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About Producer

With increasing global demand for original animated content, and productions being produced from different
sites worldwide with more and more work from home, there is a growing need for tools that ensure efficient
production development. Studios everywhere have relied on spreadsheets and DIY solutions to help keep teams
aligned, and move productions forward along timelines and within budgets.

Producer 22 provides real-time access to the progress of your animated features and series, making it easier to
manage global production processes. Track tasks, assets, scenes, production progress, team management,
efficiencies across departments, reporting and more. Plus, Producer seamlessly integrates with the software
your team needs to get the job done including Storyboard Pro and Harmony.

Our all-in-one production management and tracking tool provides global visibility of your studio’s activities,
giving you access to up-to-date information and enabling you to make the best decisions at the right time.
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Benefits

Measurable increases in studio production efficiency

On-time and on-budget feature and series delivery, enabling massive savings
Real-time visibility of full production pipeline for quick and efficient decision making
Reporting for all levels of studio management

User-friendly interface makes learning easy

Backed by the industry’s leading 2D animation software company who understands the needs of global
studios

We are accessible, with support and our community being our focus — a leader in 2D animation for over
25 years

Seamless integration with industry-leading 2D animation production (Harmony) and storyboard software
(Storyboard Pro)

Multi-production environment in one global platform

Advanced potential for team collaboration, effective communications and task delegation
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Features

Customizable workflows, user profiles and roles

User-friendly interface

Dashboards and detailed reporting

Job task reports

Progress report

Team productivity reports

Access to in-app analytics and graphs

Graphical scene status dashboard

Customizable & Automated triggers

Advanced filtering of projects, tasks, scenes, searches and more
Versioning

Potential for multi-production tracking

Scheduling & gantt charts

Central Hub for connectivity of every team member

Notes and annotations

Task, scene and asset assignment

Asset categorization, labeling and tags for simplified search
Thumbnails and preview videos for easy access

Assets assembly and scene set up in Harmony

Third-party software integration

Batch import and export to CVS

Advanced reporting: task reports, progress reports, team productivity, and more
Multi-language interface (English, French, Spanish, Japanese, Standard Chinese)

Available for deployment on premises or on the cloud

10
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User Guide

The following guide explains how to use all the core functionalities of Producer. It is addressed to all kinds of
project contributors, depending on the task they wish to accomplish.

11
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Chapter 1: About the Interface

Producer has many pages, tabs, views and buttons that allow you to organize and manage your production
workflows.

You can navigate the main sections and features available in Producer through the top menu.

Production Open T Assels Review Reports Views = Settings

Description
Goes back to the Project list home page.
. Allows supervisors and directors to track the progress of episodes, scenes, tasks and manage
Production
workloads.
Open Tasks Allows a user to see the work assigned to them and update their tasks as well as logging work
hours.
Assets Allows supervisors and directors to track asset tasks and manage assets.
. Allows supervisors and directors to review submitted scenes and assets, approve tasks, add
Review
notes, and send work for retake.
Reports Allows supervisors, directors, and producers to analyze data and progress through a variety of
P customizable reports.

12
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Description

Views Allows users to create and share custom views with custom columns.
Settings Allows administrators to configure Producer by creating users, setting permissions and groups,
9 creating workflows, and managing projects.
NOTE

Users will have access to different pages and menu items based on their level of permissions—see
Creating Users.

13
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Production Toolbar

A lot of the operations in the Production and Asset pages are perform through the Production toolbar.

Production Open Tasks Assets = Review Reports Views = Settings

-
[+]

A
+
o)
z
=
[

Search and Filtering Tools

You can use the Search field and filtering tools to only display scenes and assets matching specific criteria.

Toggle Clear all
Seach panel filters

View Tools

You can change the display style of the Production and Asset tables to include more or less information such as
opening the detail side panel or changing the view style to thumbnails.

Number Number of
of Jobs Jobs Selected}
mes 5 jtems 0 selecte

2 O= 0O g O

v /7 /

List Gantt Tab Toggle Toggle
Selctor Bottom Panel Side Panel

List button
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List View
The BFF's 501 - TheBFFaEp1sT = N
- T 2@ 8 [+ askee 7 2 skt [ L
% Scene Name T Complesc| & Prioty Preview & Frames Duwration || & Workflow Cods| &

.
First Contact 002 m £ Medum &0 2sec 12t the bfusngle ap TBA_SCENE000  Adzanole
SN NN NN SN SN (S —
| vmsssgues - || ussssgees - || usassgees - || ussssgues - || ussssgees - || usassgess - || ussssgens - |
First Contact 003 m 4 Medum &0 2sec12f  the bfusngle ap TBA_SCENEO000  Ad3anole
SN NN NN SN SN (S —
| vmsssgues - || ussssgees - || usassgees - || ussssgues - || ussssgees - || usassgess - || ussssgens - |
First Contact 004 m 4 Medum &0 2sec12f  the bfusngle ap TBA_SCENEO000  Ad3anole
SN NN NN SN SN (S —
| vmsssgues - || ussssgees - || usassgees - || ussssgues - || ussssgees - || usassgess - || ussssgens - |
First Contact 005 m 4 Medum &0 2sec12f  the bfusngle ap TBA_SCENEO000  Ad3anole
SN NN NN SN SN (S —
| vmsssgues - || ussssgees - || usassgees - || ussssgues - || ussssgees - || usassgess - || ussssgens - |
First Contact 005 m 4 Medum &0 2sec12f  the bfusngle ap TBA_SCENEO000  Adzanole
SN NN NN SN SN (S —
| vmsssgues - || ussssgees - || usassgees - || ussssgues - || ussssgees - || usassgess - || ussssgens - |

Tiles button

= q oo
/ \ﬁ(iew
Sliderto

change the

- size of the
o —— - g tiles -

Column Selector

With the Column Selector you can choose how many columns are displayed in your main list. Uncheck the
boxes on the ones you wish to hide.

15
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1]
Selector

Preview

Tasks Completion
Job Name

Job Tasks
Description
Workflow Code
Job Code

Start Date

End Date

Notes

Harmony Status

AN VRE VAR VI SRR R WIS MR VIR

Toggle Bottom and Side Panels

You can display additional information for each selected job, scene or asset using the side and bottom panel.

m|m O o 2D g o

I I

The BFF 501

mmmmmmmm

Can show
either List
View or
| twou sanay Wl Lawou stanao Tiles View
Tasks Tab Assets Tab shows
with Filter assets assoclated with
this scene
First Contact 001 Tasks’ Asvets
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The BFFs 501 - The BFF's Ep101 -

Can have both panels 10 items —
TS5 4 s T vokadri LA displayed simulhneuusly—@
R Scene Name Tasks. Completic: & Priceny Preview i @ Frames: Durat
Firs: Coetact 001 [ Anm_check | 4- M & 2 50]
L]
w || [ || [
e HHHH = s
|—| -
MT onaseees - | First Contact 002
First Contact 003 4 - Mo 0 2309
L]
L Paveveds g | == Paveveds a | e o ) —
First Contact 004 Aw 4 - Medum 60 238
)
-...,, -...,, -...,, -...,,|_-...,_|, sancty - saancty L ame
nsngoen - || unssngrea - || vesssgewa - || tnsingoen - || unatagnea - || uossmgned - || onasmgens - | it
e !!!! EEEmE— ) = fr] o
| Suanany L
Tl |k |w..w||w..w||w..w|
Prionty 4 - Megem
First Contact 002 Taska T Aavess View Notes. Also Framas
can be filtered @ 1
ke ek according to status
I l g Jon Code
TEA_JOB00002
= -
e Job Name
= = = - [ | = Tre BFF's Ep101
| msenmes - | [ nssmgoes - | | msnnmes - || nssmgues - | | umsnnmes - | | nssogees - | | umenmmes - |

Harmany Settings

Additional Options for Selected Items

When you enable the checkbox on a Job, more options are available to edit your selection.

The BFF's 501 - All Jobs -
- T & & 4+  addkobs I writeMotes & Upload Files
Praview # JobMName : & Description i Jab%ode H Sf Save New View
— -
@ Fhe-Biiie I8a_Josooon2 _edlt I
Ep101 Shift Jobs
Delete jobs 1
Retire jobs |
The BFF's TBA_JOBOOOO3 08/ - I
Ep102 Show retired jobs
Edit Tasks i
Add Custom Fields
The BFF's TBA_JOBOO0D4 Q&
Ep103

Synchronize with Harmony
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Adding and Removing Columns

Depending on your workflow needs, you can add and remove columns from the production or asset list.

How to add and remove columns

1. Inthe top menu, click Production or Assets > Manage.

Production Open Tasks Assets -

All Environments - Manage

- 2 8 Assembly

The assets list opens.
2. Inthe toolbar in the top-right corner above the assets list, click on the Manage Columns @ icon.

A menu appears with all the available column options for the asset list. Columns that are currently
displayed in the list are checked, and those that are hidden are unchecked.

m B 0O

Selector
Preview
Tasks

Asset Name
Description
Type
Category
Notes
Priority
Completion
Workflow Code

Asset Code
Harmony Status

AR NRE SREE SAE SEE V1A VAR SAE 925 SRR VAL VIR

3. Check each column box that you wish to add, and uncheck each column box that you wish to
remove.

When adding columns, the newest column added will by default appear on the right.

NOTE

You should always keep the Selector column enabled. This column contains a checkbox for
each asset, allowing you to perform certain actions and select several assets simultaneously.

18
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Creating Views

You can create custom views and share them with users to display the Production or Asset list using a specific
set of columns and filtering options. You can create as many views as needed.

How to save a custom view

1. Select Production or Assets > Manage.
2. From the page toolbar, click on the Column Selector @ icon.

3. Check or uncheck any boxes of columns you wish to display or hide.

NOTE

The order of the tabs will be displayed from left to right as you check the boxes in
that order. You can edit this later by grabbing the name in the column header and
sliding it left or right to switch the order.

More custom fields can be entered using the Toggle Search Panel.

The BFF's 501 - Togghe Search Paned

. : !_——* Add Jobs L uplosdFils  § More
Custom Fields There are a number of

|' ways to customize this

See Custom Fields

m Exclude Anim - In Progress - - x

4. When finished, in the page toolbar, go to More > Save New View.
The Save New View window opens.

5. Inthe Name field, type in a name for the new view.

6. Check or uncheck the following options:

» Save Current View Settings Only: saves the columns and ordering of columns in the
view.

» Save Current Environment or Job: save the current location of the view.
» Save Search Data: saves the search data.

7. Inthe drop-down menu, select one of the following:
» Add Link to Views: adds the link to views that you can only see.

» Add Link to Shared Views: adds a link that everyone in the production can see and
use.

19
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Save New View

View Name

+ Save Cumen! View Settings only
+ Save Cument Environment or Job

v Save Search Data

Add Link to Views d

m Add Link to Views

Add Link to Shared Views

8. Click Save View.

Under Shared Views in the Views tab you will see the shared views from the current production.

Manage Vigws

Shared Views

My Views

Under My Views from the Views tab you will see your personal saved views from the current
production.

Manage Vidws

Shared Vieys

My Views

20
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Managing Views

Once you have created custom views, you can manage them to remove them or manage the sharing settings.

How to manage views

1. Select Views > Manage Views.

Shared Views

My Views

My Saved Views and Shared Views appears.

2. Inthe Saved Views section, right-click on a saved view.

The option menu opens. If you click directly on a saved view, it will open immediately.

Anim Check Peasias
table

Open Link In New Tab
Open Link In New Window
Actions

Remove View

3. You can drag and drop saved views into the Shared Views section for everyone in the production to
see and use.

21
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Chapter 2: About Users and Permissions

Anyone using Producer on a regular basis should have their own login credentials. This allows permissions
control as well as task assignment and effective communication within Producer. Note that the permissions are
handled through groups, for better efficiency. A user can be part of many groups and has all the rights permitted
to these groups.

A group has two primary functions. First, it serves to assign permissions to its members, within the context of a
project. Second, groups can be used to facilitate task assignments. For example, if you specify that the
Animators group are the usual assignees for the task “animation” then the animation supervisor will only have to
chose among users that are part of the Animators group when assigning an animation task.

