakers attached to it.
for videos, see "ltem Properties"” on page 110.
. P ‘ Pag You should play a
The techniques, procedures and settings referenced on the above video (that contains
pages apply to video content as well as graphic content resources. audio), and walk to each

eScreen is to see if you
The only consideration when scheduling and setting options for video, can hear the audio.

is that video content resources do not require a Timeout setting
when added to a category. The eScreen will move on to the next

Be sure to bring a remote

‘ , with you for the volume.
item when the video has ended. Mostiesceencialso

have volume controls
eScreen Audio Capabilities on its bottom panel.
All Digix eScreens are capable of playing videos and animations. If the

video contains audio, you must make sure that your facility's

eScreens are capable of audio output. Why would some of the

eScreens at my facility not

- . .. . ?
Most eScreens at your facility will be LCD televisions with have attached speakers:

built-in speakers. However, some eSqeeps were custom-built Depending on your fadility's management
by the manufacturer (Symon), which included detachable | at the time of installation, the speakers
speakers at the time of purchase. Whether these speakers | that came with the eScreens may not
were attached at the time of installation is a question for your | have been attached.

facility's management or I.T. department.
4 & P This can be especially true in areas where

int: If han half of th g H b distractions are discouraged, like control
Hint: I more than half of the eScreens do not have this rooms, or in high-noise environments like

capability, you may want to avoid videos that contain audio. | warehouses and machine shops.

Chapter 3: The Design Studio™ Program
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Why the tilde?

A tilde (the '~' symbol)
appears at the beginning

of the Community Property
folder name so that it
always appears near the
top of the folder lists.

3.8 Community Property

In each content resource tab, there is a folder for shared and pre-
made content called Community Property.

There is a shared-content (Community Property) folder available in

each of these content resource tabs:
»  Messages = Sounds

»  Videos = Graphics

The Community Property folders are a resource for general-topic pre-
made slides, slides made by users at other facilities, and a repository

-] for finding corporate videos.

Figure 3-101. The Community Property folder in the graphic resource tab

(= ~Community Property
eoalerlllelm-
|| Folder List xl
" D £ - = = - The Community Property folder
Blank Backgrounds EHS Policy Hurricane SafeStart Tailgate . . .
e e Hess in each content resource is called:
o E;:‘,;‘;Ti; @ ] ] @] ~Community Property
. ...g e algate ens | SfetyCortoons Winter Backgrounds  Women's Couni wekcasty -l @S ShoOwn in (F/gure 3-]0])_ The
I@Video;l@ Sounds | g Categories | [ Players | Bl Messages | [ Graphics | f .
BT o n | folder will always be somewhere

near the top of the folder list.

On copying and
pasting:

You can copy items using
the Copy and Paste
commands available in
both the Edit menu and
the right-click menu.

Or, you can use these
keyboard shortcuts:

. +=Copy
. +=Paste

Simply copy the items,
navigate to the Community
Property folder and

paste them there.

Sharing Your Content Using 'Community Property’
In some cases, you will create content that users at other facilities
may find useful. Feel free to place a copy of your general-purpose
content in the Community Property folder in Design Studio. For
more information, see "Copying Content" on page 89.

Corporate Video Repository

Corporate videos are made available in the Community Property
folder inside the Videos tab. Be sure to check back regularly to see
if new videos have been added.

Playing Community Property on Your eScreens
To play an item from a Community Property folder, add the item to
one of your categories directly from the Community Property folder.

Do not make a copy of, or move the item into, your facility folder. For
more on scheduling items to play, see page 90.

] ] 4 | Chapter 3: The Design Studio™ Program
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3.9 Working with Text Tickers

Local facility tickers are a quick and powerful way to get text
information out to the workforce. A ticker is simply a message that
uses horizontally-scrolling text to achieve a "ticker tape" effect.

ANATOMY OF A TEXT TICKER

In its most basic form, a ticker is a box of text
inside of a message. This text box is pre-set to
horizontally scroll the text contained within it.

The message that contains this text box is always
scheduled to play on your facility's eScreens, and
as such, is found in the Text Ticker category for
your facility. The Text Ticker category is found in
your facility folder in the Categories tab.

When the text is edited and the message is
published, the published text will be sent to
your eScreens to play in the Ticker Layout Area
alongside the other tickers (news, stocks, etc.).
For more on Layout Areas, see page 5.

YOUR LOCAL FACILITY TICKER

Your local facility ticker will display in succession
with several automatic tickers in the Ticker Area.

Follow these steps to edit your local ticker:

1. Open the Ticker Area category. In your
facility folder in the Categories tab, double-
click your Ticker Area category to open it
in the work area [ltem 1 in (Figure 3-102)].

2. Open the ticker message. In the window
that appears, double-click the ticker
message [ltem 2 in (Figure 3-102)]. This
also opens it in the work area (Figure 3-103).

= Bartow Background
(- Belle Plaines Audio

ioi= Carlchad hd R —— S
@Videos r@ Sounds | [ Categories @ Players Messages | [ Graphics
N For Help, press F1 CAP |NUM |SCRL
———
Category

In the Categories tab, open the Ticker Area category
located in your facility folder. For more information on categories,
 see "Working with Categories" on page 90.

4
Layout Area
Once published, the
text will scroll across
the ticker area at the
bottom of your facility's
eScreens.
§

Y Bartow News TickerPP|
—— Message
There is only one item in
the Ticker Area category: Your
local facility ticker. Double-click
it to open it. Edit the ticker text,
kand then publish the message.

J
Figure 3-102. How a text ticker works and where it s stored

| Bartow Ticker Area Bartow News Ticker = q b

Friendly reminder: ALL HOURLY EMPLOYEES

“ i | F

Figure 3-103. A ticker message
opened in the work area

Hint: When more than one window is open in the work area,
Design Studio tabs them. For more on tabs, see page 71.

Chapter 3: The Design Studio™ Program
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¢ Bartow Ticker Arca

e

gFriendIy reminder:rALL HOURLY EMPLOYEES are required to
J i

< .

Working with Text Tickers

types of information.

Your Local Facility Ticker

meneenaes ' 3. Open the text box for editing. Double click on the text
to insert your type cursor. If there is no text in your ticker,
double-click colored background where the text would be.

4. Type or edit the text. Using your mouse and keyboard, type
the announcement(s) you wish to display. Be sure to put
a suitable separator between announcements or differing

igure 3-104. Editing the text in a ticker

Separation bullets:

To insert a bullet (the
' symbol) between
text announcements,
right-click in the text
box and
N choose
Insert
Special and
click Bullet.

b cut Ctrl+X
[y Copy Ctrl+C
[& Paste Ctrl+V
W Delete Del

Insert Date 3

Insert Time 3

Insert Special 3

@’ Define Live Data...
Insert Data Fields »

Degree

8% Check Spelling...
"*§ Spelling Options...

Exit Ted Mode  Esc

Eurc
Mext Slide

Trademark

Or, if you have a keyboard
with a number pad, you
can use the keyboard

shortcut + 0149.
(This will only work if the
numbers are typed on the
keyboard's number pad.)

Hint: When editing, the text may not appear on one line.

Font, Color and Text Size

Ensure that the font, color, and size of the text is not changed. If you
are pasting from another program, sometimes the source formatting
can override the settings in the text box. Ticker text should be:

= Set in the Arial font
= Have a size of 18 - 20 pt.

These settings can be verified in
the Properties window as shown
in (Figure 3-105).

Follow these steps to reset the
text to the proper attributes:

1. Select all text. Using your
mouse, or the keyboard
shortcut + 1], select
all of the text in the text box.

2. Adjust the text. Using the
options in the Properties
window, re-set the text
according to the attributes
listed above.

= Be white in color

Set properties for content items and their c... (& _J|
Bartow News Ticker[TICKER] Elerent Text -

»

= Text Properties

£ Font Arial [oad
Size 200
Bold | =
Italic ]
Underline ]
Blinking ] |
Text Color [ ] FFFFFF
I Paragraph Properties -
Font

Apply a font style to the selected text

|}:) Search ||§’1 Properlies|

Figure 3-105. When text is
selected, the Properties window
displays the text formatting options

Hint: Besureyou are in text edit mode before using the shortcut
+ . Otherwise, you will select the text box instead.

] ] 6 | Chapter 3: The Design Studio™ Program



Your Local Facility Ticker Working with Text Tickers

The Zoom Drop-Down Box
To see more or less of the text at one time, you can
change the zoom settings using the Zoom drop-down

menu in the Standard tool bar as shown in (Figure 3-106).

Before using this setting, be sure to deselect the text. You
can deselect the text either by clicking anywhere outside

the text box, or by pressing the [~ key on your computer's keyboard.

N

Text Scrolling Speed (Crawl Rate)

@ digix

-
=1 Symon Design Studio - UncleSam on 10.44.72.123 - [Bartow Mews Ticker]

JFiIe Edit View Tools Window Help

IDRE% +REX Q@R

bo-

| Lest 0

@DEmEs 4y EE ="

100% E;FIEI|~JJ —\L

Set properties for content items and their c... G

Bartow News Ticker Meszage

EuE

rtow Ticker Arez

z k:i ly reminder:

FEERERRPSSREErrrrrsss

- M P "

Data Subscription

How quickly the text will move across the Ticker Area is determined Crawling Text

by its Crawl Rate setting in the Properties window (Figure 3-107).

Follow these settings to change the text scrolling speed:
1. Deselect the text if necessary. Click anywhere outside of the

text box, or press the [\ key to deselect the text.

2. Select only the text box. Click once on the text box to select it.
(Do not double-click, as this will open the text box for editing).

3. Adjust the Crawl| Rate setting. In the Properties window
(page 110), adjust the Crawl Rate slider to the left or right

to decrease and increase the speed respectively.

Avoid setting the Crawl Rate too low or too high. A setting of between

8 and 10 will be sufficient for comfortable reading.

