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P-CAST

P-CAST (Philips cast) is internal communication through digital signage within Philips. It helps us to touch
all our employees in an innovative and sustainable way, engage them better, and build brand visibility
and company pride.

There are two different user-manuals available, one for chief-editors and one for editors. The roles will
be explained in chapter one. This user manual is meant for editors. It will help you finding your way
through the system. It shows you how we use P-CAST within Philips. If you have questions after reading
this manual, you can contact Rogier Guns (rogier.guns@philips.com).
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1 Roles

P-CAST can be controlled any place, anytime, anywhere. You only need an internet connection. Content
can be updated by 3 groups of people:

1. Chief-editors
A chief-editor should always be a communications officer. Chief-editors can prepare and publish
content on P-CAST.

2. Editors

Editors can prepare content using the templates from the Corporate pool and save it in a playlist in
the ‘Draft pool’. When the template is finished, they can inform Rogier Guns who will take care of
further steps. This user-manual is for editors.

3. Employees

It is possible to give employees the opportunity to publish short messages on P-CAST. The
employees will be visible with their name, so it will be a personal message. This can be done via
Connect Us.

The difference between (chief-)editors and employees is that the first two publish in name of Philips.
The last group publishes on their own name.
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2 Getting started with P-CAST

When you want to publish templates, video’s, pictures etc. you can use the P-CAST CMS (Content

Management System).

1.

Go to www.philips.signips.com and login with your username and password.

It’s not possible to change the password. After typing it once, most likely you will get a popup

with the question if you want to save the password to your computer. It’s smart to do this,

because the password is hard to remember.

The screen below will show up.

The purple button is the ‘program’ button. This gives you access to the program part of P-CAST.

In the menu that will show up after clicking this button, you can upload pictures, videos, add

template items, open your playlist etc.

oaram - What do you wank to do?

| ét Create new program
| I‘ View /edit existing program

| t Upload program to machine(s)
| r\’TI’ View current machine(s) program

‘% Upload new media
>

‘@ View/edit media pool

% Upload new photo

“ View/edit photo pool

m

(0]
';ﬁﬁ’ﬁ Create QR code

St

J”/E Upload new template

Spur
\‘ ‘ View/edit template pool
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3 Types of content

With P-CAST it’s possible to make two types of content: template-items and media-items. As an editor,
you can only prepare template-items. When you have a media item that you want to publish, you can
discuss with the P-CAST chief-editor of your system.

A media item can be a video or Photoshop template (JPG-file).

A template items is an easy way to make a P-CAST item that is in line with the Philips guidelines. A
template is a background and you can add your own text and picture. The system contains different
templates with themes like ‘news’, ‘sustainability’, ‘NPS’, ‘calamities’, ‘Connect us’ and more. There are
also empty templates that you can use. The template items are always regarding guidelines, with the
right font and colors and the Philips logo is included.

Here is an example of a template item without a picture and with a picture. It’s your choice if you want
to use a picture in your template.

PHILIPS PHILIPS

If you go to the program menu, you can have a look at the available template items via
‘view/edit template pool’. And when you click on ‘view/edit photo pool’ you see the
available photos (that you can add to template items). It is possible to add your own
photos. This is explained in the next chapters.
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4 How to upload a picture to the ‘Philips — Draft’ pool?

When you're going to prepare a template item for P-CAST, you have the choice to use the template with
or without your own photo. To make a template with a photo (like in the template below), you have to
upload the picture to the system first. After uploading the picture, you can use it in your template item.

If you want to use a standard template item without your own picture, go to the next chapter.

PHILIPS

1. Go to www.philips.signips.com and login

2. Click the ‘program’ button

Pragram

3. Click ‘upload new photo’

r ~
Program - What do you want to do? x

N —

Create new program % Upload ne\%
£ vi Jedi L. —

| I' lew /fedit existing program “

- ‘E]!-E
| t Upload program to machine(s) ’iﬁ%
| CT" View current machine(s) program

View/edit photo pool

Create QR code

sty

Upload new template

e

Spestir

View/edit template pool

t% Upload new media
o Page | 7
ti View/edit media pool
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4. Click ‘Browse’ and select the photo you want to add to the template pool ‘Philips — Draft’. Enter

a Photo name of your choice. Then click ‘upload picture’.

P

Select a file to upload

Upload picture to the pool b 4

-

)

Select ternplate pool

L Browse
| Philips - Draft ‘\ v

Erter phota narme

The images will be resized to fit the templates

~

5. Your picture is uploaded and you can use it in your template.

6. To view or edit the pictures in the photo pool, go to the menu and click on ‘View/edit photo

pool’.

-

Program - What do you want to do?

E3 [R—
[ ét Create new program % Upload new photo
¥ View /edit existil View/edit ph |
[ I? iew /edit existing program “ iew/edit p OQ
- ‘IE_I?JEI
[ t Upload program to machine(s) ’iﬁ Create QR code
'L:li View current machine(s) program
[ 4

S
Upload new template

View/edit template pool

:\ a1
&l

@

-
:_'3* Upload new media
-

=

\._[} View/edit media pool

®
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5 How to open your playlist?