NOTE

Only users with Administration permissions will be able to create users, manage groups, and set
permissions.

Users, groups, and permissions can be access via the Settings page.

Open Tasks Assels - Review Reports Views - Settings

The Security section allows the Admin user to set permissions for groups, page access, project access, task
access, and menu item access such as creating, deleting, or archiving.

23
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Security

Project Securty Link Securty Gear M Sacurmy £Typn Secuy Process Securty

i _+]
oM
T Hame The Dts Ackmin The B dimatr  The Dffs Comgouitor The Bt Layeut Tha Ot Cwness  The®ih Production  The Difs Rigger The 0ty St TheOffs Sandnd The Dffs Separviscr
Carvcnar Casnmmaze

The Users section allows the Admin user to create new users and assign them to groups.

Users

Prevew [ First Hame Last Hame The Bt Adesin The Bifs Asimator  The Bifs The®ffs Layeut  Tha Bffs Oversess  The B Production  The Bty igger  Tha Bfs Setug The Bt Standard  Tha Bty Superveser
Comperinn [L—— Counoarer
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Creating Users

You can assign certain users permission to access part of Producer, while restricting the use of certain features

for others.

How to add a user

1. In the main menu, click on Settings.

2. Inthe Settings tab, select Users.

The Users tab opens.

3. Inthe second User tab, click on the Add button.

= 42 items found ¥

Preview Login

Admin_Adrian

The Create New User window opens.

4. Enter all the information for the new user.

25
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Create New User

Preview Browse

User Principal Name

Authentication

Fassword

Password Re-Enter

Information

First Name

Department

Add

,\
o

5. When finished, click the Add button.

26
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Editing and Adding Users to Groups

Once a new user is created, they can have their preferences created or changed. They can be found on the
same user page. Within that you can change or view preferences/groups as well as view metadata.

Preview Login First Name Last Name Display Name Activity Groups. Security EditUser

Jo8_smim 108 smim 108 Smin ~ 8

Change or View preferences/groups
here, also view metadata

Groups

Add the user to specific groups within the production. Each group has a different set of restrictions.

Group Assignment - 3

User: Joe Smith

Groups

[] the_bffs_admin (Administrato

[] the_bffs_animator (4nimaior

[] the_bffs_compositor (Compositor
[] the_bffs_layout (Lzyout

[ the_bffs_overseas_director

[] the_bffs_production_coordinator

[] the_bffs_rigger (Rigger

[ the_bffs_setup (Scene Staging Setup
[] the_bffs_standard (Standard user

[] the_bffs_supervisor (Fower user

Edit User

Allows you to edit the user profile and login credentials.

27
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Edit User

Praview

Login

User Principal Name

Authentication

Password

Re-anter Password

Information

First Name

Last Name

Display Name

Save changes to Users (Joe_Smith)

Browse

Joe_Smith

fsmith

Joe

Smith

Joe Smith

Save Cancel
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Chapter 3: About Workflows

In Producer, production tracking is based on workflows. It is a multi-stage process usually involving several
different software. While there are commonalities, most animation studios will develop their own pipelines.
These custom pipelines can easily be reproduced with Producer’s workflow editor. When talking about the
process of a studio, the terms “workflow” and “pipeline” are often used interchangeably; however, we always use
“workflow” when referring to the actual node structure in Producer. Each “node” represents a process to be
completed. These processes will become individual production tasks that will be assigned to artists and
supervisors.

Layout Layout_check Layout_App Setup Rough_Anim RoughAnim_App  Cleanup_Anim Cleanup_Check
Joe Grey Frank Banner - Kelly Parker - Jade Jonah « Lea Luthor - Kelly Parker ~ Lea Luthor - Carina Allen ~

There are four types of workflows: Job workflows, Scenes workflows, Asset workflows and Task Status
workflows.

» B Jobs
» HEH Scenes

» [a] Assets

P Y= Task Statuses

For example, you may use a job workflow to track an episode’s development from script to delivery however you
would use a scene workflow to track the production of shots from layout to compositing while the asset workflow
is designed to handle the evolution of various assets such as backgrounds, characters, props, etc. The task
status workflow is somewhat special because it allows the user to customize the task statuses for the processes
of the other workflows.

Producer comes with some ready-made workflows, however it is recommended that you use these as templates
to create your own. Workflows are specific to projects, however they can be exported and imported from one
project to another.

Workflows are blueprints to eventually create actual tasks that can then be assigned and tracked.

29
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About Task Status Workflows

A task status workflow has a particular property. It's a workflow that can be applied to the task of another
workflow. It provides different statuses for that task, letting users know the progress of that task.

NOTE
To find out how to link a task status workflow to a task—see Configuring Processes.

In the Basic Task Status workflow (a workflow that comes with Producer), there are seven possible options:
Standby, Pending, Need Assistance, In Progress, To Validate, Revise, Approved.

= = Workflow Editor > ¥= Task Statuses > Basic Task Status
Add Workflow
» B Jobs
Standb 1 0% A
» i Scenes Y 0 E' @
» B4 Assets
Pending Q20 5% = =
v = Task Statuses s
Need Assistance @30 30% = S
[ "] Approval
Basic Task Status
= In Progress c a 0 30% [:,I’ @
["] Simple Task Status
To Validate @50 70% = ©)
. Revise (AKX V] 80% = ®
Approved ° 7 100% [:,I' @

In the Production or Assets > Manage tab, when a user clicks on a task status, a drop-down menu lets them
choose or update the status of that task.

Layout_App
8

Standby - Standby - Standby - Standby - Standby r

BobBG -~ I Unassigned - Sal Supervisor Annie Animator~ I
v Standby =

Pending

Need Assistance
In Progress

To Validate
Revise
Approved

f
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About Included Workflows

Here is the list of workflows that are included with Producer, along with a brief description for each.

Episodes

Workflow to track jobs such as episodes of a TV series.

i Layout i Ssewp i Anim i comp i Post-pr.
Standby -+ Standby - Standby -«
Unassigned -+ Unassigned - Unassigned -

Basic

Workflow to track scenes in a simple manner.

i Layout i Setup i Anim i comp
Standby -+ Standby -+ Standby -+ Standby
1 i . 1 i . i . L i

Complete

Workflow to track 2D paperless scenes, where the animation is hand-drawn digitally.

f Layout { Layout_... i Layout_.. i setup : Anim f Anim_C... i Anim_App i cum i culscC.. ? CULIBA... H Ink £ Ink_Check i Ink_App i comp i compcC..
Standby - Standby -+ Standby  + Standby - Standby -+ Standby -+ Standby - Standby -+ Standby - Standby - Standby -+ Standby  + Standby - Standby  + Standby
Unassigned  + Unassigned  ~ Unassigned -« Unassigned  + Unassigned  ~ Unassigned -« Unassigned -+ Unassigned Unassigned Unassigned -+ Unassigned Unassigned  ~ Unassigned  + Unassigned Unassigned

Double Approval

Workflow to track scenes, where the two approval stages are required for each necessary step in the process.

i Layout i Layout_.. i Layout_... i Setup H Anim i Anim_C... i Anim_App i comp i CcompC.. i Comp_A..
Standby . Standby v Standby . Standby v Standby v Standby . Standby v Standby . Standby v Standby

Single Approval
Workflow to track scenes, where a single approval stage is required for each step in the process.

i Layout P Layout_... i setwp i Anim i AnimC.. i comp i Comp.C..
Standby  « Standby - Standby  « Standby - Standby  « Standby - Standby

BG
Workflow to track the creation of bitmap backgrounds.

i BG.Lay.. i BG_Lay. i BG.Colo... i BG Fina... § Library
Standby v Standby . Standby . Standby Standby
) ) A )

Character

Workflow to track the building of digital puppets (also known as character rigs).
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f Charaet... { Charpe.. 5 i Breakdo.. i Library
SIM.dhy . smf:ny . - Wl E SIM.dhy -
Prop
Workflow to track the building of digital props.
$ Prop_De... i Prop_De.. f Prop.Co.. i PropFi... i Library
Standby - Standby  + Standby - Standby - Standby
Basic Task Workflow

Basic Workflow providing statuses for the tasks of the other workflows.

Standby

Pending

Need Assistance

- ‘ ‘ In Progress

: ‘ ‘ To Validate

- . Revise

: ‘ ‘ Approved
Simple Task Workflow

Simple Workflow providing statuses for the tasks of the other workflows. It is meant to track something that is
completed without any type of revision or approval (ie: task done).

e

Standby

wee

Pending

e

Complete

Approval
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This workflow provides typical statuses for approval processes.

: | ‘ Standby

: | | Pending

: . Retake

E | | Approved
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Duplicating Workflows

The workflows that are provided with Producer are useful templates to create your own. Itis NOT recommended
to use them directly as they may be updated and modified in future versions. Instead, duplicate and modify them
to match your own pipeline.

How to duplicate workflows

1. Inthe main menu, select Settings and then Workflows.

p Production Open Tasks Assets ~ Review Reports Views =~ Settings ~

Settings

Workflows

2. Inthe Project Workflows list on the left, click on the workflow you wish to duplicate and select Copy
from the ellipsis menu (“...”).

» B Jobs

v 3 Scenes

Il Basic

Il Complete

Copy
I | Double_Approval

Delete
I Single_Approval

| | Trad

» (4] Assets

» = Task Statuses

The Copy Workflow Details dialog box opens.
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Copy Workflow

Name ©7 Double_Approval_copy|

Colour © -

The new workflow will be a copy of Double_Approval.

3. Inthe Name field, enter the name of the new workflow.
4. Inthe Colour field, use the colour picker widget to select an identification colour.

5. Click Create.

35



Producer 22 User Guide

Creating Workflows

How to create a workflow

1. Inthe main menu, select Settings > Workflows

The Workflows tab opens.

NOTE

If the Settings or the Settings > Workflow options are not available, an admin user may
have to grant these privileges to a group that you are a member of. This can be done in
Security, under Global Rules, by enabling Manage Workflows.

2. Click on the Add Workflows button.

Add Workflow

Add Workflow

Name ©° Enter Name
Type ©° v

Colour ©

Cn”(:e' m

The Add Workflows dialog opens.
3. Inthe Name field, enter the name of the new workflow.

4. Inthe Type drop-down menu, select the type of item to which this workflow applies. For workflow of
episodes, select Job. For a workflow tracking shots, select Scene. For a workflow of backgrounds,
characters or props, select Asset. If you would rather create a Task Statuses workflow, refer yourself
to the section How to create a task statuses workflow.

5. Inthe Colour field, use the colour picker widget to select an identification colour. Note that you can
use the colour picker icon to pick a colour from anywhere on your desktop. After your colour selection
simply click outside the widget to proceed.

NOTE

It can be a good idea to create a workflow based on an existing one. To do so, use the
Copy From field (or simply leave it blank to create a workflow from scratch.)
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6. Click Create to create the workflow.

Next, you will want to add Processes to your workflow. Check out the section on Creating Processes.
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About Processes

A workflow is made of processes. When creating an asset or a scene using a specific workflow, each process of
this workflow represents a task that can be assigned to users. Processes are ordered in a linear fashion. There
are 2 main types of processes: Manual and Approval. There is also a special one called Asset Progress.
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Manual

The Manual Process is used when the work is done by a person (ie not an automated task or a simple approval).
This process can have different statuses which are defined in a Task Statuses workflow. The task status is

manually changed by the user executing the work.
H Anim

Pending v

Joe Animator
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Approval

The Approval Process is used when work created during a manual process needs to be reviewed by a

supervisor. The supervisor will then update the status to Approved or Retake. Several approval processes can
follow one another.

¢ Anim_App

Janet Director «

You can attach triggers and notifications to both Manual and Approval processes so that when a specific action
is performed, such as assigning a task or status change, another action can be performed, such as sending a
notification to a user.
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Asset Progress

The Asset Progress special process is used to follow the advancements of assets related to a scene, such as
backgrounds or characters. The Asset Progress will display a circular graph indicating how many associated
assets have reached a specific process in their own workflow.

$ Link Assets

5/7
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Adding Processes to Workflows

Workflows are made up of nodes, representing processes, which will eventually turn into tasks.

