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1. What is Sync OnSet?

Digital Continuity and Collaboration
Sync OnSet is a software program and app designed for TV and Film productions.
With Sync OnSet, your production team can digitally manage all of your production’s
data and photos. Features include: an automatic script breakdown, continuity photo
albums, inventory management, multiple users, a mobile app, and much more. Our
service is available online through any web browser, and as a mobile app for iPad /
iPhone and Android.

Sync OnSet is built by Wymsee Inc., a production software company that was started
by a young, energetic team from Boston. You can visit our company site here:
www.wymsee.com as well as Sync OnSet’s site here: www.synconset.com.

Web vs. Mobile App

Sync OnSet is a cross platform tool built for the web and iPhone, iPad and Android.
The web-application runs in your web browser and does not require any software to
be downloaded. The web-application is designed for use on any laptop and desktop
computer (PC & Mac). The iPhone, Android and iPad application, which can be
downloaded for free from the Apple App Store or the Google Play Store (just search
“Sync OnSet”), allows your team to take photos and notes on set and seamlessly
share them with your entire department. Our mobile apps also replace most of the
need for printing out reports (Go green!).

Below is key information about the mobile and web-application:

Web-application:
*  You must have Internet access at all times to use the web application
* Creating a production and using the automatic script breakdown can only be
done from the web-application
*  You can only register and invite team members from the web-application
* You can only print reports from the web-application
*  We recommend using the latest versions of Chrome or Safari browsers to run
the web-application
Mobile Application:
* ltis only for iPhone, iPad, iPod touch and Android
* You do not need Internet access to use the mobile application, except upon
initial downloading of a new production and when saving data to the cloud
* You must have Internet access to initially load the data from your production.
After initially loading your production, you can continue to take notes and
add photos on the mobile app offline. Once you have access to Internet again,
you can sync your changes with your team.

©2014 Sync OnSet User Manual 5
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* By default, photos only sync over Wifi (you can choose to enable 3G/4G
photo syncing in the Settings App on your device)

Using Sync OnSet to Collaborate with Your Team
Sync OnSet’s web-application and mobile apps are powerful tools that allow you and
your team to collaborate in a whole new way. Sync OnSet is currently available for
Costume, Hair, Makeup, Prop, Locations and the Set Dec departments.

Costume

@

Makeup Hair Locations

Sync OnSet Security Features
We take the security of your data extremely seriously. We understand the sensitivity
of the content related to your production and take many steps to ensure the
security of the information.

The Auto Script Breakdown (which processes a PDF or FDX shooting script) is
available only in a secure private web portal and the script is inaccessible
immediately after completing the breakdown process. In addition, all user
information is encrypted and protected to prevent unauthorized access. Your
project data is securely stored via Amazon Web Services (a leading cloud data server
provider), which is trusted by many banks, pharmaceutical companies and large
corporations.

©2014 Sync OnSet User Manual 6
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2. Registering and Getting Started

Registering
To register for Sync OnSet go to: https://www.synconset.com/index.php?r=users/create

You will be prompted to create a username and password, as well as additional information
that help us support you throughout your project (contact info, etc.).

Browser Support

The web application works best in Chrome or Safari. If you do not already have Chrome, you
can download it here:

https://www.google.com/intl/en/chrome/browser/

Downloading Mobile App

Go to the Apple App Store, either from iTunes or from the App Store app on your iPhone/iPad.
For the Android, go to the Google Play Store. Search for “Sync OnSet” and download the free
app. Once downloaded, you can log in using the username and password you created when
registering.

©2014 Sync OnSet User Manual 7
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3. Creating Your First Production

Feature vs. Episodic

When you first login, you will see the page below. Click “Create a Production” to get started. A
modal will pop up that will show you a video on how to get started as quickly as possible. You
will have the option to create a Feature or Episodic on the next page. Choosing an episodic
production, will allow you to import and link Character, Actor and Item information from
previous episodes. Features now allow you to make script revisions with new script
breakdowns.

SyncOnSet A Home EIMy Prodctions  Account

Welcome
Thank you for registering for Sync’ 'nSet

let's get started

whoa, let's just try this out

[

[ App Store

Feature Episodic
~J
-
-
0
c)
Do your scrigts keep changing. Sut you need 1o start All that character and sem information you've added
working? Not a problem. Just create a new breakoown can be imported #0m episooe 10 episode. We 've got
and carry over Info from breakaown 10 broakoown you Covered.
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1. Creating a Feature Production:

Click the button “Feature” to get started with creating your first production. You will be
prompted to create a production title and script revision name as well as information about this
production. This will create an account for this new production.

2. Creating an Episodic Production:

Click the button “Episodic” to get started with creating your first production. You can choose
between creating an Episodic “Traditionally” or “Like a Feature”. Choosing “Like a Feature”
enables you to add multiple episodes and multiple scripts to one production to share changes,
items, Character information, etc.

How Do You Shoot?

The traciitional breakdown will set up your This option s designed for those serles or
sCripts In ndividual epodes., mini-senies that fim ai episodes 3t once.

This option Is designed for those shows that
film one episode at a time

Once you have chosen how you could like to create the episodic, you will be prompted to
create a Series Title and an Episode title. The information provided will create an account for
this production.

New Feature L

Freics with * are required.

15 this 8 demo Project?  yeq n Production Compary *

Production Name * Job Title
Seript Name * Production Type *
Seiect Producton Type
Which departmentis) will be using Sync OnSet? *
‘h Costume
@ e

q Makoup

A - Props

Shooting Locationis) *

Pi0ase st all (s2u50, City, State, and country)

Begin Pro-Production Gloar

ooog
(3
=

Complete Wrap Cloar

If this is a demo project, select demo button above the production name on the left.

Although checking the “Demo” button means your use will be limited to certain features, you
will get a good sense of all that Sync OnSet has to offer you and your team.
©2014 Sync OnSet User Manual 9
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After you click Submit, you will be brought to a page to enter your team size. Enter your team
size and whether or not you would like to request for one of our trained Sync OnSet team

members to visit you and your team so you can get a better understanding of all the features
Sync OnSet has to offer.

Once you are done, press Let’s Go.
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Auto Script Breakdown

When you first create a production you have the option of using the automatic script
breakdown program. If you do not have a shooting script, you can select “Skip Breakdown” to
enter scenes and characters manually

Below are a few additional guidelines:

* You must use a .PDF or .FDX file of the shooting script (with scene numbers in left and
right margins for PDFs).

e Make sure that your .PDF file is not encrypted or password protected. (Some scripts may
have copy/paste encryption, which our program can’t process. To check if the pdf has this
type of encryption, highlight the text and attempt to copy and paste it).

e Our program is optimized for Final Draft. Scripts that were not generated in Final Draft will
have unpredictable results and may not work.

* If you receive major revisions to this script and have entered information in already, you
can create a new breakdown for this production that will import info from one breakdown
to another.

* If you would prefer to enter scenes and characters manually, select "Skip Breakdown".

Reviewing and Confirming Characters from Breakdown

Once the PDF or FDX script is processed, you will see a list of every character found in the script.
Review for errors (which you can delete here or edit later) and then select “Submit” to confirm.
You can also enter cast #s. Please be aware that editing any character names can affect the
accuracy of how the program inputs characters into scenes (the program must match the
character name exactly as spelled in the script). Wait until the Auto Breakdown is complete to
edit a Character’s name.

©2014 Sync OnSet User Manual 11
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4. Script Revisions and Adding Episodes

Types of Revisions

There are two ways to make updates to your breakdown depending on the degree to which the
new script differs from the last:

1. Significant Rewrites

If a revision is made to the script that is significant enough, you can do a revision that allows
you to carry all your information from your previous breakdown. The revisions will add and
rename any Characters who have been added or renamed from the previous breakdown. The
revision will also update all Script Locations.

2. Not a lot of rewrites to a new script

If the rewrite is not a major change, you can add in the changes of the revised script manually.
You can do this by going to the Scenes Index page and selecting "Edit All".

Revisions

Navigate to the My Productions page from the top nav bar
1. Click on “Revise Script” next to the feature you want to revise

Sync nSet A Sync OnSet Rev: B

ga Comure vV Scoros Crancton Cranges U VMo vV Gatery

A Production Home Current Dopartment
ﬁ Sync OnSet Rev: 7= gy Costume
Blue
" Q
Scenres Crancters Actory Total Pictures Total Users Crarted
] ) 0 2 by Sarsh Kurobe
E My Departments O Activity Foed O Al Departments
{ * t * Sarah Kurobo was sdded 9 he Proguction in the o
1) Saran K
- Makr, Locations, Makep. Set Oec, Cortume and Progs.
< B
I B0 was created Wiy 18 Cracscters and 200
© Saran K
o
.
Ao
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2. You can choose between whether your revised script is a Full Script or Pages. Once you
choose, add your revision name and upload your file

g Costume Vv ’ Scores Craracters Changea tors More ¥ Gasery

Revise Sync OnSet Rev: Blue

There have been no revisions made to this script.

Upload pages or & Al script hare %0 Lpaate your breakdown with She latest rvision

Upload Type
When breaking 0own your script, you will De asked 10 confiem all “New™ Characters that m,m
appear for e first time In your revisad script. Note that only "New” Characters will be
Sound, Anty Chanciens removed from SCones Of Seleted From the Sroduction overnt will Aoviscn Name
have 10 be manualy removed later.

Pink

Afer confieming Charsctens, you Can SCan OUDN Al SN0 LBCIeS And COnfiem your
reemon Upicas Fie
You can cancal the revision breakdown at any point. However, once confirmed, you (Cneone tie ) Envisage.pat

will not be able to revert 1o & previous revision.

3. The first page after uploading your script will be adding new Characters found in your
script. At this point, you can Add the new Character OR Link the Character to an existing
Character in your older breakdown

& Characters From Revision

New Characters Found in Script Link Character

Char # DUTCH GIRL #2 Rename Existing Character m

B3 o

4. To rename your existing Character, click on “Rename Existing Character” and choose
which Character you’d like to link the new Character name with and hit “Save Changes”.
On the next page, click on “Continue”. A pop-up will appear to save your Character
Changes- hit “Continue” again

Rename Existing Character to DUTCH GIRL #2

Sefect an Option
|

{2} REBECCA 222 °'°"

{3) AIDEN

(4) VOSSLER

(%) SWISS GIAL #2

(6) NiGHTCLUB GIAL 2
(7) NIGHTCLUB GIAL 1
(8) HOSTAL WORKER
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& Characters From Revision

New Characters Found In Script Link Character

DUTCH GIRL #2 {5) SWISS GIL 02 m

Save Character Changes

Please press Continue to submit the previous Character updates to your revision.

5. The next page is where you'll be able to add new Scenes and Script Location revisions.
You will see all new Scenes in green, Updated Scenes in yellow, Omitted Scenes in red
and Matched and Unchanged Scenes in grey. If don’t want to keep the revision, you can
uncheck the box next to the suggested change

- o New Updated Omitiea Manched and Unchanged
E& Scenes From Revision
Scenes n Procucton Senpt Location Revisions Added Craractens Koep Mevision
e
12.INT | COLE'S BATHROOM & 12 INT | COLE™S APARTMENT e
19. INT | TRADING FLOOR PRIVATE OFFICE & 10, INT | TRADING FLOOR [
.3w EXT | BOB'S DINER & 21 EXT  DOWNTOWN &
Vu INT | HOSTAL PARKING LOT (42 INT | COLE™S APARTMENT e
A:.s:-.v TAMOE COFFEE SHOP @ &8 INT | HOUSE IN TAHOE c
: 2. INT | LOBBY COLE'S APARTMENT & 52 INT | COLE'S APANTMENT e
: 104, EXT | TAMOE COFFEE 8HOP & 104 EXT | TAMOE e
e -
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6. On this same page, you'll also be able to add all your new Characters into their Scenes.
You will see the Character icon and a + in all the Scenes that there are new Characters.
If you click on the Character Icon, you will see which Character is being added. If you

don’t want to add this Character to the scene, you can uncheck the box next to the

Character’s name once you’ve clicked on the Character icon

g Conme v

B4 Scenes From Revision
Scenes in Production

.7 EXT I NIGHTOLLUS

NIGHT

17, INT | TRADING FLOOR

19, INT | TRADING FLOOR
23.INT | COLE'S APARTMENT
30, INT | COLE'S APARTMENT

34 INT | Ban

35 EXT | BAaR

34 INT | COLE'S APARTMENT

gy Costume Vv

& Scenes From Revision

Soerws in Production

7. EXT | NGHTCLUB
NGHT

7. INT | TRADING FLOOR

19, INT | TRADING FLOOR

23 INT | COLE'S APARTMENT

Sceres Craracters

Scriot Locaton Revisions

7, EXT | NGHTCLUB

NIGHT

17, INT | TRADING FLOOR

10, INT | TRADING FLOCA

23, INT | COLE'S APARTMENT

30. INT | COLE'S APARTMENT

34, NT | BAR
DAY
35, EXT | BAR

36, INT | COLE™S APANRTMENT

Soncem Crarsctors

Scrpt Location Revisions

7. BXT | NIGHTCLUS
NIGHT

17, INT | TRADING FLOOR

19, INT | TRADING FLOOR

23 INT | COLE'S APARTMENT

Hit “Save Revision” and your revision is now complete!
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Creating a New Episode in a Series

1. On the My Production page, click the Episodics tab
2. Click on the “Add Episode” button next to the series title

¥ My Productions [550

Features ﬁ‘ Episodics

092572074

8 # o

e @

& @

8 8

P

» 2 & B

x X 3 H ! QrRIR20e

3. A popup will appear. Enter the Episode Number and Episode Name here

4. Upload the new script using the Auto Script Breakdown

5. On the next page, you are asked to confirm the characters found in the new script and link

them to previous episodes.
a. The characters found in the new breakdown are on the left. If you would like to link
the character to a character in a different episode, select the old episode and then the
character name on the right.

b. If you would like to link all the characters to the same episode, select “Link All to
Previous Episode” and then select the episode to link to. If the character is found, it will
link, otherwise it will display “Don’t Link” as the Existing Character.

Link All to Previcus Episode Unlink All

Char # Name Previous Episode Existing Character m
AIDEN Link To Select Episode v Don't Link v m

COLE Link To Select Episode v Don't Link v m

JOMN Link To Select Episode v Don't Link v ﬂ
LISA Unk To Select Episode v Don't Link v m

5. Press Submit Characters at the bottom of the page when you are finished.
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Importing Characters from Previous Episodes

If you did not import a previous episode’s characters during the auto-script breakdown, you can
select to import on the Characters index page. Select the “Import” button (see image below).

& Characters
Principal

Search by Name or Number Q & Import

On the next page, select the previous episode to import from in the dropdown menu. Either
“Select All” or individually select which Characters you would like to import, click “Add” and
then “Done”

Import Characters

Select charsciens from revious RSO0 And then ok “ASd” 10 803 ham 10 e cusent epsods. A ISt of Characiers AVeady = Ihe SISO08 B Of The AGNL. You CAN MENOwe Charsciens from The afsode by Qoing %
Po Crarscters Index page

[ St 0 | St e | 2] Characters in 702 The Box is closed
Character Acter ¥ Episoses Characlar Actx
O  ()CATHERNE ey Torckd 3 Thare trw 50 characters in 702 The Box & closed
0O @mw Wikarm Saton
O (3 OUVA POPE Jarsaa Harmeghon ! m
Q |4 REAGAN Terry Muligen
O [SEsSuE Ricky Loreat
O BOweEN Crvis Comingion
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Importing Items from Previous Episode

If you are using the same assets throughout a series, you can use the Item import feature to
copy over item information from previous episodes. First, make sure that all Characters are
imported from the previous episodes. Then, click the “Import” button on the Items index page

to select which items you would like to import.

ﬁ‘ Items ™ Import

Import Items from Previous Episodes

1. Choose a character to import items from.

Remember to Import your Characters first, to keep items in each character's

closet.

2. Select items to import.

Example

Click an item to select it.

O Button-Down Shirt White

Or click a character's name to select their items.

O John

3. Click |

©2014 Sync OnSet User Manual
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5. Navigating in the Web-application

The Production Home Page

After creating the production you are brought to the Production Home page. The Production
Home page allows you to navigate to different departments, add team members, manage
permission levels, keep track of changes (Activity Log) and access your Production Dashboard

Inbox.
8  Production Home Gument Cepariment
Envisage: 7t Bt oo g Costume
Blue
1AGT Hap Oeek @
Soarms Onaractars Acwrs Torw Penaes Totw Unars Creates
105 = * 768 ' CAN 5201 by Ansrew Pome
Select Your Department ‘
My Depariments O Activity Feed © N Depatrards  *
‘ Sostame Depesnent / 12‘.‘ ngWul-.*H.th"m.‘m :m:-
E WK Moo Degertre ‘ 1 pioture wes added to The Costume Department Gallery o
e i
”» 2 v g 1 ploture was added to (9) MELINDA 3 wews s
55} i
O i ;L]
B Procucton Destooerd intos oy Rem Jean Shortn wes crstes AVpte s
Admin Page - Add/Update Team Members O Activity Feed
$9* Procucon Accem Mery 44— Add Users
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The Navbar

The navigation bar is organized intuitively to give you quick access to specific pages no matter
where you are within the web application.

* The top section from top left to right (in black)
o Production Home Page
o For Episodics, switch between Episodes
o My Productions (gives you access to all your existing productions and allows you
to create new features or episodics)
o Production Dashboard (envelope icon)
o Account (edit your account settings and upgrade your subscription)

* The bottom section (in grey) gives you access to pages relevant to a specific department
(Costume, Hair, Makeup, or Props). Switch between departments by selecting a
department from the drop-down menu. Navigating to a different department will still
keep you on the current page you are on. Eg. If you are on the Scene Index Page in the
Costume Department and switch to the Hair Department, you will be navigated to the
Scene Index Page in the Hair Department. Located next to the Department drop-down
is a search tool bar. The search bar allows you to easily navigate to all your Scenes,
Characters, Actors, Changes and Items. On the very right of the grey navigation bar,
access the department photo gallery (Detailed on page 22)

Production
Dashboard
Switch productions or
Production Home Ccreate a new Department Photo
Page production gallery

vitch

stween \
epartments 1 Proc @ Har Current Department
I Novw Bresicionn . Costume
En‘ = Makouwp ‘.
Blue
- Props
LT, pep———— Y Help Dok @

Search Tool
Bar

— v Gallery
Moe ¥ Department Photo

hooy Department Gallery/ Gallery

Ropors

|
Add Photos Add Photos
Bucigets /

Give permission access to Users

Access Mery
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Switch between Episodes

an Costhuro vV

Current Department
.’. Costume

Production Home
T Gettin' Started: 7
101

Show Thumbnails

If you would like to see thumbnails for Changes, Items, or Looks as you navigate around Sync
OnSet you can turn that option on in the Account settings.

To turn thumbnails On or Off follow these steps:

1. Select Account in the top black Navigation bar on the right

2. Press Edit Account

3. Scroll to the bottom of the page and Select “Yes” if you would like to Show Thumbnails and
“No” if you do not want to see thumbnails as you navigate around Sync OnSet

4. Press submit when you are finished making changes
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Navigating with Links

A key feature of the web-application is the ability to navigate with links. All blue text within the
web-application will link to another page. This allows you to easily navigate to detail pages. (For
instance, Character names will always link to that Character’s Detail page, where you can store
and reference their information.)

Department Home Page New Movie (Sample)
The Department Home pages gives you easy access to B =
all the important pages for the department. To the & o
right is an example of the home page for the Costume :
Department. o -
ﬁk .
1 A
é Repx

Index Pages
The index pages allow you to see a list of all the Scenes, Characters, Changes/Looks, Props,
ltems or Actors within the production. Below is an example of the Scene Index Page:

SyncOnSet A Envisage: Bue

gy Cowume v Sconos Characton Chargos herrn Moe v Gadary

Ef Scenes s
Q

/ Ecit Al Sceres

Scene Script Day: o Location: Descripton: Cast  Shoot _ Actions:
" Day:
w N2|430PM EXT | DOWNTOWN Caole decides 0 take the subway after a faled atternpt at haling a cab ' Mon 7 B8
avauvie
>
w DUSK1|530PM EXT | COFFEE SHOP - PATIO Cole and Rebecca talk about how great everything is 1 Sar, rd .
20 AFTERNOON 1413
¢
w DUSK1 EXT | COLE'S APARTMENT - LATER  Cole walks through the door and buys a coffee 1 Thu 7 8
0an1an3

v
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Details Pages

The detail pages provide detailed information on a specific Scene, Character, Change/Look,
Iltem or Actor. You navigate to these pages by selecting a blue link on Index Pages. Below is an
example of a Scene Detail page:

A Envisage: Bue HWyPodctos [l Accort
gy Cosume v Soores Craraciors Chargos Rorms Moo W Gadory
- v ¥ Shoot Day: Mon, CV24/14
% Scene # 1 7 Ect  View Gabery 00 ]
Script Day: Setting | Location: Description:
N2|420PM EXT | DOWNTOWN Cole decides 1o take the subwary after & fadod attempt at haling a cab. )

Costume Notes:  / Ean

Starts Raining Midway Through The Scene and then it stops

Haln

Characters + iusad Cuaces /e A Cast Cranges
Principal + ace Background + asc

Name: Change ¢ Name Change ¥

[1) COLE lj STUDENTS (20) 7 x
1 /%
L

Scene Wear Notes: N/A

Scene Wear Notes: Top two buttors undone

{3 REBECCA
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6. Photos and Department Photo Gallery

Department Photo Gallery

If you have the permission to add photos to your production, you can now do so from any page
and it will upload the photos to a departmental photo gallery to access later.