1. Go to www.philips.signips.com and login

2. Click the ‘program’ button

Program

3. Click ‘View/edit existing program’

Program - What do you want to da? x

7 R—
Create new program # Upload new photo
View/edit existing prograr\ a View/edit photo pool

‘IE!-‘IE

| t Upload pregram to machine(s) ’ﬁﬁ%

[ 2 Spur
5" View current machine{s) program Upload new template

P
View/edit template pool

Create QR code

Upload new media

View/edit media pool

-® [ .®

4. Select the program pool ‘Philips — Draft’ and the playlist in which you want to prepare a
template item, and then ‘Load’.

Load playlist

Program pool: | Philips - Draft v
Harme \ | Lijl ‘ m
Drachten " a 1
Ermnployvability playlist u] 2
Employability playlist test u] u]
MCR playlist ] 2
Philips Local US AMD-5 i &
ticket office o 10
tick et office test o 11

- - Page | 9
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6 P-CAST toolbar

Lilele BPER
l.

10.

11.

12.

The toolbar can be found on top of your screen, after opening your playlist. The tools help you
to edit your playlist and the items in the playlist.

g e — Norapraigrats fENTE
6. 7. 8 9 10,11, (2. 13. 14. 15 |6 7. 18

ol 11
L

2 3.

Move selected item up

Click on the item you want to move up. It becomes darker grey. Then click this button and the
item moves up.

Move selected item down

Click on the item you want to move down. It becomes darker grey. Then click this button and
the item moves down.

Delete selected item

Click on the item you want to delete. It becomes darker grey. Then click on the delete button
and the item will be deleted.

Delete all items

By clicking this button, all the items in you playlist will be deleted.

Delete all but selected item

Select the item you don’t want to delete by clicking them. They will be darker grey. Then click
this button and all the items will be deleted except the selected item.

Add media item

This button is not available for editors. If you want to add a media item to P-CAST, ask the P-
CAST chief editor at your location.

Add template item

A template item is an easy way to make a P-CAST item that is in line with the Philips guidelines.
A template is a background and you can add your own text and picture. The system contains
different templates with themes like ‘news’, ‘sustainability’, ‘NPS’, ‘calamities’, ‘Connect us’ and
more. There are also empty templates that you can use. (For explanation, see p. 12)

Add news item

Add Twitter item

Copy item

Select the item you want to copy in your playlist. It becomes darker grey. Then click this button,
and the item is copied. (for explanation, see p. 15)

Paste item

To paste the copied item, click the paste button. After pasting it, you can change the location by
clicking the arrows. (button 1 and 2)

Edit item (also for previewing items)

Select an item that you want to edit by clicking on it. It will become darker grey. Click the edit
button to edit the selected item or preview it. You can edit the title, body-text, picture, template
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13.
14.
15.
16.

17.

18.

19.

(background) and scheduling. Don’t forget to click ‘Save item’ after editing. And after saving
your item, you have to save your playlist too!

Set item to normal priority
Set item to medium priority
Set item to high priority
Edit link for this item

Save playlist

This is the most important button. After everything you changed in you playlist, you have to
save it! If you forget it, and close it without saving, your work will be gone.

Load playlist

When you are in your playlist, and you want to open another playlist, you can click ‘load’.

Print playlist

With this button, you can print your playlist. It gives you an overview of the thumbnails, info and
duration of the items in your playlist.
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7 How to prepare a template item for P-CAST?

1. Click ‘Add template item’ in the toolbar on top of your screen.

= ——
=

CI"IjkExx.— A g-'\.:.-'

2. Select a template pool ‘Philips —
Corporate’ and pick the template you want
to use.

When you click ‘Preview page’ you can see
the template in full screen.

3. Select page duration 20 seconds

add page to playlist

Step 1- Selecttemplate | Step 2 - Entercontent | Step 3 - Schedule

[Template pool: | philips - Corporate h

Telect o termplate;

.

Select page durstion: Ensble terplate sound:

-
(& | 15seconds ¥ Template durstion

[ Nextstep J

Preview page Save page cancel
L J L J L J

—

Select page durstion:

@ 20 secondK Tarn

[ Preview page |
L J

4. Go to ‘step 2’. You see some choices (tabs). The ones you will use most are:

p
Add page to playlist

Step 1 - Select template | Step 2 - Enter content Step 3 - Schedule

Title:

|Type your title here...|

tent type:
Text Photo Photo and text | Gallery

Text size: Medium v | || Center text
Body:

Type your bodytext here...

-

-Text: when you want to use
the template with only text

-Photo and text: when you
want to add your own
picture to the template and
a text.

To use a picture, you have to
upload it to the Photo pool

-

B|7|U

'L Previous step |

first. See: “How to upload a

| Nextstep )

[ Preview page |
k. -

picture to the ‘Philips —

[ savepage | [ cancel |
p. A A -

Text size is ‘Medium’.

