A Quick Reference Guide
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Introduction: What is LICENSESTREAM PRODUCTION?

LICENSESTREAM PRODUCTION is the premier online video content delivery system in place today.
Positioned through a strategic alliance with WEVA, the world’s largest professional videographers
association, LicenseStream Production delivers client-scripted video assignments to be completed in any
location in a matter of seconds. These assignments are shot by professional videographers, then approved
and uploaded for use in any format required, whether needed for TV, web, or streaming video.

This document provides an overview of the LicenseStream Production user interface by describing the
system as seen from the Client, Provider and Administrator perspective. Each user group has varied
viewpoint based on their function.

Primary Users
There are three main user types in LICENSESTREAM PRODUCTION. They are...

e CLIENT: A customer who places orders.
e PROVIDER: A videographer or photographer.
e  ADMINISTRATOR: An administrator who manages the orders.



Logging in

“ LicenseStream”™ PRODUCTION Local Content Delivered

Home Page Create New Order Orders

Log-In | Register | Help

‘Welcome to License Stream Production. Please log-in.

Username: |

Password:

[] Remember me for future visits

MNew users, please register with the system.
If you have forgotten your username or password, please visit our Account Retrieval Service.

©® 2007 Imagespan. All rights reserved. | Terms and Conditions | Privacy Policy | Generic LSProduction client
Questions, comments, or issues? Contact Support.

LOG IN OPTIONS:
To log into LicenseStream Production, follow these steps:

1. Open http://www.imagespan.com/LSProduction// in your web browser.
2. Enter your LicenseStream Production username and password and click the [Log In] button.

ACCOUNT RETRIEVAL SERVICE:

If you have forgotten your username or password:

1. Click the Account Retrieval Service link.

2. Enter your LicenseStream Production username and click the [Retrieve Account Information]
button.

3. An e-mail will be sent to the primary e-mail address listed on your account.

IF SOMETHING GOES WRONG
e If you enter an invalid username or password, the following text will be displayed: The username
and/or password is not valid. Please try again.
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Site Access:

NEW USERS LOG IN:
To register with the system as a PROVIDER, follow these steps:

whe

Open http://www.imagespan.com/LSProduction// in your web browser.

Click the register link.

Enter your e-mail address. This address will be used as the primary address for your account, and all
LicenseStream Production e-mails will be sent to it.

Enter the Username you would like to use. There is also a check box to use your e-mail address as your
username if you'd like.

There is a drop down menu under Registration Type with the following options:

I'm just registering as a user.

I'd like client status with buyer privileges.
I'd like provider status.

I'd like administrator status.

select I'd like provider status and click the [Next>>] button.

IF SOMETHING GOES WRONG
If you enter an existing username, the following text will be displayed:

16.

17.

18.

19.

The username you've entered already exists in our system. Please try a different name and click
Next>>

Continue filling in name fields on next page:
e  Salutation

First Name [*required]

Middle Initial

Last Name [*required]

Suffix

Enter a password for your account. The password must be at least 6 characters long [*required].
Re-the password for security purposes. [*required].
Click the [Next>>] button to continue.

. A summary of the information you’ve entered will appear at the top of the next page. If you want to

change anything, click the information you’d like to change instead of clicking your browser’s back
button to revisit a previous page. Once you've made a change, click the Update button that appears
below the summary information.

. Enter your primary phone number [*required].

. Enter your primary mailing address [*required].

. Affiliated Company information is optional.

. Click [Complete] to finish, or [Cancel Registration] if you'd like to cancel or start over.

. Once registration is complete, a welcome e-mail will be sent to confirm your username, password and

account type. At this stage you will have access to the site but not any of the features. The features
will become available once your provider status is granted.

A site administrator will promptly review your status application and make a decision, and a
LicenseStream Production e-mail regarding the approval or rejection of your status application will be
sent.

If provider status was granted, you will receive instructions in the e-mail on how to activate the
provider account. Click on the link provided in the e-mail to get started.