The departmental photo gallery allows you to upload all of your photos at once, and then tag
the photos to specific scenes, items, changes, looks, props, and characters. Here’s how:

1. Click the "Add Photos" button - note that this

button is accessible on any page of the W Ga"ery
department you are in

2. Click add files to add the photos you wish to Depament Ga"ery i
add to the gallery, or simply drag and drop the

photos from your desktop into that screen. - note I
that you can add multiple photos at once Add Photos

3. Click start upload to begin uploading the
photos to the gallery

4. Once the files have been uploaded, click the button to the right of the “Add Photo”
button to access the photo gallery

5. In the gallery you can tag the photos in the gallery by clicking the “Tag” button.
6. Select the photos you wish to tag in bulk by clicking multiple photos

Depending on the department you are in, you can select where you would like to tag these
photos.
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Search & Sort

DECO. - Costumes Untagged Photos ¥ | Continuity Photos
Search

The Visit T /'
Find Pictures by Char'acter,énge. Item, or Scen | Q Sort Continuity or W Tag

Fitting/Research

Depending on the gallery you are in, you can sort the gallery to fit your needs.
First Search for what you are looking for in the search bar (you can search by anything!)

From a Character Gallery you can sort by Change or by Scene

DECO. - Costumes ‘ Order Photos by Change + \ Continuity Photos  ~

Ko (Ol ks s |
Find Pictures by Character, Change, Item, or Scen | Q Order Photos by Scene -

& (1)CARTER x

From the Main Gallery you can view All Photos by Scene, All Photos by Character or just all of
your Untagged Photos

DECO. - Costumes ‘ Untagged Photos 4 | Continuity Photos

The Visit
Find Pictures by Character, Change, Item, or Scen | Q All Photos By Scene

All Photos By Character

Don’t forget to choose whether you want to view Continuity or Fitting/Research Photos - each

gallery works exactly the same, but allows you to separate out the design/brainstorming photos
from the continuity photos.
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Photo Tagging

With the new galleries, there is no limitation to where you can tag. Want to tag to just a scene?
Go forit! Easily organize your photos by scenes, changes/looks, characters, items and props by
“tagging” each photo. On every photo you can see how it is categorized by the Tags . A Tag
determines which galleries the photos will appear in for easy access.

To Add a Tag to a Photo:

BT

. Select as many photos as you'd like

B Tag )
. Click again

. Search for what you want to tag these photos to. You can search by:

N =

~ W

* Scene

* Character

* Change/Look

* |tem (name, brand, color)

* Prop

Tag Pictures
c 4= Search here Q
Scenes
B 1 - COMMUNITY CENTER ENTRANCE

B 2 - COMMUNITY CENTER
i 2 - CARTER TALKING HEAD
B 4 - COMMUNITY CENTER
il © - COMMUNITY CENTER

Characters

¥ (2) WHITNEY
¥ (3) REENEE
& (4 GINA

¥ (5) ELLEN

5. Select one, search for another, and keep tagging
Tag Pictures

Find Changes, items, Scenes. or Characiers to t Q

Tag as Fitting / Research? Yes u
. 1 « COMMUNITY CENTER ENTRANGE X

@ (1)CARTER x
g 1 - () CARTER x

You can also Tag photos anywhere as a Continuity or Fitting/Research photo.

For example, now you can tag photos just to scenes - but remember to tag it as specifically as
possible so it shows up in the right galleries for quick reference later
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Printing from View Gallery
Print directly from any Photo Gallery by clicking on the “Print” icon located next to the “Tag”
icon

Envisage - Costumes Al Photos By Character + | Contnuty Photos *

Blue
. S -
E ¥ (1) COLE (60)

A pop-up will open and you will have the option of printing either 2, 4 or 9 photos per page and
also if you would like to print the photos with Tags and with Notes. Click Generate.

Gallery Report

Photos Per Page

Print Tags

Print Notes
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Here is an example of what the Gallery Report will look like:

S Ones - Regers

Production Gallery - 04/18/2014 Sync_nSet
Erwvisage Sarah Kurot
Sue

(1)COLE

e Crange ¢
s

Mot et o= B e b

v egrie e i akdege ala rmbo WA LA el cutrie e Ve e g e 1 gl Sl e g Tt
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Zooming Function on Photos

You will be able to zoom in on any of your photos by hovering your mouse over the section of
the photo you would like to zoom in on. The zoomed in image will be to the right of the original
image. To get rid of this function- simply click on the magnifying glass icon

Notes 7 &t

B--o

Photo Taker: 10/06/14 8:15 x

5. Adding, Deleting, and Editing Scenes

NOTE: To edit Scenes you must be a Production Admin. If you are unable to edit scenes you
must contact the “Production Admin” to gain access. Please see section 11 on permission
levels.

Adding Scenes
To manually add a new Scene, navigate to the Scene Index Page. Click on “+ Create New Scene”.
A pop-up will appear- Fill in the Scene #, location (which can be an existing location), and other
details on the scene, then click “Create & Add Another” to continue adding scenes or just
“Create” to create just one scene. If you decide not to add the scene, click the "Cancel" button
to undo all the changes you've made. Once added, the new scene will be added to the top of
the table. To sort the scenes in the proper order by Scene #, refresh your browser page.

2 s
gy Costume v - Scones  Chamctos  Changes  Rams Mom ¥ Gaery
E Scenes
" by Scene ¢ Q + Aca/Upcate Shoot Dases /7 Eoit Al Scenes

<
o Seript Day: " Seript Location: " Description: Cast: m. Actions:
z g Day:
Score 'O D 1]430PM EXT | FOREST Cole cecides 10 take the subway after a taled atiermpt at hadng a cab. .2 Weao, e |
E Scerw 20 N2|530PM EXT | COFFEE SHOP - PATIO Cole and Rebecca 1k about how Qreat everything & ' Wea, e |

Scene N2 EXT | COLE'S APARTMENT - LATER Cole walks through the door and Duys & coffes ' Wee Vs |
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Deleting Scenes
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To delete a scene, click on the trash can icon that is to the far right of the scene row. You will

be prompted to confirm the deletion of the scene.

A Envisage: Bue

B Scenes [EEIE
Q

o Seript Location:

Scerm#:  Scrigt Day:
210 D1]430PM EXT | FOREST
w20 N2|530PM EXT | COFFEE SHOP - PATIO

N2 EXT | COLE'S APARTMENT - LATER

Editing Scenes

Soones

Description:

Cole cecidens 10 take the subway afer a taled atempt at hadng a cab.

Charnctors

Cole and Rebecca tak about how Qreat everything

Cole walks through the door and buys a coffes

+ Aco'Upcate Shoct Dawes /7 Eait Al Scenes

Cast s-oot‘ Actions:
Oay:
Wea, /@
081314
Wea, e |
oanane
Wed, ran |
08134

If you need to edit multiple scenes quickly, click the "Edit All Scenes" button found in the upper
right (Circled in red in image below). After making all of your edits, click the "Save
All Scenes" button. If you do not click this button before navigating to a new page you will lose

e noet A Envisage Bue

all of your changes. You can also edit a Scene from the Scene detail page.

H Wy Proaceors =

o Costume ¥ Soones Chamctors Changes Roms
Q 4 Aca/Ugciate Shoot Dases |/ Eot AS Sceres
Scenm #:  Script Day: o Seriot Location: Descripton: Cast:  Shcot | Actions:
Oay:
210 D1]430PM EXT | FOREST Cole cecides 10 take the subway after a taled atiermpt at hadng a cab Wea, 7 8
o134
w20 N2|530PM EXT | COFFEE SHOP « PATIO Cole and Rebecca 1k about how great everything & Wea, 7 8
o1
N2 EXT | COLE'S APARTMENT - LATER Cole walka through the door and Suys a coffes Wea, Van |
oanaie
g Costume Vv Scones Cramcters Cranges toms Mo v Gallory
B# Scenes
Q EURRUE TN Canced Eciting ANl Scenes
soraz ©
Sceno & = Script Day: ¢ Script Location: ¢ Description: Cast Shoot Day: ¢ Actons:
m DT Lo m AT | ST Cole decices 10 take the hed 101872014
pos subway afer a falled
30 ORLE Clear
OMIT? FOREST
DAY m DAWN  DUSK NT m INTEXT  EXTANT Cole and Rebecca have Asa 107212014
S 4 SANOUS CISCLSSION
oMIT? ‘ =30 || ¥ COFFEE SHOP - PATIO Ciear
2A m NIGHT DAWN DUSK T EXT WTAXT  EXTANT L 107242014
1 A » Ciear
OMIT?
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If you only want to edit one scene at a time, click the edit pencil icon to the far right of the
scene (See image below). After making the changes, click the "Save" button.

ES Scenes
: Q

7 Eon Al Scenes

le.n, Script Day: o Location: Description: Shoot i Actions:
L
Scene D1 EXT | DOWNTOWN This IS the most epic downiown shot ever. Helicopter . Sun,
10 shot. 08/15/13
v
Scene D1 T8D 7 8

Adding/Updating Shoot Dates

There are two ways to Add/Update Shoot Dates from the Scene Index Page. You can either hit
“Edit All Scenes” or click the pencil icon located next to each scene and update the Shoot Dates
from there or you can also click on the “+ Add/Update Shoot Dates” icon located at the top of
the Scene Index

g Cosuve Vv Scores Charsctons Cronges norrs Mo v Taany
B Scenes [E5S
Q 4 AcaUpaese Shoot Dates | /7 Ect Al Scenes
Scene ki Script Day o Setot Location: o Description: Cast  Shoot  Actions:
Dey:
*10 D140 EXT | FOREST Col decides 10 taka the scbway after & falled amemix at haling a cad 2 Th, 7 B
oo20014
v
Scom 20 N2|S530PM EXT | COFFEE SHOP - PATIO Cole and Rebecca ik about how great everyting is Tha rd .
oe2e14
v
N2 EXT | COLE S APARTMENT - LATER Cole walks thvough the door and buys a cofles Fri, 7 B
0627114
>
DUsSK1 EXT | NNGMTOLUS NEW YORK CITY V.0. Dalogue - Water pouring out of a storm drain In REVERSE Fr 7 8
082714
v
Dusx 2 EXT | MOUSE IN TAHOE From just below the street, 1he wirter fows from the stonm drain 1 The fiest o 7 8
ledge. REVERSE

Click on the icon and you will be able to enter all Scenes that are on a specific Shoot Date. Once
you’ve entered your Scenes and Shoot Dates, hit “Save and Add Another” to keep adding Shoot
Dates or simply click “Save” to return back to the Scene Index Page
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Add/Update Shoot Dates
D8/11/2014 1 -EXT | FOREST x
Clear
=
of |

Auto sorting Scenes
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Scenes are automatically sorted by Scene #. The automatic sort works with most standard

scene numbering schemes, however, you may need to re-label scene numbers to make sorting

work for your project. Below are some helpful guidelines:

* |f you want to have a scene like Scene “2 and 3” or Scene “2-3” show up between Scene

# 1 and #4, make sure you label the Scene as “2,3” (other variations in syntax may be

read as “23”, sorting the scene in the wrong sequence).

* Our auto-sorting accepts most standard syntax, including “1 Part 1”7, 1ptl, 1 prt. 1, etc.
We recommend that you stay consistent with your number format for all scenes.

Adding Principal Characters to Scenes

To add principal characters to Scenes:

1. Navigate to the Scene Index page

2. Click the “Edit All Scenes” Button to add characters to multiple scenes or the Pencil icon

to add characters to one scene.

3. Under the Column “Cast” click “Add”

Select one or multiple characters

B2 Scenes

Scene Script Day: N Location:
L]
one D1 EXT | DOWNTOWN
Scene #: + Script Day: ¢ Location:

[ Mot pawn ous< T B wrea exaanT

DOWNTOWN
OMIT?:

©2014 Sync OnSet User Manual

Description:

This is the most epic cowntown shot ever. Helicopter shot,

Description:

This 1S the most epic downtown shot ever

Helicopter shot

y<‘ / Ean Al Scones )

st Shoot R Actions:

08/15/13

Shoot Day: ¢ Actions:
09/15/2013 m
Cancel
Clear
32
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Add Characters to Scene

Select characters from the dropdown to add them to the scene.

Charactars without character numbars will ba lintad by the firat thraa lattars of
ther name

To view the complete detalled information for a scene, please vist an individua
sceng's detall page

4, VOSSLER xS, LILAH x |

coen (D

Another way to add principal characters to Scenes:
5. Navigate to the Scene Detail page
6. Click the “Add Principal” or “Add Background” button
7. Enterin the Character Name and hit save.

Adding Background Characters to Scenes

To add background Characters to Scenes, click on the specific Scene you’d like to add the BG
Character to and under Background, click “+ Add”

Add Background Characters to
Scene

Add Existing Characters

Select Existing Characters

Add New Characters

Count Name
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You may either choose to Add Existing Characters

Add Background Characters to
Scene

Add Existing Characters

JENNA'S DRESSER (1) x |

PERSON (26)

UG TG W AU LU D

Count Name

Or you can Add New Characters

Add Background Characters to
Scene

Add Existing Characters

Select Existing Characters

Add New Characters

15 | Protesters|

|

Click the “+” icon to add the BG Character. You can continue adding BG Characters by entering
in Existing or New Characters and clicking the “+” icon or you can hit Close to finish
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Bulk Add Characters

If you would like to bulk add Principal characters, click on the “Scenes” tab at the top of the
screen, select a scene, and click on the “Bulk Add Characters” button. Note: It is only possible
to bulk add Principal characters. Be sure to keep clicking character’s names by clicking back in
the box to keep adding more characters to that one scene. Click “Save” once you have added all
the names into the box.

g Scene # 1 7t vescsm # Shoot Day: Sun, 09/15/13

Script Day: Setting | Location: Description:
D1 EXT | DOWNTOWN This is the most epic downtown shot ever. Helcopter shot. )

Costume Notes: /ton

Starts Raining Miiway Through The Scene

Characters / €6t As Cast Changes

Principal + Acs Background + asa

Name: Change # Name: Change #

(1) COLE ] STUDENTS (20) s x
S /S %

Scene Wear Notes: N/A

Scene Wear Notes: diont wear a jacket. Spited Coffee on himself in the
middie of the scene, Stan on left lapel

{2) REBECCA 0 P

Scene Wear Notes: N/A
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6. Characters

Overview of the Character Detail Page
The character detail page lists all the scenes and changes/looks/props (within a department) for
the specific character.

At the top of the page you can view and edit the basic information about the character: Actor,
Gender, Age and Notes:
The bulk of the Character Detail page is a table of the Character’s assigned Scenes.

The Character Gallery pulls in photos that have been tagged to the character. For a Character's
individual Changes you will see the main photo for each available Change

o ¢ mo v Scores Characions Chranges Roers Nore v Gabory
A Edt  View 0 Print Reports =
& (1) COLE /& wmasmm p
Actor: Andrew Per Gender: Mae Age: 29 Description )
Costume Notes: 7 Gt
Profors skm ot ackets
| §
- Scenes 4 Add Scerwls) = Add Change 10 Scensla) J ZEm A
Ase Orange
Scener Script Day® Setting | Location: Changet Scone Wear Notes: Actions:
N2|430 EXT | DOWNTOWN ' Top two butions undore
PM Cole cecides 10 take the subwiry after a laded attompt a1 hallng a cab l" 7/ %
.
DUSK 1 EXT | COFFEE SHOP - PATIO - AFTERNOON Le® Sioeve Roled Up
530 PM Cole and Rebocca talk about how great everything & l 7/ x

Within a specific department you will also see Changes/Looks/Props assigned to the Character.
(Changes/Looks/Props unassigned to a scene will appear in a table at the very bottom of the

page).

Just above the table, you will notice a button “Add Character to Scene(s)”. When adding
Character to a scene, you can select multiple scenes from the drop down menu.

When adding a Change/Look to Scene(s), you can select multiple scenes to assign the

Change/Look to. The drop-down will only show Scenes that the Character is currently in and
where no change is assigned.
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7. Actors

Overview of the Actor Detail Page

The Actor Detail page allows you to store actor fitting and contact information. To assign an
Actor to a Character, click the Edit/pencil icon next to the Actor’s name. Next to Role(s), you
can add the appropriate character.

Mair Cotor Do ots tnte Sgregs Eyw Cobor: G-

Prumary Proce 5 @) 0
Secondary Phone B D W

Promary Emad Deedyel co
Beswmdary (mas el v oo
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Adding Actors

To create an Actor, click on the “+ Create New Actor” Button from the Actor Index Page

Fowt Mama: = Last Name ¢ Genger Aon Nees

Vew * e

e

¢

U
. 9 re o Thve gomsmsn ' kngem 30 Save 8 ise 52 5 & twmper. Swane 000t Cal hm Sy Urens you S 30 Sear WY warts e e aget

=6 XD ¥
\\\\\\\\\\§
PR OBOBDSEBOS

Once the pop-up appears, fill out necessary content for the Actor and then click "Create & Add
Another" to keep creating Actors or simply click "Create" to just add one Actor

Create an Actor

Gender
MALE FEMALE

(L TIRN Create & Add Another m

To add Actors from the Characters index page, click on either the pencil icon (if you'd like to
only add one Actor) or click on “Edit All Characters” to add multiple Actors simultaneously

& Characters =
Principal Elled

2 . R
Name: * Actor Gerder Age: Description: Bons:

Female

My

NN NN
- 2 »®
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Next, in the Actors section you can add an Actor First Name and Actor Last Name to create an
Actor or click on the Select Existing drop-down to select an Actor that has previously been
added. Once the Actors have been added, make sure to click “Save All Characters”

¥ Characters = imw

Principal
Q
Name: * Actor:
1 LiZ
Tina Fey
1A YOUNG L1Z
Select Existing...
2 JACK

Alec Balowin

Scroll to Backgroun

= [d“m s

Gender:

O oz

ge: Description: Actions:

MALE FEMALE

[ revace

Once the Actors have been added, they will show up as a blue link. Clicking on the Actor’s
name will take you to the Actors Detail Page where you can add more detailed information

about the Actor

¥ Characters = -
Principal

Q
Name: ‘= Actor:
(1A) YOUNG LIZ
2) JACK

©2014 Sync OnSet User Manual

Scroll 10 Background

# Edt Al Characters

Gender: Age: Description: Actions:
Famale 7 8
7 8

Maie 7 8
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8. The Costume Department

Methods for Adding Changes

With Sync OnSet, you can add Changes/Looks to Characters on different pages: (1) On the
Scene Detail pages, you can add Changes/Looks to each character in a Scene as you navigate
from Scene to Scene. (2) On a Character Detail page, you can add a Character to new Scenes,
and add Changes/Looks across multiple Scenes.

Adding Changes from the Scene Detail page:
1. Navigate to the Scene Detail page

2. Click the # next to the Character name to edit the change they are assigned in the
Scene
3. Click “Save” once finished editing

Principal + A

Characters +amasccumces 7 601A Cas Cranges
a Characters +amas e /£ A Can Cranges

Principal 4 Asc Nerme: Change #
Name Charge ¢ (1) COLE or m
coLt . “' @ T Diatases Buft 3 <o
N
Scens Wear Notes: Chant wear o jacket. Spilied Cofes on hmsel! in the micde :,: oz R WRNE B Joshut Jpfing Crfs wr nel by e

S8 of the scere. Sorr
of he sceane. Sorry

You can also select “Edit All Cast Changes” to make multiple updates quickly. Then Click “Save
All” to make sure your changes are saved.

Characters SRl cwo»

Principal
E Name: Change ¢
(1) COLE
or
Characters + s s crane
1 - Business Suit 1

Principal 4 20
Scene Wear SN wear 8 acket. Spilled Cotes on Nmsel in e
Name Change # Notes: te of Te scene. Sorry
1) COLE | .
1 () REDECCA
ll' / o T ~
3
0-vO

Scene Wear Notes: dant wear a jacket. Spiled Cofee on himsed in T micle
of T scene. Sorry Scere Wear
(2) REBECCA 0 R Notes:

Scene Wear Notes: N'A
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Adding Changes from the Character Detail page:
1. Navigate to the Character Detail page

2. Click "Add Change to Scene(s)" button.
3. Choose all the Scenes you wish to add the Change to from the multi-select drop down

menu (Circled in red in image below).

Name Of Select Existing Change v

=

4. Add a new Change in the text field labeled "New Change #" or choose an existing Change

from the drop down menu.
5. Click the "Save" button. (Circled in red in image below)

Add Change to Scene(s) *To just create achange, simply enter a new change number and click save.