Caution: Never adjust other text ticker settings, including

Shadow, Crawl Direction, Translucency, etc.

Chapter 3: The Design Stu

Figure 3-106.

Uepth 2
Direction 315

Crawl to Left

Crawl Rate 9 —#@ E

Figure 3-107.

Don't see a 'Crawl
Rate' setting?

You may have to use the

scroll bars to scroll down
inside the Properties
window to see this setting.

117
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How to discard

all work done to

a message since
the last time it was
published, even if

it has been saved:

Right-click anywhere in
the message and choose
Message Publishing...

Message Publishing I

Status

The message ‘Bartow News Ticker' is published,
and the working copy is modified

You have permission to publish this message
You hawe permission to discard this message

et torecae everts s
set to receive events will start

playing the content shorthy.

. Discard any work since the last
time this content was published;
published copy not affected.

Then click the Discard
Changes button.

Bartow Mews Ticker

Figure 3-110. "Cog" indicator next
to an unpublished message.

Working with Text Tickers Saving and Publishing Messages

SAVING AND PUBLISHING MESSAGES

Before the changed message will be displayed on the eScreens, it
must be saved and published.

Saving a Message

J
| L New  ctrlen
J

Choose Save from the tab or File menu % open., 0 |
(Figure 3-108). This will save the changes you I & s i
have made to the message, but will not send these @W !
changes to the eScreens. 1% save
E\ Connect... I-
‘a Disconnect f
You can also save the changes to an open message | g e 1
with the keyboard shortcut + ] Figure 3-108.

The text that was being displayed on the eScreens before editing
the message will continue to play until you Publish the message.
This is useful when you are making many changes and would like to
save your work as you go, but you are not ready for the new text to
display on the eScreens.

ﬂwml‘r&u‘ x|

Publishing a Message e

Choose Publish from the tab menu drmi
(Figure 3-109). This will send the o oo

changes to the eScreens immediately. W

E Mew Horizontal Tab Group

However, it will also prompt you to save
the changes you have made to the
message. This means that the Publish
command essentially performs both tasks: saving and publishing.

Dj Mew Vertical Tab Group

Figure 3-109.

Unpublished messages are indicated by a small "cog" icon in the
Messages resource window as shown in (figure 3-110).

Hint: You can also publish a message at a later time from the
Messages resource tab, by right-clicking and choosing Publish.

] ] 8 | Chapter 3: The Design Studio™ Program



3.10 Messages with Scrolling Text

Design Studio is capable of creating messages (slides) that
include scrolling text.. something that cannot be achieved using
the slide templates. However, you should use the slide templates
(Chapter 2, page 9) for creating all other types of slides.

When You Should Use Scrolling Text

As a general rule, you should not place large amounts of text on a slide
(see "Post Only One Slide Per Topic" on page 143). However, there
may be times when you need to display a list of names, dates, etc.

Lists can be an easily-digestible way to group and show similar pieces
of information, while not being overwhelming to the viewer. Messages
with scrolling text are a good option for this because it results in
an uncluttered, easy-to-read slide. You should use messages with
scrolling text for the following types of information:

= List of employees being = List of committee members

recognized = Other similar items that can

= List of employee birthdays be grouped logically

= List of calendar events

You should avoid using messages with scrolling text for the following
types of information:
= Alist of chronological steps = Any other information that

would not make sense in

= Alarge paragraph, body text _
list form

or stories

Creating a Message with Scrolling Text

There is no need to create a message from scratch. Templates for
messages with scrolling text are provided in the Community Property
folder in the Messages resource tab.

(O digix

When you should
not use scrolling
messages:

Due to the nature of
scrolling text, there will
be times when some
information is visible and
some information is not.

Messages with scrolling
text is not suitable for any
information that would
not make sense when
considered individually,
or suffer from the viewer
being unable to consider
all information at once.

If in doubt, stick with lists!

Display a mixture of text, graphics, videos and more

(=5 ~Community Property

Unlike the assets in other Community ROd a7 Ble m

Property folders, you would not |[Fete =
add these messages directly to your ||~ =g 2

=t} ~ Community Property
] AOC

eScreens to play. You must first open o Batow Fell Color
a message template to add your textl @Video;|@ Sounds| ‘Categorie;| E Player;| Mestsages| Graphics‘

Gold Rust |

| For Help, press FL

CAP |NUM |SCRL Al

then save it into your facility folder
before adding to your eScreen to play.

Chapter 3: The Design Studio™ Program

Figure 3-111. Templates for messages with scrolling text in the
Community Property folder in the Messages tab in Design Studio
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Symon Design Studio 112

D

You may not add the template ‘Birthday Template 01 Full Color' to a

A message template
cannot be added to a Play
Category until it is saved as
an ordinary message item.

Messages with Scrolling Text Using the Message Templates

USING THE MESSAGE TEMPLATES

The small 'T" icon next to a message item (Figure 3-111) indicates that

it is @ message template. A message template is itself not affected
when you open it and edit the text inside: When you save the
message, you will be prompted for a new name and location. You will
have effectively created your own new message from the template.

Exercise:

In this exercise we will create a message with scrolling
text, from a message template. We will follow the
steps to fill out the text boxes. We will then preview
the message, save it to our facility folder, and publish it.

Follow these steps to open a message template:

52 Symon Design Stuia - SymonAdmin on WDAPPPRDAS - [Bithdey Templte 02 Right Justified (Templatel] ok ]. Open the Messages content resource
J File Edit View Tools Window Help ;

D% +aEx o fum -N4 Jro Top1  wih: Heigrts z-0der1  ofs | tab‘ C/ICk once on the Messages tab to
megms4- v esfdo EY2a et alks AT ousB@EE . show it If the tab is not visible, choose
Set properties for content items and their ¢l (&' Template 02 Right J... x| 4P

Birthday Templ...ght Justified Message

Template
{09FBB76B-7BDE-482F-B
793 !

Message Loop Coun
Cycle thru Menu Buttor [7]

J-) Search | [*f1 Properties

Messages from the View menu.

Happy Bir

2. Navigate to the Community Property

Display a mixture of text, graphics, videos and more

[Mon folder. In the folder list of the Messages
tab, double-click on the folder named

[Employee Community Property.
[Employee | 3. Choose a message template. In
| the file list, double-click on a message

= ~Communiy Property

template. For this example, open the item

4

QiR 20elm-
Folder List
=GP

- Bartow

Birthday Template 02 Right Justified.
4. Adjust the Zoom setting if

B

Field Template 01 Field Template 02

]Z'\]d;s \Ha@ s:u'nds| g Categories | [J Playdt | ] Messages | |

For Help, press F1

necessary. A new tab will open in the

CAP |NUM |SCRL 4

Figure 3-112. Opening a n?essage
template (Steps 1 thru 4 highlighted)

] 20 | Chapter 3: The Design Studio™ Program

work area showing the message. If it is
too large, change the Zoom setting to 50%. You can also unpin
the content resource window to see more of the work area.

Hint: You can also use the scroll bars to scroll (pan) in the
message as you are editing. Choose the best method for you.




Publishing from a Message Template Messages with Scrolling Text @ d|g| X

Filling-in the Text Boxes Hint:

Unlike in the text boxes in the PowerPoint templates (page 30), :

the placeholder text in the Design Studio text boxes must be selected Unpin the

and over-written with new text. content resource §

window at

Follow these steps to fill-in the text boxes: the bottom of
Design Studio to

5. Double-click the Month, Year text box. Just like the text box see more of the message.
in the ticker message (page 115), double-clicking anywhere (See page 75 for more
in the text will open the text for editing. on un-pinning windows).

6. Select all of the text inside the text box. Use your mouse | [Pz |
DR $REX[00|Bn% -[®.[|ero  Topo wih 3 Heght & d
cursor to drag across the text to select, or use the keyboard || o =oroi e RN e
shortcut + (&) (Figure 3-113). Happy Birthday!

. [Month, Year]
7. Type the new text. For our example, we will type November, [Employee Name 1]
2013 as shown in (Figure 3-114).

[Employee Name 2]
[Employee Name 3]
[Employee Name 4]
[Employee Name 5]

-/ Using these same steps, type a list of names into the list text
box. For our example, we will use these names:

Matt Innae Safe. T. Mann Buck Kinnear
Kerry Oakey Dewey DeScreens Liv Dewaits
Mario Speedwagon  Brock Lee Paul Molive HaDQV B"'thda !
[Month, Year]§
Deselect the text box by clicking anywhere outside of it, or by pressing Figure 3-113.

the (-] key. The results are shown in (Figure 3-115).

5 o T ////%

N ber, 201"

PUBLISHING FROM A MESSAGE TEMPLATE - B

Anytime you attempt to Publish or Figure 3-114.

Save a message that was created D

. . & Close Happy Birthday!
using a template, you will be Close Al but This November, 2013
prompted to save a copy of it (See A Goto Matt Innae
page 118 for more information on M Kerry Oakey
Mario Speedwagon

saving and publishing messages). Figure 3-116. RV
- Dewey DeScreens
é’/ Right-click on the tab and choose Publish (Figure 3-116). FigLre 3115

Chapter 3: The Design Studio™ Program
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@ digi‘\ Messages with Scrolling Text Publishing from a Message Template

Saving a Message from a Template

When you choose Publish  [smonveignsusons ==
from the tab menu as shown in

(Figure 3-116) on page 121,
you are prompted to save your e N[ [ one 1

. |

new message. When you click
the Yes button at the prompt as

@ Save changes to Birthday Template 02 Right Justified? |
k. * 4

Figure 3-117. N

L Ty ] L= shown in (Figure 3-117), you will be presented with the
E— Jeos|a|ol ,-|| Save As dialog box (Figure 3-118). You must give your new

message a name and save it in your facility's message folder.

