Master Control Handbook version 0.7
I. How to black tapes

1. Tapes are in the tape room, we use two big 60 minute Beta tapes for recording programming from Edit A.

2. “Pull out” settings for deck: Timecode on internal, preset, rec run.

3. “Flip up” controls: VTR control: internal, characters off, synchronize on.  TBC should be set to “local”, all else set to “preset”.  

4. Input set to “YRB”.  The switch is next to the video level.

5. On tape rewound all the way, set counter to 58:30 by pressing hold, “shift” to change places and “advance” to add to the number.

6. Route “Test 1” to VTRs.

7. Press just record to make sure it’s being received and timecode is set correctly, then preset black.

8. Use insert edit with video and audio 1 and 2.  Bars should be at –20db.

9. Crash one deck, then the other 5 seconds or so later so that you don’t have to take black on two decks at the same time.

10. At 59:30 take black, then protect, and then wait.

II. When recording shows from Edit A

1. Write amount of show content and out time on rundown.

2. Set decks to “local” and “protect” on console near decks.

3. For audio, dial setting 1 listens to VTR 5, setting 3 for VTR 6

4. For video, destination is “test 2”.  Source is Edit A.

5. When ready to start taping, set timecode to CTL, then reset.  This will tell segment length.

6. Then take timecode back off CTL.

7. Set entry-in on both decks and press “preroll” to get a 5 second preroll

8. When everyone else is ready, countdown from 5 on PL, staring with when you press “auto edit”.

9. When segment is done, stop, cue up to the first frame of complete black after segment, go back to CTL mode, get on PL and tell booth how long the segment was (to the nearest second).  Upon their acceptance, write time on rundown (for KDRV).

10. Fast forward the length of the break (typically 2:10), reset CTL, switch back, then cue up other deck to same timecode.

11. For weekend after news news promos, insert edit and crash on the tape for the day.

III. For dubbing other sources to Beta

1. For VHS, route VHS to framestore 1, then route framestore 1 to Beta.

2. For DV, switch off TBC, switch to composite patch.

3. On back of Beta decks, if one video cable is plugged in, switch resister on, if two cables, switch off.

IV. Cameras

1. Press preset one during gray test pattern

2. Camera selector is above skycam controls

3. White level should top out at 100%, try to get other levels on the lines.

4. Black level should not be below line, iris should not be over 100.

V. Skycam

      1. The skycam controls are pretty self-explanatory.  Make sure the controller is on.

VI. Uploading to MAV

1. It is typical, and most convenient to upload SP tapes to MAV from VTR 23 (located right above the MAV terminal).

2. Click “view list”.

3. Use Record list 4 unless it is full, in that case, use record list 5.

4. Select next open slot on list.

5. Press “ATL+R” to revise.

6. Set “Type” to “R”, ID is “OSTW” for Oregon Sports This Week.  It should say ID not found.  If it is found, then the existing old one needs to be purged.  See below.

7. “Title” is “VTR 23”.  Duration 35:00:00 for a 30 minute show.  Make sure you have 35 minutes and not 35 seconds.  “SOM”, the start of message, should always be 00:00:00.

8. Note auto record location, it will probably be Auto Rec 41*.

9. Record list 1 is MAV 31

10. Record list 2 is MAV 32

11. Record list 3 is MAV 33

12. Record list 4 is MAV 41*

13. Record list 5 is MAV 42

14. If there is an error, the line will be bright red.  If everything is okay, it will be dark red.

15. To upload single spots, click on ”single spot”.  Load the tape and check the levels.  Then route the VTR to “Test 2” and “MAV 11”.  Click “configuration”, then “single spot” and “device” and “VTR##” or just VTR if it’s one you had to patch.  Then click “save”.  It should turn blue.  Material IDs are generally on the upper-right.  Tell it title and duration.  Cue it up to first frame of black before first video and hit in.  Then hit “auto copy”.  Write your initials on the card and put it in the box.  To review, click “standby” then click “SOM” or “EOM”.

16. Also, when uploading single spots, delete the existing one of that number from GMT only.

17. Topicals have their respective material ID numbers on the paper above the MAV terminal.

18. To overwrite a spot, type in the number.  Mark a new in point.  It will ask you if you want to overwrite it, say yes.

19. FYI example 1: to upload grabber, load the tape into VTR 21.  Check the levels.  Then cue the video up to the last frame of black before first video and switch to remote.  Next, patch it to the Louth.  Go to the MAV terminal and click “single spot”.  Set device to VTR (it will know what VTR), timing to timecode and duration of 16:15 (16 seconds, 15 frames.)  Click “save”.  Write the title, duration and initial it.  Set your in point and click “auto copy”.