New Change Name or  Select Existing Change Y

Short Change Description
4

Scenes <+ Add Scene(s) = Add Change to Scene(s) Scroll to Unused Changes | " Edit All

Scener Script Days Setting | Location: Changes Scene Wear Notes: Actions:

1 D1 EXT | BLACK. 101 didnt wear a jeacket A

©2014 Sync OnSet User Manual 41



SyNcl{ )NSET

From the Character Detail Page, you also have the ability to increment or decrement the
change number. For example, you can change your Change 1 -

SCONES Acs Scanelt)  + ASS Crange 10 Scennl) Scroll 10 Unused Changes |/ Bt Al
WM’ Setting | Locason Chasge: * Scene Wear Notes: Acsons:
' D140 EXT | FOREST Ao o ¢ ot
™ Gole decides 10 take the sutiway #fter & faled afiempt at halng & cab. 1
2 =3
Naw Crarge # o Carcwt

N2|5% EXT | COFFEE SHOP - PATIO = Laft Seave Roded Up
L Colo mnd Pebects have serous Gacuasion - /7 R
3 N2 EXT | COLE'S APARTMENT - LATER Takos jacket O and hen Tiows Rt across
Cole walks Brough 1he 000 and buys & coffes he 200, Jacket Qots wet and stined onthe /X

" seeve

To Change 2 (All Changes coming after Change 1 will now be incremented by 1)

SCenes 4 AddScenslt) ASS Crangs 10 Scanels) Scrofl 1o Unused Changes /B AX
Scener Script Days Setting | Location: Change: * Scons Wear Notes: Actions:
DY 430 EXT | FOREST ~ 1akes okt off
™ Cole decices 10 take The subrway e a faled atiempt ot haling a cab. 2
& =3
Nww Charge ¢ o el
N2 53 EXT | COFFEE SHOP « PATIO . Lot Sleeve Roled Up
M Cole and Rebacoa have 5070us BBOUSSOn /R
3 N2 EXT | COLE'S APARTMENT - LATER Taies jacket off and then theows it across
Cole walks Twough the Soor and buys & Cofes 2 e r00m. Jacket Qets wat and steired on the  # X

left sloove
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Change Detail Pages

Each Change # you create for a Character has a Change Detail page, where photos, itemized
descriptions and notes can be stored (it’s a digital continuity book!). Below is an image of a
filled out Change Detail page with a key of what each part is.

- Pt Reports
gn Change 1 - (1) COLE 7t s
Scenes for Change
FOREST, 3 OLES APASTMENT ATER, 1 NEW YORX Y 8. NGH n mfrlqﬂn-ru: Viral Cloam & \View Oatery ™ m )
NEW YORK CITY- DANCE FLOOR- MOMENTS LATER £'S APARTMENT - LA Meat
Actusi Cost: 1550  Budget Cost: 2000000
Wrap Box #: 1
Shart Change Desoription:
Business Sut ¥
ltems & AddNew tem  ASt Deating hem
Bem Name (Drand) & Descrgton
e fe Preec 2000 R
Dlack siver buckde
2 ¢ Jechar e Outfetery) Pricec 7500 X%
urtan grey Casual coat
Cofared 5w (Hawikongs MoGa Pricec 4500 %
Wi e pocker
o (J Crow) Prce 000 X take 12
-
o DN Prow 000 X
Pece: 000 % i~
- =
* [Cavin Keir Pricec 1500 %

10ar On fght sleeve
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Change Photos

Each Change Detail Page has a dedicated photo album. Here you can upload photos of Change
pictures from fittings / designs and continuity. (Note: Photos taken on Sync OnSet’s mobile app
are automatically uploaded to your online photo album when you Sync.)

To upload and view photos online, follow these steps:
1. From the Change Detail Page, Click “Add Pictures”
2. A pop-up will appear. You can either drag-and-drop pictures from an open folder onto
this window pop-up, or select “+ Add files...”
3. Once you’ve added photos to this pop-up, select “Start Upload” to save them to your
online photo album
4. Before you click “Start Upload”, you can enter notes for each picture you’re uploading

To view the album gallery and see full size images of each picture, follow these steps:
1. From the Change Detail page, click “View Gallery”
2. Toview a picture full-size and view or edit notes, click on the picture
3. You can delete or download the picture when in full screen view

gn Change 1 - (1) COLE 7= v Faparia &
Scenes for Change
>
Actusl Cost 1550 Budget Cost: 2000000
Wrap Box & )
Short Change Desoription.
Business Sunt ¢
Items # Asd New tem & ASE Duating e
mem Na=e (Drand) & Descroton
x
Diack siver buckde
= ey x
han grey cat
, Hawiings M our & x
W e pocher
S x take 12
- 0 % | 8l -
o x LB
v K e 1500 %
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Itemized Descriptions
On the Change Detail page you can create itemized descriptions. To quickly add an item (Name,
Brand, Description) from the Change page, follow these steps (screenshots follow):
1. On the Change Detail page, select “Add New Item”. A pop-up will appear for Item name,
Brand, color and Description
a. When entering Brand names, Sync OnSet will attempt to match your brand to a
list of brands in our database or brands already associated with this production.
2. Enter the item details into these fields and select “Create & Add Another” to continue
adding items or select “Create” to add an individual item

gn Change 1 - (1) COLE 7t i
FOF .M OLES APASTTMEN ATER N " Y. 8.-N n m Frng/Mesearch  Viral Cloan & View Gadery m )
Actusl Cost 1550  Budget Cost: 2200000
Wrap Box #: 1
Short Change Desoription:
Business Sunt ¥
nems .m.m =
em Name (Drand) & Descrgson
Bacn Be Preec 2000 N
DAack sdver Duckle
@ St Jacwar USen Outiezery) Price 7500 X
urtian grey Casusl coat
Col o (Hawiongs MoGa) Pricec 4500 R
Wi e pocket
s ( Crow) e T take 12
-
pany Prox 000 %
o 000 X -
- |
1 ICavin Koery Pricec 1500 R
10dr O QT Sheeve
Create an Item
itern Name Description
Type Purchase Source
Cioming  Accassory  Foctwenr By Pest \R0O Promo
Cast
{1) COLE
Price (Actual & Budget) Sao Quantity
Wrap Box Asset ¥
Select Exsting

(= LU Croate & Add Another m
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Overview of Item Detail Page
The Item Detail page allows you to track all the details about a specific item (garments, props,

etc.): type, size, actual and estimated price, purchase type, purchase source, quantity, SKU
number and description.

4 Bathing Suit /-

1zod (Blue)
Descrpton Solid Blue Bathing St with & yellow nencr bner, Elastic Wasst -Z|
Type: Clothing
Croset. (1) COLE
Purchase Type: Fent
Rental House Western
Barcode # C12m
fem Link:
Price (Actua): 50.00 Budget Price: 46.00
Sae 20 Quantity: 0
Wrap Box & 1 Asset 11 acr-09865
_ﬂ

There is a dedicated item photo gallery that allows you to store photos of items, item labels, or
barcodes.
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Virtual Closet [Items]

Once Items have been added to a Change and photos have been tagged to that Item, all photos
of Items in that specific Change will be housed in a Virtual Closet. The Virtual Closet is
accessible from the Change Detail Page

Bwroscsors W Ao

gn Change 5 - (1) COLE 7+ Pt Mgt~
Sceres for Cramge

< >
Actusl Cost 1110 Budget Cost: W00 O
Wrap Bes & 5

Shert Change Descrpton

Hems @ Asd e tem & ASS Lawng tw
Rom Nore (B-an] & Cuwscromen
o Prea e N
3
| Sack shver bucke
x
Por Srmar Proe MO0 X
S Ve T green w0

ML= RVRAR

Ofver Changs Costs

By clicking on “View Gallery”, you will be able to view and print all photos of ltems in that
specific Change

Bwroscsos B Ao

gn Change 5 - (1) COLE 7+ Pt Mt
Sceres for Crange:
<
Actusl Cost 1110 Budget Cost: W00 O
Wrap Box & 4

Short Change Descrpton

Hems @ Asc e tem & ASS Lawng tw
Rom Nore (B-ane] & Cwscromen
>, x
3
x
o x
Sor - e

ML= RVRAR

Ofar Changs Costs
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H Wy Proouctions = Accourt

ga Costume V¥

Envisage - Costumes
Blue

gy (WCOLE-Crange 1 %

V¥ Black Belt

¥ s

©2014 Sync OnSet User Manual

Characiors Changes norms Mo ¥ Gadory

()

48



SyNc{ )NSET

Wrap Boxes

Sync OnSet allows you to easily track items during the wrap process. You can assign each
Change to a wrap box as well as individual Items. We also provide convenient wrap box labels
you can print from the Reports section (See Section 12 in this manual).

1. Adding a Change to a wrap box: On the Change Detail page click “Edit”. Enter the wrap
box # for the change and click “Save”.

4 Bathing Sui{ 7]
1zod (Bluo)

>
Oascription Dok Ths Dathing Tt with & yellow nterior e Tlarte Wi ot
Yo ooy B Seveses oty
Cowr {1 oo
Purchase Type: [
Festal Houss Weaten

Baccode M

Ben Link:

Price Actuat N Budot Poce: 4500

Sae x Quarmry »

W Bex ) Assat L
Ghanrges

~ e (=) Crarme s

Ul L

2. Adding an Item to a wrap box: On the Item Detail Page click “Edit”. Enter the wrap box
# for the change and click “Save”. You can also add the wrap box # when you create the
Item in the Change details page.

PR -

fzoo Bus
v Sold Sue Bathing Sut with a yelow intenor iner. Elasnic Wakst Proverw Rasascr Gakery Neowt
Type Muxm f cotwen
Cioset: {7) COLE

Purchase Type a.,,mvm Prome

fem Link:
Price |Actual): 59.00 Budget Price: 2600
Sue 20 Quantity; %0
e . X < Add to New or Existing
* : TR Wrap Box
Asset m acr 0088
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Budgeting

Sync OnSet offers intuitive budgeting features that are integrated with your script breakdown
and planned Changes. Character Changes and Items that you add to the budget will be reflected
in the breakdown for your whole project.

Cast Changes
We've provided three levels for budget cast changes: Character level, Change level and ltem
level. You can toggle between these modes under “Budget Level” (in red box below)

SyncOnSet R Envisage: Bue HWhPedotors [ Account
gy Costuro v Scones Charactors Changos Boms Mo W Gadlory
Actors

I BUdget /Click Cast Changes e
Categories CastChanges  Miac. Budget  Reports ~

Aocoss Mory
Budget Guidelines and Tips:
Q 1. This budget is integrated with your Breakdown: All edits made 1o Changes and ltems will be reflected In the rest of your production acoount
2. Use the Detall Levels to expand and collapse the level of detal you wish to edt and view your budget
3. When you are editing a Sield, the text box will be highlighted biue: Be sure 10 ciick your cursor outside the text field 10 save your edits
4. Remember to cick *Sum Items.* “Sum Changes,” and “Surmn Al Characters® if you wish to caiculate/sum costs after editing each level respectively

Character Level = Change Level  ftem Lavel Choose Budget Level Cast Total: $32568 m

Principal Changes

. (1) COLE Character Total: 2675100

¢ (2 REBECCA Character Totak 20000
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The Character Level budget allows you to budget at a high level for just characters, without
specifying budgets for changes or specific items. To enter a total Character budget, type the
budget amount in the empty text box “Character Total:”.

_ it the T (o, Al -
After entering in all the Character totals, click the (“Sum All”) button in the upper
right corner to sum all the character totals. Note: You must click “Sum All” any time you revise a

Character total.

Budget Print Reparts ~

Categories = CastChanges  Crew Budgat - coming 2000 Jage
Bodiet Laval Click to sum Character —_—

Character Level  Change Level  Item Leve! Cast Total: $5444 m
Principal Changes Enter in Character

—

+ (1) EDWARD Character Total: 1200

+ (2) BiLL Character Total: 4244

+ (4) SANDRA Character Total: 0

1d Change

2. Change Level

Change level budgeting allows you budget out the cost of each Change for a Character. If you
have already added in Changes to your breakdown (See section 6 “Adding Changes”), you will
see the Changes listed under the Character. You can also add Changes from the budgeting page

by clicking the blue “Add Change” button.

Clicking E (“Sum Changes”) button will sum all the Change totals for the Character

total.
Budget Pret Repors »
Categories  CastChanges rew Dudget - Coming 500N ot
Budget Level & C(lickfor /
Cruracter Level | Ghange Lavel o Level Change level Cast Total: $5444 [E1TY)
Principal Changes
\ P (1) EDWARD Charactor Total:  520¢
bt . Es S |
+ Change: 1 Change Totat 500 | |
Change: 2 Change Towk 2000 |
Crange: 3 Crange Total: 1200 [ ]
Change: 4 Change Totak 1500 o
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Note: Remember to also click “Sum All” to have the revised Character total be reflected in the
Cast Total.

3. Item Level

Iltem level budgeting allows you to budget out the cost of each Item in a Change. If you have
already added Items to Changes you will see the Items listed under the Changes. You can also
add Items from the budgeting page by clicking the blue “Add Item” button.

When adding an Item from the budgeting page, you can enter in: name, type, price and
quantity.

Clicking W (“Sum Items”) will sum all the Item totals for the Change. If you have not
budgeted out each Item or have only partially budgeted out the Items, you may not want to
click “Sum Items” and just type the budgeted amount in the Character Total text field.

Note: Remember to also click “Sum Changes” and “Sum All” to have the revised Item prices be
reflected in the Character Total and the Cast Total.

Budget Prirt Reports ~
Budget Level / Click for Item level
Character Level Change Level nom Level Cast Total: $8267 SumAX
Principal Changes Click to add Enter in
[ (1) EDWARD Item Item prlce Character Total: 4023
c=a - =
- Change: 1 Change Tomat 260 )
[‘Aodes [Sonrm |
Mom: Type: Price: " Mom Total:
By Por o 60 |
ow o 4 u
Change: 2 Change Totat 1063 n
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Misc. Budget
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Miscellaneous Budget allows you to budget any additional costs for your department that are

not tied to a specific character.

Click Misc. Budget

Productons  Dudpets \
Budget
Catogories Caat Changes Crow Budges - comng soon Mac Budget
You have not added any Bems 10 ™he budget
Mom Nama: Boscription Price Quantity: Rom Yotk Actians:
Calcutned m
Cancel
Total Number of ltemas: Towl Cost:
0 0
VA 7
Enter in the information for the Click "Add” to
budget item in the empty text add item to
fields budget
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Costume Reports Overview

From the Costume Home page, select Reports to see a range of different reports: Scenes,
Cast/Actor, Change, Items/Asset, Budgeting and Wrap Reports. The following pages describes
each type of report:

Scenes Reports

Scenes Reports

% All Scenes - Detailed - With Characters \@ll Generate Report

E Crossplot - | Select Characters. (cCLIE iR Bl @8 () Check box for color coding
a Shoot Date Report - Start M/D/Y | Clear End M/D/Y | Clear ReCuCe i cad ©

a. All Scenes Report
A breakdown of every scene. You can choose to print a detailed report with characters or an
outline without characters.

All Scenes Report (Detailed) - 11/07/2013 il Sync(OnSet
Envisage .
Pink Print Andrew Pierno
[Scene # Day # Shoot Date Info |
1 D1 Sun, 09/15/13 EXT- BLACK.
V.O. Similar dialogue to Scene 103 but it is different.
PRINCIPAL Change # : Description BACKGROUND Change # : Description
(1) COLE #101 STUDENTS (20) TBD:
(2) REBECCA #0:V.0.
[Scene # Day # Shoot Date Info |
2 DUSK 1 Fri,09/1313 EXT- OCEAN DRAIN PIPE

V.0. Dialogue - The ocean spits water into the drain pipe,
operating in REVERSE.

PRINCIPAL Change # : Description BACKGROUND Change # : Description
(1) COLE #3 ! Business Sut 3

a. Shoot Date Report
This reports is the same as the All Scenes, but will filter and include only the scenes being shot
on the days specified. Enter a start and end date to set the range for the Shoot Date Report.
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Cast/Actor Report

Choose from drop-down menu to
print all Characters or just one
Choose from drop-down menu to

select Actor
Cast/Actor Reports

B Character Reports - All Characters

Actor Fitting Reports - Select Actor

a Cast Fitting Chart -| Episode a
| Q
Change Reports Episode

n Changes Detail - 2 ' g- - CRalele gl (] Print report wi

Choose Cast Fitting Chart by
Episode or by Series (For

Episodics)
a. Cast List

All Characters List - 11/07/2013 D Sync(nSet

Envi k

e prot Andrew Pierno
Principal Characters

1 COLE Andeew Piomo L

REBECCA Lisan Groy F

3 ADEN John Watson M

4 VOSSLER Kaa Goulding M

5 LRAH Shans Matnowsh F

[ HOSTAL WORKER Am Stevens L

7 BOUNCER Mark Hannah M

8 JESSICA Jane Swas F

MELINDA Belinda Jones F

10 GIRL Meliean Shroudar F  Outside mighielub in line

12 £2nAa Mefanie Hopuns F
Background Charactars
i Couat Dosonpon
BAR GALS 2 Althe bar wih NDEN and COLE,
EXT. NIGHTCLUB PEOPLE IN LINE 20 Dressed up 1 gotinto 1 club. They wak in the

line outside

FAMLY OF BEGGARS 4 HISOANC MOther and 3 Kds.
HOSTAL PATRONS 15 Yaung intematasast group
INT. NIGHTCLUS PEOPLE &0 Dancing. Talking, Dninkng.
OFFICE WORKERS N LOBRY 5 Business attiro walkey through kobdy,
STUDENTS
TRADING FLOOR WORKERS 15 Crhor Sx and A
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b. Actor Fitting

Actor Fitting Report - 11/07/2013

Envisage
Pk

o Sync.nSet
Print Androw Pierno
Andrew Piemo
(1) COLE
424222 0977
310489 7876
plemo@synconsat.com
Piemo@&@Wymsee.com

- LAl Weight 160
Fitting Date/Time: w013
Chest 0 Bust
Sh Moo Blouse/Top
Wast n e
raoam 0 Part »n
Dress Shirt
Sun WR Shoe 1"
Mat 738 Giove 10
Haw Color Blonde Eye Color Hazel
Skin Torw: Ught Eavs Plorced Yes
Actor & Costume Notes

Alnays comas 10 562 wearing & Toupe

Profocs Shm 111 sut jackets
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Change Reports
There are 5 different types of Change reports: Change Detail, Change Outline, Bag tags for Label
Writer Printers, Bag Tags for Regular Printers, and Change Gallery Reports. For each report
there are drop-down menus and/or check boxes to select different settings. After choosing the
setting click “Generate Report.

Change Reports

g Changes Detail - All Characters v  RECLEIEICRIETG @ (] Check box to print report with continuity photos
a Changes Outline - All Characters v e EECN:E s (] Check box to print each change on separate page
‘> Bag Tags for Label Writers - All Characters v  Front-Standard ~ Back-None Al Generate Report §i|

B Change Gallery Report - Select Character v  SelectChange v 2perpage v Portrait \@ll Generate Report

. Bag Tags for Regular Printers - All Characters v  Front-Standard ~ Back - None Al Generate Report

a. Change Detail (print by Character or All): A list of scenes associated with each change
on the left, items in change on the right. This report will print out one change on each
page. To print the report with photos, check the checkbox next to the “Generate
Report” button.

Change Detail Report - 110772013 b Sgnc nSet

Ermsige —

Pk Print Andrew Plarmo
meoee A Po |
Change 0
Sowvw Duy  Seitlgy Oepription Clow. Buwvwe Motes  Charge Oedteils
3 Cutelt  EXT. SDWAGE PRE e

VA g T pisiiod e sovwgn . dort e
-y b APVERSS

' ORI AT, BTOMM O
VX CANRDA W NI 1 A 3 S e
VLG

a

Change 1
Sanne Ouy  Swing) Decariptian Char. Soone Mows
r ~ EXTANT NIGHTCLAE ATW YOI GTY o0 Delo® o0 Banntit ot t
G T R S W A AR P B AOEN DRCK B DOCH RGH SN e
A COLE Cypuns 7 e e 2 1 SOUNG E% Graea Dot WA v
Potre AL v ADDS) MRRIEAS MDA AR
WOTRRD. - SN T - AN, AN
ADScan
N AR LA LM P WA
L ~ INT NACITCA LB NTW YOO CITY . SANCGE MO0
MOVLNTS LATLH DOOR DNAING, Iy - WD - LaRA
LM AR, Caneng reang Oree Braws Bt (gt She
g
— - N — _Bacts Mo L ovi) i mathed
o -~ T COLT L ANATUENT AT e, e i
Wb g e COCE S e bt L
wom - AENTA

TN T GULLS AWTIVLNT - MOVENTS LATL
Gy Sohn, sewing, nof barng, CONTIEAS

T TR FLOOA | MOARNTA LATER.

e
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b. Change Outline (Print by Character or All): A summary of scenes associated with each
character change and scene wear notes

Changes Outline Report - 11/07/2013 n Sync(OnSet

Envisage .