Srthday Tenpiate 01 Brthday Template 01 Birthday Template 01 Follow these steps to save your new message:

! 1. Navigate to your facility folder. When the Save As
s ' dialog box appears, your default save-location will be

Name e ] | the Community Property folder. DO NOT SAVE YOUR
I remplate Coneel ) MESSAGES IN THIS FOLDER.
Figure 3-118. = Open the drop-down menu and choose Messages
e 1 ) (flgure 3-1 79) | |
| ooktn [EoConmuntyPropers ooz 2a = || = Find your facility folder in the folder list and double-

‘ click to open it (Figure 3-120).

2. Choose a name for the new message. Type in a
i _ name for the new message into the Name box. For our
RIS _ g o example, we will name it birthdays_november.

Look In Messages = & ) - ' - - -
| i @ leo2|alal®- | 3 (click the Save button as shown in (Figure 3-121), or
& press the key, to save the message.

I Hookers Prairie

| CAUTION: Do not save your messages to the Community

Figure 3-120. Property folder. Always save to your own facility folder.

| | — é/ The new message will be saved in your facility folder.

| Name bitidoys_novenber el To play the message on your eScreens, navigate to
I rempste your facility folder in the messages resource tab and use

Figure 3-121.

the steps listed on page 92 to add it to a Play Category.

] 22 | Chapter 3: The Design Studio™ Program



Previewing a Message Messages with Scrolling Text

PREVIEWING A
MESSAGE

While you are editing a message,
Design Studio does a pretty
good job of displaying what it
will look like. However, to see
the animated scrolling of the text,
you must preview the message.

Follow these steps to preview a message:

1. Right-click on the title tab of
the message you would like to
preview. This will display the tab menu

for that message.

2. Choose Preview from the menu. The
Preview window will appear. Once
the content has loaded, it will display
an animated preview of exactly what
the message will look like when it is
played on the eScreens as shown in
(Figure 3-123).

Happy Birthday!
Hoverm ber, 2093

..........

C

E Paste Ctrl+V

W Delete Del
Rename F2
Publish

“Y Export

ﬁ" Properties  Alt+Enter

Figure 3-124.

You can also
preview
message from
| within the Messages content resource
tab. Simply right-click on the message
and choose Preview as shown in
(Figure 3-124).

birthdaws nnvemher |
[J Save

[ Close
Close All but This

f» Goto

Publizh

eI

Figure 3-122.

Depending on your
connection, the preview
could take a while to
load for the first time.

- —
i Previewing birthdays november

the

Happy Birthday!
November, 2013

IvicAl 1w UHUVMVVUSUI 1

Safe. T. Mann

Dewey DeScreens
Brock Lee

Buck Kinnear

Liv Dewaits

O dig

Chapter 3: The Design Studio™ Program

Figure 3-123. The Message Preview window in Design Studio
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3.11 Messages with Audio

Design Studio is capable of creating messages that contain audio.
When placed in the Background Audio Play Category, the audio
message will play through the speakers on your facility's eScreens.

WORKING WITH SOUND FILES

A sound resource (hereinafter audio) is imported, stored and
organized just like graphic and video items.

= For a list of sound file types that can be added to Design Studio,
see "Sound Resources" on page 79.

= for information on how to add sound files to Design Studio, see
"Importing and Organizing Content” on page 83.

eScreen Audio Capabilities
The eScreens at your facility are capable of playing audio if they have
speakers built-in or attached.

Most eScreens at your facility will be LCD televisions with built-
in speakers. However, some eScreens were custom-built by the
manufacturer (Symon), which included speakers when purchased.
Whether these speakers were attached at the time of installation is
a question for your facility's management or I.T. department.

Hint: If more than half of the eScreens do not have this capability,
you may want to avoid using audio messages.

ANATOMY OF AN AUDIO MESSAGE

Unlike graphic and video items, audio cannot be added directly to a
Play Category. Audio can only be played by a message. When audio
is added to a message, it is known as an audio message. The audio
message is added to the Background Audio category to be played.

The types of messages we've encountered so far have been comprised
of text and graphic elements. However, an audio message does not
need any visual elements, as they would not be seen anyway. The
audio message plays unseen in the background of the eScreens
while the other visual content plays in their respective layout areas.

] 24 | Chapter 3: The Design Studio™ Program



Creating and Playing an Audio Message Messages with Audio @ dlgl X

CREATING AND
PLAYING AN AUDIO
MESSAGE

You must create an audio ol a

CAP |[NUM |SCRL

Category
Open the Background Audio category located in

message for each piece of audio -
your facility folder in the Categories tab. Add your new audio

you wish to play on the eScreens. | message and publish the category.
When more than one audio
message is added to the Sound
. H (Background Audio)
Background Audio category, Drag an audio .
) ) . resource from the |
they play in succession, and will | sounds tab into —
the blank message. — Message Layout Area
repeat when they are done. Select the Wait for - In the Messages tab, The audio message will
End of Audio check create an empty message that play in an invisible layout
Follow these steps to create box. Save and publish will contain the audio, and give area on your facility's
. the message. it a descriptive name. eScreens. )
and play an audio message: ~ “ . / )
. Figure 3-125. How to play audio
1. Open the Messages tab and create a new message. Inside on the eScreens using messages
your facility folder in the Messages tab, right-click in any
blank area and choose New, then Message from the menu View b
(Figure 3-126). Give the new message a descriptive name. 5 ArrangelconsBy >
| Refresh

2. Open the empty message. Double-click the new message to Y ——
open it in the work area. You will notice the message is empty. ﬁ. e Ford

3. Drag an audio resource into the new message. In the | —
Sounds tab, navigate to your facility folder to find the audio item 7 Message Tem
you wish to play. Drag the audio item into the open message Figure 3-126.
[ltem 2 in (Figure 3-125)].

4. Select the Wait for End of Audio check box. In the Properties Sl e _ =
window, click the check box next to Wait for End of Audio as e {Lizp[:szliﬁgliiEED_ddco_;
shown in (Figure 3-127). This ensures the eScreen will not Message With 793
move onto the next item in the Background Audio category somgefiogt 2% |
before this one is done playing. 5§ Audio SafeNation Radio Clipr

5. Save and publish the message. Right-click on the title tab and @
choose Publish from the menu. You will then also be prompted . “g Yelume 3“”&

to save the message. . -
g Figure 3-127.

6. Add the message to the Background Audio category. Open

125
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Organizational tip:

There is no visual indicator
in the Messages resource
window as to whether a
message contains audio.

It is a good idea add the
word 'audio’ to the name
of your audio messages.

You can also create a new
folder to store your audio
messages separately from
your regular messages (see
"Creating New Folders" on
page 83 for more info).

On Large Sound Files
When you schedule an audio
message to play, the sound file
is sent to all of your eScreens at
once. If it is a large file, this could
take several minutes.

The audio may not play right
away, or may produce 'false starts'
while it loads. This behavior is
normal. However, you should try
to keep your audio files as small
as possible by compressing them.

.MP3 is a much smaller file format
than WAV, and you should use
these files whenever possible.

Messages with Audio The Background Audio Category

the Background Audio category located in your facility folder
in the Categories tab [ltem 3 in (Figure 3-125)]. Drag the new
audio message into the open category.

7. Save and publish the Background Audio category. Right-
click on the title tab and choose Publish from the menu. You
will also be prompted to save the category.

Hint: Remember to publish the audio message and the
Background Audio category for the audio to play. See pages
93 and 118 for more on publishing categories and messages.

é// In following the above steps, you have effectively created
and scheduled a message.

THE BACKGROUND AUDIO CATEGORY

The Background Audio category can be treated like any other Play
Category, and can contain multiple items with differing schedules.
The only difference is the workforce will not see the scheduled items
on the eScreens, but hear them.

Hint: It goes without saying that the Background Audio
category is for playing audio messages only. You will get no
results —visual or otherwise —if you add graphic slides or other
types of messages to the Background Audio category.

If there is more than one audio message scheduled inside the
Background Audio category, they will play in succession and repeat
when they are done.

Audio messages can be scheduled like regular messages and graphics.

= For information on how to play audio messages on the eScreens,
see "Scheduling Content to Play" on page 90.

= For information on setting custom schedules for audio messages,
see "Advance Scheduling Options" on page 94.

] 2 6 | Chapter 3: The Design Studio™ Program



3.12 Player Previews

Design Studio can show you what is playing on your facility's
eScreens, through thumbnail previews and animated previews.

|| Devices or applications that play a “Show'

About Players or pplicl
|l Louisiana Operations

Like the other content resource |[@o2 a2 0 & =-

tabs, your facility has its own folder | { s x|
located inside the Players tab.
Navigate to your facility's folder

FSTGRAMN-A-B

USDOCK USPWRPLNT USO3CTRLRM

=

3
g\hdeo;| ‘ Categones| e Players | Me;;ages| Graphics | d@ Sounds|

P— =
to see the eScreens, or players, ’E

: For_HeIp, press FL

CAP |NUM [SCRL

@ digix

at your facility. See "Opening Your
Facility Folder" on page 80.

SDAs, or Symon Digital Appliances, are represented as players in
Design Studio. The players for your facility are grouped in your facility
folder located in the Players tab as shown in (Figure 3-128).

In some cases, one player can power multiple eScreens. If your
facility has multiple eScreens powered by the same player, you will
only see one player in the Players tab. This one player represents
all eScreens at your facility.

THUMBNAIL PREVIEWS

Design Studio allows you to see what is being displayed on your
facility's eScreens at any given time via thumbnails in the Players tab.

Each live thumbnail represents a real-time snapshot taken of the
an eScreen at the moment you opened the Players window
(Figure 3-128). The thumbnails will continue to update, which could
slow down Design Studio significantly until you close the Players tab.

Hint: If you do not see thumbnail previews, change the folder
view mode to small, medium, or large thumbnails (page 82).

If a thumbnail preview refuses to show after refreshing (Figure 3-129),
it may indicate a connection error between eScreen and Design Studio.
See "The eScreen is Not Responsive" on page 152 for more.