20. For weekend after news promos, type duration, click “in”.  Material ID is “TPN1” Title “2nite@11” duration 30 seconds.  “TPN2” Title “2nite@11” duration 35 seconds.  Make sure deck is set to TC.  Press “auto-copy”.  To check, click “review” and then clip.

21. To load the dub list, click on “utilities” and “translate dub list” and “single spot”.  You may need to switch it to “all files” to see it.  Click “dub list”.  Highlight the number on the top  corner of the card (if it’s there).

22. When production makes billboards, route VTR 23 to MAV 11 and Test 2.  Type in the Material ID and tab over.  The info should come up.  Check video to make sure it matches the sheet in the “promotions” binder.  Fill in the rest of the info, cue up the tape, set your in point and click “auto copy”.  Then review the clip.

23. To upload spots that come in VIVX, press “print screen” and select VIVX and press enter.  Route RCVR 7 to MAV 11.  Then find the spot and dub it to Beta SP and check it in as normal.  For multiple spots from VIVX, select “dub”.  Then find the spot, click on it and click “add”.  Repeat as necessary and then click “play list”.  When done, hit “print screen” and select “media client”.

24. To upload spots that come in via DGS, (the card will say “DGS”) find the spot.  Route RCVR 16 to a deck.  Dub it over and check it in as normal.

VII. How to multi-segment in the MAV

1. Click “multi segment” on the left of the screen.

2. If recorded in list 4 or 5, it’ll be in MAV 44.

3. Click “configuration”.

4. Click “multi-segment”, then “device” then “MAV 44” and then “save”.

5. Input source ID (if sports, OSTW).

6. Click “cue”.

7. It it’s not there, it’ll be black.  It should be blue and read “cued”.

8. Click “eject”.

9. Material ID on top should match bottom right.

10. For identification, all you need is title (including date, such as “OR SPX 5/12.”

11. Hit “insert”.

12. Route it to the monitor on the right so you can see what you’re doing.

13. Jog to beginning of segment (the first frame of black before first video) and hit “in”.

14. Go to end of segment and hit “out”.  Duration should match your rundown.

15. When done with all segments, BE SURE TO CLICK “WRITE DB” on top, or all will be for nothing

16. Duration should be that of content (if sports, 21:55).

17. Click “eject”.

18. To trim, double-click a segment, then “edit” and change SOM or EOM.  Check it by clicking the respective button.

VIII. To purge from the MAV

1. Click “database”.

2. Search for what you would like to purge.

3. When you find it, right click on it and select “export to purge list”.  Then close the window.

4. Click “utilities”, then “purge” and then “GMT and database”.  Then clear.

VII.    The one-inch decks

1. Tapes on the right of the table are ready to be recorded on, tapes on the left of the table get played, and tapes on the cart are going to be shelved.  Tapes that are good for air should have a piece of white tape on the reel itself.

2. For playback, use VTR 15 and 16.

3. For recording, use VTR 17 and 18.

4. Production uses VTR 20 (the ones to the left of the MAV terminal) for promos.

5. Set to “local”.

6. Second reel must be the same size as the first one or you will have tension problems.

7. Tape should be coming out counter clockwise (top left).

8. Get about 4 or 5 feet of slack.

9. Tighten right side, leave the left loose

10. For recording shows, thread tape, shuttle forward about 20 seconds and press “reset” and then “entry in”.  To check the satellite, flip the switch to “EE”, and press the “D Mod out” button.  Audio should be between +1 and 0.  Video level should be at 100.  Turn chroma knob so that dots are in the large boxes (if possible, the small boxes).  Hue shrinks and grows the signal.  All switches under “record lockout” have to be on.  Then switch back to tape.

11. For checking tape, check audio 1 and 2 and video.  Check audio with bottom left, and check video (using the video-out button on top-right).  Make sure the tape is ok not only at the beginning, but also at some point around halfway through and at the end to make sure audio didn’t disappear, for example.

12. Once recorded and checked, write on label the show number, what VTR was used to record it and what date it was recorded.  Then put a strip of green tape on the tape itself and a strip of white tape on the reel over the tape.

13. For playback, left knobs are audio record levels, left left and under left are audio playback levels.  Check playlog to make sure you’re playing the right episode.  Also watch out for front end promos, some shows have more than others.  Shuttle to bars and check to make sure episode number on tape matches playlog.  Then shuttle to first black before first video.  Remember, only jog backwards with second reel and shuttle forwards with shuttle knob (you have to press the shuttle button first).  Press “reset”, then “entrance”, then “search”, which is effectively “preroll”, followed by ”ready” and then switch to remote.

