FIRSTCOM INSTRUCTIONS FOR DCTV PRODUCERS

1. Login to website, using Safari browser for best results
* Address: www.firstcom.com
* Login: production@dctv.org
* Password: dctv

2. Create a Project Folder
* Select PROJECTS tab (top)

* Select Add A New Project (on the left)
* Name your project using your name and project name; Add the word “Training” to the end
if the project is for a class. Ex. “John Doe - DCBBall - Training”

3. Sharing your Project - In order for DCTV staff to download the tracks you want, you must
“share” the files with DCTV staff.
* (o back to PROJECTS tab
* Find your folder 0
* Select the Share icon (the box with the shape of a person inside) O
* Selectall of the boxes for the listed “Buddies” and click Share
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4. Searching for Music
* (o to Account Details (top right)
* Select My Virtual Library (from menu on the left) - You will see a list of all songs that
DCTV Producers are licensed to use.
* To search for a specific type/style/genre of music, use the Search box
o Click the blue wheel icon to create criteria for your search
o MAKE SURE VIRTUAL LIBRARY IS ALWAYS SELECTED

5. Adding Music Selections to Your Project - You will add a list of songs that a
DCTYV staff person will download for you.
* To play a song, click on the title; Use the keys on the bottom left to control the track
*  When you find a song you would like to add, select the m icon from the actions column;
This will display any available versions for this track; :30, :15 etc.
* Select/expand your project folder from the Project Explorer list on the left
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* Select the [+ located on the right side of the version you want to add to your project
o You should now see the item listed in your project
* Add other tracks to the project as needed

6. Download Tracks - When your project is ready for editing, find a DCTV staff member from
Production or Training to download songs for you.