Figure 3-128. A facility folder open in the Players tab

Chapter 3: The Design Studio™ Program
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Figure 3-129.
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ANIMATED PLAYER PREVIEWS

In addition to the static thumbnail previews, Design Studio also offers
a fully-functional preview of each player at your facility, complete with
animation, video, transition animations and sound.

What am |
looking for when |
preview?

Watch the player preview
to ensure content fidelity: Follow these steps to preview what will play on your eScreens:

» Look for misspellings, 1. Show the Players window. Click once on the Players tab to
grammatical and show the Players window. If the Players tab is not visible, choose
informational errors. Players from the View menu.

Check for outdated 2
content that should
be removed.

. Navigate to your facility folder. If necessary, find and open
your facility folder in the Players window.

3. Right-click on a player. Decide which of your players you'd

E tent . . . . . . )
el like to preview. Right-click on it to open the right-click menu.

remains on-screen
long enough to read 4. Choose Preview. Click Preview in

) ) = Open Ctrl+0
comfortably. the menu as shown in (figure 3-130), Usage Repor
Make sure your or press the [— key on your computer's %m
transitions are not so keyboard. The animated preview will B o Cue
busy as to distract appear as shown in (Figure 3-131). e P
VieWGfS. ;nabla
The Preview window displays the content P

| Refresh Thumbnail 1

j exactly as it is scheduled i
o |—— Launch Cenfiguration Page L

to play on your facility's s« Pt Viesse ;

.. temove Priorty Message
eScreens. However, 1t is
not a real-time preview.
This means what you see :
in the Preview window is  figure 3-130.
not simultaneously displaying on the eScreens.

o B Export..
h- |§d Properties Alt+Enter

USPWRPLNT

s |
r

-
P

| e S5

The Shift Cancellation Awareness Number is:

1-877-662-1031
The preview may not display properly until all of the

content has loaded. You may see white spaces and
blank boxes, especially if it is the first time you are
previewing a player. Wait a few minutes for all of the
FiguE—B . content to load into the preview.

) 3154 040 ¢ MSFT26.64 0.09 e NSANY 19.50 0.35 ¢ NUE45.20 019 e NVS64.58 0.03 & OXY{
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3.13 Usage Reports

It may sometimes be helpful to see which items are being used,
and which other items contain them. The Usage Report feature
in Design Studio can give you this information.

VIEWING A USAGE REPORT

You can view an item's usage report (sometimes known as running
a usage report) from two places within Design Studio:

= from within a content resource tab
= From within another usage report 2 Open s

To view the usage report for an item, right-click on the item and w
@ Preview

choose Usage Report from the menu as shown in (Figure 3-132).

the Usage Report window will open in the work area. £ Copy Ctrl+C
E Paste Ctrl+V
ANATOMY OF A USAGE REPORT X Delete o f
There are two main areas that provide usage information, which can Rename 2 F
help with understanding where and how the item is used: ~ Publish ]
= 'Contained By' = 'ltems Contained' % Evport... 3

ﬁ" Properties  Alt+Enter

In the example shown in (Figure 1-133), a usage report was run
for an audio message named SafeNation Audio Message. You SafeNation Audio

can see from the usage report that the message plays an audio file Message

named SafeNation Radio Clip. The report also shows that this audio Figure 3-132. Right-clicking to

is playi he eS he Col facili run a usage report for an item from
message 15 piaying on the escreens at e Lolonsay laciity within the Messages resource tab

Title Tab

The usage report opens alongside
other windows in the work area.

Item Info —
Contains information about
the item for which the
usage report was run.

SafeNation Audio
Type: Message - Published
Update Time: 1/10/2013 7:44:41 AM

. Contained Item

A contained item can be
opened and previewed as
they would from a content
resource tab.

Container Item —
Container items can be
opened as they would from
a content resource tab.

B
["Colonsay
Background:
i Audio Area

SafeMation
Radio Clip

— 'Items Contained'
Shows all items that are
used by the item for which
the usage report was run.

'Contained By'

Shows all items that contain
the item for which the
usage report was run.

Figure 3-133. Example usage report with parts of its window highlighted
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Usage Reports Are Always Up-to-Date

An opened usage report will always live-update. This means that any
changes you make to an item's container, or the items it contains,
will immediately show up in the Usage Report window.

Additionally, when an item is placed in a category, the item's usage
report will always show that it is contained by that category, even if
the item is not currently being displayed on the eScreens for any of
the following reasons:

= The item's schedule has run out or not yet begun
= The item has no schedule

= The category containing the item has not been published

| — Changing the View in a Usage Report
l Large Icons Just like in the content resource tabs, you can change

ﬁd ’:"a”gelc":;z;_ - P Lt the way items are listed in a usage report. Right-click

e HveCUMenioenings asBefavls ﬁw in any blank space inside the Contained By or Items
@ Refrsh : m— Contained area, and choose View from the menu

Figure 3-134. (Figure 3-134). Select a view that suits your needs.

WORKING INSIDE A USAGE REPORT

A usage report is not solely for obtaining information. You can work
with the items inside a usage report in many of the same ways you
would if you were viewing these same items in a content resource
tab. These actions include:

= Renaming items = Copying items

= Locating an item's original =  Running other usage reports
location

One of the only notable actions you cannot perform on an item from
within a usage report is Publish.

] 3 O | Chapter 3: The Design Studio™ Program



Working Inside a Usage Report Usage Reports

Use-case scenario:
When you try to delete
an item but that item is
currently in a category,
you will receive an error ‘= ‘

message (Figure 3-135). Figure 3-135.
If you are unsure which category or categories the item is contained
\ by, a usage report is a quick way to find out.

S Design Studio 11.2
ymon Design Studio 112 - =5

Some items were not deleted because they are being used as playlist
tems or resources,

Locating an Item's Original Location (Go To)
In the Usage Report, as well as other places inside Design Studio, you
can use the Go To feature to find the storage location of any item.

Right-click on the item and choose Go to from the menu that appears.
Design Studio will open the content resource tab and folder containing
that item, and the item will automatically be selected. You can then
proceed to work with the item in its original storage location.

The Go To feature is available for items in usage reports, categories,
and anywhere the original locations of the items are not apparent.

Running a Usage Report in a Usage Report
You can follow the chain of usage for items by running a Usage Report
on an item from within an opened Usage Report (Figure 3-136).

SafeNation Audio Message
Type: Message - Publishe
Update Time: 1/10/2013 7:44:41 AM

O digix

You can use 'Go To'
from anywhere!

i
Backg ﬂ

Audi usage

Open

{3 Usage Report for SafeNation ... > 4 Y

pcn SafeNation Radio Clip.mp3
Usage Report @ ‘Lr;"?:‘:l x:z Format Sound
Size: 2.20 MB
I copy Update Time: 11/15/2010 2:43:06 PM
@ Paste ‘ ‘
X Delet
elete
e « BE
Rename E@ Open
— T A Goto
Use i g,ag= Report
B} Eport.. B Copy CtriC
Rename F2
E‘ Properties
5 Export..
SafeMation Radio
= - [" Properties Alt+Enter
Clip y

SafeNation Radio
Clip

Figure 3-136. Running a usage report on an item from within a usage report
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eScreens are an important communication channel at Digix,
and their success is directly related to the relevance and
value of the messages that are displayed.

This reference guide provides eScreen administrators with a
detailed look at how to understand, create, post and manage
eScreen content. The last chapter, Best Pracitces, is just that.
It compiles the key takeaways to ensure all eScreens comply
with our corporate-wide standards while also supporting the
goal of internal communications: to engage all employees
in Digix's mission, strategy and success—across functions,
levels and geographies.

An important rule of thumb for eScreens: use common
sense! If you're not sure about something, don't post it until
you can touch base with a member of Public Affairs.
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4.1 What to Say and How to Say It

Whether you are copying body text from another source, or
composing it from scratch, these best practices help ensure your
slides and text tickers are concise, informative and easy to read.

WHERE DO | GET INFORMATION TO POST?

When a member of your facility management comes to you with
a request to post information on your facility's eScreens, they will
provide the relevant information to you, or tell you where to find it.

Aside from that, you may want to independently seek relevant and
helpful information to post on your facility's eScreens. Knowing
what information will be beneficial to your workforce —and what
information will not—will help tremendously.

Event Calendars

As an administrator, you may keep (or have access to) a facility-wide
event calendar that shows trainings, meetings, and other important
events. These dates may be beneficial to your workforce, and is a
good example of what could be displayed on your facility's eScreens.

It is a good idea to use a small template for a reminder such as an
event date, and to post it in the upper right area. See "Using the
Small Templates" on page 61 for more information.

Employee Recognition Committee

If your facility has an employee recognition program, stay in touch with
a committee member who can give you the name(s) and photo(s)
of employees for recognition on the eScreens each month.

Employee Birthdays

If your facility management wishes to display employee birthdays
on your eScreens, please be sure that you always have a current,
complete list from your Human Resources department. Be careful not
to skip a monthly update so that employees do not feel left out. It is
best practice to update the list consistently and in a timely manner.

Employee birthday lists are considered "nice to know" versus "need
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to know", so please avoid using the main area for this. It is a good
idea to use a scrolling message template for long lists, and to post it
in the upper right area. For instructions on making a scrolling birthday
list, see "Creating a Message with Scrolling Text" on page 119.

You may also wish to list employee birthdays in your text ticker area.
See "Your Local Facility Ticker" on page 115 for more information.

Local News and Advisories

One of the benefits of the eScreens is their ability to disseminate local
information to the workforce. As an eScreen administrator, you are
relied upon for this, as local news and advisories are not automatically
fed to your facility's eScreens.

If your local government has a news site or emergency messaging
system, subscribe to it. If there is a local emergency, road closure, or
other event that could affect the workforce, you can get the relevant
information to them via the eScreens.