14. If you need a refeed, fill out the refeed sheet.  Use the refeed info from the original’s paper.  Also, write why the refeed is needed and offset the paper in the binder so that the person whose shift it coincides with will notice it.

VIII. To send stuff to Medford

1. Use transmitter 1.

2. On top console: Dest XMIT1, then take.  SRC VTR#, then take.  Then protect.

3. Medford master control is extension 6200.

IX. For Uplinks

1. Warm up the transmitter.  First make sure “RF carr” and “mod” are off, then press “HPA1 Power” then press “HT CNTRL”.

2. The chart on the clipboard has all the info.

3. When talking to anyone on the phone, use EST time.

4. For digital console, press position # (from clipboard), then enter then start.  Move the dial to change channel. 

5. Push “power”, “one”,  “on” HT control push so that TXMT flashes.

6. Check to make sure audio is on, then on top of menu, select shift with + or -, select horizontal or vertical.

7. Format is underneath, press program up or down, then take.  Make sure normal or reverse matches what you’re supposed to have.

8. Call Loral 3 minutes prior to check everything

9. Make transmitter level db positive, step up power (it should be good around –12 or –13)

10. Set RF carrier on, then you’re broadcasting.  Then modulate.  Make sure you’re sending the Chambers slate.  Write the frequency number.

X. Satellite station

1.   All shows to be received are in the binder.

2. FYI, audio is in KHz.  RCVR 13 is East coast ABC, transponder 22.  RCVR 19 tends to be Telstar 5, transponder 15 channel 11.  Receiver 20 tends to be Telstar 5, transponder 15, channel 12.  RCVR 19 is transponder 15 channel 11, telstar 5.  Routers 20-23 are customizable.

3. The paper on the monitor has all the preset positions.  Press “pos”.  

4. To move the dish, on the really old looking computer, scroll to find the dish you’re looking for, then press “PF-1”

5. FYI, LA2 is the dish for the WB.

6. Every two hours, take transmitter controller readings for #1,2,15,16,17 and 18.  Also, mark which exciter we are on and check to make sure “VITS” looks like a staircase.  Lastly, the tower beacon should be flashing.  On the monitor near the ground, lines 19 and 20 should be around 100.

7. When talking to anyone on the phone, use EST time.

8. The chart on the clipboard has all the info.

9. For digital console, press position # (from clipboard), then enter then start.  Move the dial to change channel. 

10. Push “power”, “one”,  “on” HT control push so that TXMT flashes.

11. Check to make sure audio is on, then on top of menu, select shift with + or -, select horizontal or vertical.

12. Format is underneath, press program up or down, then take.  Make sure normal or reverse matches what you’re supposed to have.

13. Call Loral 3 minutes prior to check everything

14. Make transmitter level db positive, step up power (it should be good around –12 or –13)

15. Set RF carrier on, then you’re broadcasting.  Then modulate.  Make sure you’re sending the Chambers slate.  Write the frequency number.

XI. For switching

1. Make sure you use military time for the air client.

2. “AO” events are hard starts.  Press “ALT+O” to make an event an AO event.  They have a certain hit time, and come hell or high water, they will automatically hit at that hit time, interrupting whatever else may be going on.

3. “ALT+R” lets you revise the entry.  “ALT+M” changes all subsequent times following a changed AO event.

4. “AU” events are upcount events.  They have no set duration.  In order to get out of them, they have to be right before an “AO” event, or you manually have to roll the MAV.  Our local news is “AU”, so we have to roll the MAV manually, and to remove the bug.  Breaks are started by rolling the MAV and end when the segment’s preceding spot is over.

5. To make a new row, press “insert” on the row below where you want to create it.

6. To delete a row, click on the gray box for the number of the row and press “delete”.

7. Blue events have a particular duration, such as the grabber.

8. “CTRL+Home” goes to the very top of the air client.

9. For IDs, “NEWS” is Edit A, “MCS” is anything on a router for Roseburg, RTR ## for Eugene.  You have to route the deck to the router first.

10. Pressing “F8” lets you look ahead to events that are normally gray.  You can’t press F8 to look ahead in the MAV when you are in or coming up on a local break.

11. Sign off on breaks that the spots did indeed run.  Use left column for hit time.

12. Make sure LCL on your log matches the rundown including promo swap and NAP swap.

13. If Roseburg has a different live TZ duration, change it to match Eugene and add a promo to cancel out the discrepancy.

14. “LCL PSA” is one of the possible names for the pre-11pm news grabber.

15. For live events like golf, roll when break rundown says.  There tends to be an audio cue when you need to do something, such as “we’ll be back after this message and a word from our ABC stations.”  But don’t roll until their built-in stuff is over.