Pink Print Andrew Pierno
(1) COLE Andrew Plemo
Change 0 Short Change Desc: V.O.

Scene Day# Shoot Date Setting/Location/Notes Character Scene Notes
3 DUSK1 09/19/2013 EXT - SEWAGE PIPE

V.0. Dialogue - The swirl of water through the dark pipe is
hypnotic. In REVERSE

4 DUSK1 09/10/2013 EXT - STORM DRAIN
V.0. Dialogue - Water pouring out of a storm drain in
REVERSE

c. Bag Tags for Label Writer Printers: This prints out bag tag labels with Label Writers
such as DYMO Label Writer. To print item labels for each change check the checkbox
to the far right. Bag tag labels can also be printed from Change Detail pages, and
selecting the “Print Reports” drop down menu and selecting "Change Bag Tag" (You
can also print Change Bag Tag w/ Items label, Change Gallery and Fitting Gallery from
this drop-down). See next section for Dymo print instructions

g
Pink £ 2

- Black Belt() black silver buckle
( 1 ) COLE - Dress Summricm‘eaparl;;mho)
amerncan apparel white Wrinkled.
Actor: Andrew Parno Sult Jncket{ Zara/Sitvor) zarn sitver, Single
anae Breasted. Shiny
- Dress Shoes|8rigantiBlack) Siver Buckle
- Boots(Levis/Brown) levis leather brown,

worn
- dress shorts{tommy bahama) shor shocts

SCENE / DAY / SETTING
4 N2 EXTANT NIGHTCLUS ..
8 N NINGHICWOB.

5 NTCOWESA.
=7 & WNTTRADINGPL.
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d. Changes Episodic (For Episodics Only): This prints a Change Outline report for your
entire Episodic Series (All Episodes) or you can choose a range between 2 different

episodes
Eplsoplstt:a(r:tr;:nge Report (Outline) 2 Sync nSet
191 Test 107 Gold 107 Gold 107 Blue 107 Berry Print Sarah Kurobe
106 Pink 105 Wrap Episode 103 Blue 102 Revised
104 102 161
%l
Scenes

Change Description
105 Wrap Episode
Change 1

105 Wrap Episode
Changeg -

102
Change 1

102
Change 2

102
Change 3

N1,
4,6,8,16, 17, 22A, 24, 24B

102
Change 4
N2

30A

102
Change &
D3

101
Change 1
D1

2,2,1A,3,4,5,7,9,10
Business casual

101

Change 2

D

2
13,17, 19,23
PJs
101
Change 3
D3

25,26,27,28,30
Formal dress
o
ange 4
N3 g
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e. Bag Tags for Regular Printers: This prints 6 bag tags on an 8.5'"'x11" page (below left).

The bag tags can then be cut out and pasted onto card stock labels. You also have the

option of printing 1 bag tag on an 8.5”"x11” page (below right)

e

Ll

Ackor: Androw Pyecno

-~ =
[ ousx 1
3,4 :
ae mage o
Pew Fem Pow
Aclor: Arckrow Paarrsy Ackx Arckow Parroy Ackx: Arctow Pawvro
m‘ 05 LS LN R os
2,29,/ %8| 81,33/ 25, | [msus|l i
37 34, 35, s o1
y 36 38 DAWN & 1 )]
43 :
T
44

f. Change Gallery Report

The Change Gallery Report prints the photos associated with a Change. We've

provided multiple settings that allow you to print the photos in multiple ways.

See the image below:

B Change Gallery Report - Select Character

©2014 Sync OnSet User Manual
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Items/Asset Reports

a. All Items: prints all items in production sorted by price, name or wrap box #

b. Asset Report: prints all items with a specified price threshold in the production sorted
by price

$ 5 Alltems SortbyActualPrice v [ECITEUNIEREYS
n Assets Report - | Price Threshold | [Reu i Ral s e !

All ltems Report - 11/07/2013 n Sync(nSet
Envisage 3 A pi
Pink Print ndrew Pierno
ftem Brand # Aclual Source Wrap Box#  Character & Change #
SKU # Price  Source Type
Dress Shoes (Black) Briganti N/A 299.00 Wastelands 1 (1) COLE - #1
002 PROMO (1) COLE - #4
(1) COLE - #6
(1) COLE - #8
(1) COLE - #2
Dress Shirt (blue and ~ Burberry N/A  250.00 Bloomingdales 2 (1) COLE - #2
white) RENTED

10

Budgeting Reports
From the drop-down menu you can choose to print three types of Budget Reports:

-va Budgets - Summary Report ~ RECUEIEICEET Ly

a. Summary Report: Prints the total costs for each character (sorted by character
number)

b. Change Report: Prints the total costs for each character as well as the cost
breakdown for each of the Character’s Changes

c. Items Report: Prints the total cost for each character, a breakdown of the total
cost for each Change as well as a breakdown of the individual item costs
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Wrap Reports

Wrap Reports

%, Hold Tags - Label Printer -

a. Item Wrap Report: You can filter out your Item Wrap Report by Purchase Type and
sort by Character or Purchase Source. Also have the option of creating a report for
all characters, selected characters, all purchase sources, or selected purchase
sources.

Itam Wrap Report

oo tiow [ a0 s

NP ... [

Charactony # A Characoen

Puchase Sourse: M Al Purchase

b. Hold Tags: Create reports for hold tags for rental houses generated on DYMO
printers

|
Hold Tag - Label Printer

Name of Tag: Hold

— - - T

Hold Uatit Contact Phone &

c. Wrap Box Report: You can assign Character Changes and specific Items to each
Wrap Box. Once they are assigned, you can create a report of a list of everything in a
particular Wrap Box or a list of which Wrap Box each Character’s changes and items
are assigned to. You can sort this report by Character or Wrap Box and have the
option of choosing All Characters or select different characters.

Wrap Box Report

I ... [

Camenn: M A Camsan
JR—

Seoarane Fage pev "‘n
Charscter.

Roems m
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Printing Bag Tags with a Dymo Printer

Bag tag labels can be printed from (1) the Reports or (2) specific Change pages. We recommend
printing bag tags in Google Chrome.

From the Change page click the Print Reports drop down menu and select Change Bag Tag (See
Image below)

gn Change 1 - (1) COLE »» e

Crange beg 190
< Scwnws for Cramge: Provins Fitng Rdlery Crarge Dug Teg = twr Latw
DOWNTOWN, 3 - COLES APANTVENT - LATER

Trarga Gater

v

Frng Qe

Acvw Cowt 104 0 Suaget Cowt 00 O
Wop Bon v )
et Crarge s e e

[

L Porweyt Pow 00
Drowt et

Vown (Berare Repnosc) Lo LN
tarars trien Taade Weghca

From the Reports section you will notice a section called Bag Tags for Label Writer Printers you
can print bag tags for all the Characters or select an individual Character from the drop down.
After choosing all characters or an individual character, click Generate Report.

On the following pages, there are specific printing instructions depending on the browser you

are using. T
c N opmaadunt cuminden —e— ‘ -
From Chrome Browser: s —
Choose "Print Using System Dialog": 4 ot =
Buedil
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Select paper size 30323 shipping label and follow the settings shown below:

(~,

POF v| | Hidel 30384 pC Postage 2-Pat  » | | Cancel | [iPrintes)

Print - 5 - 5 Print 5 - 5 -
Printer: | DYMO LabefWriter 450 Turbo k3 Printer: | DYMO LabelWriter 450 Turbo 2
11351 Jewelry Label | :
Presets 11354 Multi-Purpose . Presets: | Default Settings &
30252 Address >
Copies 30253 Address (2 up) Goples D
Pages 30258 Diskette >
30277 File Folder (2 up) Pages: (#) All
30321 Large Address B () From: |1 | to: 1 \
[ IR v 30323 Shipping [l v 30323 Shipping = | 2
30325 Video Spine 99014 Name Badge Label Paper Size: | 30323 Shipping % | 2.13 by 3.97 inches
Orientation 30326 Video Top 99014 Shipping ]
30327 File Folder r Orientation: Scale: 100 | %
30332 1inx1lin P |2 | ———
30335 1/2inx 1/2 in (4 up) | = l Layout :J
30336 1inx2-1/8in > :
30337 Audio Cassette >k Pages per Sheet: | 1 D

30345 3/4inx2-1/2in

B3 S
30346 1/2inx 1-7/8in . 1 Layout Direction: .l o)

30347 1inx1-1/2in

1 30339 8mm Video (2 up) S 0N N

30348 9/10in x 1-1/4 in | Border: | None 3]
30365 Name Badge Card S -
30370 Zip Disk e ‘:‘"‘“‘”“ Two-Sided: | Off |
30373 Price Tap Label [ | Reverse page orientation
30374 Appointment Card

30376 Hanging File Insert || Flip horizontally

30387 PC Postage EPS > —_
(7) [ PDF v| [ Hide Details | Cancel
From Safari Browser:
Click Show Details in the printer dialogue:
ene Sync OnSet - Reports & "

gviewdid=3702 C Q- Google

Printer: | © DYMO LabelWriter 450 Turbo

Copies: D _.'_

Pages: | All s

~—PAGE BREAK— )
Actor:
Hes i/ Sow
(3) ALEX AOEREEIAY
Actor: TBD

SCENE # DAY
5 T8D

——PAGE BREAK-—

New TV Show

Actor: TBD 4 4] lof4 >

m (7) | POF Cancel
SCENE# DAY S .

——PAGE BREAK—

New TV Show

%
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Select the paper size to 30323 Shipping (2.13 by 3.97 inch label):

[-NaN:) Sync OnSet - Reports a "
d=3702 ¢ JQ- Google 0]

+ Ps:/ W, < dex.php?r=reports/

New TV Show

(3) ALEX Printer: | © DYMO LabelWriter 450 Turbo  +
Actor: TBD Presets: | Default Settings :)
Actor: TBO
SCENE # D. SCENEs DAY
15 T8 " 0 Pages: (#) All

from: 1 ] to: [1

--PAGE BREAK
New TV Show

(3) ALEX
Actor: TBI

D — Safari H—

D.
5 T8

@I Print backgrounds
__| Print headers and footers

(e <] 10fa (> ¥

-——PAGE BREAK
(2) [ PDF v [ Hide Details | [ cancel | [Ciprint]

New TV Show

(3) ALEX

Actor: TBD
#

Change 12

SCENE DAY

—PAGE BREAK—

New TV Show

NSET

From Firefox Browser: print
Select the desired Dymo printer and follow R T
the settings below. Presets: | Default Settings s
The correct paper size (30323 Copies: (1|

Pages Firefox

Shipping) should be selected by default. To

double check, select "Paper Handling"

(circled in red in image below). Printer Features |
pee Oroer | aatomatie

™ Scale to fit paper size

Destination Paper Size: | Suggested Paper: 303235.. ;|

Scale down only

(2) | PDF +| | Hide Details | | Cancel | [ print ]
| - Print - —
Check that the paper size is30323 Printer: | © DYMO LabeMriter 450 Turbo 3
L. . L. Presets: | Default Settings 3
Shipping (see image below). If it is not, el
change it to the correct size. Pages: @ Al

From: 1
= hprwmg
™ Coltate pages

Pages to Print | All pages

©2014 Sync OnSet User Manual (2) [#0F +) [ Hice Details_




SyNc )NSET

Printer: | © DYMO LabelWriter 450 Turbo

Make sure that the page headers and page

o ” H
footers are all set to “blank”. Once the settings R
are correct, click "Print" (See image below). copes: (1]
Pages: (&) All
[ From: 1 to: 1
;Tyn!ox 2

Opticens: Pring Selection Only
| lgnore Scaling and Shrink To Fit Page Width
Ap ¥ Print Background Colors
| Print Background images

Feames: * As Laid Out on the Screen
The Selected Frame
Each Frame on Separate Pages

Page Headers:  --dlank— ¢ | —blask-- 1| —bask-- I
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9. The Makeup Department

Methods for Adding Makeup Looks
With Sync OnSet, you can add Looks to Characters on different pages: (1) On the Scene Detail
pages, you can add Looks to each character in a Scene as you navigate from Scene to Scene. (2)

On a Character Detail page, you can add a Character to new Scenes, and add Looks across
multiple Scenes.

B My Productions
= Makeup V¥ Scenes Characters Looks More ¥ Gallery
- + Shoot Day: Mon, 03/24/14
E& Scene #1 7= m
Script Day: Setting | Location: Description:
N2|430PM EXT | DOWNTOWN Cole decides to take the subway after a failed attempt at halling a cab. )

Naxt

Makeoup Notes:  / fant

Characters - i a cost Lo

Principal # Asd Background + Acd
Name: Look Name Name: Lock Name
{1) COLE STUDENTS {20 + /S %
O
N2 Makeup Look Notes: N/A

Makeup Look Notes: N/A

{2) REBECCA J
NATURAL 7 %

Adding Looks from the Scene Detail page:
1. Navigate to the Scene Detail page

2. Clickthe # next to the Character name to edit the Look they are assigned in the Scene
3. Click “Save” once finished editing

BHwyhodcton @ Acort

= Maop Vv Scones Craractors Looka Moe W Gadory
awns v Shoot Day: Mon, 0V24/14
& Scene #1 7= m
Script Day: Setting | Location: Description:
N21430PM EXT | DOWNTOWN Cole decides 10 take the subway after a faled attempt at haling a cab )

Makoup Notex:  / Ean

Characters 7 co s cast Loss

Principal 4 ace Background + ad

Name: Look Name Name: Look Name

(1) COLE M" @ STUDENTS (20) + 7 x
N2 - Bruised Eye Fo... * Carcel Makeup Look Notes: N/A

Makeup Look

Notes:
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You can also select “Edit All Cast Looks” to make multiple updates quickly. Then Click “Save All”
to make sure your changes are saved.

- ¥ Shoot Day: Sun, 09/15/13
& Scene #1 7= m

Secript Day: Setting | Location: Description:

N2 EXT | DOWNTOWN This is the most epic downiown shot ever. Helicopter shot.

Makeup Notes: / ton

Principal + Ass

Background + Aca

Name: Look Name Name: Look Name
(1) COLE + 7 x STUDENTS (20) + /7 x
Makeup Look Notea: N/A Makeup Look Notes: NA

(2) REBECCA
NATURAL 7 x

Makeup Look Notes: N/A

Adding Looks from the Character Detail page:

1. Navigate to the Character Detail page from within the Makeup Department

2. Click "Add Look to Scene(s)" button.

3. Choose all the Scenes you wish to add the Look to from the multi-select drop down
menu (Circled in red in image below).

4. Add a new Look in the text field labeled "New Look #" or choose an existing Look
from the drop down menu.

5. Click the "Save" button.

6’ (1) COLE == e m bl ity
Actor: Andrew Plemo Gender: Male Age: 29 Descriptiorc )
Next
Makewp Notes: 7
Naosal
5 Scenes +Anu3cm:sz Scrofl 1o Unused Looks |/ Ede Al
“m. Script Day: ¢ Setting ['Tocwiio Look: * Scene Look Notes: Actions:
1 N2 EXT | COWNTOWN + 7/ %
DUSK 1 EXT | COFFEE SHOP - PATIO - AFTERNOON + /%
3 DUSK 1 EXT | COLE'S APARTMENT - LATER + 7/ x

©2014 Sync OnSet User Manual 68



SyNcl{ )NSET

¥ (1) COLE /&= . o Prt e

Actor: Ancrew Pamo Gender: Makn Age: 20 Description:

Noxt

Makoup Notes: / &

Natural

Haln

Add Look 10 Sceneds) “To just crome a Jook, siemply enter & new Jook Name and cick e

20USK 4

4 DUSK 1

o Select Existng Lock

8¢TN2 | Add Look 10 Sconels) Scrol 1o Unused Looks /' Edit At
9N2

10N2 ng | Location: Look: ¢ Scene Look Notes: Actions:

T | DOWNTOWN + 7 x

Look Detail Pages
Each Look # you create for a Character has a Look Detail page, where photos, descriptions and

notes can be stored (it’s a digital continuity book!). Below is an image of a Look Detail page with
a key of what each part is.

H My Productiona [} Asoourt

= Makoup ¥ , Scones Characlers Locks Moo ¥ Gabiery
< Look NATURAL - (2) REBECCA 7= Pt g -
Scenes for Look:
1 - DOWNTOWN, 23 - COLE'S APARTMENT, 24 - COLE'S Prview Pesasch Qabery 2 Vitw Coy 1} m >

APARTMENT - LATER,
APARTMENT - BEDROOM

- COLE'S APARTMENT, 28 - COLE'S Neoxt

(sen more)
Look Details / Ed
Description: Natural / Neutral
Period: Modem
Products: Mac Eyeliner, Eye Shadow, Foundation

Special Makeup Effects:  None
Character/Wounds/Aging: Rebecca / None / None

Body Makeugp: Slight foundation on shouiders
Tattoos: Small butterfly on lower back
Nails: French Manicure

Notes: Noutral Professional Lock,
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Look Photos
Each Look Detail Page has a dedicated photo album. (Note: Photos taken on Sync OnSet’s
mobile app are automatically uploaded to your online photo album when you Sync.)

To upload and view photos online, follow these steps (screenshots follow):

1.
2.

From the Look Detail Page, Click “+ Photos”

A pop-up will appear. You can either drag-and-drop pictures from an open folder
onto this window pop-up, or select “+ Add files...”

Once you’ve added photos to this pop-up, select “Start Upload” to save them to
your online photo album

Before you click “Start Upload”, you can enter notes for each picture you're
uploading.

View Full Gallery Print Reports «
Proview Researcn Gatery - View Gablery (1) m

& Add photos to
gallery

You can also upload photos at any time from the Department Photo gallery. How to do this is

detailed in Section 4.
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Makeup Reports

From the Makeup Department Home page or Makeup Department Nav Bar, select Reports to

view a range of different printable reports: Scenes, Cast List, Actor Notes, Look Reports, and
Look Gallery Photo Reports.

Scenes Reports
Scenes Reports

g All Scenes - Detailed - With Characters v [RECHEEICHEET
B Shoot Date Report - Start M/D/Y Clear | End M/D/Y '8l Generate Report i

All Scenes Report

A breakdown of every scene. You can choose to print a detailed report with Characters & Look
#s or an outline without Characters.

All Scenes Report For Makeup (Detailed) - 11/07/2013 ﬁ Sgnc InSet
Envisage :
Pink Print Andrew Pierno
Scono # Day# Shoot Date_inlo ]
1 D1 Sun, 0918113 EXT - BLACK.
V.0, Simitar dialogue 1 Scane 103 Dut it is cifferent.
PRNCPAL Lok Name: Makewo Deaciption BADCGROUND Lok Name. Makewp Dusarption
1) COLE CLEANCUT STUDENTS @29) "
MNA M NA
@) REBECCA NATUMAL
MNA
Scene 7 Day#? Shoot Dare nk |
2 DUSK 1 Fri, 091313 EXT- OCEAN DRAIN PIPE — ,
V.O. Dialogue - The 0onan spits waler info the drain pipe,
oparating in REVERSE.
PRINCFPAL Look Name:' Makeop Description BACKOROUND Look Name: Makeup Desoption
(1) COLE :E:‘N.AD
A

Shoot Date Report

This reports is the same as the All Scenes, but will filter and include only the scenes being shot
on the days specified. Enter a start and end date to set the range for the Shoot Date Report.
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Cast/Actor Reports

Choose from drop-down menu to print all Characters or just one
& Character Reports - All Characters Bl Generate Report

Y Actor Notes Reports - Select Actor Bl Generate Report

\ Choose from drop-down menu to select Actor

a. Cast List
All Scenes Report For Makeup (Detailed) - 11/07/2013 ﬂ Sgnc nSet
Envisage >
Pink Print Andrew Pierno
[Scone # Day s Shoot Dawe ik ]
1 D1 Sun, 091813 EXT- BLACK.
V.0, Simitar dialogue % Scene 103 but itis different.
PRGN Lokt s Do BOORORE Lok e s s
1) COLE CLEAN CUT STUDENTS @20 w
MONA MNA
@) REpeCCA NATUMAL
MNA
Scene 7 Day 7 Shoot Date o ]
2 DUSK 1 Fri, 094313 EXT- OCEAN DRAIN PPE

V.0, Dialogue - The 606an spits water info the drain pipe,
operating in REVERSE.

PRcoA oo e i Do BACKGROND Lot ane s Dusovien
(1) COLE BEDMEAD
MONA

b. Actor Notes Reports

Actor Notes For Makeup SyncOnSet
Jeff Impey in Dexter the Feature

Nara: et mpey Contact info
B D —
ACtOI‘ PhOtO ;”:; danplairviewgmail.cam
%
Actor

Details \

g Brown Eye Color: Blue
Skin Tane: Pale Scars/Wounds: o
Ears Pierced: Yes Piercings: Ears
Tattoos: Left arm, right am top, and Back Allergies: Pearnns
Notes

SM&:
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Looks Reports
There are 3 different types of Look reports: Looks Detail, Looks Progression, and Looks Photo
Gallery. For each report there are drop-down menus and/or check boxes to select different

settings. After choosing the setting click “Generate Report.