Safety Reminders and Tips

Your Safety department can point you to some great free, reputable
online sources for safety tips and imagery. Be sure the website states
that its material can be reproduced freely before displaying it on the
eScreens. It is also good practice to cite the source.

Itis a good idea to use a small template for reminders such as safety
tips, and to post them in the upper right area. See "Using the Small
Templates" on page 61 for more information.

Reach Out to Department Managers

The Environmental Health & Safety (EH&S) department may want to
post a weekly energy-saving tip, or the Maintenance department might
like to post stability improvement charts. Your Safety department may
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have a list of incidents and injuries common to your facility, and some
great advice for preventing them.

Connect with the various departments at your local facility so that
department managers become your content providers. Show them
the benefits of communicating via eScreens.

Facility-Wide E-Mail

Generally, when a person or department sends out an announcement
or memo via facility-wide e-mail, you should see it as an opportunity
to inform members of the workforce who have limited or no access to
e-mail. Facility-wide e-mail is your greatest source for eScreen material.

WHEN NOT TO POST

As discussed in "eScreen Channel Strategy" on page 3, knowing
when not to post information is equally as important as knowing
when and what to post. Asking yourself a few questions can help to
determine if a given message should even be posted at all.

Who Is My Audience?

Sometimes the eScreens are not the best communication channel. Ask
yourself if your audience would be better served by communicating
the message using e-mail, bulletin boards and/or meetings.

Have We Already Communicated This Message?

In general, duplicate information can be considered a nuisance and
may cause viewers to become discontented with the information
being displayed on the eScreens.

Would Anyone Even Miss It?
By asking yourself what would happen if you didn’t post a message,
you may just find it is not important enough to be posted.
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When Not to Post What to Say and How to Say It

Should Someone Else Be Posting This

Information Instead?
When you receive an e-mail that was sent to the entire Digix

organization, you should generally not create slides for that information.

If the message is important and relevant, then the Public Affairs team
may already be creating the appropriate slides, which will display
automatically on all eScreens.

COMPOSING AND EDITING TEXT

Whether you are composing text from scratch, or copying it from
another source, always edit for brevity and be sure to proofread the
results before posting.

Text on a slide should always be as short and concise as possible
while giving the viewer valuable information. Text should read like
a short snippet or headline, and not like an article. The text should:
= Be large enough to read from long distances
= Be easily digestible at a glance

= Convey only one topic or idea at a time

If the text is too lengthy to be condensed effectively, consider rewriting.

How to Extract Information from E-Mails

When you receive information or announcements via company
e-mails, sometimes you can extract the entire text from the e-mail.
Be careful, however, not to copy the greeting and closing lines, and
delete any unnecessary spaces before and after the text.

If the e-mail text is too long to fit comfortably on a slide, determine the
most relevant facts and rewrite it. Also, be sure to properly timestamp
your text (page 139).

) digix
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Can | use
abbreviations to
shorten my text?

It is acceptable to use
abbreviations familiar

to our industry that the
majority of the workforce
will understand, like PPE.

However, you should not
abbreviate words for the
sake of brevity. Consider
rewriting instead.

] 3 8 | Chapter 4: Best Practices

What to Say and How to Say It Composing and Editing Text

Paring Down Long Text

When paring down the text, be sure to keep relevant facts and do not
include repeat information. Make sure the final text reads correctly
and properly conveys the meaning of the original text.

Bad Form

Digix mining returned

Good Form

Digix took its Wingate
to the Manatee County Mine Extension Plan back
Planning Commission to the Manatee County
Thursday with a request  Planning Commission
for multiple changes with significant changes
in their previously- from last June when it
approved Wingate Mine  was approved.
Extension Plan. The

request represents a

significant change from

last June, when the

county approved their

"Operational Permit."

Avoid Using 'Filler Words' and Phrases

Always use concise statements when composing or editing a message
for your eScreens, and avoid using redundant phrases. Consider
changing these phrases:

Change This:  To This:
close proximity  proximity
eachand every each "or" / "and/or" /
free gift gift the following ~ these
in the event if such as like

Change This:  To This:
refer back refer

When composing or editing text for your messages, be on the lookout
for fancy phrases that add nothing to the meaning of a sentence. All
they do is take up space, and they should be removed.



Composing and Editing Text What to Say and How to Say It

You can usually omit the following phrases from the text:

= all things considered = for the most part
= as a matter of fact = for the purpose of
= at the present time = In @ manner of speaking

in the case of

= because of the fact that
= by means of = in the event that
we would like to

= by virtue of the fact that
= for all intents and purposes = we are pleased to

Also, words like really, very, quite, extremely, should be used sparingly
for best effect.

Bad Form Good Form

If you have any questions Call extension 4528 with
or concerns, feel freeto  questions/concerns.
call extension 4528.

Properly Time-Stamp Your Text

If the information you are using to create a message included specific
dates, (yesterday, tomorrow, last thursday, Friday the thirteenth, etc.)
you should consider the time frame during which the information will
be displayed, and remove or revise these dates accordingly.

Bad Form Good Form

Thanks to Richard Thanks to Richard
Kennedy for spending Kennedy for

the past few days troubleshooting numerous
troubleshooting faults in the ATEX
numerous faults in the explosion system.

ATEX explosion system.

The revised text would now make sense even if shown a week after
the event took place.

) digix

Tip: Edit the text
on the slide

Instead of using a word
processing program
like Microsoft® Word

to edit your text, paste
the text into the slide
and edit it there.

You will be able to see the
final product, and decide
which words or phrases
can be removed to achieve
the desired visual result.
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WORKING WITH CONTENT PROVIDERS

A content provider is a person, committee or department that has
something to say, and will provide you with content to post to the
eScreens. As an eScreen administrator, you help others to get their
messages out using the communicating power of the eScreens.

Who Is Allowed to Make Requests

to Post Information?

This question will be best answered by your local facility management.
However, to keep things organized, avoid confusion, and discourage
misapplication, perhaps it is a good idea to only allow department
managers to send information to you for posting.

Non-management employees wishing to post information on the
screens may make the request through their manager or have
their manager's approval attached. Otherwise, you should obtain
approval on their behalf from the facility manager, Human Resources
department, or other relevant manager. If you already have a system
in place for this type of approval, then you should take that route.

If You Receive Unsuitable Information

It is important to reach out to content providers ahead of time so
that they understand the communicating power of the eScreens, as
well as the guidelines and limitations of the eScreens. If a person or
department has spent considerable time composing a long message
intended for the eScreen, it may be difficult for them to understand
why their hard work has to be edited and shortened.

If you receive a request to post information that is much too long, too
confusing, or otherwise unsuitable for the eScreens, you must come
to a healthy compromise in order to accommodate their needs. You
can either take on the task of editing their content yourself using the
tips listed on page 138, or you can request that the they shorten
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the text or modify the content themselves and resubmit. Politely
explain that we are aiming only for one topic per slide.

Posting PowerPoint Slides

Sometimes you will encounter a content provider who sends you a
PowerPoint slide that they would like posted. In rare occasions, it is
acceptable to post these if:

= The text on the slide is large and readable at a glance
= The slide is neat, professional and uncluttered
= The slide is from an official Digix presentation

If the slide and its text conforms to our standards of readability as put
forth in "Composing and Editing Text" on page 137, it is generally
okay to post on the eScreens.

Most times, however, a typical PowerPoint slide will not be suitable.
Consider asking the content provider to edit the slide for brevity, or
you can re-make the slide from scratch using an eScreen template.

Allowing Others to Use eScreen Templates

The eScreen templates are available on the employee website for
everyone to use. Content providers may choose to use the templates
to create eScreen slides, and then send them to you to post.

Although the templates are very easy to use and contain clear
instructions, you must check the slides when you receive them.
Make sure they conform to the standards set forth in this chapter.

It is important to note that the templates which use the "Formata"
font should not be used by others, as this font will not be available
on their computers, producing unpredictable results and visually
unappealing slides.
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4.2 Recommended Slide Conventions

eScreen templates are a great way to begin a slide. However,
where possible, you should always tidy up the appearance of the
information to ensure the slide is pleasing, uncluttered and easy
to read. These best practices can help.

Place Emphasis on Important Information
In the interest of readability, place important information —phone
numbers, e-mail addresses, times, dates, etc.—each on its own line.

This calls attention to them and makes the whole text easier to read.
You may also consider making these items bold so users will get

important information in a single glance.

Bad Form Good Form

Keep St. James Parish Beautiful: Keep St. James Parish Beautiful:
2013 Trash Bash 2013 Trash Bash

Similarly, do not allow important information — phone numbers, e-mail
addresses, times, dates, etc.—to become separated on two lines. If
an e-mail address or phone number is too large to fit on one line,
make it slightly smaller than the rest of the text.

Bad Form Good Form

Friendly Reminder
| Fourth Annual Committee Meeting

On November 28, 2013

we will be having our annual meeting.
Please make all efforts to attend.

Friendly Reminder
| Fourth Annual Committee Meeting
On November 28, 2013

we will be having our annual meeting.
Please make all efforts to attend.

It you cannotiattend the meeting, please
email jacqueline.andersonville-
cooper@mosaicco.com.

If you cannot attend, please email
jacqueline.andersonville-cooper@mosaicco.com

For more information on placing text on its own line, see "Inserting
Forced Line Breaks in a Text Box" on page 33.



Light Customizations Recommended Slide Conventions

Center the Text On a Slide for Best Results

Because the text on your slides should read like a short snippet or
headline, centering the text makes it easier to read in most cases. For
more information, see "Centering Text in a Text Box" on page 33.

Post Only One Slide Per Topic

It is important to our brand image that the information we post be
easily digestible to the average viewer. One way we all work toward
this goal is by posting only one slide per topic.

It may be tempting to think that you need more than one slide to
convey your message. However, a short, well-written message can
be infinitely more effective than a long message spanning five slides.

Using the tips found on page 138, try removing all filler words and
phrases, keep only the most important facts, and rewrite the text if
necessary to ensure your message will fit comfortably on one slide.