16. Never turn off “auto-enable”.

17. To add a credit cover, go to the last segment of the show before the news and insert a row under it.  Then make it an AU event with the ID “NEWS”.  Make it a fast transition so that it won’t be noticeable at home.  Make sure the break after the credit cover begins with an AO event.  Tell Jerry the time for the credit cover.

18. “MON 2” listens to preset.

19. ABC lock locks us to ABC.  Make sure you do Roseburg lock first though.

20. The “information” warning is just information, don’t worry about it.  Blue events besides keyer events are just information too.

21. To adjust one channel, hold down and change knob.

22. Make the hit time for the grabber 15 frames earlier than it is supposed to be.

23. To route to channel 76, press “Dest” then “clear”, followed by “CATV 76”.  Then press “SRC” and whatever the source is (like Edit A).

24. For alarm, don’t press CE because it rests the clock.  Middle auto-beam is on alarm, lower auto beam is off alarm.

XII. For keying

1. On Winmaster CG, chose a preset page or manually make one.

2. BKGD is the actual video, make sure you are on key to use CG.

3. Normally key is off, next transition is set to BKGD.  Preroll transition actually airs it, then preroll again removes it.

4. Key 1 is the CODI (CG), Key 3 is the bug.

5. To add a key, go to the air client and click “events” and “insert secondary” and then “keyer on/off” and “ok”.  Then select the transition as a fast cross-fade with an on-time of 5 seconds and duration of 15 seconds.  In order to have the super show up in Roseburg, you have to lock them to the Eugene switcher.

6. For laying the bug over the news manually, press “shift + insert” on keyboard, select keyer on or off, then OK.  Up top, select Key 3.  Duration 23:00:00:00 (23 hours).  Then press “Louth play” to go to break and lose bug.  Weather segment is different, you have to go “preroll transition” from segment with bug to segment without big.

XIII. For Live Shots

1. Turn on Channel 100.

2. Then, to bring up RCVR 1 or 3, click on skycam (on the Mac) so it’s black.  Then press the button to turn the dish until you get the highest number you can on the right (40 is the best).  Then click “manual mode” and move to a scratch (other than 1) and hit “save”.

XIV. Overnight Procedures

1. Sign in on the top of the page of the log that you’re on when you start.  Make sure Nick or Mark is signed off.  Initial every page, no need to sign except for sign on and off.

2. Check the times on the “World News Now” sheet (from the switcher’s book) to make sure they match those on the computer and the log.  You only care about Local (LCL) spots.

3. Double-check “AO” events in both Eugene and Roseburg.

4. Write on the log the hour, minute and second of when the local breaks hit.

5. Write the beginning and ending time of shows.

6. Daily Program Log Discrepancy Report goes in the binder.

7. “ALT+O” makes an event an “AO” event.  “ALT+R” lets you revise the entry.  “ALT+M” changes all subsequent times following a changed AO event.

8. The “information” warning is just information, don’t worry about it.  Blue events besides keyer events are just information too.

9. To make a new row, press “insert” on the row below where you want to create it.

10. Everytime you change the log, such as for an EAS test, you have to fill out the discrepancy form.

11. World News Now is network, so all we have to do is copy (CTRL+C) and paste (CTRL+V).  It is easiest to copy a segment of World News Now and a local ID and paste it 5 times at the end of the air client.  Then make them into AO events and change the times to match the paper in the switcher’s log.  Then copy and paste the whole thing into the Roseburg air client.

12. You need to insert a local ID for every 30 minutes.  Local IDs are in switcher’s book.  Don’t use Kim Hessell for overnight promos because she moved.  Write (Hit Time/Duration/ID/”ID/News”/AP (or other) YLNT Mornings/## of spot) on the last page of the day’s log.

13. For the weekend overnight mattress land stillstore, the ID is “SSA”.  It is an AU event and type “Matress Land” as the title.

14. After cutting and pasting all the World News Now segments for Eugene and Roseburg, set up the record list.  Press “Rec-1” on the Louth Controller.  Right click on an empty slot and double-click “append list”.  Click on the record list.  Make sure you get all the record lists for every night; some have more than one.  Make sure you get “L01” in Record list 1 and “L02” in record list 2.  They can’t have “????”.  If they do, write down the duration and RCVR number on scratch paper.  Then check the list above the CODI to see which one it is.  Then press “ALR+R” and enter the name (from the paper above the CODI) and the duration and RCVR that you took down earlier.

15. Now load the next day’s playlist into the MAV.  Go to the very end of the log on the air client, right click and click “append list”, then select “A:”.  Pick the “E” one for Eugene and the “R” one for Roseburg.