Looks Reports
q Looks Detail - All Characters v | RECHEIEICREET L@ () Check box to print report with continuity photos
Looks Progression Report - Select Character Ml Generate Report

B Looks Gallery Report - Select Character v  SelectLook ¥ 2 perpage v Portrait \@ll Generate Report
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10. The Hair Department

Methods for Adding Hair Looks

SyNc

NSET

With Sync OnSet, you can add Looks to Characters on different pages: (1) On the Scene Detail
pages, you can add Hair Looks to each character in a Scene as you navigate from Scene to Scene.
(2) On a Character Detail page, you can add a Character to new Scenes, and add Looks across

multiple Scenes.

Adding Looks from the Scene Detail page:
1. Navigate to the Scene Detail page

2. Clickthe # next to the Character name to edit the Look they are assigned in the Scene

3. Click “Save” once finished editing

SyncOnSet f Envisage: Bue

B My Productions

= Makeup V Scenes

B% Scene #1 7= m

Script Day: Setting | Location: Description:
N2|430PM EXT | DOWNTOWN Cole decides to iake the subway after a failed atternpt at halling a cab.

Makeup Notes: / £ant

Characters ./ cdn ai Cast Looks
Principal + asd

Name: Look Name

{1) COLE

N2

Makeup Look Notes: N/A

{2) REBECCA
NATURAL 7 x
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Characters Looks More ¥

+ Shoot Day: Mon, 03/24/14

Background + asd

Name: Look Name

STUDENTS (20) +

Makeup Look Notes: N/A
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You can also select “Edit All Character’s Looks” to make multiple updates quickly. Then Click
“Save All” to make sure your changes are saved.

E scene # 1 JEO  View Gabery

Seript Day:
N2

Setting | Locatior:
EXT | DOWNTOWN

Hair Notes: /ot

Characte

Principal + A
Name: Look Name
(1) coLe SPIKED

Hair Look Notes: Healy tal spied har

(2) REBECCA BUN

Hair Look Notes: Tight professional looking bun.

B& Scene #1 /= veoses

Script Day: Setting | Locatiors
N2 EXT | DOWNTOWN

Hair Notes:  / fon

Characteu
Principal

Name: Look Name

G - - B

Realy tal spiad har

Hair Look Notes:

©2014 Sync OnSet User Manual

Descriptiors
This is the most epic

Background + A

7 % STUDENTS (20)

Mair Look Notes: N/A

m

Description:
This is the most epic downtown shot ever, Melicopter shot,

Look Name
STUDENTS {20)

Hair Look Notes:

« Shoot Day: Sun, 09/15/13

¥ Shoot Day: Sun, 09/18/13

Naxt

Noxt

m“ Select Existing Lok ~
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Adding Looks from the Character Detail page:
1. Navigate to the Character Detail page from within the Makeup Department
2. Click "Add Look to Scene(s)" button.
3. Choose all the Scenes you wish to add the Look to from the multi-select drop down
menu (Circled in red in image below).
4. Add a new Look in the text field labeled "New Look #" or choose an existing Look

from the drop down menu.
5. Click the "Save" button.

Sgr\c‘»'.i'nSet A Ervisage: Bhue H My Productions =

= Makoup V Sconas Characiors Locks Moo Vv Gallory
¥ (1) COLE (72 voecumn D
Actor: Andrew Pierno Gender: Male Age: 29 Description:

Naxt

Makeup Notes: 7 Eon

Natural

Scenes + Add Scene(s){ < Add Look 1o Scene(s) # Edit Al

Scene
- B ¢ Look
Scene: ScriptDay: Setting | Location: Look: Notes: Actions:

N2|4:30 EXT | DOWNTOWN
PM Cole decides to take the subway after a faled attempt at hailing a cab. PR

©2014 Sync OnSet User Manual 76



SyNcl{ )NSET

Look Detail Pages

Each Look # you create for a Character has a Look Detail page, where photos, descriptions and
notes can be stored (it’s a digital continuity book!). Below is an image of a Look Detail page with
a key of what each part is.

7 Scenes this Look is Print Reports «
- /7
@ Look 1 - (1) COLE /assigned %
BN .-,.'?:“:; W YORK CITY+ DANGE FLOOR« MOME ATER, 8 Gence bz TS )

Prev COLE'S APARTMENT - LATER, 1 ILE'S APARTMENT - MOMENTS LATER, 11 Noxt

KFC, 12 - COLE™S APARTMENT - B

Look Details X Cance
Description: i::::;:v:.qn Back. Comb through using
. Period: 2013
E Products: Aveda
Hair Color Formuda: Non
Mairterance: Ma e
Tools: Harspray & Comb i ﬂ
Hair Omamaents: Nona . % Q
Wig/Maimieces: None

Wig/Maimiece Source: None
4 Look Detail Notes
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Look Photos
Each Look Detail Page has a dedicated photo album. (Note: Photos taken on Sync OnSet’s
mobile app are automatically uploaded to your online photo album when you Sync.)

To upload and view photos online, follow these steps (screenshots follow):

1. From the Look Detail Page, Click “Add Pictures”

2. A pop-up will appear. You can either drag-and-drop pictures from an open folder
onto this window pop-up, or select “+ Add files...”

3. Once you’ve added photos to this pop-up, select “Start Upload” to save them to
your online photo album

4. Before you click “Start Upload”, you can enter notes for each picture you're
uploading

You can also upload photos at any time, anywhere else in the app through the Department
Photo gallery. A more detailed description of the bin is located in Section 4.

View full gallery
N

@ LOOk 1 7 (1) COLE 7 e 4 Pries fapans «
\t
Add photos to
gallery
Look Details i
o :‘:'/;7’ vl D m

¥

Hair Cadar Fomua: o

Mantarance: .

Teslx meapray & Coms E ¢l
me LTk X
WigHaimieces Nara

WigMaimieco Fource:

Notes

Hair Reports

From the Hair Department Home page or Hair Department Nav Bar, select Reports to view a
range of different printable reports: Scenes, Cast List, Actor Notes, Look Reports, and Look
Gallery Photo Reports.
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Scenes Reports

[E& Aiscenes- Detailed - With Characters  ~  [[CCEENSEY

a Shoot Date Report - Start M/0/Y  Clear  Ena iy  Clear 0

a. All Scenes Report
A breakdown of every scene. You can choose to print a detailed report with Characters & Look
#s or an outline without Characters.

All Scenes Report For Hair (Detailed) - 11/07/2013 il Sync(nSet
Envisage : .
Pink Print Andrew Pierno
|Scene # Day # Shoot Date Info |
1 D1 Sun, 09/15/13 EXT- BLACK.
V.0O. Similar dialogue to Scene 103 butitis different.
PRINCIPAL Look Name: Hair Description BACKGROUND Look Name: Hair Description
(1) COLE SPIKED STUDENTS (20) TBD
H: Really tall spiked hair H: N/A
(2) REBECCA BUN
H: Tight professional looking bun.
|Scene # Day # Shoot Date info |
2 DUSK 1 Fri,09/13/13  EXT- OCEAN DRAIN PIPE

V.O. Dialogue - The ocean spits water into the drain pipe,
operating in REVERSE.

PRINCIPAL Look Name: Halr Description BACKGROUND Look Name: Hair Description
(1) COLE SLICKED BACK
H: loosely slicked back.
|Scene # Day # Shoot Date Info |
3 DUSK 1 Thu, 09/19/13 EXT - SEWAGE PIPE

V.O. Dialogue - The swirl of water through the dark pipe is
hypnotic. In REVERSE

PRINCIPAL Look Name: Hair Description BACKGROUND Look Name: Halr Description
(1) COLE TBD
H: NA

b. Shoot Date Report
This reports is the same as the All Scenes, but will filter and include only the scenes being shot
on the days specified. Enter a start and end date to set the range for the Shoot Date Report.
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Cast/Actor Reports

Refer to pg. 64

Cast List

Refer to pg. 64

Actor Notes Reports

Refer to pg. 64

Looks Reports

There are 3 different types of Look reports: Looks Detail, Looks Progression, and Looks Photo
Gallery. For each report there are drop-down menus and/or check boxes to select different
settings. After choosing the setting click “Generate Report.

Looks Reports

e Looks Detail - Al Characters v ReCLEEIENE TGl () Check box to print report with continuity photos

" Looks Progression Report - Select Character Ml Generate Report
B Looks Gallery Report - Select Character v  SelectLook v | 2 perpage ¥ | Portrait A8l Generate Report
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11. The Props Department

Prop Categories

After completing your script breakdown, you will be able to manually add Prop Categories

Prop Categories

Prop Categories are customizable, allowing you to sort and budget your props easily.
Check out the reports tab after you've assigned all your props to see an overall
budget category by category.

We've provided you with some basic categories below, but feel free to create
your own as well! This list is editable from the Props Index page, which you can
get to by clicking Props in the bar at the top of the screen.

New Category ‘ m
Cancel m

NSET

We have provided some basic categories already such as food, auto, weaponry and a couple of
other suggestions to start with. You can create new Categories by clicking on Prop Categories

from the Prop Index Page

By Podxction [l Acount

= Props ¥ Scenes Characters Props Moo ¥ Gadlery

Props B Import 1SS Rental Sheet
RIS AT XD a

Prop Categories | /' Edit All Props

Name / Brand / Color / Description ¢ ”IW * Category/Source ¢ Asset ¢ Wrap Bos Price ¢ Budgets

* 25Ib Waight (1) COLE Rant 32.00 40.00 S x
e Castle Whie 2

Castle Whie

/ Arm Chair 1) COLE 0.00 0.00 7 %
[\

Basanall Bat (1) COLE Buy | 1SS PROFS Yes 80.00 0.00 £ x

%, Brett Bros. Tan 1041204
* Wom at tha handla

broken (Phane (1) COLE Ront | Wostern Yes 58.00 1230000 7 R

apple 00883321

ipone with a broken scroen

Casa of Boar (1) COLE Buy | Bevmo 29.99 0.00 P

Heineken

24 pack, opened
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Prop Categories

Prop Categories are customizable, alowing you to sort and budget your props easily.
Check out the reports tab after you've assigned all your props to see an overall

budget category by category.

' r-.'ew Category ‘
Cancel

Enter in your New Category and click “+ Add” to keep creating new Categories

Prop Categories

Prop Categories are customizable, afowing you to sort and budget your props easily.
Check out the reports tab after you've assigned all your props to see an overall
budget category by category.

I I‘\‘ew Category ‘

Bathroom Amenities

ilili

Kitchen Tools

=

Once you've entered in all your Categories, hit “Save”
You will now be able to budget your Props based on their Categories. To see your Prop Budget

By Category Report, go to the Reports page hovering over “More” from the gray navigation bar
and clicking on “Reports”
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Methods for Adding Props
With Sync OnSet, you can add Scene Props and personal character props on the Scene Detail
page. On the Character Detail page, you can add a Prop to a character.

Note: a Prop can be assigned to only one character closet at a time. However, that Prop can still
be assigned to a different character in scenes

There is an option to add Props on a personal character basis, or as Props that are generally
associated with the scene rather than with the individual characters.

Import ISS Rental Sheet

After you have completed your script breakdown, you will be able to upload your ISS Rental
Sheet. From the Props Index Page, click on the icon “Import ISS Rental Sheet”

SyncOnSet A Envisage: Blue BWPodctiors [l Account
=~ Props ¥ Scenes Characters Props Moo V¥ Gallery
| Props oL E o | @ Import 1SS Rertal Sheet
Q Prop Categories ./ Edit All Props
Name / Brand / Color / Description ¢ Closet / Personal * Category/Source ¢ Asset ¢ Wrap Boa Price ¢ Budgets
g * 25ib Waight 1) CO Rant 32.00 40.00 S x
Castle Whte 2
A Castle Whae
/ Arm Chaur 1 0.00 0.00 7 %
-
e Basadall Bat 1) COLE Buy | 1SS PROFS Yes 80,00 0.00 £ x
“u Brett Bros. Tan 1041204
¥ Wom at tha handla
broken (Pt Ront | Western Yeos 58,00 1230000 7 R
apple 00883321
ipane with a broken scroen
- Casa of Bod Buy | Bevmo 20.99 0.00 s %
m Heineken

24 pack, opened
Add the file and click “Start Upload”

All your Props from the ISS Rental Sheet will now be automatically added
Adding Props from the Scenes Detail page:

1. Navigate to the Scene Detail page by selecting “Scene” from the Nav bar. Select the scene #
you want to add props to

2. From here you can add Scene Props or personal Character Props by clicking “+ New Prop”

3. You can select “+ New Prop” or “+ Existing Props” if you have already uploaded a prop in a
different place. You also have the option of selecting “+ Add Props from Another Scene” if
you wish to add multiple photos used in another scene
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~ Puas V - e Craicun Peca W v Ciader,
. ¥ B0t Day: Wed, 08114
i Scene 2 ¢ vemoswn
Songt Our Semng | Location Deacrpton:
g Nisom £XT | COPPEE Sa 0P - PATO Coie anc Retecca haws eros dacummon >
[ Nert
Props Notes: /gt
[+ roae [+ ot T e——
scerebrope P
Name / Brand { Golor / Ouscrigtion Type / Source Une Notes
Now PR
F o S
. e
(1] COLE X + o o | + Esitirg Prem |
Narne / Srand | Cotor | Dascriston Trow [ Source Use Notes
* e Parn stagw | - ooeher 7 =
H - o .
Caste Whie
* hae Buy R
[ ot ’u
o
tecner iora Poct Weem s x

If you want to add the prop to a specific character, select “Make Personal Prop For” and a drop
down menu with all principal characters will appear. If you would like the prop to be just a
general scene prop, do not select a character.

Adding Props from Another Scene

If selecting “+ Add Props from Another Scene”, first select a Scene that you would like to add
Props from

Add Existing Props From a Different Scene

Select a Scene...

1 - EXT | FOREST
- EXT | COLE'S APARTMENT - LATER
- EXT | NIGHTCLUB NEW YORK CITY
- EXT/INT | NIGHTCLUB NEW YORK CITY
- INT | COLE'S APARTMENT - LATER

10 - INT | COLE'S APARTMENT -
MOMENTS LATER

15 - INT | ELEVATOR IN TRADING
BUILDING
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After you have chosen a Scene, you can choose whether you’d like to Select All Props from
Scene-

Add Existing Props From a Different Scene

1- EXT | FOREST v Saseball Bat - Brett Bros. - Tan - Worn at x
the handle

I SeleaAllPropsfromSeane-bl Ginger Ale x

Party food - Burgers Fries Buns Othe... x
Book - Harry Potter - Black x

op Case - O'Hanlon Mills - Wild x
e ko MEs - Wi

Cane x
Hearing Aid - Not in scene 30-40 x
Napkins - Stack of 30 Napikins x

coconut water - parrot - opened parot %
coconut wat...

Black Pepper - Kroger - Big Plastic x
Pepper (?o%tm ger =t
Sesame Oil - Sesame Oil x

Eiuolfl-ney - Sue Bee - Sue Bee Honey - 1/4  x

Salt - Morton - Circular Salt Container x

oo

Or you can Select Existing Props-

Add Existing Props From a Different Scene

1 - EXT | FOREST

Select All Props from Scene = Scene Props

Ginger Ale

Party food - Burgers Fries Buns Othe...
(1) COLE

Book - Harry Potter - Black

Laptop Case - O'Hanlon Mills - Wild
Georgia Okeefe looki...

Make sure to hit “Add Props” once you have chosen your Props.
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Adding Props from the Props page:

1. Click the Props tab in the
Navigation bar

2. Click on “Create New Prop”

3. A pop-up will appear. Fillin
necessary content and click the
"Create & Add Another" to
continue creating props or click
“Create” to just add an individual

prop

*You can also select “Edit All Props” to
make multiple updates quickly. Then Click
“Save All Props” to make sure your

changes are saved.

NSET

Create a Prop
Prop Name Description
Add to closet of: Type / Source
(NONE) Select Category v
Personal?
Dk X
o Asset?
e [
Price (Actual & Budget) Size / Quantity
Dimensions
Wrap Box Prop Storage Location
Select Existing Select Existing v
€]
Notes

~ B ¥ Dowws

= Props (I

Q
Nomrw ¢ Ovard / Sotor ¢ Demerption * Chovet / Pervenal
* THL W) Jet
H Carte White
Caatie Wre
M“Ql I.v.«;l
AT O
3

[ Dervos 4

o/ Lucha b

v
- N Do Dioa. Tan
* Wam ot B handle
H e
. g Pasts Pepser Comane

Marmy Potr Diace

o
OOre Wi & Dacken atea

ﬁ S —

N pack. opened
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SyncOnSet A Envisage: Buo

o oProps W Scenes Characters Props More Vv Galery

» Props [E=Esy
. = oA

Name / Beand / Color / Description = Closet / Personal ¢ Type/ Source * Asset ¢ Price ¢ Budget .
H 25 Weight (1) COLE v || 3 v 3 .00 40.00
El
Castie White
Castle White 2
Check Out:
Clear
Check In:
Clear
Apple Mouse (4) VOSSLER « | Seloct Catogory  * ves 33 0.00 0.00
Apple White Y

L — o R B ow
.

Bag Nona v [ None . v 0.00 0.00

Adding Props from the Character Detail page:

1. Navigate to the Character Detail page from within the Props Department by clicking the
character you want from the Character tab in the Navigation Bar.

&J-’\C nSet A Ernvisage: Blue HWyPodetiors [ Account

 Props v Scones Charactors Props Mo W Galory

g (1) COLE ZEdt  Viw Gulery (10) (%] Print Reports «

Actor: Andrew Plermnc Gender: Male Age: 29 Description:

Props Notes: /B

Personal Props (7) m Y ——
Name / Brand / Color / Description Type / Source Price Budget
* 250 Woight Rert 200 4000 7 %
F Nike 2
» Black Rubber 25b weght
* Walat Purchase 150.00 50.00 £ x

Other Props in Character Closet

Name / Brand / Color / Description Type / Source Price Budget

t Artr Chair 0.00 0.00 7 %
|

2. Click “+ New Prop” or “+ Existing Prop” (a list of existing props will show up if you choose
to add existing props)
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Create a Prop

3. Fillin necessary content. If you’d like to
make the prop a Personal Prop, select “Yes”
under “Personal?”** Click the "Create &
Add Another" to continue creating props or

i “ ” J i ivi p p . Add to closet of: Category / Source
{1) COLE

Prop Name

Select Category

Personal? Established? Buy Rent MO Promo Kit

Y‘”m ee o Purchase Source

SKU Number

Price (Actual & Budget) Size /
Dimensions
**Note: Any props that are Personal Props will e i

have a green star next to the name of the prop

(o=, - Create & Add Another

Prop Detail Pages

Each Prop you create has a Prop Detail page, where photos, descriptions and notes can be
stored (it’s a digital continuity book!). Below is an image of a Prop Detail page. Click the “Edit”
button to begin adding descriptions.

LWy Prodoctionrs
~ Pean W v trares Cramcions ope Mo vV Gatery
#-25lb Weight
’
Oescrotion Casta Whte = - ,_)_
Prop Closet (1) COLE Category / Source Proview lewerciory Qufery * View Qalery (1) m
Parsonal? Yo et
Catablarad? No 2
Assat? No Size/Dimensions
Price wm Quartity 2
Dudget Price “Qm Prop Storage C83 Wardhouwe
Wrap Dax Locetion
Dax SRerage
Location
Duapoation
Notes
E Scenes Tlermove PYop F rom Al Gicenes
_; Sorigt Day + Setting | Location
NZ|5:30 M EXT | COPFEE SHOW - PATID x
NP EXT COLE S APNITMINT - LATI R x
. Dusx1 EXT | MGHTCLUB hew YORK CITY x Covle
N2 INT | COLE'S ARPARTNENT - LATER »
Ne INT | COLES APARTMENT - MOMINTS LATER x
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Import Props

If working on an Episodic or a new Revision, you will have the option of being able to Import
Props. You can import all props, import all props for a character, or import all personal props

From the Props Index Page, hit “Import”

™~ Prga V Liceren Crarncsons Peps Mom VvV Cadery

# Import Props

All Props - 2 Props
Q  Select a Characer 12 impont from = ?

0 Prop Name Brand - Coler Purchase Source Dascription Imgact From

o Heg 0

A list of all Props that haven’t been imported will show up. You can either search by Prop Name
or you can select a Character to import from. Select the Props by clicking on the rounded
square next to the prop name OR select the rounded square at the top of the list to select all.
Once selected, click “Import Props”

Prop Photos
Each Prop Detail Page has a dedicated photo album. (Note: Photos taken on Sync OnSet’s
mobile app are automatically uploaded to your online photo album when you Sync.)

To upload and view photos online, follow these steps (screenshots follow):

1. From the Prop Detail Page, Click “+ Photos”

- 251b Weight

e 7 e
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2. A pop-up will appear. You can either drag-and-drop pictures from an open folder onto

this window pop-up, or select “+ Add files...”