After agreeing to the terms and conditions regarding provider accounts, and after completing an
equipment and experience survey, you will be forwarded to the Contract Activation page. Before you
can utilize LicenseStream Production with you new status, you must activate a contract by creating new
terms or by agreeing to terms already created. Note that you may have to log-in before viewing the
page. If you need to log in, LicenseStream Production will send you to the login page, then
automatically redirect you to the contract page.

Click on the [Agree] button at the bottom of the Content Page to complete activation.
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HOME PAGE:

This section provides an overview of the LicenseStream Production user interface by describing the layout as
seen from the Welcome landing page for providers. Each screenshot has been detailed to highlight important
information:

Home Page Job Manager Assignments 1 I

l Good Afternoon Kyle Gundersen Log-Out| Edit Profile | Feedback | Refer Friend | Help | FAQ

fUser Profile
Account Services
: Please be sure to have your profile up-to-date at all times. 4
LELEE L E ) Some assignments require specific equipment and or shooting style.

1An up fo date 'Egquipment Survey"and 'Demo Reel"are vilal for receiving these jobs.
Active Assignments (6] ‘Demo Reels"should be either .mov or WMV format and be no than 50mb

D  Location Mr. Kyle M Gundersen Demo Reel
———
Sausalito, California 94965
391 AdnetTest3 415 8141109

485  Dealership Template V2
570 ImageSpan Real estate

Claimable Assignments {0}

Update Profile

1 3 [ [ [ it
ARG

3 @ 2007 Imagespan. Al rights reserved. | Terms and Conditions | Privacy Policy | Generic LSProduction client
Questions, comments, or issues? Contact Suppor.

Home Page Details:

Upon logging into LicenseStream Production, you are taken to the Welcome page which consists of
five sections:

1. Header Section
The header is located under the ImageSpan and LicenseStream Production logos and consists of the Home
Page, Content Manager and Assignments links.

2. Sub Header / User Section
This section appears below the header toolbar and confirms that you’re logged in to the system. The links
to the right include Log-Out, Edit Profile, Feedback, Refer Friend, Help and FAQ.

3. Account Services
This section appears on the left-hand side of every page. It contains a shorthand view of all New
Assignments, Active Assignments, and Claimable Assignments and it contains a dropdown Calendar.

4. User Profile
This section gives a summary of your account information and will display a sample of your work once you
upload one:

5. Update Profile
This button appears below the user profile. Clicking it will take you to the User Profile Manager page on this
page you will be able to edit your information:
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User Profile Manager

ﬁ LicenseStream™ PRODUCTION Local Content Delivered

Home Page Job Manager Assignments
Good Afternoon Kyle Gundersen Log-Out | Edit Profile | Feed| Refer Friend | Help | FAQ

USER PROFILE MANAGER - KYLE GUNDERSEN
Account Services

New Assignments (0} Please be sure to have your profile up-to-date at all times.
Some assignments require specific equipment and or shooting style.
" An up to date "Equipment Survey"and 'Demo Reel" are vital for receiving these jobs.
Active Assignments
= 52 'Demo Reels"should be either mov or WMV format and be no than 30mb

D  Location

303 Demo Shoot

Name & Password

391 Adnet Test3

455 Dealership Template V2 Demo Reel

&70  ImageSpan Real estate

Claimable Assignments (0}

Equipment and Experience Survey

Oct November 2009 Dec

E-Mail Addresses

Phone Humbers

a1 15 [ Jen 2

MEEEES
e [l 12 1 e [

112 13 [ [ [ 8
112 5 1o [ |

This page allows you to update your personal information.
By clicking any of the items you can expand that view and edit any of the items.

“ LicenseStream” PRODUCTION Local Content Delivered

Home Page Job Manager Assignments
Good Afternoon Kyle Gundersen Out | Edit Profile | Feedback | Refer Friend | Help | FAQ

USER PROFILE MANAGER - KYLE GUNDERSEN
Account Services

New Assignments {0} Please be sure to have your profile up-to-date at all times.

Some assignments require specific equipment and or shooting style.