How to add processes to workflows

Whether you want to add processes to a brand new workflow or modify an existing one, the process is the
same. You must first select the workflow from the workflow editor.

1. Inthe main menu, select Settings > Workflows.

Settings ~

Settings

Workflows

2. From the left pane, select the workflow for which you would like to add a process.

~a
=
Add Workflow
» B Jobs
~ | Scenes
I I Basic
[l Complete

[l Double_Approval

M single_Approval

3. To create a new Process in a workflow, simply click on the Add Process button.

+

Add Process
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8.

Add Process

Name ©° Enter process name (eg: Layout)
Process Type O Manual -

Colour © Position @ 5

The Add Process dialog opens.

Type the name of the process.

NOTE

Choose the name carefully as process names cannot be changed (to avoid corruption).
To rename a process, you would have to duplicate it and delete the original.

Select a Process Type from the drop-down list. Check the tooltip for more information on the various
types of Processes.

Select a unique colour that will help identify this process.

You can set the Position to modify where this new process will appear in the workflow. By default, it
appears at the end. Note that you can always change this position later.

Press Add.

Check Configuring Processes to learn how to further configure the process you just created.
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Configuring Processes

Different types of processes can be configured in different ways. However some configuration options are
available for several types of processes. Here is a descriptions of all the options available:

In the Basic Information area:

Description

Name

The name of the process is grayed out as it cannot be changed after the creation. To
rename a process, you would have to duplicate it and delete the original.

Process Type

You can change the type of process. There are four types of process available:

Manual process is the most basic. It corresponds to typical assignable artists’ tasks.
Manual tasks may have target durations or completion dates.

Approval process acts as milestones for a supervisor to validate work from previous
tasks. Approval tasks do not have a set duration.

Asset progress reports when workflows of assets used in a scene are completed. They
are used in conjunction with Asset Assembly.

Overview processes are available only for job workflow. They provide a cumulative
overview of the task statuses for all scenes within a job.

You can set the colour used everywhere to identify this process. The colour selector is
simple to use. Note that you can click on the dropper icon to pick a colour from anywhere
on the desktop. You also have the possibility to specify a colour using a numerical value.

Colour Three modes are available: RGB, HSL and HEX. Simply click outside the colour widget
area to confirm your choice. The task (which you can view in Production and Asset >
Manage tabs) associated with the node takes on the same colour.

Position You can set the Position to determine where this process will appear in the workflow, the

number one position being the leftmost.

In the Task Information area:

Description

Select a Task Status workflow from the drop-down menu to link it to this Process.

Task information

Task Status

(Available for Task Status @ Basic Task Status v
Manual and

Approval Basic Task Status
Processes)

Simple Task Status

Approval
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Description

The Task Status options of that workflow become instantly available as a drop-down menu in
the sample task above.

: Anim
Standby v

v Standby
Pending

Need Assistance
In Progress

To Validate
Revise
Approved

Assignee Group

Set an Assignee Group to restrict the assignment of these tasks to members of a specific
group. This is especially useful if there are many users.

Assignee Group © Layout x

Completion

Set a number from 0 to 100 to represent the overall progress of the item (job, scene or asset)
once this manual task is completed. For example, if a scene is considered 20% completed
when the layout is finished, set the “Completion” value of the manual process “Layout” to 20.

Duration

Use this field to specify how many days are needed to complete all the tasks of this process for
the whole job. This will set the default value to calculate the due date for the production
schedule that can be seen in the GANTT chart. Note that the due date can later be modified per
task.

Effort

Use this field to specify how many hours a task should typically take. This can be used to
measure performance and track costs when compared to worked hours. Note that the effort
can later be adjusted for specific tasks.

Take/Retake

This field will determine whether to keep a track of “Takes" or "Retakes”. For example, a task
process will typically track a Take number whereas an approval process will typically track a
Retake number. You can also set the initial Take or Retake value. To determine when the Take
or Retake number will increment, you will set behaviours. To view the current Take or Retake
number in the Production page, you will have to edit the column options.

The Asset Progress have different configuration options:
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Description

Tracked Workflow

Select the workflow of the assets (associated with the current scene) that you would like
to track. For example, if you would like this “Asset Progress” to report on background
completion, you should select the asset workflow that you use to build the background
assets.

Tracked Process

Select the process that the asset should reach to be considered “complete” for the
purpose of this “Asset Progress” report display. For example, If you would like that an
asset be considered complete when the Process “BG_Final_Approuval” has been set to
“Approved”, then select “BG_Final_Approval” as the “tracked process”.
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Moving Processes
There are two ways to change the order of processes.
You can do it by changing the value of position:

1. In the Workflow Editor, after selecting a workflow in the left pane, select a process that you would like to
move.

2. Inthe Basic Information area, lower the value of position to move the process towards the beginning of
the workflow (left) or increase the value of position to move the process towards the end of the workflow

(right).

You can also drag a Process to its new position from its vertical ellipsis:

Compo : Colo
Standby v Standby v Standby v
Unassigned Unassigned Unassigned
A= L]
i Compo : Colo
| (]
I Standby v Standby l Standby v
i Unassigned 'E Unassigned - Unassigned ~
e e e ---- ol
: Colo ¢ Compo
Standby v Standby v Standby v
Unassigned -~ Unassigned - Unassigned

Both methods require that you save the changes.

Save

NOTE

Changing the position of a process may affect behaviours that are referring to relative processes
(Next or Previous process) but will not affect behaviours that are referring to processes by their
specific names. Be sure to test the various behaviours after changing the position of one or multiple
processes.
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Deleting Processes

You can easily delete nodes from a workflow by following this procedure.

How to delete processes

Deleting a process from a workflow is a simple operation. You must first select the workflow from the
workflow editor and then follow these steps:

1. Select the process you would like to delete.

2. Click on the ellipsis icon (“...”) on the top right of the process node.

Standby v
Unassigned

3. Select “Delete”.

Standby

Enassidnen Add Before

Add After
Copy Before

Copy After

4. Press the blue “Save” button to confirm.

NOTE

Deleting a process from a workflow will be reflected in future instantiation. However, it does not
delete currently existing tasks of this process. If you would like to do that, it is recommended that you
use the “Edit Tasks” feature prior to deleting the process in the workflow.
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About Behaviours

A behaviour determines how a process reacts to certain conditions such as being assigned to a user or being set
to a certain status. This reaction can be many things and there can be multiple different actions taken as a result
of one condition being met. In essence, behaviours allow you to automate operations. They are a very important
part of setting up an effective workflow.

Typical behaviours for a manual process would look like this:

If this process is set to status “To Validate” then set the status of the next (approval) process to “Pending” (ready
for review).

Before creating a behaviour, you must first create a custom workflow—see Creating Workflows or Duplicating
Workflows. It is interesting to note that duplicating a workflow will also duplicate its behaviours.

NOTE

Behaviours used to be called Triggers in older versions of Producer.

How to create a behaviour

1. In your Workflow, select the process for which you would like to add a behaviour.

¢ Layout
Standby v

Unassigned -

2. Inthe panel below, click on “Add Behaviour”.

Behaviours

No behaviours specified for target process.

Add Behaviour

3. Set up a condition by using the drop-down after “When”. Two possible actions are listed:
a. Task Status is set to...

b. Taskis assigned..
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Add behaviour
© When Task Status is setto...
Task Status is set to...

Task is assigned...

4. If the condition requires further setting, another drop down appears next to the first one. For example,
if you set “When” to “Task Status is set to..”, you now have to set the “Source Status”, to end up with a
condition that sounds like “When Task Status is set to To Validate’...

Add behaviour
© When Task Status is setto... = To Validate -
Standby
Pending
Need Assistance
In Progress
To Validate

Revise

5. You can now set the Action resulting from the condition being met. Next to “Then”, use the drop down
to pick one of 3 possible actions:

a. Set Task Status of Process
b. Increment (Re)Take

c. Send Notification to

Then Set Task Status of process
Set Task Status of process
Increment (Re) Take

Send Notification to

6. Whichever choice you made in the previous step, you now need to further configure that action.
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a. Inthe case of “Set Task Status of Process”, you now need to specify which process will be set
to which status. For example, you could specify that the action is to Set Task Status of
Process Layout_approval to Pending.

Then Set Task Status of process ~

Layout_App - to Pending -

NOTE

When selecting a process, you can either pick a specific process by name or you
can use a relative process such as Next or Previous process. While relative
processes can be useful in that they are easier to copy and reuse later with
minimal maintenance, it is important to remember that moving the process around
could affect the result of the behaviour.

b. Inthe case of “Increment (Re)Take”, you need to select which process will increment the value
of “Take” or “Retake”, depending on which value this process is tracking.

c. Inthe case of “Send Notification to”, you need to select one or multiple contacts to be notified.
They can be users or group of users.

7. Now that a first action has been specified, you can either confirm the behaviour with the “Done”
button or specify more actions to be executed when the above condition is met. To do so, simply use
the dropdown next to the last “Then” and redo step 5 and 6.

Add behaviour

When Task Status is set to... ~ To Validate v
Then Set Task Status of process ~ °
Layout_App - to Pending -

8. After confirming a behaviour, you can review it by clicking on the right triangle next to the Condition.

v When i To Validat: X @ O

The behaviour will expand to display all actions resulting from the condition being met. You can then
use the blue edit button to make changes or red “x” icon to delete the behaviour.
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+ When Task status is set to To Validate v

v Then Set status of process Layout_App to Pending

After reviewing your behaviour, you can add more behaviours to the same process if you want.

NOTE

Changing the conditions (Status, Assignee) of a process in the upper preview display of
the workflow editor WILL NOT trigger the actions programmed through the behaviours. It
is highly recommended that you test your behaviours by creating actual items (scenes,
assets) using that workflow and changing the conditions to verify that the appropriate
actions are happening as expected.

To help you get started, here are some typical behaviours for manual and approval processes:
Common behaviours for manual processes:

« When a task is set to To Validate, then set the status of the next approval task to Pending and
Increment the value of Take for this process.

Common behaviours for approval processes:

* When a task is set to Retake, then set the status of the previous manual task to Revise and increment
the value of Retake for this process.

» When a task is set to Approved, then set the status of the next task to Pending and set the status of
the previous manual task to Approved.
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Adding Overview Processes to Job Workflows

While a Job workflow is keeping track of tasks that are relevant to the whole job (such as writing the script or
generating the storyboard), it is also possible to be informed of the cumulative statuses of scene tasks contained
within a job by adding “Overview” processes. An overview process will look for scene processes with the same
name and will summarize the amount of each statuses for convenient display right at the job level, providing an
overview of the progress in the Task Completion Column of the Production Page.

Task Completion Overview

Task Completion

Layout

92%

Setup

83%

Rough_Anim

0%

Standby : 4 (17%)
Pending : 11 (48%)
In Progress : 3 (13%)
To Validate : 5 (22%)

ng

How to add an Overview Process to a Job workflow

1. Inthe Workflow Editor, open up the Scene Workflows containing the Processes you are interested in
tracking. Identify these processes, noting the exact spelling of their names, the values of completion

and duration. The colour can also be useful.
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Workflow Editor » i Scenes » Basic » Layout

i Setup i  Anim
Standby v Standby " Standby

Unassigned » Unassigned « Unassigned Unassigned

Standby v

Basic information

s 0

Process Type Colour
Manual -
o o I
Task information
Task Status © Basic Task Status -
Assignee Group O Layout x

Completion @ @
Duration @ @

2. Open the Job Workflow in which you would like to include Overview processes.

~a
=
Add Workflow
¥ 1B Jobs
| B Episode -
» [BH Scenes
» [=] Assets

3. Click on the Add Process button
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+

Add Process

(The Add Process dialog appears)
4. Enter the exact same name as the scene process you want to track.

5. Select the “Overview” process type.

Process Type ©* Overview
Manual
Approval
Overview

Asset Progress

6. Itis a good idea to use the same colour as the process you are tracking.

7. Click Add to create the overview process.

NOTE

The new process has two configuration options in the Task Information panel: Completion and
Duration.

About Completion:

You should try to adapt the completion value to the context of the whole Job. For example, a
Layout represents 25% of a scene's workflow. However, completion of all the episode's layouts
could represent 60% completion if it contains lengthy processes such as scripting and
storyboarding.