3. Once you’ve added photos to this pop-up, select “Start Upload” to save them to your

online photo album

Add Picture(s) to Continuity Gallery

() Start upload

[FoowN

4. Before you click “Start Upload”, you can enter notes for each picture you’re uploading.

Prop Department Photo gallery

If you have the permission to add photos to your production, you can now do so from any page
and it will upload the photos to a departmental photo gallery to access later. The departmental
photo gallery allows you to upload all of your photos at once, and then tag the photos to
specific scenes, items, changes and characters. Here’s how:

1. Click the "Add Photos" button - note that this button

is accessible in the Navigation Bar on any page of the
department you are in

2. Click add files to add the photos you wish to add to
the gallery, or simply drag and drop the photos from
your desktop into that screen. Note that you can add
multiple photos at once

3. Click start upload to begin uploading the photos to
the gallery

4. Once the files have been uploaded, click
“Department Gallery” to access the photo gallery

©2014 Sync OnSet User Manual
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Envisage - Props Untagged Protos « | Continuny Photos
ia Uriagoed Photos |

a smospysears | | )

Al Photos By Character

+ Untagged Photos (8)

5. You can tag the photos in the gallery by clicking the blue Tag icon
6. Select the photos you wish to tag in bulk by clicking multiple photos

7. Click “Tag” and choose which Prop, Scene or Character to tag the photo to and click “Tag”
again

Tag Pictures

Tag as Research? Yes n

Prop Reports

From the Prop Department Home page or Prop Department Nav Bar, select Reports to view a
range of different printable reports: Scenes Reports, Cast/Actor Reports, and Props/Asset
Reports
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Scenes Reports

Scenes Reports

;E: All Scenes - Detailed - With Characters \ll Generate Report
B Shoot Date Report - Start M/D/Y Clear || End M/D/Y (o""'8ll Generate Report [

A. All Scenes Report

A breakdown of every scene. You can choose to print a detailed report with Characters & Props
or an outline without Characters.

B. Shoot Date Report
This reports is the same as the All Scenes, but will filter and include only the scenes being shot
on the days specified. Enter a start and end date to set the range for the Shoot Date Report.

Cast Actor Reports

The Character Reports give you a list of Cast Number, Character Name, Actor, Male or Female
and a brief description. You can sort by All Characters, just Principal Characters or just
Background in the drop down menu. Here is an example of a Principal Characters Report:

All Characters List Print n Sgnc nSet
The Visit

Principal Characters

Cast# Character Name Actor M/F  Description
1 CARTER Michael Nardella M

2 WHITNEY Carolyn Cawley F

3 MARTIN Seth Weil M

5 NORMAN Kevin Herraiz M

6 TYLER Ron Gonzalez M

9 REENEE Jesse Yabrowsky F

21 SHERYL Julianne Hall F

Background Characters

Name Count Description
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Props/Asset Reports

A. All Props
A list of Props can be sorted by Actual Price, Name, Character, Wrap Box

B. Assets Report
Set your price threshold to print all props in the production, sorted by price

C. Props Budget by Category
Generate a Report based on your Prop Categories

Wrap Boxes

Access your Wrap Boxes by hovering over “More” and clicking on “Wrap Box”. Edit the Wrap
Box by clicking on the pencil icon located next to the Wrap Box. You can enter a Storage
Location and also add as many Props as you would like.

You can also create new Wrap Boxes by clicking on “+ New Wrap Box” and enter in your

information. By clicking on the “+” icon next to the Wrap Box, you can also add photos of the
contents in your Wrap Box
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12. The Locations Department

Location List

Work as a team off the same, always up-to-date list of locations. Never struggle with accessing
critical location information again — addresses, dates, and contact information for owners,
parking, holding, and catering are intuitively laid out in one place.

First, import the script (Refer to pg. 10 for script breakdown)

An important aspect of cleaning up your breakdown may be to consolidate a script location as it
appears in the script. For instance, "Int, Walden House - Bedroom" and "Int. Walden House -
Hallway" may be the same script location.

You can do this by following these steps below:

1) After breakdown, go to Scene Index Page and clean data, “Edit All Scenes” (If you'd like
to edit numerous ones) or click on the pencil icon to just edit one scene.

SyncOOnSet A Envisage: Bue
@ Comume v Scones Craracurs Charges L Moo W Cabery
a
Iooag Seript Day R Script Lotaton R Descrpmon Cast: Shoot A Actons
L3 Day:
D1]420PM EXT | FOREST Cole dociien 10 1ako 1o sbwary after & faled attempt ot haling a cab. 1 Th, @.
002614
N2|530PM EXT | COFFEE SHOP - PATIO Cole and Rebecca talk 800U how Qreat everythng & 1 Thu ran |
2614
N2 EXT | COLE'S APARTMENT « LATER Cole walks through the door and Duys a cofes 1 Fr rd .
[ relal]
w DUSK?1 EXT | NIGHTCLUB NEW YORK CITY  V.0. Dwiogue - Water pourng out of a storm dran in REVERSE F 7 8
0a27/14
DUSK 2 EXT | HOUSE N TAMOE From just below the street, the water fows from the storm drain to the T80 7 8

firat lodge. REVERSE

2) Once you have clicked the "Edit All Scenes" or pencil icon, you can click on the Script
Location and you will see a drop down menu of "Switch", "Edit" or "New"

Baere B ¢ Bergt Doy * Brgt Lesaten * Dessrgton  Cawn 8ot Doy v Asvere
' Bl vre o omx | ooy romns | % A anaete
sncades )
= 4308 Clnar
oA Tt (¥ t-e
oo ] 0% 0 prryoemT maeRATO. X - s hae w20
3 -
= [l - EXT [COUES AR N % ~ y, "
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3) If you click on "Switch", you will have a drop-down to choose any location that has
been added in Script Location

Select Location

Select location for scene:

EXT | FOREST &

INT | DIVE BAR
EXT | DOWNTOWN

INT | ELEVATOR IN TRADING
BUILDING

INT | ELEVATOR TRADING
BUILDING

INT | FANCY RESTAURANT
EXT | FLOWER SHOP

EXT | FOREST

4) If you choose "Edit", you will be able to replace all of the locations with that same
name with a different location and name

Edit Location

Edit all instances of this location:

INT E INT/EXT = EXT/INT

FOREST

Cancel
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5) By choosing "New", you will be able to create a new location for this Scene

Create Location

Create a new location:

INT EXT INT/EXT EXT/INT

LOCATION

Once you have cleaned up your breakdown, you can now begin to create and assign actual
locations to your script locations.

Create and Assign Actual Locations to your Script Locations:

From Unassigned Script Locations, select which Script Location you would like to assign an
actual location to. Once selected, click “Assign to Actual Location”

Unassigned Script Locations| [ |

Q
Script Location s D/N Scones —
“  INT| DARK ROOM D.N 14,23
INT | JORDAN'S DORM ROOM D 18
Assign to Actual Location

Next you can either create a new location or
choose from existing locations that you have Create New Actuai Location: Existing Actual Locations:

already input [ Crosto New | Atomic Bean Caté

(U Add Script Locations
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The pop up for creating a new location will allow you to enter the Location Name, Type, Script
Location, Address and Description

Create an Actual Location

Location Name Address
Atomic Bean Cafe 904 Massachusetts Avenue
Location Type
Practical
Cambridge WA 02139
Script Locations
Unted States
INT | DARK ROOM | D, N | 14,23 x

Description

[N Create & Add Another m

To Add an Actual Location:

If you'd like to add an Actual Location that is not yet tied to a Script Location, you can do so by

clicking on “+Add New Location” from the top of the Location Index Page. This is a great way to
manage actual locations that you are scouting.

Navigate to the Locations Index Page by clicking on “Locations” from the gray navigation bar.
From here, click “+ Add Actual Location”

A Sample Locations Dermo #1

B Wy Poductions

a Locatons Soenes Locations Contiacts

as Locations [z |
Q

Shoot
Script Location D/N Scenes Actual Location ? Owner Parking/Holding/Catering Date o
INT | CONSTANCE BILLARD o 7 Atomic Bean Cath Owner Parking [ + |
904 Massachusetts Averve Danny Rogers Mike Moscow
Cambridge, MA 02130 Office: 412-829-0087 885 Massachusetts Ave
Unted States Cot: 617-876-8752 Cambridge, MA

Col: 617-008-2453

Grrie Rogors (Sater) mine.park@gmal.com

EXT | CONSTANCE BILLARD 8 Col: 212.872.8500 > :
Catering / Holdng
Mass Ave Diner
006 Massachusetts Ave
Cambridge, MA

EXT | YALE CLUS BURLDING N 2 BC Migh School Gym Owrer n
150 Willam T Morrssey Bodevard

Witlam Foborts (Athietics)
Boston, MA 02125

Col: 917-342-0060

United States w robertsGocra adu
EXT | YALE D, 10,A12,12, BC High School Science Owner Parking / Caterng / Holding n
N 15,190, 21, Ciasaroom

John Gat (Dear) Martn Perkins (School
28,38, 40, 105 Wiliam T Mommissey Bodevard o 0 o107 a75. 0008 Suoer)
A4, 43,44, Boston, MA 02125 john ganBbchighschool edu Worlc 978.982-1232
48 49

INT | YALE o n
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Once the pop-up appears, fill in all the information and click “Create” or “Create & Add
Another” if you would like to continue creating Actual Locations

Once the Actual Location has been added, you can now click on the Actual Location you added
to go to the Location Detail Page

SyncCinSet A Sampie Locations Demo #1 108 Sampie E My Procucions
an Locssons Scoores Locstions Contacts Gaflory
' i 2 / T INT | CONSTANCE BILLARD D |7 [%ShoctDue
s« Atomic Bean Café
EXT | CONSTANCE BILLARD 8
504 Massachusetts Avenue Type: Practcal
Cambridge, MA 02139 Description:
United States Noxt

Mhoes Takes 06/24/14 518

Notes saanee Photos

You have not added any notes yot

Contacts +New o Eeng Map Vove 1 Saves Poution  Save Map Poston  Move ' Adcrms
Owner ‘ ; 3 ' b Y
¢ A 5 2 ‘ i
Darery Rogers v ' ‘ . Ry

Office: 412.829.0987
Cel: 617.876-8752

Girove Rogers (Sister)

Calt: 212-872-8502 LA e " .
Parking 2 ' & P

Mixe Moscow

B85S Massachusetts Ave
Camvioge, MA

Ceilt: 617-058-2453
mike park@gmal.com

Catering / Holding

Mass Ave Diner 0!
906 Massachusens Ave

Cambridge, MA Mowe Arni et Pins AdSAses  Ada P

On the Location Detail Page, you can edit the type of location, description of location, add
notes, adjust the map, add contacts and add and view photos.
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On-Set Contacts

With the Locations Department, Manage your department’s hundreds or even thousands of
contacts in one system. Finding all the contacts you need to get the job done is just a quick
search away. Every contact you create can be saved to your personal contact list for future
projects.

There are three areas where you can add Contacts- 1) Location specific Contacts in the
Locations Detail Page and 2) Production specific Contacts in the Contacts Index Page and 3) My
Contacts

1) From the Location Detail Page, scroll down to “Contacts” and select “New” or “Existing”.
If you are creating a New Contact, you can select who this Contact is in relation to this
Location such as the Owner, Owner of Parking, Caterer or Holding Contact. You also
have the option of adding in their Address, Phone Number and E-mail. If you would like
these contacts to be added to your personal contact list, you can select “Yes” next to
“Copy to my Contacts”

Contacts + New | | 4 Existing

Owner

Danny Rogers
Office: 412-829-0987
Cell: 617-876-8752

Ginnie Rogers (Sister)
Cell: 212-872-8902

Parking

Mike Moscow

885 Massachusetts Ave
Cambridge, MA

Cell: 617-098-2453
mike.park@gmail.com

Catering / Holding

Mass Ave Diner
906 Massachusetts Ave
Cambridge, MA

©2014 Sync OnSet User Manual 99



SyNcl{ )NSET

Create Contact

Owner Parking Catedng Helding
Notes

Copy to My Contacts ACH No

(o= N Create 8 Add Another m

2) Navigate to the Production Contacts page by clicking on “Contacts” from the gray
navigation bar. Any contacts you have added to your Actual Locations will appear here.
You can also create a New Contact by clicking on “New Contact”. If you have already
built your My Contacts page, you also have the option of importing “My Contacts” to
your Production Contacts page

':;‘,Jr\r- OnSet A Sample Locations Demo #1 108 Sarple H Wy Procuctors a = Accoure

A Locatons Soenes Locatons Contacts Gadory

Sample Locations Demo #1 Contacts
[ ooy o | 4 o Corcs JRRRRIORN

Fm Vv Last v Type Address Phone Email Notes Location

Aex LoVerde Owner Cek: 917-525-6876 Work: Wymasee Offices
Office: 212088-0676  alaxOwymseenc.com
Home: 310-876-6212

Armnory Russo il Owner Cok: 65178820812 Rueso Resoence
Worlc 8175820912

Ben Horowitz (owner) Owner Cat: 517-982-0921 DenGcremaccieehouss.com Crema Cat
Ba Jones Owner Cel: 82796820912 Devens Stage A

Parking
Danny Rogers Owner Office: 412-829-0987 Asoenicc Boan CaM

Cek 817-876-8752

Ginnle Rogers (Sster) Owner Cek: 212-872-0002 Asormc Baan Cat
Hank Frugman (Au Bon Pain) Catering Cek: 212-980-0821 johnn Mancock Towe

Moidng
Jmmy Wales (Park Poice) Owner Cek 21240870812 Boston Pubic Garden (at Bridge
Jang Wel (McDonaks's Rep) Parkng Calt 618-203-0087 Jegr@mcd.com Waomn Recdence

Caterng

Holdng
Jon Gak (Deary) Owner Cet 817-072-0820 john.gakGtchighschocl ety BC High Schoal Scence Classroom
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3) To navigate to My Contacts, click on the Telephone icon located between the My
Productions and the Mail Icon in the black navigation bar

Your My Contacts page will have any of the Contacts that you selected to have copied from the
Location Detail Page. You can also create new contacts by clicking on “+ New Contact”. The
Contacts on this page are specific to your Account only and should be considered as your
personal Contact Address Book.

My Procuctions

am Locations Scerves Locations Contacts Gadory
Fist v Last v Type Addross Prone Emall Notes Used In Productions
Danny Rogers Owner COfice: 412-829-0087 Sample Locasons Demo #1

Cok: 6178768752

Ginnle Fogers (Sister) Owner Cok: 212-872-8802 Sampie Locasons Demo #1

Mass Ave Diner Catering 906 Massachusens Ave Sample Locasons Demo 81
Holding Camiriage, MA

Mixn Moscow Parking &85 Massachusotts Ave Cok: 817-098-2453 mike.park@gmall.com Sampie Locasons Demo #1
Cambriage, MA

Photo Integration

Each location has a dedicated photo gallery for scout pictures and other relevant images. Our
beautiful and neatly organized photo galleries are perfect for sharing with your Production
Designer, Producer and Director.

Photos A View Gallery (2)
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You can add Location specific photos from the Locations Detail Page by clicking on “+ Photos”.
For information on how to add photos to the Department Gallery, please refer to pg. 22

Built-In Maps

Each location has an interactive map to highlight pertinent information including the set,
parking or holding. Simply draw an area or drop a pin with a label to mark anything you want.
These annotated maps are great for Call Sheets and Scout Booklets.

Map Move to Saved Position = Save Map Position = Move to Address

&

< * > freeparking
v

Map | Satellite

=

Actual Locatlon

4

& . ,/)(" /?///
caterl /holdin i X e,
. g Ofnce & %)

ut Hill Terrac £ Areas On

Map data®2014 Google TermsofUse Reportamap eror

Move Areas and Pins =~ Add Area = Add Pin

From the Map on your Location Detail Page, you can add an Area, add a Pin and Move Area and
Pins. To add an Area, click on “Add Area” fill in the name of your area, select what color you
would like your area to be, click “Add Area” again, and then click on multiple points on the map
to create a polygon.

To add a Pin, click “Add Pin”, fill in the name of the Pin and select what color you would like
your Pin to be and click “Add Pin” again. Next, simply click on the map to create the Pin.

To move your Area or Pin, click on “Move Area and Pins” and simply click on either the Area or
the Pin and drag to where you would like to move it to and then click “Save”.

You also have the ability to Save Map Position by zooming in the particular area you would like
to always show and then click on “Save Map Position”. By doing this, your map will stay at this
location and this zoom. Anytime you move within the map, you can always relocate that map
position by clicking on “Move to Saved Position”. You can also always move to the set location
address by clicking on “Move to Address”
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Privacy

Each user in your department can be assigned a specific permission set in order to control
whose eyes see what. Keep sensitive Location contacts private and confidential to your
account. If you're working with temporary assistants for instance, you can set their permissions
to “Read Only.”

To change permissions for each user, please refer to pg. 96 — pg. 97
Tech Scout Booklet

Generate a Scout Booklet in seconds. Just select the locations you’re visiting and we’ll
automatically generate a PDF booklet. All of the location’s details and their map will be included,
saving hours of formatting.

To navigate to Tech Scout, simply hover over “More” from the gray navigation bar and click on
“Tech Scout”

SyncOnSet A Sampls Locations Damo #1 108 Sample H My Produtions a2 Acoourt

- Locations Scanes Locations Contacts Gallery
Calendar
2 i  oerpor |
s Locations Tech Scout _
——pp Tech Scout
Actual Locations Tech Scout o + Add Custom Stop
Script Location D/N Scenes  Actual Location Date/Time Script Location D/N  Scenes  Actual Location
*  INT| PROFESSOR HIGGINS' OFFICE b Wymaes Offioss
(DEAN'S OFFICE) 66 Long Whart
Boston, MA 02110
EXT | ADMISSIONS BUILDING D |17.42 |Unitad Sates
+  INT | WALDORF PENTHOUSE 2 Russo Residence

85 Marlbcrough Street
N A24,25 Boston, MA02116

INT | DEAN'S HOUSE
26,32, United States

EXT | DEAN'S HOUSE N A33.39
+  |INT|VDW/BASS APARTMENT N, 4,6,34, Walden Residence
D 35,37, 70 Reserveir Street
48 Cambridge, MA 02138

United States

Every Location that has been created as an Actual Location will be shown on the left. All Actual
Locations will appear as the order in which they first appear in the script. All Actual Locations
that have not been assigned to a Script Location will be listed at the bottom. You can add a
Location to your Tech Scout by clicking on the “+” icon next to the Location
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» Locations Tech Scout ==

Actual Locations Tech Scout Locations + s cuse s
$r9t L ecamon ON  Scenee AClus Lccaton OutarTwve St Lecenen DN Scenes Achuw Loceton
E INT | PROF ESSOR MOONS OFFICE DCANS OFFCD — O INT | WALDOAF PENTHOUSE .