< Draft’ pool?”.
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To see how your template will look like, click on ‘preview page’.

0 Thereis no spelling check on P-CAST.

0 The more text you type, the smaller the text will get. And people have only 20 seconds

time to read your message. Two reasons to keep it short.

0 Title will be truncated when it’s too long (without a notification).

0 So, always preview your item before you save it.

5. You have the possibility to add a schedule to your template. If you do this, the template will

automatically be removed from your playlist after the selected time. For scheduling go to step 3.

- -~
#dd page to playlist

Step 1 - Select template Step 2 - Enter content Step 3 - Schedule
Mo schedule Scheduled

turrent schedule:

Dates Times
Days
Start End Start End

Add item to schedule:

Add "from now to date /time'

Add “from date /time to date /time"

Add "(semi)daily from time to time'

Add item manually

( Previous step

r - ~y e N ~y
Preview page Save page cancel
L J \ PN J

Click: ‘Save page’ e £EIHS
Your template is visible in the playlist.

Don’t forget to save your playlist before closing!

w N

The standard setting is ‘no
schedule’. If you click the
right tab ‘scheduled’ you can
select your date/time.

In the bottom of the screen
click: ‘Add from now to
date/time’ or ‘Add from
date/time to date/time’.

Fill in time and date and
then click ‘Add to schedule’.

You can add as many
schedules as you want.

Contact Rogier Guns when your template is finished in the Draft pool.
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8 H

ow to edit or preview an item?

If you prepared a template-item in your playlist and saved it, you can still edit it. It is also possible to

preview your items.

1.

darker grey colored.

2. Then click on the ‘pencil’ in your toolbar.

First select the item that you want to edit or preview by clicking on it. When it is selected, it is

-

Mew/edit pragram playlist b4
=¥t Y e (e e = P Tarn aen o Tamn P et
2 FLELE|E Y v [ = =i
L"IJ—QJJ—Q’ ULERERE) EDJ\_HJ\_—'-'JQ‘“A_c,' ud—ll m u\é EﬂuLi-ka&"% = H\H\_Lﬂi’
Thumbnail Name /Content Duration
.
2012 teaser_ui3
B8,36 5
[ =

Template: Connectls
(=] Title: Share ideas for Sericus Request

20 =

Termplate: Connects
QJ Title: Special prizes for Serious Request

“ 20111201 - kroonfes

3. Inthe next screen, you can choose to ‘preview page’ if you want.

4. You can also go through step 1, 2 and 3 to edit/change

(step 1), the text and/of photo (step 2) or the e =EHES
3).

5. Don’t forget to save your changes by clicking ‘save page’.
6. After saving your page, don’t forget to save you whole playlist before closing!

20 =

20 =

the template
scheduling (step
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9 How to copy and paste?

1.

2.

Select the item that you want to copy in your playlist. (it becomes dark grey)

Click ‘copy item’ in the toolbar on

top of your screen.

Hew/=dit program playlist

500 10EE +BEeE IPeEes  =aae

Thumbnail

L |PCAST Bumnper

Ternplate: Empty BG (feed template)
D] Feeds Philips myshop - Daily offers

o Ternplate: Connectls

= D] Feed: Cannectus - Did you knaw HTC
g . {do.we IT Service Desk P-CAST

L

o Ternplate: Philips - Shoutout

= ‘ 9] Feed: Philips - Shoutout

Totals ¥amings

Duration 72z

File size: 73,80 ME

ilips - Worldtime (Andaver,3% Paula.Eindhove

Duration

12,96 5

205

L

205

20z

205

20z

Click ‘Paste item’ ]I@J to paste the item in the same playlist.
If you want to paste the item in another playlist: click ‘copy’, go to the other playlist, and click

‘paste’. The item will be visible in the other playlist.

The item will be pasted above the original file. Use the arrows Il—QJIlJ"iJ to move the item up or

down in your playlist.

Don't forget to save your playlist when you’re finished. Hl
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10 Some tips

0 If you make a mistake with your playlist, you can load the playlist history. This is very
helpful to know as a fallback scenario. Go to: view/edit existing program = select your
playlist = click ‘Load history’ and select the playlist you want to load.

s 5

Load playlist

Program pool: Philips IT A
Marme | [ | L]
philipz IT glabal plavlist 28| 10
Philips Local IN Bangalore 4 4
Fhilips Lacal IM Bangalare - test a 4
Fhilips Lacal ML Drachten 3011
Fhilips Lacal ML HTC42-45-45 30 27
Fhilips Lacal ML HTC42-43-45 Receptian = 3
Fhilips Local US AND-5 3 2

yd
( Load 'R Load histm-yg\ ( Delete N ( Cancel N
- 4 4 J L8

0 Use the ‘pencil button’ in your toolbar to preview an item after you saved it.

0 Always preview your item before you save it! Sometimes the title is truncated, when it’s
too long. The system will not notify you when this happens. That’s why it’s very
important to review all the items before you save them.

0 You can make screenshot (Print Screen) for review. Nice way to show people how their
message will look like.
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