About Duration:

You can reuse the same value as was entered in the scene process. This will help to calculate
the Gantt chart.
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Chapter 4: Production

The Producer structure is divided as follows:
¢ Project
¢ Environments
e Jobs
e Scenes

Environments are a collection of jobs. Typically, environments are used to separate the seasons of an animated
series, or to separate animation series themselves.

Jobs are a collection of scenes. Typically, jobs are used to separate the episodes of an animated series.
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Creating Projects

Creating a project is the first step to creating and housing environments, jobs and scenes.

How to create a project

1. Inthe main menu, select Settings.

Production Open Tasks Assets = Review Reports Views = Settings

The Project Settings are displayed.

Project Seftings Harmony Settings

—

x Users

(\ Security

Ve

y Workflaws
-

2. Inthe Project Settings tab, select Project.
The Projects tab opens.
3. Inthe Projects tab, click on the New Project button.

The Create a new project window appears.

Projects
Projectb (_TenFioea )
<
2 Create a new project - 3
m -
. Title
Search Criteria .
Select filters to refine your search
Keywerd ) Project Code @
Description
Preview
Create

4. Inthe Title field, enter the title of the project.
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In the Project Code field, enter the project code.

IMPORTANT

The project code is a very important key that will tie many components of the
project together. The project code must contain only alphanumeric characters [A-
Z)/[0-9] and only an'_' as a separator.

. Click on the Create button.

A status bar appears. When it reaches 100% the Go to New Project and Close buttons appear.
. Click on the Go to New Project button.

The project appears.
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Creating Environments

Environments are a collection of jobs, each of which is a collection of scenes. Typically, environments are used
to separate the seasons of an animated series, or to separate animation series themselves. Special
environments can also be created to store scenes containing character models and assets for a series.

A new project does not have any environments. To start creating the structure of a project, environments must
be manually created by a user with administrative privileges. A project can have as many environments as
needed.

Users with the appropriate privileges can add, edit, retire, and delete environments.

How to create an environment

1. In new project, click on the Add Environment ¥ AddEnvironment  pytion,

The Create Environment window appears.

2. Inthe Name field, enter a name for the Environment.
3. Inthe Description field, you can choose to add an optional description for the environment.

4. If you choose, you can check the Create in Harmony checkbox to create the environment directly in
Harmony in you are connected to the Harmony server.

If you do choose this option, you now have the option to create a different environment name than the
one that will appear in Producer, as well as the version of Harmony used in the environment.

5. If you choose, you can drag and drop an image or movie clip file onto the Add a default thumbnail
box, to create a preview image for the environment—see Adding a Preview Image for an Asset.

6. Click on the Create Environment button.

The environment appears in your project.

60



Chapter 4: Production

Creating Jobs

Jobs are a collection of scenes. Typically, jobs are used to separate the episodes or other segments of an
animated series. Special jobs can also be created to store scenes containing character models and assets for a
series.

A new job does not have any scenes by default. To start creating the structure of a job, scenes must be manually
created by a user with administrative privileges. A job can have as many scenes as needed.

Users with the appropriate privileges can add, edit, retire, and delete jobs, and all users may search, open, and
view jobs.

How to create a job

1. In the main menu, select Production.

Production Open Tasks Assets - Review Reports Views - Settings

N

The Production tab opens.

2. Inthe All Environments drop-down menu, select the environment you are looking for.

Select 1st

o

All Environments = O + Add Environment X Upload File H More

The BFF's S01 ‘\= Environment b % Description E

TBA_ENVIRONMENTO00002

environment

3. Once in the environment, click on the Add Jobs button.

+ Add Jobs

The Create Job window appears.
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10.

11.

Create Job Create number of Jobs
(aka Episodes

Number of jobs

Start Date Days between jobs

B 2020-08-04 q =

Name " / Job Name

The BFF's Ep101

Description

Job Workflow Scene Workflow

Episode v Basic

«*| Create in Harmomny

Optional: Create
ATTONY Scent Job Version of Harmony

The_BFFs_Ep101

press Create Job ﬁ CreateJob >

In the Number of jobs field, enter the desired number of jobs you would like to populate the
environment. You can always add more jobs later.

Click in the Start Date field to bring up the calendar and choose the start date for the first job.

If you entered a value greater than one in the Number of jobs field, in the Days between jobs field,
you have the option to set the number of days between jobs.

In the Name field, enter the name of the job. This is the only mandatory field. If you use a number at
the end of the job name, Producer will automatically create a sequence for the subsequent jobs using
the same numbering convention (ie: 101; 102; 103; etc.).

In the Job Workflow drop-down menu, select an existing workflow. This could be either one of the
workflows that comes with Producer or a workflow from another environment in your account. You
can always change it later in Settings.

In the Scene Workflow drop-down menu, select an existing workflow. This could be either one of the
workflows that comes with Producer or a workflow from another environment in your account. You
can always change it later in Settings.

Check the Create in Harmony option box if you want to create Harmony files directly to the Harmony
Server (if connected). Do NOT check this option if your scenes will be created in Harmony
Standalone.

If you checked this option, you how have the option to add the Job name and Version of Harmony.

Click on the Create Job button.

Your job page will look something like this:
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The BFFs 531

The BFF3.
L

The BFF3.
Epr03

The BFFs.
Epits

The BFF3.
Epios

TBA_SCB006

e

[Olelelel X

FL e pe——

o T P
=il
et et

Peat Producticn
et
| Ut - |

=il
Pty

8§ Vieodiow Code EndDate | Motes.
the_Suepnose | CAINRN0 | Aodanoe
the_biepisoe | OSOTNZ0 | At ame
the_bivepnode | OWIAHED | st s
e _Sivepiscde | ORIVA0 | Acdancte
the Buepisoos | OMIB0  Aadancte
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Creating Scenes

Once you've created an environment and jobs for your project, you can start to populate your job with scenes.

How to create a scene

1. Inthe Production page, from the list of jobs, double-click on the job you would like to create scenes
for. Alternatively, go to the Jobs drop-down menu, click on the down arrow and select a job from the

list.
The BFF's S01 - Al Jobs \
- T AllJobs
Preview ;& Jt AllScenes
The B | The BFF's Ep101 |
Ep101

The BFF's Ep102

The BFF's Ep103

The B| The BFF's Ep104
En1n3

2. Once inside the job, click on the Add Scenes button.

+ Add Scenes

The Create Scene window appears.

Create Scene
Number of scenes
10
Name "
BFF'sFirst Contact
Add a default Workflow Number of frames Priority
thumbnail
Single_Approval - &0 4 - Medium -
Activated only if e J Harmony Standalone Create Harmony
Environment/Job was f Standalone Scenes
already created
Description

3. Inthe Number of scenes field, enter the number of scenes you would like to create. You can always
create more later.

4. Inthe Name field, enter the name of the scene. This is a mandatory field.

64



Chapter 4: Production

5.

10.

In the Workflow drop-down menu, select an existing workflow. This could be either one of the
workflows that comes with Producer or a workflow from another environment in your account. You
can always change it later in Settings.

Workflow
Single A I \'
ingle_Approva v
A
Basic 1
Complete

Double_Approval

Single_Approval

In the Number of frames field, set a number of frames to start out each scene.

In the Priority drop-down menu, select the priority level for the scenes. This can be No priority or
anywhere between 1 - Critical and 5 - Low.

Check the Create in Harmony Server option if you are connected to the Harmony Server and if the
corresponding environment and job were already created there.

Additionally, you have the option to enter the scene name, as it will appear in Harmony, as well as the
version of Harmony being used.

Check the Harmony Standalone scenes if you would like to create scenes for Harmony Standalone.

Additionally, you have the option to enter a Workspace ID and a Relative Path (often the scene
name).

Click the Create Scene button.

The scene(s) are added to your job.
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Editing Tasks

Once a task is created for a given scene or asset, it can easily be modified.

How to edit a task

1. In the main menu, select either Production or Asset > Manage.

2. Inthe Environment, Jobs or Scene drop-downs, select an environment, scene or job or a

combination.

The tab is popu

3. From the list, select the assets to edit by checking their checkboxes.

lated.

4. Inthe tab toolbar, select More > Edit Tasks.

The BFF's S01 - The BFF's Ep101 -
- T & © +  nddscenes [ writeniotes L UploadFiles - More
HE Scene Name 1 Save New View
¥ First Contact 001 [ Anim_
£ Shift Scenes
Sandoy - | [
- Unass Delete scenes Inassigned -
First Contact 002 Retire scenes
Standby - Standby -+ Standby -+ " | Stan  Show retired scenes |Standby -
K JL a| JL ol st insssignec
v First Contact 003
. . . . Import CSV
|_unassgned - | unassigned - | | gned - | unsssgned - || nass gnorecsy
First Contact 004 (AR  Aca Custom Fieids

v First Contact 005

Stan
Unass

The Edit Tasks window appears.

Edit Tasks

™ Replace
“‘ / e
v Selectty SRt

Task Opeeation  Acd

| =

Delete

o Salected o Selected
Single_Appeoval - Singie_fgproval

 Select A1 Basic

¥ Layoat Complete

¥ Layeut_Cheek Select the

: m’ —— preferred Double_Approval

| Anim_Check processes Single_Approval

| Comp

¥ Comp_Check

5. Inthe Task Operation drop-down menu, select one of the following:
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Add - To add missing tasks to selection

Delete - To delete existing tasks from selection
* Replace - To replace some or all tasks for the selection
» Shift
6. Inthe Selected drop-down menu, change the Workflow type.
7. In Processes list, check the tasks you wish to include in the Workflow.

8. Click the Submit button.
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Writing Notes

The Write Notes feature allows you to create notes on one or multiple scenes that have been selected.

How to create a note

1. Inthe top menu, select either Production or Assets > Manage.

2. From the drop-down menus, located under the main menu, bring up a list of environments, jobs or
scenes.

3. From this list, select which you would like to add notes to by checking their corresponding check box.

4. Inthe tab toolbar, click on the Write Notes button.

- T & ©® + AddScenes [ Write Notes

= Scene Name

v First Contact 001

anay - Standby - Star

Unassigned - " Unassigned - || Unassé

Saly
0l
Standy - Standby - Star

| | |

L First Contact 003 Set
0l
Standy - Standby - Stan

[ massanes - || vmassones - J[_vmass

First Contact 004 Sen
0l
Stanay - Standby - Stan

e e e

L First Contact 005 Set
0l
Standoy - Standoy - Stant

e e e

The Create New Note dialog box appears.

[& CreateNewNote

«| Linked notes

Process Layout - Retake Type & F
Note Content”
o Linked nctes
Process
Hse Cont  LaYOUE
Layous
Attachments Senp
e
Attachme  Anim_Check
+ Add com

5. Check the Link notes option if you want changes in one note to automatically update in the other
notes for all the assets you selected.
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In the Process drop-down menu, select the task/process in the worklfow that you would like to add
the note to.

Select the retake type (ie: artistic, technical, or both).

In the Note Content field, type in your note.

Click on the Add attachments button if you would like to add an attachment.
Click the Create button.

The note is added to the selected assets.
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About Gantt Charts

A Gantt chart is available from the Production page under All jobs of any environment. It can be displayed by

switching layout type along List and Tiles views.

The BFF's S01 - All Jobs -

- Y & © + Addlobs [  WriteNotes

Start End Duratit

\=| The BFF's S01
|+ The BFF's Ep101
\*| The BFF's Ep102
\*| The BFF's Ep103

T
T
\*| The BFF's Ep104
\*+| The BFF's Ep105

F4

1 selected

Upload Files More [=:] [ = |

Quarter 3 2020
July August September

The BF

The

The Gantt chart lists all current jobs and their tasks for the selected environment. It can be collapsed to have an
overview of when jobs should start and end over time or it can be fully expanded to display all tasks for every job.
Every row displays the name, duration (in days), start and end dates for the environment, it's jobs and all tasks

from their workflow.

On the right side, there is a timeline and progress bar for each row, it will turn from grey to green when tasks start
getting approved or completed. There is also a completion % that indicates the progress for each task, every job

and the environment itself.