Light Customizations

You are free use traditional PowerPoint tools (including Style Presets)
to apply the following light text customizations if you feel it will benefit
the look and feel of your slide:

= Text color = Photo borders
= Font size = Text box borders
= Text box size/shape

You are not allowed to do the following to items on a slide:
= Change the font to anything other than Formata or Arial
= Excessively distort photos or text boxes

= Use distracting colors or effects, or any color that does not
visually compliment the other elements on the slide

= Cover body text with photos or other text

) digix
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Recommended Slide Conventions

Do Not Use Clip Art

Good Form

Bad Form

Congratulations to
Johnny B. Safe

from the 04
Maintenance Team for
aking employce of the
month for November.

Johnny B. Safe,
Mechanic- 04 Maintenance Toam

Congratulations to
Johnny B. Safe
from the 04
Maintenance Team for
making employee of the
month for November.

If you are in doubt about a particular customization, best practice
dictates that you should keep it as simple as possible.

Do Not Use Clip Art Bad Form

Microsoft® Office® includes a
gallery of clip art for use in Word
and PowerPoint. However, these
have a tendency to be trite and
unprofessional. Do not use the
cartoon-like images found in
these galleries, or from other clip
art sites you may find online.

On the Use of Stock
Photography

If necessary, use a tasteful and
relevant stock image — preferably
with a transparent background.

These are available for a small fee
from stock photography websites
like www.shutterstock.com and
www.gettyimages.com. \When
searching, be sure to select
Photos and not /llustrations.

‘ Celebrate Arbor Day

Please join us for a tree
planting ceremony on

Friday, April 25
at 9:30 A.M.

on the front lawn of your
Mosaic facility.

‘ Celebrate Arbor Day

Please join us for a tree
planting ceremony on

Friday, April 25
at 9:30 A.M.

on the front lawn of your
Mosaic facility.

Video
i Audio
Flash
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On the Use of Digix Images

When you need an image representing Digix or our industry, the Public
Affairs department may have a suitable option. Before purchaseing
stock images of fields, crops, industrial machinery, community
outreach, etc,, send an email to public.affairs@digixco.com to see if
they can help.

On the Use of Other Companies' Material

Most companies have trademarks and copyrights on their logos and
marketing materials. As such, you should not use images, logos, or
other content that has originated from companies outside of Digix
without express written permission.

Not Allowed

Mosaic Honored with B.E.S.A.
for Third Year in a Row:

HAMILTON
CORPORATION

We are pleased
announce that the
coveted Best
Environmental Stewards

BESA Award goes to The

Mosaic Company for the
] | >igird time!
Mosaic Wins B.E.S.A.

The Mosaic Company has received
Hamilton Corporation’s

Best Environmental Stewards Award
(B.E.S.A.)

for the third year in a row!

—

Some companies may have a procedure to request the use of their
material. Generally, you should allow Public Affairs to handle this. If
you are in doubt, e-mail public.affairs@digixco.com.

Allowed
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Use Varying Template - l Insert Design Animation:
Styles and Colors | Lj &) Layout - |
If all of your slides look the same B Reset |
regardless of topic, then viewers  at painter 5';:;‘: 41 Delete Uj
may not be able to distinguish 4 M %des i

between types of information, '-\ x| —
or new content from old. Using

a variety of templates keeps
your messages —and your
eScreens—fresh and interesting.

Add a slide to the prese

(@ Press F1 for more hel

=

Instead of beginning every slide with the same template, change it
up a bit. Each template file contains several colors, styles and topics
to choose from. Click the small arrow beneath the New Slide button
to see the options for each template.

Group Similar Slides by Color and Style

In contrast to the above suggestion to vary your slide colors, in
some cases it may be helpful to use the same template for recurring
information or messages. For example, if you post weekly safety
statistics, then you should use the same template each week. This
way viewers will know at a glance which information is being shown.
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4.3 Community Property Best Practices

Like any submission-driven resource, the idea of the Community
Property folders inside of Design Studio can only thrive if we
respect the shared content as well as contribute our own.

Add Your Own Content to Community Property

Itis a good idea to add content that you've created into any Community
Property folder when you feel it would benefit other users. Always
place a copy of the content, and keep the original in your facility folder.

Use Descriptive File Names
When adding items to any Community Property folder, be sure to
give it a helpful, descriptive name so that other users can identify it.

Bad Form Good Form
slide1.png parking_lot_safety.png
s_pol.png safety_policy.png

You can rename the content items inside Design Studio if necessary.
For more information, see "Renaming Content" on page 89

Do Not Copy Content from a Community Property
Folder into Your Facility Folder

Instead, add the content directly from the Community Property folder
into your Play Category. This ensures that if the content is updated, the
slides being displayed at your facility will also be updated automatically.

Never Delete Items from a

Community Property Folder

Other users may be displaying content from the Community Property
folders on their screens as well. Deleting a slide or a video can disrupt
another user's play schedules.

O digix

Chapter 4: Best Practices

147



) digix

] 48 | Chapter 4: Best Practices

4.4 Design Studio Best Practices

These tips and best practices will help ensure your work inside
Design Studio is productive and efficient.

When in Doubt, Right-Click!

The right-click menu is context-sensitive, so you will get a different list
of commands depending on the item upon which you right-clicked.
The most common commands and tasks normally found in menus
and tool bars are also found in the right-click menu. You may just
discover a new shortcut that can save time and boost your productivity!

FOLDERS AND CONTENT

We all share the Design Studio program, and as such, we all must
respect others' content and folders.

Work Only Inside Your Facility's Folder

Be careful when you are adding content resources to Design Studio. Be
sure you are only working in your facility's folder. For more information
on opening your facility's folders, see page 80.

Do not use slides from other facilities on your screens; you can use
Community Property for this instead.

Only Create Folders Inside Your Facility Folder

You may find it helpful to create folders to organize your content.
However, do not create folders in any facility folder but your own,
and do not create folders in a main content resource folder.

Bad Form Good Form

Folder List x| Folder List X |
- -2 Messages -

-~ ~Coemmunity Property Igl
= AQC

= Bartow

=8 Belle Plaing

=
{a] Carlsbad C{E] Annabel Jenkins )
= Colonsay - - Big BIkE -
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Tip: Updating/ ( Syman Design Studio 11.2 . .
Overwriting Content

If you import an item into a folder @ There is already an item with the name incidents. Do you want to
that already has an item with the overwrite (update) the existing item?

same name, you are given the

option to update the existing slide.

If you choose Yes, the existing L ves | ’ No l ’ Cancel

slide will be overwritten by the ‘—=

new slide. If the existing slide is being displayed on the eScreens, the
eScreens will automatically display the updated slide.

This is useful if you post information that changes daily. Simply give
your slide the same name each day, import it into Design Studio, and
the eScreens will play the new slide in place of the old one, without
having to schedule it again!

AUDIO AND VIDEO

Do Not Play Videos and Background Audio
Simultaneously

If background audio is playing on your facility's eScreens, do not also
schedule videos in other areas. The audio from a video will interfere
with the background audio for a confusing and unpleasant result.

Audio Message Preview Tip

When you schedule an audio message to play, the sound file is sent
to all of your eScreens at once. If it is a large file, this could take
several minutes, during which time the audio may not play, or may
produce 'false starts' until it loads completely.

Use the Preview command from either the audio message's title
tab, or on the audio message itself.
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On Audio Message On Title Tab

H Save

= Open Ctrl+0

: Close
Usage Report [ﬁl
2 - Cese Al i
4V)
5 Copy Ctrl+C f* Goto
[E Paste Chrl+W Publish
> Delete Del

Rename F2

When previewing, the sound file is sent from the server to your
computer as though it were an eScreen, giving you an estimate of
how long it will take for the audio to play properly on the eScreens.

SCHEDULING BEST PRACTICES

Timeouts: The Longer the Better

It is important that your slides' play duration (Timeout) settings are
long enough for comfortable reading. Slides with less information
require shorter Timeout. The default Timeout is ten seconds for all
new slides, but you can increase the default Timeout by following the
steps on page 112. Note that this will only change the setting for
new slides added to a Play Category; existing slides are not affected.

Avoid Distracting Transitions

Itis not in alignment with our brand to use showy animated transitions

with too much movement. Do not use these. Simple 2D Transitions

work best for our purposes. If you are in doubt, only use the following:
= Crossfade = Wipes from Left/Right

= Fade Out then In = Cube Horizontal/Vertical Flip

Do not use the Cinematic transitions.
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Miscellaneous Information Design Studio Best Practices @ dlgl\

MISCELLANEOUS INFORMATION
Digix's Public
Affairs department

Your Communications Are Subject to Approval
Digix Public Affairs is responsible for the eScreens and all content
displayed thereon. However, Digix Public Affairs knows the value of E-Mail:

a "local look and feel." We feel that your workforce benefits from public.affairs@digixco.com
these local communications created and managed at the facility-level.

From time to time, Digix Public Affairs may monitor or search the
content being displayed on your eScreens or stored in your local
facility folder to ensure it is in-line with our branding and content
guidelines.

If any communication is found to directly violate any of these
guidelines, it may be edited or removed without notice. For more
information, see "eScreen Content Guidelines" on page 6.

If you have any questions regarding guidelines, or if you would like
approval for information that you are uncertain about, please contact
Public Affairs before posting.

Use the Advanced’ Docking Panes Layout

Use the steps listed in the exercise on page 72 to load the
Advanced Docking Pane Layout in the Design Studio program
window.

It is highly recommended that you use the Advanced Docking
Pane Layout. If all of our Design Studio program windows look and
function the same way, future training and troubleshooting will be
made easier and more efficient.
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Digix's Public
Affairs department

E-Mail:
public.affairs@digixco.com

4.5 Troubleshooting and Support

These tips can help resolve minor issues with the eScreens,
templates, and Design Studio. However, technical issues should
be reported to the Global Help Desk.