. An up to date "Equipment Survey” and "Demo Reel” are vital for receiving these jobs.
As i) 'Demo Reels"should be either mov or WMV format and be no than 50méb

ID  Location

303 Demo Shoot
Name & Password IE‘

391 Adnet Test3 Salutation: Wr. Current Password:

495 Dealership Template V2 FirstName:  Kyle Mew Password:
570 ImageSpan Real estate . S
Middle Iniial: 11 Repeat New: | Change Password |

Claimable Assignments (0} LastName:  Gundersen Account Type:

Suffix: T
Oct  November 2005  Dec Usemame:  kylegunderse Update

Demo Reel

[l TR [l i [ i3
e e e

Equipment and Experience Survey

Quick Reference Guide 5



Profile Details:

Once you have changed added or updated you information be sure to Click the UPDATE button or text to
save the new information.

(]

(]

(]

(0]

(]

e You may also cancel your account.
E-Mail Address - To add new or update E-Mail Addresses:
e Enter E-Mail Address into the New Address Field.
e Enter the type of E-Mail Address [Drop Down Menu Provided]:
o Work E-Mail
o Home E-Mail
o Secondary Work
o Secondary Home
o Alternate E-Mail
e If you are selecting this as the Primary e-mail Address for the account ensure the Primary radio
button is selected.
. Remember to click Update

Phone Numbers - To Add or update Phone Numbers:
e Enter phone number into the New Phone Number Field.
. Provide Extension.
e Enter the type of Phone Number [Drop Down Menu provided].
o Home Phone
Work Phone
Mobile Phone
Fax
Home Secondary
Work Secondary
Alternate Phone
e Click Checkbox if you are selecting this phone number to be the Primary Number for the
account.
e Remember to click Update

O O0OO0OO0OO0O0

Addresses - To add new or update Addresses:
. Enter Address into the New Address Fields in Line 1, Line 2, City, State and Zip code.
e Enter the type of Address [Drop Down Menu Provided]:
o Main Address
o Floor / Suite
o P.O. Box
o Alternate
e If you are selecting this mailing Address to be the Primary Address for the account ensure the
Primary radio button is selected.
e Click Save to add the Address to the list of mailing address options.
e Remember to click Update

Associated Companies - To Add, Edit or Delete Associated Companies:
e Click Add new company to bring you to the Add Company page. Enter Company Name,
Company Website, Industry, Job Title/Relation and Contract Relation.
e Click Edit to bring you to the Company Profile Manager page. Update Company Name,
Company Website, Industry, Job Title/Relation/Contact Relation.
e Remember to click Update

Contact Support
e This field allows a Provider to e-mail LicenseStream Production Support directly from the
website for any non-assignment related issues.
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Assignments:

This section provides an overview of the assignment screen:

New Assignments
1.

Active Assignments

New Assignments
Request ID: 659 Primary Location: Package Test
1750 Bridgeway
Shoot Date: 81/2008 10:00:00 AM Sausalito, CA 94365

Due Date: 8/3/2009 10:00:00 AM (Past Due)

Description: Simple Order: Package Test

This tab allows you to View, Accept or Reject assignments that have been recently assigned to
you:
e Orders are assigned to a provider based on the zip code of the provider’s primary address.
e Provider may decline to work an order for any reason.
Sort search in Ascending or Descending Order (drop down menu) by:
. ID
e Shoot Date
. Due Date
View Details: This is the Assignment Summary page. This includes Assignment Information,
Provider Compensation, Location, Shot Details and any messages created for this assignment.
You will also have the Accept or Reject option on this page.
I Accept

o Accepting will lead you to the Assignment Contract Page.

o Select either "I Agree” or "I Disagree” at the bottom on Contract Page.
I Reject

o Rejecting will remove the assignment from your New Assignments list.

New Assignments Claimable Assignments

View Details hccept | iocoine |

=

Active Assignments

This tab allows you to manage current assignments:

1.
2.

View will provide assignment information and details
Upload Content option will bring you to the upload content review page, it will include:

Notes and Instructions

How to upload files

Important - Large File Upload Notice

You must confirm that you’ve read all notes and instructions before uploading files
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ASSIGNMENT LIST

Sort Assignments

Sortby: 1D + in Descending - order.