16. For the Friday playlist, don’t use the messy-labeled disc.  It is easier to load it when you still have 150 events left.

17. Change the things on the air client that have been changed on the log.  The post-it note will say what pages have something that needs to be changed.

18. Make a list of things to be recorded onto tape (from the binder).  Entertainment Tonight, WB promos and ABC promos are daily.  Everything else should say what day it’s for.  After erasing tapes, put them on the table in the order to be recorded.

19. Change the things on the air client that have been changed on the log.  The post-it note will say what pages have something that needs to be changed.

20. For airchecks, turn on the VHS decks (by the Channel 100) and rewind them all the way.  The SP deck is marked “SP”.  Change the dates on the tapes you put it.  The SP tapes are 160, EP are 120.  Log tapes under “News”.  Label PVA aircheck.  Put on two pieces of masking tape, on the top one write the date.  Turn off decks.

21. Get the tapes to be recorded on from the tape room.

22. For erasing tapes to be recorded on, start the erasing machine.  Out the tapes in, flip them over and put them in again.

23. Delete the old stuff from the MAV.  The list of stuff to delete is on the paper near the terminal.

24. Black the daily tape (and zero out the timecode).  Do the same for the SX morning tape.

25. Add “time and temp” to each segment of the morning show.  In Eugene, click “events” and “insert secondary” and “keyer on/off” with a 23-hour duration.  Transitions vary segment to segment.  Make sure CODI is displaying “time and temp”.

XV. 7pm to 8pm Shift (Nick’s Lunch)

1. The most important thing is to set the end break of Hollywood Squares to an AO event matching the time on the playlist.  The out time of ET is always 19:28:26.  The out time of Hollywood Squares is always 19:57:25.  The beginning of the end break before the 11pm news should always be 22:59:56:15.  Roseburg doesn’t need a news open.

2. Playlists can be found on the computer next to the CODI either on the Network Alert System or the ACS.

3. The times you will find are times into show.  So For an 8:30 show, a time of 1:23 means it hits at 8:31:23.  Check to see if breaks match.  Don’t miss the “N/AP” spots, we get those because we run Nightline live, and don’t miss other promo swap kind of spots.  If you see it in the log, then we get it, so make sure it matches the show’s times paper.  Write the times on the Roseburg log too.

4. If you miss a break, you can check the “as run” log.  On the computer next to the CODI, Click “File” then “open text” and then “KEZI”.

5. Entertainment Tonight has two quasi-breaks separated by a 5 second tease, so you have to give times for both.  The backup tape also has only 15 second black holes between segments, so when you hit a break, you have to shuttle forward to the next segment, then set an entry in and press search, then set it back to remote and run it from the control room when the break has 5 seconds left.

6. Rewind the WB promo feed when it is showing bars that reads “primetime begins at…”

7. To add a credit cover, go to the last segment of the show before the news and insert a row under it.  Then make it an AU event with the ID “NEWS”.  Make it a fast transition so that it won’t be noticeable at home.  Make sure the break after the credit cover begins with an AO event.  Tell Jerry the time for the credit cover.  If you’ve gotten that far, you can also tell Jerry the time for the live tease (it’ll be halfway in a break around 10:30).

8. To back up Roseburg segments, route MAV 12 to a Beta SP deck and to test 2.  Then cue up the aircheck tape and set an in point.  Next, go to the utility list and highlight everything and clear it.  Then press insert and put “RNS1” and “RNS2” in the blanks.  Then right click and click on “control panel” and click “run”.  Then press “auto edit” on your deck and when record lights up, press play on the control panel.  For the first time you do it per tape, using an assemble edit, add black after RNS2 and then take black to the deck after the segment is done and leave it rolling.  For all future segments on the tape, use insert edits.

XV.  EAS Tests

1. When you get an EAS receipt saying that there will be a test, sign it and put it in the folder by month.  Then log it in the binder.

2. We can take any time we need for the EAS test from any LCL break (from the sheet in the switcher’s book.)

3. Don’t forget to input the EAS test in the Roseburg log.

4. For monthly EAS tests, set ID to MCS.  ID is 2628 and 2629.  Sign the receipts and put them in the folder by month.

5. Monthly EAS tests have to run within an hour of when we get the receipt.

6. For Roseburg, tell it to go to MCS.  Set it as an AO with the same time as Eugene, and set the duration (2 minutes).

XVI. Projects

1. For recording ABC, you don’t have to route the destination, just the source.

2. To make dubs, find the spot to be dubbed.  Load it and route it.  Then press “record” on the record deck and when the counter hits 3, play on the play deck (from the start of the slate).