Always Physically View the eScreens
Although Design Studio offers a couple of helpful preview options,
there is no substitute for physically previewing your eScreens.

This way, you can pinpoint issues such as slide timing, audio conflicts,
and general readability, and adjust your content accordingly. If you
encounter an unresponsive eScreen, begin an incident ticket using
MyServiceDesk, located on the employee website.

I Can See a Preview In Design Studio, But There Is
Nothing on the eScreen

Just like any LCD television set, most eScreen monitors have an input
button that cycles through the various input connections. This button
is typically found on the bottom or side of the screen.

Make sure the eScreen is plugged-in and powered on, and press
the button to cycle through the inputs until you see content being
displayed on the screen. This input is typically HDMI-1.

The eScreen Is Not Responsive
If you do not see a thumbnail preview in the Design Studio Players

tab, try right-clicking on the player and choosing Update Thumbnail.

If the player remains unresponsive, begin an incident

Digix's Global Service Desk ticket using MyServiceDesk, located on the employee

E-Mail:
global.servicedesk@digixco.com

Website:
http.//myservicedesk.digixco.com

Phone:
1 (866) 256-9750
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website.

My Facility Would Like an

Additional eScreen

To request an additional eScreen for your facility, begin
an incident ticket using MyServiceDesk located on the
employee website. Indicate the facility and location of
the requested eScreen.



Template Font Issues Troubleshooting and Support

I Have an Issue with Managing or

Displaying Content

Digix Public Affairs is responsible for all content displayed on the
eScreens. Contact the Public Affairs department with content-related
questions and issues, at public.affairs@digixco.com.

Why Can't | Delete an Item in Design Studio?
There are a couple of criteria for deleting items and folders:

= You may only delete folders and items that you have created
and imported into Design Studio.

= Folders can only be deleted if they are empty or their contents
are not being used by a Play Category or a message.

If you are unable to delete a folder or item, run a Usage Report to
determine if the item is being used and where. Delete the item from
the Play Category or message containing it and try to delete it again.
See "Usage Reports" on page 129.

The Template I Have Chosen Does Not Look Right
If the Formata font is not installed properly, some templates will
appear to be corrupt or display an unattractive font in its place.

Formata Not Installed Formata Installed

e | CTwo-Line
[OptionallDate] T__ivtv ]re;[L
[Type or paste body text here. The

text will automatically resize. Do not
allow text to go below 24pt]

I 2

DOJNOTICOVER!

THIS AREA m

[Optional Date]

[Type or paste body text here. The
text will automatically resize. Do not

allow text to go below 24pt] -

Never post a slide in this condition. Change the affected text to Arial,
or use a different template until the official Formata font is installed on
your computer. See "Getting the Formata Font Files" on page 13.

) digix
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add, 93, 124
see also import
additional, request eScreen, 152
adjust, 101
Advanced Docking Pane layout,
67, 151
appear, 49, 84, 99
approval, 140, 151
arcs, 11
see also branding
area, 5, 15 to 16, 84, 90, 135
eScreen layout areas, 5, 151,
66 to 67
choosing, 66 to 67
storage, 78 to 79
text ticker, 115
tool bar, 35
Arial
see fonts
arrange, 49
see also z-order
arrow, 21, 91
attached speakers, 113, 124
attachment, e-mail, 36
audience, 136
audio
background audio, 124 to 126,
149
capability, 113

message, 125
preview with, 129, 149
working with sound files, 124
automatic content, 111
avoid, 111, 138
see also best practices

back

see send to back
background

add color to text box, 56

making translucent, 57
background audio, 124 to 126,

149
badge, 8

see also automatic content
bar, 47, 71,73

see also tool bar
before, 93, 118, 137

see also keep with next
begin, 97, 100, 152
behind, 48 to 50

see also z-order
beneficial, 134
best practices, 133 to 153
birthday, 6, 109, 121, 134

see also scrolling text
black, 47, 57
blank, 18

see also templates

O dig

body, 33, 63

see also text
bold, 35

see also formatting
border, 76

see also outline
box

see text box
brand guidelines, 10 to 11
branding, 10 to 12
breaks, 33

see also forced line breaks
bring to front, 49, 51
built-in speakers, 113, 124
button, 21, 27, 71, 75, 81, 84, 152

canvas, 49
capability, audio, 113, 125 to 126
caption, 35, 52
category, 66, 124, 130 to 131
anatomy of, 90 to 91
Background Audio, 125 to 126
deleting an item from, 91
main area, 5, 23, 90
play item properties, 110 to 112
play order, 91
keep with next, 111
run usage report on, 129 to 131
scheduling within, 92, 94
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selecting multiple items within,
106
text ticker area, 115
upper tight area, 16 to 17
centering text, 143
see also formatting
change
folder views, 82
line weights, 58
photo, 42
properties
see Properties window
text color, 55
text size, 54
z-order, 50 to 52
see also publish
see also save
Change Picture tool, 42
channel strategy, 3, 136
check box
Auto Login, 70
Remember Password, 70
Always Scheduled, 95
choose, 11, 15, 30, 57, 105, 112,
118
click, 21, 50, 70, 75, 87, 106
see also right-click
clip, 144
see also video
close, 75 to 76
collage, photo, 40, 49
color, 10, 21, 55 to 57, 116
variety, 146
see also palette
commands, common, 148
committee, 134
see also content providers
community property, 8, 114, 119
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sharing, 114, 147

playing content from, 114,147
company, 1, 145
composing text, 31, 137 to 138
computer, 4, 68 to 69
contain, 22, 112, 130

content, 4, 15, 37 to 38, 66 to 67,

80 to 84, 111, 113 to 114, 128,
130, 140 to 141, 147 to 149,
151 to 153
automatic, 8
deleting, 89
replacing, 89, 149
guidelines, 6 to 9
importing, 83 to 86
keeping fresh, 146
organizing, 78
pasting, 88
playing, 90
scheduling, 92, 94
renaming, 89
resource, 78 to 80, 82, 89,
113 to 114, 130
selecting multiple, 87, 106
content providers, 140 to 141
content resource tabs, 78 to 83
importing content, 83 to 86
copying content within, 89
moving content within, 51, 88
control handles, 44
copy and paste, 61 to 62, 107,
14, 147
corporate video repository, 114
Crawl Rate, 117
see also ticker
create, 12, 48, 79, 83, 95, 106,
148
audio message, 125

folders, 83

objects on a slide, 52 to 54

play time, 96, 102 to 104
crop tool, 47
current, 27, 77

see also fresh content
custom, 95, 106

daily, 97
see also recurrence pattern
date, 97 to 98, 102, 105, 109,
139, 142
see also play time
day, 109
see also recurrence pattern
default, 57, 103, 112, 150
delete, 89, 91, 101, 153
department, 135 to 136, 140
deselect, 117
Design Studio, 4, 8, 66 to 72, 75,
85 to 86, 90
best practice, 131, 148,
151 to 152
folder list, 81
importing content, 83 to 86
launching, 68 to 70
message, 67, 91, 99, 129
tool bars, 71
user interface, 71 to 72
saving current layout, 77
see also windows
usage report, 127
see also folders
desktop, 68
dialog box,
Insert Picture, 43, 54
Open, 84



Options, 112
Play Time, 96 to 97, 101
Save As, 27 to 28, 29
different, 40
digital communication, 1
display, 5, 23, 25, 66 to 67, 104
docking panes, 71 to 72
saving, 77, 151
recalling, 77, 110, 151
document, 28, 62
dotted line, 25
down, 87, 106, 138
drag-and-drop, 100, 102, 107
drive, 14, 109
drop-down menu, 117
duplicate a slide, 41
duration
see timeout

edge, 71, 75
edit
edit text, 137 to 139
edit play time, 101
elements, 10, 71 to 72, 124
see also object, slide layout
e-mail, 61 to 62, 136, 142
how to extract information from,
30to 31, 137
saving photo from, 36 to 37
employees, 1, 6, 13, 34 to 35,
134, 134, 152
eScreen, 3t08, 7109, 12 to 13,
15 52, 65 to 67, 69, 79, 90, 93,
113, 115, 118, 124, 126 to 128,
134 to 136
event, 134
example

exercises
employee of the month,
30 to 39
photo collage, 40 to 60
small template, 61 to 63
weather advisory, 23 to 26
play time adjustment, 100
scheduling examples,
108 to 109
template styles, 17 to 20
export, 21, 27
extracting information from
e-mails, 137

facility, 66, 69, 80, 83, 87, 113,
115, 122, 124, 127 to 128,
134 to 136, 140, 147 to 148,
152

features, 66, 131

file
basic management, 14
File menu, 27, 93, 118
file types

JPEG vs. PNG, 29
importable file types, 78 to 79
Save As dialog box, 27 to 28
see also import
large sound files, 129
overwriting, 149
template files, 14, 21

folder,

content resource, 78 to 83
copying content within, 89
moving content within, 88

community property, 114
best practice, 147 to 148

creating new, 83

O dig

importing from, 85
folder list
Insert Picture dialog box,
42 to 43
Open dialog box, 84
Save As dialog box, 27
Design Studio folder list, 81
resizing, 81
see also folder views
storage, 66
facility folder, 80
navigating, 81
folder views, 82
fonts, 11, 116, 141
Arial, 11, 13, 153
Formata, 11, 13, 153
forced line break, 33, 35
Formata
see fonts
format
file format, 27
photos, 38
text boxes, 54
text on a slide, 30 to 32
keeping formatting after
pasting, 63
presets
photo, 39
text, 59
text box, 59
fresh content, 146
front, bring to, 49, 51
future, 102
see also play time

goal
communication, 2
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good practice, 134 to 135
see also best practice