The BFF's Ep101

If a job needs to be shifted over in time, simply highlight the desired job and click on More in the menu above the
table, then select Shift Jobs. In the Shift Jobs window, simply select the number of days it will be shifted over
(jobs can be shifted in the future or in the past, using positive or negative values).

Shift jobs

o Selected

Shift jobs by -2

Cancel

days
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Scene Focus View

This section provides the details related to a scene (Status, Assignee, Notes, Associated Assets) so that one
can focus on that given scene without being distracted by the information of other scenes, as may be the case
when viewing multiple scenes in the production page.

How to access Scene Focus View

Do one of the following:
* Double click on a scene row on the Production Page.

» Select a Scene from the drop-down list in the navigation section.

In order to exit the scene focus view, select "All Scenes from Current Job" from the drop-down list.

Trial - CF_ 0 - S 0 -

F Ease ol B rdses] o0 e clrrani
R
E
4 P e
sl snough
s T
Ha=s
L
- THMY
5 Assol Wame: 3 Addl Cale T Sl Tga .
Shark BG Bg TG
Pranly ! - Ll -
— Related . :
Assan B ltems o | Detalls |

The Scene Focus view is divided in multiple sections:

Description

It allows you to select a specific scene to focus. You can also exit the focus

Navigation view, by selecting a Job/Episode in the second drop-down list.

Summary This section displays the name of the scene and provides information on the
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Description

current process, its Status and Assignee. It also displays useful information
such as the overall progress of the scene, the completion of the Assets
associated with this scene, the current priority and the description.

You can perform the following two actions here:
« Upload Files

e Submit for Review

The Preview of the latest snapshot is prominently displayed and can be

Preview played back.
Below the Preview section, the Tasks section shows all the tasks related to
Tasks the selected scene. It is possible, if you have the rights, to edit the status and

assignee directly from here.

Related Items

This section is located at the bottom left. It will list any assets associated with
the current scene.

This section is similar to the one you would find in the side panel of any

Notes Production Page. It will list all the Notes related to the current scene and
allows you to enter new Notes.
This section is similar to the one you would find in the side panel of any
Details Production Page. It will list all the Details of the current scene and allows you

to edit them.
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Chapter 5: About Assets

Assets are typically any component of a production use to produce scenes and track in Producer. This can
include character sheets, model references, character rigs, backgrounds, music, and more.

Producer can be used as a file server under some circumstances.
Assets can be sorted one of two ways:

» Categories: Asset categories are a way of classifying assets based on the purpose of an asset within a
production, such as characters, backgrounds, props, and more.

e Types: Types can be used to categorize the type of file, such as a PNG, JPEG, MOV, MP4, GIF, PSD, or
PDF.

The following image types are supported for assets: PNG, JPEG, GIF, BMP, TGA, TIFF, PSD, Al, PDF, MP4,
MOV.
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About Asset Details

An asset has many properties and attributes. By default, the Asset page only displays some information about
each asset in the asset list.

;ss.* =0
NN Y O
nHAea

o~ - - -

Leif Turnaround

- -

o - S S N s pett e

To display more information on an asset, depending on the type of information you want to see, you may have to:
¢ Add a column containing this information to the asset list.

« Select a specific asset, then open either the side panel or the bottom panel to view more information
about it.

Columns in the asset list can display the following information:
» Selector
* Preview
¢ Tasks
* Asset Name
e Description
e Type
e Category
* Notes
¢ Priority
e Completion
¢ Workflow Code
* Asset Code
* Harmony Status

The side panel displays the following information:
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¢ Preview thumbnail

¢ Name

¢ Description
 Priority

e Asset Code

* Notes

* Harmony Settings: environment/job/scene/harmony version

e Tasks
¢ Environments
+ Jobs

* Scenes

Information

The bottom panel displays the following information:

Description

Asset List

The following table lists each type of information about an asset, and which method will display it:

Side Panel

Preview The preview thumbnail for the asset. Preview column Side panel N/A

Tasks A step in a workflow. Tasks column N/A Tasks tab

Asset Name The display name of the asset. Name column Details tab N/A

Description The description of the asset. Description Details tab N/A

column

Asset Type Categories can be used to identify Asset type N/A N/A
the purpose of an asset. column

Asset Category 'I_'ypes can be used to categorize the Category N/A N/A
file type. column

Notes All the notes that were added to the Notes column Notes tab N/A
asset.

Priority A rankindicating the importance ofa | 50 e o1umn N/A N/A
given asset.

Open Harmony If Producer has been configured to Open Harmony N/A N/A

synchronize with Harmony, you can

column
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click this button to open the asset
directly in Harmony.

A progress wheel tracking the

Completion percentage of the asset that has Completion N/A N/A
column
been completed.
Workflow Code The type of workflow being used for Workflow Code N/A N/A
the asset. column
Asset Code Asset Code N/A N/A
column
Scene Asset If a scene has been converted to an Scene Asset
asset, this is the code of the asset it Side panel N/A
Code Code column

is linked to.

76




Chapter 5: About Assets

Creating Assets
Upload scripts, characters, backgrounds and 3D models to help visually assist your task workflow.

Users with administrative privileges can create one or more assets at a time.

How to create assets

1. Inthe top menu, click Assets > Manage.

Production Open Tasks Assets -

All Environments - . Manage

- 2 8 Assembly

The assets list opens.

2. Inthe toolbar above the asset list, select Create Asset.

The Create Asset dialog box appears.

Create Asset
Name"
Harmony scene asset Harmony Standalone

Add a default Description

thumbnail
Type Category Workflow ™
Tags
Assembly

Environment

3. Upload a thumbnail for your asset by clicking and dragging your file into the Drop Files Here box.

4. Inthe Name field, type in a name for your new asset. It must be unique or else an error will occur.
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5.

© & = &

10.

11.

12.
13.

NOTE

It is possible to create multiple assets at once. Press enter after typing an asset
name and continue entering assets name for all the assets you wish to create with
the same parameters.

OPTIONAL: Link a Harmony Scene asset by checking the box.

New fields appear. Fill in the Environment name, Job name, Scene name and Version of Harmony
fields to link the asset from an existing Harmony scene.

| Harmony scene asset Hammony Standalone

Environment name Job name Scene name

Version of Harmony

NOTE

This does not create a scene on the Harmony Server, it only links to an existing
scene.

OR

Check the Harmony Standalone box to link to an asset from a standalone version of Harmony or
even to an asset from a third-party software.

New fields appear where you can enter in the Workspace ID and Relative Path.

In the Description field, type in a description for the asset.

In the Type drop-down menu, select what type (3D Model, Image, etc.) of asset you intend to upload.
In the Category drop-down menu, select a category (Bg, Main Character, etc.) for the asset type .

In the Workflow drop-down menu, select your workflow (background, character or prop).

NOTE
This field is mandatory.

In the Tags field, type any words you would like to associate with the asset that can later be used in
searches. Hit Enter after typing each tag to validate it.

In the Assembly section, from the Environment drop-down menu, select an environment.
The Jobs drop-down menu is enabled.

In the Assembly section, from the Jobs drop-down menu, select a job.

To save your new assets, click the Add Asset button.

Add asset »
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Your assets are now available in the asset list.
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Searching for Assets

If you have a lot of assets and you need to find a specific asset, you can filter the assets in the list using
keywords from their descriptions. You can also choose to only view assets associated with specific
environments, jobs or based on the specific process, status or user they are assigned to.

How to search for assets using keywords

1. Inthe top menu, select Assets > Manage.

Production Open Tasks Assets -

All Environments - & Manage

- =2 8 Assembly

The asset list opens.

TIP

To include retired items in your search results, in the toolbar above the asset list,

click ¥ More and, in the pop-up menu, select Show Retired Items.

2. Inthe toolbar above the asset list, click in the Quick Search field and type in all or part of the name of
the asset you would like to find. Hit the Enter key to initiate the search.

TIP

When an asset is created, the creator had the option to associate certain words
with the asset (tags)—see Creating Assets. These tags are usually descriptive of
the asset and can now come in handy when doing a search.

: T & & + Create Asset X Uplesd File i Mare

Preview ] Assat Name Tasks T

o Nl Character Design 01 [Char_Design_c...
e 08113 - 06113
b : Approved_+ Aoproved_- |
I Unassigned + | Unassigned = "
- o

Assets containing your search term appear.

Breakdown Rigging Library |
0814 - 08720 08721 - 08724 08125 - 08131

Approved - Approved - Approved =
Unassigned -+ | Unassigned Unassigned |

BG_Final_Check Library [ comp_app |
0824 - 0824 0825 - 08/31 08/ - BT

Appraved - Approved - Approved -
assigned + Unassgned - | nassigned - |

3. You can repeat this step to add several search terms. Only assets containing all of your search terms
in their name will appear in the list.
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TIP

You can restrict your search to assets associated with specific environments or
jobs by selecting such restrictions from the navigation drop-downs.

Production Open Tasks Assets ¥ Review
Environment_Project A ~ Job_02 -
- Y 2 ©o + Create Assets

How to filter assets by their tasks, statuses and assignees

1. Inthe top menu, click Assets > Manage.

Production Open Tasks Assets -

All Environments - & Manage

- =2 8 Assembly

The assets list opens.

Task
Char Dewign C... [ Breskdown || Riggirg |
|_adny. e - |_oeavoosm |
e | T [ svererd ][ serer -
heck

o ey

2. Inthe toolbar above the asset list, clickon T Toggle Search Panel.

All Environments

Jobs

Custom Fields

m Exclude v

+ Add

The search panel appears.

Toggle button

opens all this

pload File
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3. From the All Environments drop-down list, select an environment as an asset search filter.
The Jobs drop-down menu is enabled.

4. Use the Jobs drop-down menu and Custom Fields fields to continue refining your search. If you need
more filters or a different set, click on the Add button to bring up the Add Processes, Add Statuses
and Add Assignees drop-down menus. You can use this second set of filters to exclude, rather than
include, additional information by clicking on the Exclude button.

Use some or all of these filters at your discretion.

You can add several items from any of these categories by clicking on the Add button to create
another row of the same filters. An example of where this might be useful is when you need to search
for 2 different processes assigned to the same person.

5. Click Apply Search Criteria at the bottom of the search panel.

Clear Apply Search Criteria
U

The assets that match your search appear in the asset list.

How to clear search terms and filters

Do one of the following:
 Click the x on all search terms in the Quick Search text box.
» Hit the Backspace key to remove the last search term until all the search terms have been erased.

* Inthe toolbar at the top of the assets list, use the Clear All Filters button

T & @

i Clear Al Filters

+ At the bottom of the Search Panel, click on the Clear button.
Clear Apply Search Criteria ,“

All of the assets within the job are displayed in the asset list again.
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Navigating Assets

The navigating drop downs (top left of the Asset Manage page) will let you focus on the assets associated with a
specific environment or job. These associations are done either at creation time or through the Asset Assembly
page. Select the desired environment and job to restrict the display to these assets.

Production Open Tasks Assets ~ Review Reports Views ~ Settings

Environment_Project A ~ Job_02 v

v Y & 0o + Create Assets X Upload File

NOTE
If you leave the environment to the default “All Environments”, no restriction will apply.
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Editing an Asset

Once an asset has been created, you can edit its description, workflow, and other information at any time.

How to edit the name and description of an asset

1. Inthe top menu, click Assets > Manage.

Production Open Tasks Assets ~

All Environments - & o Manage

=2 8 Assembly

The assets list opens.

2. Inthe asset list, click on the check box of the asset you wish to edit.

3. Ifthe side panel is not visible, in the toolbar at the top-right corner of the asset list, click the @ Toggle

Side Panel button to display it.
4. Inthe side panel, select the Details tab.

Select the Asset first
- T & 68 + COuiedme o Wrikehotm L UskoadPie o Rees 1 el
/ I =

S
1] \nnl.rm Cramcer Desgn 01

\

Baciguund_001

Baciground_002

Background_0od

Background_0o4
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© N o o

%l Y Y NV
i 1 .1 .ﬁ e

Character Design 01
Notes T Details

Name

acter Design 01

Description

Priority 4 - Medium -

Asset Code
ASSET00002

To rename the selected asset, in the Name field, type in a new name.

To update the description of the asset, in the Description field, type in a new description.