[P

5 Watraly e

[+ ©  wrioeaws wouse NOANBN Boston, VA 02114
» (nied S

X7 | ADMISEIONS BULONG o: B4

T VDWRASS APARTMENT ND4As XY | DEANS MOUSE

* T ety LOPT

INT | ELEANOA WALDORF DESONS ATELIEN O AIT.I0ET  Uning Suns
* T COMITANGE BRLLAND v Alhaia i Gt
904 Massachaces Averve
X7 | COMSTANCE BRAARD e PSRN M.
Uréec Saten

XY | YALR
INT | YALR
® T | DEAN OF ADMSSONS OFFICE . boeans Sage
20 Saute way
Dwveve MA 01
e ey

Once you have added the Actual Location to the Tech Scout Location, click on “Month/Day/Year”
and choose your Tech Scout Date. Once you enter a date into one Location, all other Locations
that have blank dates will also be auto-filled. Enter in your Start Time and End Time and make
sure to click “Save”. After clicking “Save”, the Tech Scout Locations will reorder itself so that

the Locations are in order according to the schedule. Please note- you cannot have two Tech
Scout Locations occurring at the same time

o Locetors Soarws cator  Contacts  Mow ¥ Galery

» Locations Tech Scout [ ot P

Actual Locations Tech Scout LOcations + s cuwm s P @
Scrot Location ON Scenes Actusl Location Actusl
® T HUMPHARY LOFT ) $04 Johns Honeosk Tower DmeTime Sorpt Lecation O/N Scenes Locstion
O.N Af7. 30 ,&"“‘_wmw = |rmaon Cewe | WT ) WALDORF 2 Ruses
INT | ELEANOR WALDORS DESIONS  © 17,30, Unied Batee PENTMOUSE Peosence
ATELIGR 2 ° (¢ 3
N ey Narorough
o 3% R e T1 »
*  INT| CONSTANCE BILARD o Momis Samn Cotd T OB HOUSS 25 20, et
904 Massacriaams Averce o 3y Boson, MA
o WA 02t - & )
£XT | CONSTANCE BILLARD <' g, NA 02129 e
EXT|DEANSHouse N A% 3 Ui
+  OXVIYALE D.N 30, A12,  BC Migh School Sclence Grates
1 9 Clmaroem - D Wy see
A o T | PROFESSOR y
L0 o8 Wil T Morrasey e - o & OFFYCE OMces
40, MY Boevag (0] (o] L J¥
4 o9
43, 44 48, Boston, MA (2125 Lo b Whart
p Boston, WA
D 3780  nne
q o n EXT | ADMISSIONS m < @
INT | YALE BULOING Unitedt
+* { o 1598 20, Devens Stage A Snes
INT | DEAN OF ADMISSIONS' OFFICE
4 %00 Shaio Way = s INT | VOW/BASS NDas Wakden
Devers, MA 01434 - L APARTMENT 34,35,  Residence
Urtec Sates (o] (o] 7,4 70 Reservor
-~ 7! i £ omen [ Dreet

©2014 Sync OnSet User Manual 104



- Lncators - Boerws —xatorn Cortacn Vo © Oy

% Locations Tech Scout Pt e

Actual Locations Tech Scout Locations + s s s (N |
Aowt Locmos QN Scwnes Az LecmDY Acdud
+ N 2 ane :;;.-\n::v;_- DataTme Borot Lacation DN Bosnes Locstion
UNPHREY LOPT w2 - ’ ore
e Cowr INT I WALDONY PONTHOUEC
1T | ELEANON WALDGRY DRGNS BNAITI0E  Unies frame Rosktence
ATemh MmauN O mawv O [
WY | DEAN'S HOUSE i :‘n [
+NT | CONSTANGE MLLARD e 7 ;‘”A;""‘ Qb & a & o Sewn
SN Avers B, M4
A R
T | CONFTANCE BRAARD ’ o AR re ~ NOAD e
v X7 | OEANS HOUSE ntes
4 v vas GUN YA 1L DG Hgh Bahodd Somiin v v v Pares
BN Comwoem - [ | Wy e
wrj o
2% 38 40, T Ty o
A1, 5, 8, :.__, . ° B! Ot meuN orven :'k-w
“a s Ooewn WA 04 What
-] A\l Boatan WA
e Y| AoMsRoNg suLoNg O V& @
T wriotanor Aowmmons ormce O 13630 e b d \ried
“ 100 St Wy
Dwwana. VA DM e ND 4s Wkt
Rlrs b g O INT | VOWBASS AP ARTMENT ~
e G it ! 3% ”
- COLLEOS DNVE N o Copmn Cote - [+] o W70 Neserem
bl S ——_— 27 Beatte St reet
Cwrdadon. MA Oardimniign.
ed Cures VA T
el
* e wwemos » Beton Bt Qv 1t Sihd
&b 5 Do Trwet
INT | CHUCK'S 110 v» Henton MA W Coet =
Uneg fawes

Create a Custom Stop by clicking on the “+ Add Custom Stop” icon. Enter in your information
and click “Create & Add Another” to create another Custom Stop or simply click “Create” to
finish

Create Custom Stop

Tom's Diner

7/23/2014
Address

75 Huntington Ave.

Line 2

Boston

United States
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To remove a Tech Scout Location, click on the “ - “icon and the Location will be added back to
the left column of Actual Locations. If you remove a Custom Stop, you will lose the address

information

To print your Tech Scout Booklet, click on the “Print Report” icon to the top left

NSET

- locstors Scees Locwion Comscs Mow W Galery
s Locations Tech Scout
Actual Locations Tech Scout Locations + s cusm swe
Scrgt Locstion ON Scenes ocston
+ ; 'yu 5904 :‘:":‘ul.-“-_. Tower Data/Tame Sorot Loceton O/N Soenes ::«;‘o«
INT | HUMPHIREY LOFT Boston, MA 02210 ~ T | PROFESSOR HIGOIN: D 1 Wymses
INT | ELEANOR WALDORF DESIGNS AN AT, 3047 United Sates % G :r:c'. M-sc:lncn’ :"“‘
ATELMR oy
Whart
+  INT| CONSTANCE BILLARD 9 oo T W P oo
I o[ o et
*  Exrivae et :,'ﬁ :“:“""_"N . — O INT | VOWBASS APAsTTMENT 4 O :45.1: :‘*"
oy e M b oo . = e
@0 Baston, MA 02125 Camtnicion
INT | YALE ::':.”
+ ) L1020  Devers Stage A Qates
INT | DEAN OF ADMISSIONS OFFICE
. ) Samgie Locations Demo #1 3 SyncnSet
All of the Locations will be ordered 100 Samgse Pt SarahKurobe
. Technical
according to the Tech Scout schedule i ,R:o,f”m
and all maps associated with each Tech L tewiem 0N e Actuel Location
Scout Location will appear below. At [Py 2 . [semmcne
| ADIASSO .4 Urto States
this point, you can adjust the zoom of 2071
. . 200 PV . 2,00 P LINT | VOWBASS ND 4.6 3435 | Waldeo Residence
each map to either show or hide any | panTuaent 2.0 |1 Asourvoh Boomt
. . Urboc! Saates
Pins or Areas that you would like to
. . . 200 PM . 500 PM ilﬂl'll.w” 2 mmm
print. Immediately following each and Pt S IO =~
. 2 3 —
every map is a Notes page — ¥ E
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Shoot Date Calendar

To view your Shoot Date Calendar, hover over “More” from the gray navigation bar and click on
“Calendar”. Your Shoot Date Calendar will show you all of your Shoot Dates and will show
which Actual Location will be shooting on which date

m Pore Povsat Pyt Landacaow .
September 2014 L2

Sun Neon Tue Wed T Fri Sat
1 2 !

To print the Calendar, select “Print Portrait” or “Print Landscape”
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Reports

If you have Direct Contact Permissions, you will see two options to print Locations List Reports.
Master and Distro. Master will show all contact information, while Distro will hide phone
numbers and e-mail addresses.

Printing the Locations List will print what you see on your Locations Index Page. If you would
like to print with Scene Descriptions, make sure to check the “Print scene descriptions” box.

Printing the Master Locations List will show you a column with “Owner” which will include your
Contact Information. Printing the Distro Locations List will not have the “Owner” column

The Location Map will print a map of the selected Actual Location and will include all the Scenes
that will be shooting at this Actual Location

g‘?‘.\;isagc ok Sync(nSet
Print Sarah Kurobe

Chestnut Hill Cafe Map

EXT | COFFEE SHOP - PATIO - Sn. 2, 52

EXT | COLE'S APARTMENT - LATER - Sn. 3

' EXT | FOREST - Sn. 1, 28, 37, 43, 44

A EXT | NIGHTCLUB NEW YORK CITY - Sn. 4, 6

Chestnut Hill Cafe
100 Beacon Street
Newton, MA 02467

“ [ Map | satelite |

g 5
ﬂ ring/holding ‘

[l Jerracs

Map data 22014 Google Terms of Use Reportamap error

The Locations Breakdown allows you to print a list of how many pages are spent in each Script
Location to help plan for how much time may be needed to book the Location
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13. The Set Dec Department

Set Dec allows the Art Department to track all Sets and Set Pieces for your Production. Before
adding Sets and Set Pieces, it will be important to check and make sure all Script Locations are
entered correctly after you have completed your script breakdown (For more information on
script breakdown, refer to pg. 10).

Sets

The Sets Index page will be where users can build out each Set based off of Script Location. To
get started building Sets, you can first choose whether to, “Create Sets from Script Locations”
which will create all current “Script Locations Not Assigned to Set” into Sets

3 o S Vv Scores s Sar Pcen Mow ¥ CGavery
]
»
&% Sets [T N——
| .
} Q 7 Eon N Bens
Seld & INTAEXY o Sul Namw - Type St Deverptam Script Lematan v Actunl Locetion
E tnanong COFFEE S0P Bt 6 7
Script Locations Not Assigned to a Set Sl e s osons
I Scrigt Loceton Sceney Actesl Loceorn
| EXT | FORESY LV awm e 4 Cale
INT | COLL S APATTVENT Ao mMIT M
‘ MNaQuenn
EXT | COFFEE S010F - PATIO 2 Chesrun bt Case

EXT | COPTeE o A 828
FXT | COLE'S APARTMENT ]

EXT | NOHTOLUS NEW YORK OITY &8 Cresinast Hil Cele

Or you may choose to “Select Script Locations”, which will allow you to choose which Script
Locations you would like to create a Set for

o SeDec ¥ Soores wnn Sat Pucon Mow ¥ Cayery

| &= Sets [IE) o By B T

} Q 7 Eo N e
Seld & INT/EXY o Sul Name - Type St v riptam Scrist Lo atan P Actunl Locetion

E tnarong COFFEE S0 st s 7
Script Locations Not Assigned to a Set ey [ |

l Seript Loceton Scenen Actusl Locetorn

| 11 FOREST LN & u Chesns 4 Cate

INT | COLE'S APNTTVENT
EXT | COFFEE 8040F - PATIO

EXT | GOPPEE S
FXT | COLE'S APARTMENT

EXT | NIOHTOLUS NEW YORK OITY
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Script Locations Not Assigned to a Set

o Script Location Scenes Actual Locations

EXT | FOREST 1,29,37,43, 44 Chestrut Hl Cafo
& INT | COLE'S APARTMENT 1A, 9, 10, 21, 23, 24, 27, 30, 386,

38, 41,42, 82, 88, 89

EXT | COFFEE SHO® - PATIO 2 Chestrut Hil Cate
& EXT | COFFEE SHOP 2A, 52,85
o EXT | COLE'S APARTMENT 3
W EXT | NIGHTCLUS NEW YORK CITY 46 Chestrut Hil Cate

Create Sets From Script Locations

Split Set Name V¥ Scenes ¥ Reassign/Remove
e EXT Coffee Shop - Patio 2 u
o EXT City Skyline 32 n

Cancel

After choosing which Script Locations to create into Sets, you will have the option to either
Reassign/Remove the Script Location or to Split the Script Location. Splitting is utilized when
Scenes have more than one Script Location that will require two (or more) Sets

Split EXT Coffee Shop - Patio into multiple sets.

Create a new set or select existing set for scene(s) 2.

Set 1 Ll m P REATIRESHINT: Select an Option

Coffee Shop

INT m INT/EX 2500 Select an Option

Patio

=+ Add Set

Cancel m

Enter in the name of each Set or Choose from the Drop-down. Once you’ve entered in the
name, click “Split”
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You will see that all Script Locations are now separated so that each Script Location will have its
own Set. Hit “Create” and all of your listed Script Locations will be created in Sets

> |
Create Sets From Script Locations
Split Set Name Vv Scenes ¥ Reassign/Remove
& EXT City Skyline 32 n
i EXT Coffee Shop 2 n
& EXT Patio 2 n
Cancel -Cmata
~ v |

Another option to create a new Set is to click on “Add Set” from the Set Index page

- 50D Vv Scones Sees Set Poces Moe ¥ Gadery
-
&% Sets O-mu View By Set Type
A
Q 7 € Al Sets
Set# o INT/EXY . ;“h = Type Set Description Script Location Scenes Actual Locations
EXT City & - EXT | CITY SKYUNE 2 Long Whart Office s
EXT Coffes Shop EXT | COFFEE SHOP « PATIO 2 Chestrest Hi Cate e
EXT Par EXT | COFFEE SHOP - PATIO 2 Chestrt H4i Cafe 7
1 INT Offce Sunarg INT | COFFEE SHOP 51,84 7

After hitting “Add Set”, you will be able to input a Set Number, Description, Choose which
Script Location this Set is for as well as choose if this Set is a Location, Swinging or Standing. Hit
“Create & Add Another” to continue creating Sets or simply click “Create”

Create Set
2 Ed o wiea eamr
Elevator In Trading Bullding
Deseription
Seript Locations Type

INT | ELEVATOR IN TRADING x Swinging Standing
BUILDING

EXT | BAR
EXT | BOAT ON THE WATER (e LUBN Create & Add Another m

INT | CAR

EXT | CITY SKYLINE
INT | COFFEE SHOP
EXT | COFFEE SHOP

EXT | COFFEE SHOP - PATIO
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Once you’ve created your Sets, click on the Set Name to view the Set Detail Page. This will be
the page where you can add Photos such as Establishing, Continuity, Research and Showroom
(for information on adding photos, please refer to pg. 23), as well as add Set Pieces. You can
also add your Set Dates such as Prep, Load, Shoot and Strike by clicking on the + icon located
next to “Set Dates”. You also have the option of uploading PDF Documents to your Set such as
POs that you can reference as you add your Set Pieces

®% EXT Patio 70 | Sy | O

Neme bpmt Caverpmen 5 trve + Owemmsems S age | oegr Moimane R
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Set Pieces
To begin, click “Create Set Piece” to begin adding Set Pieces to your Set. Add all relevant
information, and hit “Create & Add Another” to continue creating Set Pieces, or hit “Create”
Create Set Piece
Name Set Piece Description
| Set Piece Name Set Plece Description
Brand Dimensions
Set Piece Brand Dimensions y.
Sets Type
Selact Sets Select type v
Purchase Info Set Piece Storage Location Actual Price
Buy Ren: MG Promo Select storage location v Actual Price
Select vendor Create Storage Location n
Wrap Box Disposition Asset Number Pallet
Select wrap box Disposition Asset Number Pallet
Create Wrap Box n
Clearance
m Cleared Not Cleared Pending
(o:1, Ml Create & Add Another
Once you’ve created your Set Piece, you can click on the name of the Set Piece to be taken to
the Set Piece Detail Page.
Your Set Piece Detail Page is where you can edit your Set Piece information and easily add
Continuity, Research or Inventory Photos (for more information on adding photos, refer to pg.
23).
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- =i v

& Couch 7«
Brame owet Com Cmarwnce?
Categery Cnsirun At
Orreracrs M x 300 5 200 Wrap Bew &
Coat 0 o Pt s
Prcnass Type Oy Dacoeton
Ve vt £
Brorage Loceson
Coecrgmon
E Use History
ete Sat e Scenes
Ao % %0 "
o
Vendors

LNN2ANTARIENNL

Scores  fem 2 Facee vercon Vos ¥ Caary

n [coonr, [ R . ... |

On the Vendors page, add all your vendor contact information and notes. To create a new
Vendor, click Vendors from the grey navigation bar.

[

- el v Sowws fom  SuPees  Veaow Vo ¥ Gy
Vendors
Q
Ve e . Aaden Comtaet Narve e [ hetes
pa—y ra |
Create Vend Once on the Vendor Index
IREID Y enaor Page, click on “Add New
Vendors” and enter all
| Mendor Name ‘ pertinent information and hit
“Create & Add Another” to
Contact Address . .
keep creating Vendors or hit
First Name Line 1 “Create” to complete
Last Name Line 2
. | Phone Number City State Zip
% | Emall Select a Country v
Notes
Notes

Cancel Create & Add Another m

©2014 Sync OnSet User Manual

114



SyNcl{ )NSET

Set Reports

From the Reports page (hover over “More” from grey navigation bar and click on “Reports”)
you can generate a Set List report or an Asset Inventory List Report.

The Set List Report will breakdown all your Sets by Standing, Swinging, Location and Other and
will include your Set Description as well as your Actual Location

Set List - 11/24/2014 .l Sync’ nSet
Envisage , Shil Ko
Blue Pnnt aran Kurooe

Standing Sets
Set# INT/EXT Name Description Actual Location
1 INT Office

Location Sets
Set# INT/EXT Name Description Actual Location
2 INT Elevator In Trading

Building

Other Sets

Set# INTEXT Name Description Actual Locstion
EXT City Skyline Long Wharf Office
EXT Coffee Shop Chestnut Hill Cafe
EXT Patio Chestrut Hill Cafe

The Asset Inventory List can be sorted by Asset Number, Price, or Purchase Type

‘ Asset Inventory List - | Sort By Asset Number a
Sort By Asset Number

Sort By Price

Sort By Purchase Type

This Report will include your Asset Number, Piece Name, Description, Cost, Purchase Type,
Location, Disposition and Set #s
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Adding Team Members and Permission Levels

Sync OnSet was designed for collaboration: as a cloud-based tool, your whole team can access,
view, and edit all of the photos and notes on your project. Understanding many project teams
can be large, we have designed a specific set of permission levels to give you the choice of
which information each user can view and edit.

Inviting team members to your production

To add new members of your team, navigate to your Production Homepage and scroll down to
Production Access Menu. You can also hover over "More" from the gray navigation bar and
select "Access Menu"

SyncOnSet A Ervsage: Bue Hwhrosctos B Acout
g Costre V Scores Craractiens Cranges ners Moe v Galaey
2 Production Home Acors Current Department:
o /s I Pevise Ser
Envisage: || B e Gertn o gy Costume
Blue
Buogess
My Depantments | Admin Pages | Users Ovenview Help Dok ©@
Scerms, Craraciens. Astore Total Picaares: Total Users:
l 105 24 16 784 16 IV TN 13 D7 AW PRmo
1. Select which Department you would like to add the User in and click "Details"
gy Costume Vv Scanes Craractors Crangss nars Mom ¥ Gadery
2+ Production Access Menu
Sarah Kurobe
Crangs Owner
E gy Costume € Hair X Makeup - Props % Locations @5 SetDes
Sarah Kurobe Sarah Kurobe Sarah Kurobe Sarah Kurobe s Con Sarah Kurobe
Crarge Craege Crange Crryge Crarge
Ryan Canvois Ryan Daniele Ryan Canels Ryan Daniels Ryan Danels
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2. Select "Add User" [Note: Only Production Owners, Department Heads or those with
"Add User" Perms will be able to add users into the Production]

b Cottume ¥ Soanes Chanciars Crangas »ms Mo Gatery

»* Costume Access MenulEra| s

3. Enter in the New User's Email or select an Existing User on Production and choose what
permissions you would like to add for the User and hit "Next"

Add User To Costume

New User

Existing User on Production

Email Select A User v
Read Only? Edit Scenes & Characters?
@- O-
Add Users u Yes
View Fitting Gallery u Yes
Budget Access n Yes
View Actor Contact Info u Yes

1. Production Owner: This is initially the user who created the Production and did the
first Script Breakdown. This user will have the ability to add, change and remove
Department Heads. The Production Owner will only have full access to the
department that they initially chose in their Script Breakdown unless they are invited
into a different department by a Department Head. The Production Owner also has
access to Actor information and script admin access [can edit Scenes & Characters].

2. Department Head: The Department Head can add and remove users into their

Department and also have the ability to manage all of their department's
permissions.
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3. Department Access: Giving a user department access allows them to view or edit
photos, notes and breakdowns within a department. For each department there is a
range of permissions:

* Read Only: If yes, the user CANNOT make any edits or updates. User CANNOT
add photos or tag photos.

* Edit Scenes & Characters: If yes, user will be able to add, edit and remove Scenes
and add, edit and remove Characters.

* Add Users: If yes, user can invite other users to the production and send
dashboard messages to producers/directors.

* View Fitting Gallery: If yes, user can see all photos Tagged to "Fitting Gallery"

* Budget Access: If yes, the user can see the Budget Tab and budgeted price for
items

* View Actor Contact Info: If yes, user can see the actor's contact information on
the actor page

Inviting team members to your department

If you are given access to add users to your department from your Department Head, you can
add users to your department from your department home page or from hovering over “More”
and selecting “Access Menu”

You then enter in the users email and follow the instructions to set permission levels. To edit,

select the # to change each user’s permission levels. These will update immediately, and can
be changed as often as you need.

Production Dashboard

The production dashboard makes it easy and secure to share photos with Producers, Directors,
ADs, and other members of the production for approval and collaboration.

Sharing Photos to the Dashboard
You can share photos to the Production Dashboard from any photo gallery.

1. Navigate to a photo gallery or department photo gallery

2. Click “Select Pictures to Share with Team”

3. Click the “Select All Pictures” to share entire gallery or select individual photos. The
photos that are selected will be greyed out with a checkmark

4. Click the blue “Share” button in the top left of the gallery

5. Select the recipients for the photo — you can now send invitations to those team
members that are not already signed up for Sync OnSet
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Send Message

Select Existing User(s):

Send to team members who haven't started with Sync OnSet:

You can send dashboard messages to members of your existing team or to new team members
outside Sync OnSet. When you send a message to a team member outside of Sync OnSet, they

will receive a confirmation email that will allow them to create a password to securely view the
invitation that you have sent to them.

Here is what a message form will look like:
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Receiving Dashboard Messages
If a member of your production has shared photos and messages with you, you will
automatically receive an email message notifying you of the new Dashboard update.

When you log in, you will notice a number next to the envelop in the Nav-Bar, indicating how
many messages you have unread.