Active Assignments Hew Assignments Claimable Assignments
Active Assignments
RequestID: 623 Primary Location: BAT Test
1750 Bridgeway
Request Status: Assigned, Work in Progress Sausalito, CA 94955

Shoot Date: Z2/4/Z009 10:00:00 AN
Due Date: 2/5/2009 10:00:00 AM (Past Due)

Description: BAT demo

View Details [ Upload Content ]
x -

3. Upon clicking I Agree, you can access the Content Uploader page, which will prompt you to
select files to upload.
4. Click on the Upload Content button once you have video content you wish to upload.

» Be sure that you are uploading files that match the format and codec requested in
your assighment.

5. Once on the upload page you will be asked to upload files matching the descriptions from your
shotlist:

CONTENT UPLOADER

Assignment Information

Request ID: 502 Primary Location: Marin Acura

Shoot Date: 6/2/2008 3:00:00 PM ‘5860 Paradise Drive
Due Date: 5/3/2008 3:00:00 PM Corte Madera, CA 94525

Request Type: Video
Request Status: Assigned, Work in Progress
Description: Dealership Virtual Tour Pilot

Upload Files

You may upload up to 3 files at a time.

File 1: Browse_ G:rtmt of Dealership w/Signage - VWS ]

File 2: Browse_ Front of Dealership w/Signage — Zoom out
File 3: Browse_ | Pan of Exterior Lot WS

File 4: Browse_ | Featured Vehicle- ECU

File 5: Browse_ | Dealership Inventory - WS

File &: Browse_ | Dealership Inventory - MS

File 7 [ Browse | Interior Showraom Floar - ws

Claimable Assignments
1. This page allows providers a list of all assignments that are up for claim
2. Sort search in Ascending or Descending Order (drop down menu) by:

. ID
e  Shoot Date
. Due Date

3. Accept or Reject assignment/s
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Hew Assignments Active As=ignments Claimable Assignments

Claimable Assignments

Request ID: 51 Padding Location: Imagespan Office
180 Yarick St

Shoot Date: 51 7/2007 12:00:00 P Suite 408

Due Date: 5/21/2007 12:00:00 P Mewe York, Y 10014

Description: Test video from jeft

Clai m Request

Job Manager

This section provides an overview of the Job Manager:
Content is displayed in two tabs: Job Manger and Deactivated Content. You can select the assignment you
wish to view from the “Select Assignment” dropdown menu.

JOB MANAGER

Select Assignment | Assignment 391: Adnet Test 3

Job Manager Deactivated Content

Assignment Information

Request 1D: 391 Primary Location: Adnet Test 3
Shoot Date: 2/2%/2008 10:00:00 AR 1750 Bridgeway

Due Date: 3/2/2008 10:00:00 AM sausalito, CA 94965
Request Type: Video

Request Status: Assigned, Work in Progress

Description: Adnet Test 3

Active Content Requested Content

Hem: Front of Dealership wiSignage - M

Description:

1. The “Job Manager” Tab provides an easy way to work on multiple assignments at once. On this
page you will find a drop down list that enables you to select the assignment you wish to work on.
Once you have selected an assignment you will be able to see two additional tabs:

a) "“Active Content” displays content the at you have uploaded into the selected
assignment you can scroll down the page and view the items that you have already
uploaded. By clicking on the thumbnails you can view the uploaded video clips.

b) “Requested Content” This tab shows items that need to be uploaded to complete the
assignment. By clicking on the upload content button you will be taken to the upload
page where you can add content to the items.

2. The “"Deactivated Content” Tab lists the details of any item that has been uploaded to the system
then removed due to being rejected or replaced by another clip.

a) There are several things you can do with uningested content:
o Activate
o Edit Info
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o Add Notes
o Delete

» You may also click the thumbnail to see a flash preview of the content if the
content is video.
b) Display Options [drop down menu] selection:
All Content
Content upload today
Content from the last 3 days
Content from this week
Content from the last two weeks
Content from this month
Content from the last two months
Content form the last three months

O O0OO0OO0OO0OO0OO0OO0o
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Glossary:

Administrator:
Assignment manager

Provider:
A Videographer

Client:
The person or agency requesting content

Packages:
A selection of shots and direction notes

Rooftop:
A multiple franchise dealership in one location

Shot:
A specific camera view

Camera Setup:
A specific camera location

Take:
A specific version of a shot
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