To change the priority of the selected asset, from the Priority drop-down menu, select a new priority.
To save your changes, click anywhere outside the side panel.

A toaster notification (pop-up) appears in the bottom-right corner of the page, indicating that the asset
is being updated. When the toaster notification disappears, the asset changes are saved.
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Deleting an Asset

Assets can be permanently deleted.

NOTE

Deleting an asset will delete all of its tasks, previews(uploads) and assembly data. Deleted items will
be permanently lost, and cannot be restored.

How to delete assets

1. Inthe top menu, select Assets > Manage.

Production Open Ta Assets ~

All Environments - . Manage

- =2 8 Assembly

The Asset list opens.

2. Inthe Asset list, enable the checkbox on the far left column of the item you wish to delete.

- T & @ 4 Crestessset @ Write Notes X UploadFile B  Review H More
Preview i % Asset Name T
W' Leif Turnaround Char_Design_C...
0 5 e 0513 - 08/13
Approved - Approved - Appraved
I Unassigned I Unassigned = I Unassigned “ Unassigned ” Unassigned l
BG 101 BG_Final_Check [ Comp_App |
0827 - 08127 0904 - 0310
Standby - Standby - Standby - Standby - Standby - Standby
| | | e s

v Background_001 omp_App I
MQM
‘ Standby - Standby - Standby - Standby - Standby
| T | | e .

3. Inthe toolbar above the asset list, select More > Delete Assets.

H More

Save New View

Shift assets

Delete assets

Retire assets

Show Retired ltems

Edit Tasks

Import CSV

Add Custom Fields

Synchronize with Harmony
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The Delete Assets dialog box opens.
Delete assets
This will delete 1 asset

+ Task: 6

Cance Delete

4. Inthe confirmation prompt, click Delete.

The asset has now been deleted.
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Adding a Preview Image for an Asset

You can add or change a preview image of any asset that appears in the Preview column in the asset list. This
can be done from either the Assest > Manage tab or the Production tab.

The following image types are supported for preview images: PNG, JPEG, GIF, BMP, TGA, TIFF, PSD, Al and
PDF.

If you upload a movie clip (MP4 or MOV) as a preview, the first frame of the movie will automatically be set as the
image. You will be able to play the clip from the Preview column.

For an animated GIF or video file, the first frame will automatically be set as the preview image. You will NOT be
able to play these files.

How to add or change a preview image

1. Inthe top menu, click Assets > Manage.

Production Open Tasks Assets -

All Environments - Manage

- 2 8 Assembly

The assets list opens.

OR

In the top menu, click on the Production tab.
2. Use the All Enviroments and/or All Jobs drop-down menu filters to bring up the desired asset(s).
3. Click the check box of the asset whose thumbnail you wish to change.

4. Inthe toolbar above the asset list, click on the Upload File button.

Yy 2 O + Create Asset = Write Motes k3 Upload File = Review H More

Tt e

TTTTTT

The Upload File dialog box appears.
Upload File

* This is a default thumbnail

This is a preview for the following process

5. Select one of the following options:

 This is a default thumbnail to upload an image or movie clip (MP4 or MOV) that will be
a visual reference for all the tasks in the selected row.
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» This is a preview for the following process to associate an image or movie clip (MP4
or MOV) with a specific task in the selected row.

When selecting this option, the Process drop-down menu is enabled. Select the task
you want to associate with the preview image from this list. After the file is uploaded,
the name of the task will appear near the corner of the thumbnail.

6. Toupload an image, either click on the Click to browse button or drag and drop the file over it.

7. Click the Upload File button.

The selected image/movie clip appears in the Preview column.

TIP

To view the full-size image/movie clip, click on the Open the image in a new tab : :
icon that appears when you hover over the bottom of the preview image.
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Downloading an Asset Movie Clip

Scene preview movie clips can be downloaded for viewing outside of Producer web interface.

How to download an asset movie clip

1. Inthe top menu, click Assets > Manage.
The assets list opens.

2. Ifthe Preview column is not displayed, in the toolbar above the assets list, enable it from the Column
selector @ button.

3. Hover your mouse cursor over the Preview thumbnail and click on the gear icon.

Preview

File Name Leif2.png ion
Process Version Character_Design vl ~
Date 2020-08-11 13:55:00 )

A black dialog box appears.
4. Click on the Download option.

The movie file is downloaded to your computer.
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Viewing Preview Image Versions

Producer gives you the ability to view different Preview images and movie clips associated with a certain
Environment/Job/Scene/Task.

How to view different versions of Preview images and movie clips

1. Hover your mouse over a Preview image.

Preview

Anim

'Qig;}'a wan®
S ra
Qﬁ} | - |

A menu bar appears.

2. Click on the gearicon.

File Name 109010.mp4
Process Version Animv3 ~

Date

Anim v2

Anim v1

An information and dialog box appears.
3. InProcess Version, click on the down arrow.

If different image or movie clip options exist, they appear in the drop-down list. Select the one you
wish to view.

If a Preview images or movie clip was uploaded for the global environment, it has the naming
convention <default> + version number. If an image or movie clip was associated with a specific task
during the upload process, it has the naming convention "task name" + version number—see Adding
a Preview Image for an Asset. In this example, the movie clip is associated with the Anim task and
has 3 versions available.

4. |Ifthe image is a still frame from a movie clip, click on the play button to preview the movie clip.
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Play the movie in place

5. If you would like to see a full-size version of the image or movie clip, click on the Open the image in a
new tab E icon.

92



Chapter 5: About Assets

Replacing Asset Tasks

If your Producer database has several asset workflows, you can change an asset’s workflow by replacing all of
the asset tasks with the tasks of a different workflow.

How to replace asset tasks

1. Inthe top menu, select Assets > Manage.

Production Open Tasks Assets -

All Environments - & Manage

- =2 8 Assembly

The asset list opens.
2. Ensure the Tasks are visible by doing one of the following:

« In the toolbar in the top-right corner, click on the Manage Columns @ icon, and ensure
the checkbox next to the Tasks column option is checked.

m g o
Selector
Ereview
Tasks /

Asset Name

AR MIA YIRS

» Select the asset in the asset list and, in the toolbar in the top-right corner, ensure the
Toggle Bottom Panel = button is clicked and the bottom panel is visible. Then, in the
bottom panel, select the Tasks tab.

3. Click the checkbox of each asset whose workflow you wish to change.

4. Inthe toolbar above the asset list, click on the More button.

Y & 8 4 Crestefsset X UplcadFile ] More

Preview H I Asset Name i Taggs

‘.f‘.,‘m‘ Leif Turmaround
n 1

(Char_Design_C...
0813 - 0813

Breakdown
08714 - 0820

Approved -

Approved -

ssigned -

Appeoved -
Unassigned -
BG 101 sﬁ_nnu_mock Library Comp_App |
08724 - 0824 OERSTORMI | | 090109107
Approved Approved Approved Approved Approved - Approved - |
Unassigned -

assigned assigned Unassigned assigned - Unassigned |

5. From the More drop-down menu, select Edit Tasks.
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e

Mare

Save New View

Shift assets
Delete assets
Retire assets

Show Retired ltems
Edit Tasks

Import CSV

Add Custom Fields

Synchronize with Harmony
The Edit Tasks dialog box appears.

Edit Tasks x

Task Operation  Add -

Q Selected

Background d

<

AYL VL L VLYY

6. Inthe Task Operation drop-down menu, select Replace.

Task Operation  Replace v

NOTE

All replaced tasks will lose their current assignees and statuses. If you select Add
instead, missing tasks are added and existing ones are untouched—see Adding
Tasks .

7. Inthe drop-down just below, select the workflow you wish to use.
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Task Operation Replace

‘Current Workflows

All current tasks will be deleted

@ Selected /

Background
Background
Character
Prop

v T AT

v Library
« Comp_App

8. By default, all the tasks in the selected workflow will be checked. If you want the selected asset(s) to
only take some of the tasks in the selected workflow, uncheck the tasks that you wish to exclude.

o Selected
Background -

V|| Select All

BG_Layout
BG_Layout_Check
BG_Colouring
BG_Final_Check
Library

Comp_App

AR YRR

9. Click the Confirm button.

A toaster (pop-up) notification appears, indicating that the tasks for the selected items are being
replaced. When the toaster notification disappears, tasks from old workflows have been removed
from all the selected assets, and tasks from new workflow have been added.
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Adding Tasks

When an asset is created with a workflow, all of that workflow’s tasks are added to it by default. It is possible to
remove specific tasks from an asset’s workflow, as well as to add back tasks that were previously removed.

How to add asset tasks

1. Inthe top menu, select Assets > Manage.

Production Open Ta

All Environments - . Manage

- =2 8 Assembly

The asset list opens.

2. Click the checkbox of each asset whose workflow you wish to change.

3. Inthe toolbar above the asset list, click on the More button.

- T & 8 4 CreateAsset & UploadFile | P More

Preview i # Asset Name i Te;{'sgs
LYA" ] Leif Turnaround Char_Design_C... Breakdown Rigging Library
n 1 08113 - 08113 - 0821 - 0824 =
w0 Approved Approved - Approved - Approved - Approved -
Unassigned - Unassigned - Unassigned - Unassigned - Unassigned =
BG 101 BG_Final_Check Library [ Comp_App
0824 - 0824 0825 - 08111 09001 - 09107
Approved Approved Approved Approved - Approved - Approved -
Unassigned “ Unassigned ” Unassigned | unassigned - || unassigned - | [ unassignes - ||

4. From the More drop-down menu, select Edit Tasks.

H More

Save New View

Shift assets
Delete assets
Retire assets

Show Retired ltems
Edit Tasks

Import CSV

Add Custom Fields

Synchronize with Harmony

The Edit Tasks dialog box appears.
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Edit Tasks

Task Operation  Add

Q Selected

Background d

<

Select Al

G_|
G_| t_Check
G_Colouring
|_Check

mmmm

AYL VL L VLYY

5. Inthe Task Operation drop-down menu, select Add.

Edit Tasks

Task Operatioh  Add

© Selected

Background -

Select Al

AULVA VUL SEYRREY

6. Inthe Selected drop-down menu, select the workflow you wish to use.

NOTE

An asset can only have one workflow, and can only have tasks from its assigned
workflow. If you select a different workflow than the one that is currently assigned
to the asset, tasks from the asset’s old workflow will be removed, unless a task

with the same name exists in the new workflow.

7. Check the checkbox for each task you wish to add. If you want to add all of the selected workflow’s

tasks, check Select All.
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o Selected
Background -

V|| Select All

BG_Layout
BG_Layout_Check
BG_Colouring
BG_Final_Check
Library
Comp_App

AR YRR

8. Click the Confirm button.

A toaster (pop-up) notification appears, indicating that the tasks for the selected items are being
replaced. When the toaster notification disappears, tasks from old workflows have been removed
from all the selected assets, and tasks from new workflow have been added.
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Removing Tasks

When an asset is created with a workflow, all of that workflow’s tasks are added to it by default. It is possible to
remove specific tasks from an asset’s workflow, as well as to add back tasks that were previously removed.

How to remove asset tasks

1. Inthe top menu, select Assets > Manage.

Production Open Ta

All Environments - . Manage

- =2 8 Assembly

The asset list opens.

2. Click the checkbox of each asset whose workflow you wish to change.

3. Inthe toolbar above the asset list, click on the More button.

- T & 8 4 CreateAsset & UploadFile | P More

Preview i # Asset Name i Te;{'sgs
LYA" ] Leif Turnaround Char_Design_C... Breakdown Rigging Library
n 1 08113 - 08113 - 0821 - 0824 =
w0 Approved Approved - Approved - Approved - Approved -
Unassigned - Unassigned - Unassigned - Unassigned - Unassigned =
BG 101 BG_Final_Check Library [ Comp_App
0824 - 0824 0825 - 08111 09001 - 09107
Approved Approved Approved Approved - Approved - Approved -
Unassigned “ Unassigned ” Unassigned | unassigned - || unassigned - | [ unassignes - ||

4. From the More drop-down menu, select Edit Tasks.

H More

Save New View

Shift assets
Delete assets
Retire assets

Show Retired ltems
Edit Tasks

Import CSV

Add Custom Fields

Synchronize with Harmony

The Edit Tasks dialog box appears.
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5. Inthe Task Operation drop-down menu, select Delete.