Sgncf."nSct A Envisage: Blue

s Production Dashboard ’ Inbox Scenes Characiers Mxe v
1 Production Home Current Department:
Envisage: Blue W% Production Dashboard
My Departments | Users Overview Holp Dosk @
Scenes: Characters: Actors: Total Pictures: Total Users: Created:
103 20 14 637 1 08/15/2013 by Andrew Plerno
SUﬁC OnSet A Ervisage: Buo
M Production Dashboard Inbox Scenes Charactors More W
|}
w Sarah's Dashboard Inbox 23
Sarah Kurobe unt now
Wnat do you think? ¢ Click Here
Envisaga Blun
Sarah Kurobe 6 minutes 390
What do you think? ‘ ‘
Invisage Blue
Sarah Kurobe ast month

What do you think?
Envisage Blue

The production dashboard shows all the albums you have sent or received. You can comment
on the album by typing in the open text field:
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m  Producton Dashboard rbax Scenes Charactors NMore W

% Sarah's Dashboard Inbox 23

Sarah Kurobe imnsmue  Envisage: Blue
What do you think? What do you think? ERETR
Envisage Bue
Sarah Kurobe 4 ays a0
What do you think?
Evisage Bue
Sarah Kurobe < oath
¥What do you think?
fnvisage Bhus
G
-— .

Clicking on the album will reveal all the photos in the album. You can also view and add
comments on each individual photo. To approve or reject a photo you can hit the check or X

iPhone, Android and iPad app

Getting Started with the Mobile App

To use the Sync OnSet iPhone, Android and iPad app, you need to first register online and set
up your first production. Please refer to section 1 (Registering and getting started) and 2
(Creating your first production) of this manual. Once you have registered and created your first
production, you can download the Sync OnSet app directly from the Apple App Store by
searching “Sync OnSet” in the app store. You can also download from iTunes at this link:
https://itunes.apple.com/app/sync-onset/id548827301?ign-mpt=u0%3D5

After downloading the Sync OnSet app to your iPhone/iPad or Android, open the app and login
using the same username and password you used when you registered.

When you first open Sync OnSet on your mobile device, it may take a few minutes for the app
to download and sync all of your information from the web app. Once everything is synced,
you will see the Episodics or Features that are available for you to view and edit. The following
section in this manual will describe the navigation of the mobile app.
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Navigating in the Mobile App

The home screen on the iPhone, Android and iPad gives you quick access to all of your Episodics
or Features. For the iPhone/iPad, If you swipe from left to right, or press the button in the
upper left hand corner you can access the main pages: Scenes, Characters, Changes, Items and

Actors.
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Mobile App Navigation by Page

Login Screen
When you open the app on your iPhone,

Android or iPad you will be prompted to
enter your Username and Password. This is
the same password from your Sync OnSet
account on the web app. In order to login,
you must have already created an account
at www.SyncOnSet.com

eee O ATAT = 12:00 PM LB .

Sync’ 'nSet

Please enter your pin:

1 2 3
4 5 6
7 8 9
P o B |
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My Productions

My productions is what you first see when
you log into the app. This page has a list of
every production you have access to. Just
click the production you want to begin
working on to get started. Below is an
example of what you will first see when

logging in:

eee L ATAT 12:00 PM © B3% m.
=  Sync nSet
B My Productions i
Features

demo the sync: demo

dfg: sdfg

Envisage: Pink v
envisage: white

Rolling Lucky Strike Lanes: W...
Sync on Set: The Movie

sync on set: sync on set

Sync on Set the Movie: White...

123
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The Navigation Menu is located on the left part of your mobile screen. To view it any point,
simply swipe from off screen left to on screen right. From here you can view the Navigation for
the department you are currently in on top, or select a new department from the department
list located in the middle of the Navigation Bar.

If you select a new department such as Costume, Hair or Makeup, you will be brought to that
department’s navigation screen pictured below on the right. Here you have a larger version of

12201 PM 83%

nSet O

e O ATAT
= Sync

Envisage: Pink

Costume

Eg' Scenes

Characters

Tk

Changes

Items

Actors

]

Gallery

©2014 Sync OnSet User Manual

Current department
Navigation buttons

Switch departments here

Switch Productions

Change App Settings

the navigation bar on the left designed specifically for that department.

No SIM ¥ 11:20 AM 100% -

Sync nSet a

’:’;_3 Scenes
% Characters
i Changes

§ ltems

W Actors

A' Gallery

Department
tn Costume
=r Makeup
Hair
Props
Sync OnSet
Syncing Status
Help
Switch Production
App Settings
About

Logout

Clicking on a new department brings you to
a larger version of your dept home page
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Department Index and Detail Pages
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The mobile part of the manual is detailed for the costume department. If you are working in the
Hair and Makeup departments, all the same actions apply, but with different names. For
example, in Hair & Makeup, changes are called looks. In the Hair & Makeup departments there
are not items, and therefore when tagging, you can only tag to looks in scenes.

Scenes Index

Similar to Sync OnSet’s Web-app, the
Mobile App lists the Scenes on the main
Scenes Index page. To access this, click the
Scenes button from the Navigation bar or

from your specific department’s home page.

All Scenes that you are shooting today will
show up at the top under Shooting Today.
Scenes that have yet to be shot or that are
TBD will show up in black while Scenes that
have already been shot will be gray and
faded out.

To search for a scene, press the search
button.

Scene Detail
The scene detail page allows you to see
details about the scene selected including
script day, location, and a list of characters
in this scene.

You can edit changes by clicking the “Edit
Change” button and view the change detail
pages by clicking on the change number you
wish to view under the characters listed.
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1150 AM

Sync 'nSet

B# Shooting Today

You don't have any scenes shooting today.

B# Other Scenes

1

2

10

1"

OoMIT

OMIT

EXT

NIGHTCLUB NEW YORK CITY

V0. Dialoque - Water pouring out of a stom drain
EXT

HOUSE IN TAHOE

From just below the stroet. the

EXT
NIGHTCLUB NEW YORK CITY
Streot qutter, bits of newspaper, reflection of streetiamps off the water

EXTANT
NIGHTCLUB NEW YORK CITY
Go from exterior club with people waiting

INT

COLE'S APARTMENT - LATER
Wilking into COLE's apartment
INT

COLE'S APARTMENT - MOMENTS LATER
Gotting drinks, smoking, and kissing. CONTINUOUS

INT
KFC
Cole oats 3 lot of chickor

see O ATAT LT 12:31 PM S4% D ¢

« Sync. nSet @
& 1 »

EXT D1
DOWNTOWN

do
Hes

op
Costume Notes

Starts Raining Midway Through The
Scene

Principal Characters

Change 1 /
didnt wear a jacket. Spilled Coffee

on himself in the middie of the

scene. Stain on left lapel

(1) COLE

(2) REBECCA

o7, -

Ik
o1

4:30 PM

N2
5:30 PM

DUSK
1
DUSK
2

N2

N2
150
N2

T80
N2

02
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Character Index Page

Here you can view a list of all the characters
in the production. To access this index, click
on the Characters button in the Navigation
bar or on your department home page.

By clicking on a character you are brought
to the character details page.

Changes Index Page

The changes index page allows you to see a
list of all the changes created for this
production. To access this index, click on
the Changes button in the Navigation bar or
on your department home page. Click on a
Character’s name and then their change to
be brought to the changes details page.
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00 ATAT & 12001 PM f &3% .

= Sync  nSet B

& Characters

Principal Characters

(1) COLE
(2) REBECCA
(3) AIDEN
(4) VOSSLER
(5) LILAH

(6) HOSTAL WORKER

(7) BOUNCER
L A - - .-
= Sync nSet a
h Crarges +
() GOLE
@) REBECCA
1 AICEN
4 VOSSLER
) LLAN
5 HOSTAL WORNER
(T BOUNCER
@) JESSCA
) MELINDA
{00y GIRe
{12 EZRA
BAAGALS

EXT. NIGHTCLUSE PEOPLE IN LINE
FAMILY OF BEGGARS

HOSTAL PATRONS

NT. NGHTCLUB PEQPLE

OFNIGE WORKERS IN LOSBRY

NSET

126



Change Details Page

In the change details, you can view the
Change and Fitting gallery for this change,
the items associated with this change, and
the scenes this change will appear in.

If you select the camera button in the upper
right hand corner, you can add photos from
your camera roll or take pictures right on
the spot to tag them to this change.

If you scroll down you can see the scenes
this change appears in. Clicking into one of
these scenes brings you to the scene detail

page.

Clicking on the camera button allows you to
add photos to this change, see below:

e ATAT 01 228 M £ Q%

Add Photos

Camera Roll Take Photo
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eeeco ATAT UTE 12:22 PM £ 9% D

« Sync . nSet O

(1) COLE
Change 1

Change # 1

Description

Business Suit 1

Items

SUIT JACKET
Zara Silver
zara silver, Single Breasted, Shiny

Clicking into the change gallery allows you
to tag the photos in the gallery to specific
scenes, see below:

wes ATAT 1 752 MM £ %
+« Synci nSet @
[4] change 1 Conti. %

127



Items Index Page

The items index page allows you to see a list
of Character Closets. Once you click on the
Character’s name or Items not in Character
Closets, you will see a list of all ltems. To
access this index, click on the Items button
in the Navigation bar or on your
department home page. You can create a
new Iltem at any time by clicking on the +
icon in the upper right corner beneath the
camera icon.

By clicking on an item you are brought to
the items details page.

Items Detail Page

The items detail page gives you all the
information about the item you selected.
You can edit any of the fields and add as
much information as you need, using the
Description field to add detailed
descriptions.

Select the camera button in the upper right
hand corner to add a photo of this item and
tag it right to the item on this page. You
can select photos from your mobile device’s
camera roll or take a picture right on the
spot.
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No SIM & 1202 PM 8%, -
= SyncnSet a
¥ items +

Items not in character closets

(1) COLE

(2) REBECCA

No SIM 1200 PM 6%, -
= Sync 'nSet a
¥ items +

SHIRT

SUIT JACKET
WCC Bl

SWEATPANTS
Ufeguard sweatpants

SWEATS/TSHIRT/SCRIPT

SWEATSHIRT
Red
Red sweatshint. Ripped neck

T-SHIRT

TSHIRT

BATHING SUIT
Balboa Tan
Tan short bathing sult

BATHING SUIT
lzod Blue
Soiid Blue Bathing Suit with a yellow interior liner. Elastic Waist.

BATHING SUIT 1
Penguin white blue striped
white blue striped

BLACK BELT
black
black siver buckle

- Sync nSet

¥ Casual Sut Jacknt & D
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Actor Index Page
The actor index page allows you to see a list eeecoATAT UTE 12:34PM ¢ 95% amD+
of all the actors added for this production. = Sync nSet
To access this index, click on the Actors
button in the Navigation bar or on your
department home page. By clicking on an
actor you are brought to the actor’s details

page.

¥ Actors

Andrew Pierno
Belinda Jones
Bob Dylan
Emma Troy
Jane Swiss
Jim Stevens
John Watson

Ken Goulding

eeesc ATAT LTE 12:35 PM $ 95% A4
+« Sync' nSet O

¥r Jane Swiss

Actor Details Page

The actor details page gives you all the
information about this specific actor,
including a headshot for quick reference.
You can add costume notes here as well as
edit and view actor fitting information.

Female

32

{8) JESSICA

Fitting Info As you scroll down on the actor details page,
you can view this actor’s contact
information, if you production admin has
140 given you access to this information.

57

92013

N/A
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Prop Index Page

NoSIM ¥ 293P

= Sync 'nSet

- Props

(1) COLE

(2) REBECCA

(3) AIDEN

(4) VOSSLER

(5) LILAH

(6) HOSTAL WORKER

Unassigned Props

©2014 Sync OnSet User Manual
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The prop index page allows you to see a
list of each Character’'s prop closet.
Clicking on the Character’s name will show
you the props added to that Character’s
closet. To access this index, click on the
Props button in the Navigation bar or on
your department home page. By clicking
on a prop you are brought to the prop
details page.

NoSIM & 1213 PM DA, -
= SyncnSet a
- Props +

(1) COLE A

* 25LB WEIGHT

Castle White

Castle White

* WALLET

* WALLET

ARM CHAIR

BASEBALL BAT

Brett Bros. Tan
Worn at the handle

BROKEN IPHONE
apple
7pone with a broken scroen

CASE OF BEER
Heinaken

24 pack, opened
CHAIR

Tkoa

KEYBOARD
apple  white

NEWSPAPER

Money & Investing

Money & Investing Newspager
RED CUP

red drinking cup. hard plastic

SCREEN WIPES
Zeiss

130



Prop Details Page

The props detail page gives you all the
information about the prop you selected.
You can edit any of the fields and add as
much information as you need, using the
Description field to add detailed
descriptions. Below the Prop details you
will also see a list of Scenes the Prop is in.

Select the camera button in the upper right
hand corner to add a photo of this prop and
tag it right to the prop on this page.

You can select photos from your mobile

device’s camera roll or take a picture right
on the spot.
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1215 PM ! oay, -

Sync 'nSet a

»

Prop Name:  251b Weight

Character: (1) COLE

Personal W No
Description:

Castle White

Brand: Castle White

Color:

Established: Yes

Storage CBS Warehouse
Lecation:

Size:

Scenes

2 OMIT

—
Prop Gallery

Quantity: 2

Rental
Housa:

Barcode: 2
Check-Out

Check-In

Price

(Actualy 3200

Prico

(Budget): 40.00

—
08.
N2
5:30 PM



Locations Index

The Locations Index page allows you to see
the Locations (both Script and Actual),
Contacts and your Locations Gallery

Script Locations

Once you click on “Locations”, you can view
either your Actual Locations or your Script
Locations

SyNc

00000 ATAT 7 2:37 PM 7 % 73% W

= Synci nSet @

Envisage: Blue
Locations

A’ Locations

L~

& Contacts

Gallery

00000 ATAT & 2:38 PM 1 3 73% W

= Sync nSet @

a~ Locations l
Q

Script Locations Al Helez:\{[e]3!S

BC High School Gym
150 William T Morrissey Boulevard
Boston, MA 02125

BC High School Science Classroom
105 William T Morrissey Boulevard
Boston, MA 02125

Boston Public Garden (at Bridge)
69 Beacon Street
Boston, MA 02108

Crema Café
27 Brattle Street
Cambridge, MA 02138

Devens Stage A
100 Studio Way
Devens, MA 01434

_lonhn Hancack Tower

e00e0 ATAT & 2:38 PM 7 % 73% W

= Sync nSet @

a~ Locations l

Q

Script Locations AN Relez:\{le]sl3

EXT YALE CLUB BUILDING

EXT YALE
INT YALE

EXT SOMEWHERE
INT CHUCK'S LIMO

INT COLLEGE DIVE BAR
INT DEAN OF ADMISSIONS' OFFICE
INT HUMPHREY LOFT

INT ELEANOR WALDORF DESIGNS ATE...

INT WALDORF PENTHOUSE - BEDROOM
INT DEAN'S HOUSE
EXT DEAN'S HOUSE s
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Locations Detail Page

By tapping on an Actual Location, you will
be taken to the Actual Location Detail Page

g 8:08 PM

82% -
- Sync ' nSet o]
A% BC High School Gym »
5 m EXT YALE CLUB N 2
o BUILDING
, =
Contacts n Notes n
Owner

This location does not have any notes yet
William Roberts (Athletics)
Coll: 917-342-0983

w.roberts@bchs.edu

From here, tap on Map to be taken to the

Google Maps app to see where your Actual
Location is

E A 150 Wikew T My
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By tapping on Directions, you will be taken

to the Google Maps app that will show you
Directions to your Actual Location

1o
s wa r St 23 min
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Locations Contacts

Tapping on “Contacts” will take you to your
Contacts Index page where you will see an
address book of all of your Locations
Contacts. Select a Contact to see their
information

0000 ATAT & 2:38 PM T % 73% W
= Synci nSet @
& Contacts Y +

Q se

Alex LoVerde

Anthony Russo

Anthony Russo |l

Ben Horowitz (owner)

Bill Cunningham

Bill Jones

Danny Rogers
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Ben Horowitz (owner)

Horowitz (owner)

© add address

Number ©

Cell 617-982.0921
© add number
Emd ©

ben@cremacoffeehouse. com

O oad amail

Notes

Contact for Location

Croma Colé

NSET
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Locations Gallery

Tapping on “Gallery” will take you to your
Locations Gallery where all of the photos of
your Actual Locations are stored

weecc ATAT = 3:00 PM T4 7%
= Synci nSet O
- L J

BC High School Gym

BC High School Science

Classroom

(1T & LA
— T
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Set List

In Set Dec Mobile, the Set Index Page is
referred to as the Set List.

SRRl ATAT W 553 AM

Envisage
Blue

s Set List

J Gallery

Department
I Costume
=' Makeup
& Hair
Props
Aa Locations
. SetDec

Sync OnSet

Syncing Status

Set Detail Page

Once you click on the Set Name, you will be
taken to the Set Detail Page

eeees ATAT T

-

9:01 AM

Sync nSet

0 73% .

@ EXT Patio

Set Gallery

Set #

Name EXT Patio

Type

Description
Add Photos

Add Establishing Photo o]
Add Continuity Photo o}
Add Research Photo a

—

.. ATAT Y 0 A L J
+ Sync’ nSet
@ EXT Patio &«
Hot
N EXT Pativ
Type
Description
Add Photos

Add Establishng Photo
Add Continuity Photo

Add Research Phato

Set Pieces

Pata Chair
Suwwland

Wick Chawr pioces

A xS aS
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Once you tap on Set List, you will see all of
your Sets that you have added

e ATAT W 5 AM L 5% ..
= Sync’ inSet e
@ Sets

1. INT Office

2. INT Elevator In Trading Building
EXT City Skyline
EXT Coffee Shop

EXT Patio

This page will include all relevant
information to the Set as well as Photos and
Set Pieces. Easily add Establishing,
Continuity or Research Photos from this

N - age
a pag
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Set Piece Detail Page

Tap on the Set Piece name to view your Set
Piece Detail Page

eeeeC ATAT & 9:08 AM 0 72% W
« Sync( nSet ol
M patio Chair

Set Piece Gallery

Add Inventory Photo a
Add Research Photo a
Name Patio Chair

Brand Sunnyland

Type:

Description

Wick chair pieces

Dimensions  26.5 x 19.5 x 46
Cost 200.00

Rent MO Promo
Storage
Location

Asset ¥ 3
Wrap Box 1
Pallet

Disposition
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Set Gallery

The Set Gallery includes all Continuity and
Research Photos- you can sort either By Set
or By Scene

eeeeo ATET 9:13 AM 9 71% W
= Sync( nSet Lo
= ® 1t Y

EXT Patio
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Gallery

The gallery allows you to add photos on any
page to tag later. The camera button in the
upper right hand corner of each page allows
you to add pictures at any time. Except for
the change and item detail pages, this
button will automatically send photos to
this gallery to tag later.

If we click into the gallery on the navigation
bar we can begin tagging these untagged
photos.
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How to Tag:

1. Select the tag icon (circled in red) to start
tagging.

2. Select the photos you would like to tag in
bulk.

3. Select the check icon (circled in red) to
tag the photo

4. From here choose if the photos are for a
scene, character, change or item and then
continue to select the fields to tag this
photo to the specific scene, character,
change or item.

5. When you are done, click “Done” to save.
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iPad App Navigation

The iPad app navigation is very similar to the navigation for the iPhone. Most, if not all your
guestions regarding how to use Sync OnSet on your iPad can be answered by referencing the
iPhone section of the product manual. The home page provides quick access to all the main
pages: Scenes, Characters, Changes, Items and Actors. You will notice the similarities in the
examples below:

e Mg Bos

Taking Photos from iPhone/iPad/Android app

Taking photos directly from the Sync OnSet app allows you to quickly take a continuity or fitting
photo and automatically tie it to a specific Change or Item. Due to performance reasons, we
restrict the size of the photos taken within the app to 940 x 640 pixels.
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Syncing
The iPhone, Android and iPad app can be used offline. To sync and share your changes with the
rest of the team, you need to connect to the Internet.

Here a couple ways to ensure you are syncing correctly:

1. Sync OnSet automatically will attempt to Sync if it is connected to the Internet while you
click around the app. You can see the Syncing logo spinning at the top while this is occurring.

2. You can click the Sync OnSet logo at the top of the screen to initiate a sync immediately if you
are connected to the Internet.

3. If you would like to see the last time you synced, you can check this by accessing the Syncing
Status setting on the Navigation menu (just swipe from left to right at anytime and scroll down
to “Syncing Status”). Here you can see changes from your last sync as well as a time stamp of
your last successful sync. You can also see how many Pictures you have to download and how
many Pictures you have to Upload as well as your App Version, User ID and Production ID. If
you would like to sync from this screen just click on the “Sync Now” button in the middle of the
screen (see below).

ewens ATAT 1TF 6:19 PM 0 GEY -

= Sync. nSet @
Syncing Status

Changes on Device:
None

Last Synced: 09/30/2014 6:19:47

Sync Now

Pictures to Download: 0

Pictures to Upload: 0

App Version: 3.103
User ID: 2528
Production ID: 9015

If you delete the app off of your device prior to syncing all of your data, you will lose all of your
recent changes. Therefore, be very careful when deleting the app off of your iPhone, Android
or iPad. Check to make sure the label on the home page says “Everything on your
[iPhone/Android/iPad] is synced!” before deleting. You may also want to check that your recent
changes appear on the web-application. If you do not see recent photos or changes that you
made on your iPhone/iPad/Android on the web-application, then you have not synced properly.
If you run into any syncing errors, please notify us immediately.
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