Goto, 105

graphic
resource window, 78
importing, 83 to 87
scheduling, 112

grid, playtime, 103 to 105

guidelines, 10 to 11, 151

handle
control handles, 44
tool bar, 73

hour, 97
grid settings, 103

important information, 2, 50,
134, 136, 142 to 143
import, 78, 149
importing content, 83 to 86
input button, 152
insert, 37 52, 54
inside, 67, 130, 148
installed, 68 to 69, 153
interval, 103 to 104
see also recurrence pattern
invoke, 97 to 98
issues, 153
italic, 35
item, 23, 51, 76, 96 to 100, 124,
126, 147, 149, 153
closing unnecessary, 76
selecting more than one, 87
renaming, 89
deleting, 89
run usage report on, 129 to 131
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play item, 90
deleting, 91
scheduling, 92, 94
selecting multiple, 106
copying and pasting playtimes
to and from, 107
properties, 110 to 112

JPEG, 29

keep with next, 111

large templates, 15, 126
launching Design Studio,
68 to 70
layout, 40 to 41
eScreen layout areas, 5,
66 to 67, 115, 151
Design Studio user interface,
71t0 72
saving current layout, 77
layout object, 22 to 23, 31, 61
manipulating, 48 to 49
selecting multiple, 51 to 52
slide layout examples, 17 to 20
light customization, 55, 143
line,
outline, 57 to 58
line breaks, forced, 33 to 34
line weight, 57
changing, 58
list
best practice, 134 to 135
birthday list, 121
file type list, 27

folder list, 81

new slide list, 21

slide list, 24
lists, 135
local facility ticker, 5, 115
local news, 135
location

current save location, 27

original location, 131
login, 69 to 70
logos

Digix, 10

other companies, 145
long text

best practice, 140, 150
lower right area, 5

main area, 5, 23, 90
management, facility, 134, 140
manipulate
photos, 43
z-order, 49
material, 145
menu,
Start menu, 71
View menu, 75
right-click menu, 84, 93, 101,
105, 148
File menu, 118
message
text on a slide, 15, 22 to 23, 36,
61
working with text, 30 to 31
best practice, 135 to 136,
143, 149
formatting text, 32 to 35
in Design Studio, 67, 91, 99, 129



publishing from template
saving and publishing, 118
scheduling, 94 to 65
scrolling text, 119
templates, 120
text ticker, 115
messages, 67, 79, 118 to 119,
122, 124, 126, 146
minute, 103
mode
preview, 26
folder views, 82
month, 30, 98
see also recurrence pattern
mouse, 47, 87, 100
move

moving content, 88
see also reposition

name, 27, 34 to 35, 69, 71, 75,
121, 149

navigating folders, 81

need, 41, 43, 110, 119

network, 14

news, 5, 135

object, slide layout, 22 to 23, 31,
61
manipulating, 48 to 49
selecting multiple, 51 to 52
open, 110, 120
opening your facility folder, 80
Open dialog box, 84
play item, 91
order,

play order, 91
keep with next, 111
z-order, 49 to 52
organizing content, 78
outline, 56 to 58
see also line weight

palette, 10
pane
see docking pane
paring down text, 138
password, 69 to 70
paste,
content, 88
play times, 107
text, 32, 62
retain formatting, 63
pattern
see recurrence pattern
photo, 40, 42, 48 to 50, 52
adding to slide, 37
importing to Design Studio,
83 to 86
manipulating, 43 to 48
cropping, 47
formatting, 38
picture style presets, 38 to 39
repositioning, 43
resizing, 46
rotating, 45
saving from e-mail, 36 to 37
play category
see category
play, 4, 8, 90, 99 to 104,
114 to 115, 119, 122, 128
audio messages, 125 to 126
copy and paste playtimes, 107

O dig

order, 91
slides together, 111
time, 96 to 97
playtime grid, 103
Play Time dialog box, 101
play time, 96 to 97
adjusting a play time, 101
copying and pasting, 107
time type, 104
player, 79, 127 to 128, 152
animated preview, 128
thumbnail preview, 127, 152
PNG, 29
policy, 111
brand guidelines, 10 to 11
eScreen content, 6 to 7
post, 9, 15, 30, 134 to 137,
104 to 141, 143
where to, 16
see also schedule
PowerPoint, 13, 27 to 28, 141
see also templates
presets
picture style presets, 38 to 39
text formatting presets, 59 to 60
preview, 38, 48, 59, 91, 128, 149
message, 123
player
animated, 128
thumbnail, 127, 152
thumbnail preview
see also folder views
slide, 25 to 26
previous, 63
see also keep with next
program, 68, 70 to 71, 73, 85,
151
program window
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see window, 68
Properties window, 110
property

see community property
providers

see content providers
Public Affairs, 145, 151, 153
publish, 93, 115, 118, 121

saving vs., 93

range, 96 to 99

see also timeline
receive, 61, 137, 140
rectangle, 87, 106

see also select
recurrence pattern, 96 to 98,

101, 109

daily, 97

monthly, 98

play only once

specific date, 97

Play Time dialog box, 101

weekly, 97

yearly, 98
recurring

on specific dates and times, 98
relevant information, 134, 137
reminders, 135
replace

content, 89, 149

photo, 42
report

see usage report
reposition, 44, 51, 72, 85
repository

see corporate video repository
requests, 140
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resizing, 47, 81
photo, 46
window, 81, 85, 95
tabbed, 76
folder list, 81
resource, 78 to 80, 82, 89,
113 to 114, 130
importing, 84 to 86
see also content resource tabs
rotate, 45

sans serif
see fonts
save, 105, 120 to 122
Save As dialog box, 27 to 28
messages, 118
from a message template, 122
docking pane layout, 77
vs publish, 93
schedule, 67, 78 to 79, 90, 99,
149
advanced, 94 to 95
basic, 92
examples, 108 to 109
multiple items, 105
see also timeline
scrolling text, 117, 119, 135
see also ticker
see also message
search, 68
seconds, 112
see also timeout
select, 35, 51, 89, 97 to 98, 106
text, 33 to 34
items in window, 87, 106
serif
see fonts

server, 4
server name, 69
settings, 29, 97 to 99,
103 to 105, 109, 116 to 117
shadow, 55
shape, 56, 58, 60
see also inserting objects
short, 61, 137, 143
see also text
show, 26, 130
see also display
size, 15, 54, 63, 116
see text
see template
slide, 12 to 13, 15, 32, 78,
108 to 109, 111 to 112, 114, 119,
137, 141 to 150
topics and examples, 17 to 18
blank slides, 18 to 20
duplicating in PowerPoint,
41 to 42
layout, 21
objects, 22 to 23
previewing, 25 to 26
exporting, 27 to 29
see also graphics
see also templates
small templates
see templates
snap to grid, 103
sound, 79, 124, 126
see also audio
speakers, 113, 124
see also audio
speed, 117
see also timeout
stock photography, 144
storage folders, 14, 66, 78, 131



see also content resource tabs
strategy
see eScreen channel strategy
studio
see Design Studio
styles
picture style presets, 38 to 39
text formatting presets, 59 to 60
symbol, insert bullet, 47
system, parts of the, 10
tabbed windows
see windows
tabs
content resource tabs, 78 to 79
close, 75
reordering, 77
resizing, 76
unpinning (auto hide), 75
see also window

templates
adding information to a slide,
23 t0 25
duplicating a slide, 41
files, 13t0 14
obtaining, 13
choosing, 15 to 20
exporting from, 27 to 29
layout objects, 22 to 23
small, 15, 61, 134 to 135, 141,
146, 153
special-use, 23
special instructions, 40 to 41
text
compose and edit, 137 to 139
what to say, 134
copy from another source, 62

retain format after pasting, 63
selecting, 33 to 34
scrolling, 119
text box, 23, 25
creating, 53
adding a background, 56
adding an outline, 57
formatting, 32 to 33, 35
changing color, 55 to 56
presets, 59
text ticker
see ticker
thumbnail preview
content
see folder views,
player, 127, 152
ticker
anatomy of, 115
area, 5
automatic feed, 5, 67
local facility, editing, 115 to 117
scrolling speed, 117
ticket, 152
see also Global Help Desk
timeline, 99 to 100, 102 to 105
timeout, 112
best practice, 150
time
play duration
see timeout
see play time
see also play time
tool bar
Design Studio, 71
moving, 73
PowerPoint
Format, 42, 47 to 49, 52,
56 to 59

O dig

Home, 62, 35, 49 to 50,
54 to 55, 62
if you do not see, 33
tool
PowerPoint tools
Change Picture, 42 to 43
Crop, 47 t0 48
see also z-order
Design Studio
scheduling tools, 94
tools and features, 66 to 67
topic, 12 to 13, 15, 17, 20, 143
see also templates
transitions, 110 to 111
best practice, 150
troubleshooting, 152
type
time type, 104
typing text
see text
see also file types

unsuitable content, 140
see also content guidelines
upper right area, 16 to 17
content, 135
see also small templates
use-case scenarios
cannot delete item, 131
choosing a template, 22
scheduling examples, 98
where to place content, 16
see also usage report
usage report, 129 to 131
viewing, 129
user name, 69
see also login window
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user-editable areas program window, 70
eScreen layout, 5 preview window, 128
templates, 23 properties window, 110 to 113

users, 8, 114, 147 resizing, 76

user interface, 68
parts of, 74

variety, 12,146 selecting items in, 87, 106
see also templates unpinning (auto hide), 75

video workforce
best practice, 149 communicating to, 10
content resource, 78 what to communicate to,
working with, 113 134 to 135

view menu, 75 see also employees

viewers
see workforce

visual identity yearly, 98
see brand compliance see also recurrence patterns

website zoom
employee 13 in message editing, 117
Global Service Desk, 152 on the playtime grid, 104

weekly, 108 to 109 z-order, 49 to 50
see also recurrence patterns

weight

font weights, 11
see also line weight
window
content resource windows, 78
closing, 76
dragging from, 85
floating, 71
login window, 69
manipulating, 74
message scheduling window,
94 1o 95
navigating, 81
see also content folders
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