Edit Tasks

Task Operation  Delete

© Selected

Background

' Select All

6. By default, all the tasks in the asset’s workflow will be checked and marked for deletion. If you only
want to delete some of the selected asset’s tasks, uncheck all the tasks that you want to keep.

7. Click the Confirm button.

A toaster (pop-up) notification appears, indicating that the tasks for the selected items are being
replaced. When the toaster notification disappears, tasks from old workflows have been removed
from all the selected assets, and tasks from new workflow have been added.

NOTE

You can add back the tasks that were removed from an assets workflow—see
Adding Tasks .
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Retiring Assets

When an asset is no longer needed, retiring it will hide it from view without deleting it. Retired assets can still be

viewed and reactivated if needed—see Activating Retired Assets.

How to retire assets

1. Inthe top menu, select Assets > Manage.

Production Assets -

Open Tasks

All Environments - Manage

=2 8 Assembly

The Asset list opens.

2. Click on the asset whose information you would like to view.

3. Enable the checkbox on the far left column of each asset for which you want to retire.

Comp_isp
ah01 . paeT

W pp——r—

4. Inthe toolbar above the asset list, select More > Retire Assets.

Leif x - T & & 4+  Crestefssst & Write Notes &  UploadFile B Review
Preview s Asset Name
v i \jml Leif Turnaround [Char_Design_C...
nt 013 - 08113
E Approved - Approved - A
I Unassgned - I Unassigned - Uni

Leif 360

e e
Char_Design_C...
0818 - 08118
Standby - Standby - s
Unassigned - Unassigned - Ut

The Confirm dialog box opens.
5. Select Confirm.

X

This will retire 1 asset

The retired assets is now hidden from view.
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Viewing Retired Assets

Assets that have been retired are hidden from the Production page, but can be viewed if needed.

NOTE

To retire assets, see Retiring Assets.

How to view retired assets

1. Inthe top menu, select Assets > Manage.

Production Open Tasks Assets ~

All Environments - . Manage

The Asset list opens.

=2 8 Assembly

2. Inthe toolbar above the asset list, select More > Show Retired Items.

H More

Save New View

' Show Retired It.ﬂ.msgU

Import CSV

Add Custom Fields

Retired items appear.

Preview i & Asset Name
Yo N Leif Turnaround
O TS @
Leif 360

Approved -

Char_Design_C...
0813 08/13

Approved -

Tasks

Approved -

Rigging

0521 - 08/24
Approved -

Approved =

I Unassigned I

| Unassigned +

I Unassigned I

Unassigned +

I Unassigned I

| Standby - |

Char_Design_C.
0818 - 08/18
Standby

= | Standby - |

0826 - 0827
Standby

Rigging
. Standby -

| Unassigned I

[ Unassres -

| Unassigned I

Unassigned *

I Unassigned I
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NOTE

To hide retired assets, in the toolbar above the asset list, select More. A
checkmark will be visible beside Show Retired Items. Select Show Retired Items

to disable it.
The retired elements are now hidden from view.
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Activating Retired Assets

Assets that have been retired and hidden from view can be restored so they will appear in the asset list. This is
referred to as activating assets.

NOTE
To retire assets, see Retiring Assets.

How to restore retired assets

1. Inthe top menu, select Assets > Manage.

Production Open Tasks Assets -

All Environments - & Manage

=2 8 Assembly

The Asset list opens.
2. Inthe toolbar above the asset list, select More > Show Retired Items.

H More

Save New View

v Show Retired Items®

Import CSV

Add Custom Fields

Retired items appear.

: Preview i Asset Name : Tasks
‘.f‘.,‘mﬂ Leif Turnaround [Char_Design_C... Breakdown Rigging Library
n 1 ' 0813 - 0813 0814 - 0820 0821 - 0824 0825 - 08/31
Approved - Approved - Approved - Approved - Approved =
I Unassigned || Unassigned | Unassigned - Unassigned - Unassigned -«
Leif 360 (Char_Design_C... Breakdown Rigging Library
018 - 08118 0819 - 025 08726 - 0827 0828 - D03
Standby - Standby - Standby - Standby - Standby -
I Unassigned = I | Unassigned = ] Unassigned = Unassigned - Unassigned -

3. Select the Assets you wish to Activate by using the check box to the far left of the screen.

4. Select More > Activate Assets.
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5.

Leif x

—mnm

- h - IS

(‘—P:EE_ i Asset Name

L

LAY Leif Turnaround
n g

I Unassigned - II Unassigned I Uni

Leif 360

Select assests
to Activate

In the confirmation prompt, click Confirm.

x

This will activate 2 assets

The retired assets are now visible in the asset list.

| unassigned - ||| unassignea - [ um
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Chapter 6: About Monitoring the Workload

Tasks are at the heart of tracking your production with Producer. They can can be automatically created when
new scenes are added or they can be created manually. Tasks are the practical form of the processes that make
up workflows.

Tasks have different possible statuses and can be assigned to different users.

Tasks are usually created automatically because workflows have a default setting to automatically create tasks.
When you create an item, such as a scene or an asset, and you select a workflow using the auto-create setting,
all the processes of this workflow will be converted into actual tasks for this item.

Tasks

Setup Anim
02 2

Standby - Revise
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Assigning Tasks
Each Task in any Workflow can be assigned to a specific user.

To assign multiple tasks to a particular user you can select one scene at a time and change to the required user
or use the check boxes on the side of the screen and select the box of the designated scenes to be assigned.
and in the Task in the Unassigned drop down menu select the appropriate user.

‘heck Setup Anim
02 2
Standby

Unassigned - Unassigned -

-- Unassigned --
Adrian Admin

¥ | anim

ned  Annie Animator

= Alice Assembly
ﬂ Bob BG i

Cam Compo T
L JoeRig _ Standoy - |
n=d sl Supervisor Unassignsd - |

Sam Supervisor

How to assign a task

1. Inthe top menu, select Production or Assets > Manage.
2. Select the environment and job containing the scenes to assign.

3. Inthe column corresponding to the task, in the Assigned drop-down menu (bottom), set the
asset/task owner.

e To assign multiple tasks at the same time, in the left-most column, enable the check box for all
the scenes to assign and then assign the task owner.
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Production

m—

The BFF's S01 - The BFF's Ep101 -
- T & © +  Addscenes [ WriteNotes L UplosdFiles B Review i More
Preview % Scene Name: Tasks
v BFFs_Ep101
—
BFFs_Ep102 -- Unassigned --
Adrian Admin
Standly | _anim
Unassigned " Unassgned I Annie Animat orI nassigned -
Select BobBG 41
d scenes to Cam Compo
i Dan Director
assign s | S0 peror
Alca Assembl o) Supervisor il e
Toon Boom Admin
L ESAER Toon Boom Producer
BFFs_Ep105
[
BFFs_Ep106
Unassigned -
v BFFs_Ep107
st Pending Standby
I Unassigned - " Alce Assembly - " Unassigned - " Unassigned ]
BFFs_Ep108

e

Unassined - | | Adrnhcmn - || Unsssined - || unsssones - |
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Checking Open Tasks for Work and Notes

In Producer, every user receives their own unique login credentials. The individual users will have a
predetermined limit of access to Producer depending on their duties within the animation pipeline. Every user
will have the ability to check for Tasks and Notes that have been specifically assigned to them in the Open Tasks
page.

How to check Open Tasks for work and notes

1. Inthe top menu, select Open Tasks.

Production

All Environments

& UploadFile i More

Preview % Environmefit b

All For Fun

The BFF's 301 Create in Progress

2. Inthe Open Tasks view, use the search toolbar to filter work and update tasks.

: Praview | #  Related ltem : Task T: & Prodty :

Tasks and

BFFs_Ep101 4 status of

&% assigned

G _ 9
Adrian Admin =
BFFs_Ep102
igi 1’ £ F O
Fix the robot's face, it's off model

Comp
Compositing Note

w BFFs_Ep107

Associate
work
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Updating Status Manually

In the Production, Open Tasks, and Assets views, you can set the status for various tasks.

How to update a status

1. Inthe top menu, select Production, Open Tasks or Assets > Manage.
2. Select the environment and job containing the status to update.

3. Inthe column corresponding to the task, in the Status drop-down menu (top), set the asset/task
status.

» To set multiple statuses at the same time, in the left-most column, enable the check box for all
the scenes to update and then set the new status.

NOTE

You can change it depending on the workflow of the production and
your need within that workflow. Depending on how the workflow is
set up there could be some triggers involved with other statuses.

Production Open Tasks

The BFF's S01 - The BFF's Ep101
T & @ +  AddScenes & UploadFiles i More

Preview H Tasks T = Harmony Status

S Setup Anim NiA
% | S 02 2
| é el e D D EEETE

[ vmassanes | [ onm || 2one snmstor- || unasesoes - |

Setup Anim N/A
w 02 2
Ve Standby - Standby - | Approved - | Pending -
Unassigned - Al Assembly - | Annie Animator - | Unassigned - Drop Down

&
— N Menu
02 2
I stngoy - | stnaoy - | [ Revise IR Stancoy -
— Unassigned - Alice Assembly - Unassigned -
l I l = | Standby
h Pending MNIA
> @ Need Assistance
A I8 E  Status Choices In Progress
=y m = " - | To Validate
+ Revise
Approved
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Logging Work Hours

Producer allows users to track work by hours. In the Open Tasks view, a user can log the hours worked on each
task on specific dates.

How to log work hours

1. In Open Tasks, click on the Work Hours tab at the top of the task window.

The Work Hours window opens.
=z] Work Hours

2. Here you can select a number of options.
* Inthe Date Range field, select the date range.
» Use the Search toolbar to search for a particular task.
e Enable or disable the Hide Approved option to hide all approved work.

» For each task, enter the number of hours worked in the corresponding day field.

Select to view calendar ShowlHide
Appoved Scenes
" v I v

% 7 " » 20 n 22
Leggee w Mo ™ WE ™ FR sa

Manually enter you
work hours for each
task on the

corresponding date

3. When finished, select Done.
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Uploading and Updating Snapshots

If Producer is not integrated with Harmony or any other option updating the task snapshot automatically, a user
can manually upload a snhapshot.

If Producer is integrated with Harmony, you can push the asset snapshot automatically from Harmony using a
script.

How to upload a snapshot manually

1. In Open Tasks, check the box on the far left for the scene(s) you wish to upload a image or video.

2. Select Upload File.

T & 8 & UploadFike g Review

;1]

Tazk T: #  Priority

Anim 4
2
0825 - 081

Adrian Admin -

Fix the robol’s face, 's off mode

| v 3 BFFs_Ep102 Anim 4 Add a nate
2
"’ & 0825 - 0811 s

Adrian Admin -

m BFFs_Ep106 Anim 4
2

- 3 0825 - 08131 Comp

T

Compositing Note
My BFFs_Ep107 Anim 4
-' 1 [ ms?mu
Sl |
The Upload Preview window opens.
1
Upload Preview Drag and Drop |

your preview OR 1
Click to upload I

Then Upload
N onUpload

3. Inthe Upload Preview window, you can either drag and drop your new preview or click and upload it.
4. Select Upload.
5. Inthe Image area, select the Gear icon that appears when you hover your mouse over the window.

A new window opens.

6. Here you can view the old preview and the new one. Producer automatically makes the latest upload
the default preview.
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How to upload an Asset snapshot from a Harmony scene

1. In Harmony, select the Asset Snapshot script within the asset scene you wish to upload.
A new window opens.

2. The window may display an error at first because it associates the scene name as an asset. Enter in
proper asset name.

[ ] @ T8_Producer_AssetSnapshot vid

Change
name of
asset

Error Messaae
Error: Demo doesn't contain this asset!

Logout Cancel

Harmony then communicates with Producer to recognize the Process you have in place.
3. Setyour Process and set your Status (keep the box to the left checked).

4. Click OK.

[ ] @ TB_Producer_AssetSnapshot vid

Logout Cancel
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A new window will open showing the progress in Rendering Preview.

@ Creating Preview

r
L]

The Preview Confirmation dialog box opens.

5. Select Upload.

Preview Confirmation

Cancel Upload

NOTE

If you view your asset in Producer, they will have a Harmony icon in the preview
window linking directly to the original Harmony file.

blanky x - Y @ ©® + Create
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Verifying a User's Workload

You can filter the Production and Asset lists to see tasks assigned to a user.

How to filter the production table

1. Inthe top menu, select Production or Assets > Manage.

Production Open Tasks Assets = Review Reports Views « Settings
L]

The Production page opens.
2. Select the Environment for which you want to see the workload and assignments.
3. Click on the Toggle Search Panel button at the top.
Toggle Search Panel -

Y 2 © r Add Jobs X Upload Files H More

The Custom Fields window opens.

Custom Fields

4. Click the Add + option to add more custom fields as well as use the existing fields to Exclude any of
the selections.

* In the Add Processes menu, depending on the workflow you selected you get a drop
down window similar to this:
Add Processes h
Anim
Comp
Layout

| Setup

« In the Add Statues, depending on the workflow you selected you get a drop down
window similar to this:
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Add Statuses e
Approved

In Progress

Need Assistance

Pending

Revise

Standby |

¢ And in the final drop-down, Add Assignees, it is limited to the users assigned for this
particular production.

5. When ready, select Apply Search Criteria in the bottom right corner of the window.

Apply Search Criteria

Custom Fields
Exclude Anim X - Standby X - Annie Animator X - x
+ Add
Process Statues Assignee
L v
HIE Scene Name i 4 JobCode : Preview  : asks

'l\_;'-. Standoy Standby - Standby -

Unassigned " Unassigned " annie animator- | | unassignes -

BFFs_Ep102 TBA_JOBO0002 h
"’4 "1’) tandby m
Standby - Standby - Standby - 5 =

| umsssgned - ||| unassigned - || anne animator- || Unassigned - |

BFFs_Ep106 TBA_JOB00002 w
0 Standoy

Unassigned - | am.\mmw " Annie Animator- " Unassigned l

. 'J - Standby

Una”gned " Abce.mmu, " Annie Animator - " Unassigned -

NOTE
There is no limit to the amount of filters you can Add or Exclude from your search
criteria.
m Exclude Anim X | Layout X - InProgress ¥ | Standby X - Adrian Admin ® = CamCompo X  Alice Assembly ¥ - x
m m Layout % - Revise % - Toon Boom Admin ¥ - %

+ Add

This search is not limited to just one episode. You can put your search criteria to include across all
episodes within this production.

117



Producer 22 User Guide

- I -

. T AlJobs L uw
Jobs 2
- The BFF's Ep101
Custom Fields The BFF's Epi02

The BFF's Ef

The BFF's Ep104
E Exclude Anim - - Annie Animator

+ Add
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Creating Custom Fields

Custom Fields are fields or columns that can be added by user profile to match something they want to track that
Producer isn’t tracking by default, ie: Difficulty of a scene.

How to create custom fields

1. To add a custom field click on the More tab and select Add Custom Fields.

Save New View

Show retired scenes

Impart CSV

Add Custom Fields
3

The Add a Custom Field window opens.

Add a custom field

Name

Description

In the Name field, enter the name of the new custom field.
In the Description field, you can add an optional Description.

Click Create.

o M 0D

Open the Field Selector, and check the new custom field.
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|v| Selector
[v| Preview

[v| Tasks

Frames
Duration

Difficuty &

N )

6. To modify the new custom field, select the scene or asset for which you wish to edit the custom field
value.

7. Open a side panel and select Details > your custom field.

T @6 4 aetes @ wietws L Ghkefis 0 beie Im ERLNCY |
1

Te Cateuy . oo same
- \-:mY| Dtaily |4——""

Tha BFFy 531 - The BFF s Ep201

The BFF3 Ep101
Select the
scene/asset

The BFFs EpiD1 e EolR
Oescrpoon
B3 e |
BFFy_Epni
'nﬁ e [ s |
b — s - ot ity msgrad ¢ G -
ey e The BFF3 EpIT ”n
i ® T T P
— | e e |
Job Cose

BFFs_Epn0s The BFF3 Epitn TEA_JOB000E
| sy - | b
g kA AN i b g ¥ P
@ o !!!! e "

| s ||

The BFF3 Ep101 cose

1| e | -
Marmany Settings
> @ o H!HH e -
foa b
{1 et oo
- &
- [ e g - " " Uil -

BFFs_Epils The BFF3 EpI0T harmoeyVarsion
| = s |

%

-
AR

Your entry now appears in the custom field.

NOTE

Everyone in the production will be able to view the custom field. Only certain users
will have the ability to add them.
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Searching in Producer

In Producer there is a Quick Search located in the Production, Open Task, Assets and Review views. This can
be used to quickly find a environment, scene, asset, or numerous other items.

How to search in Producer

1. Inthe Quick Search field, type a keyword to filter the production table.

2. When done, beside the search field, click the Clear Filter ® button.

Use this to clear the filter

L Upload Files i Mare

Fre-.-ue-.'.-\: Scene Name:

o
§ BFFs_Ep108 Setup Anim
= i 5
] Search Standby - Pending - Standby - Standby -
L Result Unassigned - Adrian Admin - Unassigned - Unassigned -
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Chapter 7: About CSV Import and Export

Import CSV files in Toon Boom Producer to automatically create empty assets, scenes, jobs, and environments
and populate additional fields such as Description, Name, and, Note.

Export CSV files from Toon Boom Producer to gather information such as asset lists and details.
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About Creating a CSV File

Before creating your CSV file, review the notes below:

¢ When creating the data in the spreadsheet application, set numbers with padding as Text format to
preserve the preceding zeros.

- Import CSV - Template w = & This column will be
File Edit View Insert Format Data Tools Add-ons Help Lasteditwas 6 days ago deleted or not used
o~ @ P 00% - § % 0 00123+ Defan(ai. ~ 10 - B I & A IS @ Ev Lo~

External Reference Medatada

Workspace Id

SQ01_M 10 offline_001 001 harmonyStandalone Note Anim 01 Note Compo 01
5Q01_02 100 offline_001 002 harmonyStandalone Note Anim 02 Mote Compo 02
S5Q01_03 200 offline_001 003 harmonyStandalone Nole Anim 03 Note Compo 03
50Q01_04 300 offline_001 004 harmonyStandalone Note Anim 04  Mote Compo 04
SQ01_05 90 offine_001 005 harmonyStandalone Nole Anim 05 Note Compo 05
50Q01_06 50 offine_001 006 harmonyStandalone MNole Anim 06  Mote Compo 06
S5Q01_07 20 offine_001 007 harmonyStandalone Note Anim 07  Mote Compo 07
5001_08 500 offline_001 008 harmanyStandalone MNote Anim 08 MNote Compao 08
SQ01_09 40 offine_001 009 harmonyStandalone Nota Anim 08 Note Compo 09
5Q01_10 30 offine_001 010 harmanyStandalone Note Anim 10 Mote Compo 10

¢ You are responsible to avoid doubling the asset and scene names in your spreadsheet. Producer will not
accept duplicate names and will suggest skipping the problematic entries.

« 2-bit characters and special characters can be imported via CSV file upload only. It will not work by
copying and pasting data directly in the Producer Import CSV dialog box.

¢ Create your CSV file as a UTF-8 format (8-bit Unicode Transformation Format) to support special
characters.

« When creating a sample header row for your columns, use the exact Producer column name to
automatically match the data. You will be able to reassign the columns directly in Producer before
completing the import process. Use name in lowercase for the scene or job name to be assigned to the
Name column.

» To create scenes, you need to add a column containing the matching Job code. For more information,
see Displaying the Environment and Job Codes.

¢ To create jobs, you need to add a column containing the matching Environment code. For more
information, see Displaying the Environment and Job Codes.
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Exporting CSV File

Producer allows you to export/import data through CSV files.

How to export a csv file

1. Inthe main menu, select Production.

2. From the Environment and Job drop-down menus, select an environment and job.

3. Inthe list of scenes, select one or several scenes from which you would like to export notes by
checking their respective checkbox.

4. In the Production tab toolbar, select More > Export CSV.

—

BB3

Preview

T &

+ Scene Name:

1 -

® 4+  AddScenes [ WriteNotes

Notes

L Upload Files B Review

Y :| Completion :

Save New View

v BB309_01_001  Add anote BOX_ANIM SCENE
m ! i Shift Scenes 8 &
POSING_CAM e - 15% Stancoy - Standby - |
Scafe stolus wes sel o= Appeoved Delete scenes B Unassigned - Unassigned - u
POSING_CAM ]
abodefg Retire scenes
POSNG_CAM e Show retired scenes
Scene status was set to | Approved
Edit Tasks
v BB309_02_001 Add a note BOX_ANIM SCENE
, Import C5V ] 3
ANIM 28% Done - |
Scene stalus was set to : Revise Export CSV Unassigned - Unassigned - i
ANIM | T
i O Add Custom Fields
B3 Look at the hand shape
POSING_CAM ] Synchronize with Harmony
Scene status was set to | Approved
v ﬁ BB309_02_002  Add a note PROGO1 [ ASSET_READY BOX_ANIM SCENE
‘ 8 8 8
POSING_CAM (o] 1% Done Standby - ]

Scene stalus was set to : Retake
POSING_CAM

O
& out

ANIM
Scene status was set to | Revise

The Export CSV window appears.
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Export CSV

Scenes will be exported with the following properties

v type code + name job_code | completion « frames « work
tba/scene TBA_SCENEO00359 BB309_01_001 153 1297 PIPELINE
tba/scene TBA_SCENEOO360 BB309_02_001 TBA_JOBO004S 278 T0 PIPELINE
tba/scene TBA_SCENEO0O361 BB309_02_002 TBA_JOBO004S 10.5 132 PIPELINE
tba/scene TBA_SCENE00362 BB309_02_003 TBA_JOBO004S 153 99 PIPELINE
tba/scene TBA_SCENE0O363 BB309_02_004 TBA_JOBO004S 178 13 PIPELINE
tba/scene TBA_SCENE00364 BB309_02_005 TBA_JOB0004S 153 15 PIPELINE
tba/scene TBA_SCENEO0O365 BB309_02_006 TBA_JOB0004S 153 1 PIPELINE
tba/scene TBA_SCENEQO366 BB309_02_007 TBA_JOB0004S 153 60 PIPELINE
tba/scene TBA_SCENEQO36T BB309_02_008 TEA_JOB0004S 153 47 PIPELINE

Cance q m

5. Check or uncheck the column checkboxes to select which categories you would like to appear in your
exported CSV file.

6. Click Export CSV.

A CSV file automatically downloads.
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Displaying the Environment and Job Codes

When creating a CSV file to create scenes or jobs, you need to include the job code, in which these scenes will
be created or the environment code, in which the new jobs will be.

How to display the Environment code:

1.

2.
3.

4.

In the main menu, select Production.

Production Open Tasks Assets - Review Reports Views - Settings

U

Use the Environments drop-down menu, under the main menu, to navigate to an environment list.

In the Production toolbar, click on the Column Manager icon.

=] O

In the Column Manager, enable the Environment Code column.

m
v| Selector
v| Preview
«| Environment Name
Description

+| Environment Code
|| Version of Harmony
Notes
Harmony Status

The Environment Code column appears in the list of environments.

Preview 2 Environment Name:| £ Environmenl Code

Temp TBA_ENVIRONMENTO0003

The BFF's S01 TBA_ENVIRONMENTO00002

How to display the Job code:

1.

In the main menu, select Production.

Production Open Tasks Assets - Review Reports Views - Settings

U
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2. Use the Job drop-down menu, under the main menu, to navigate to a job list.

3. Inthe Production toolbar, click on the Column Manager icon.

B =jpm

4. Inthe Column Manager, enable the Job Code column.

v| Selector
Preview
Tasks Complgtion
v| Job Name
Job Tasks

v| Job Cod

ompletion

+| Start Date
End Date
Notes
Harmony Status

The Job Code column appears in the list of jobs.

All Jobs -

Job Code :

The BFF's S01 -

= Job Name

The BFF's Ep101 TBA_JOB00002

The BFF's Ep102 TBA_JOB00003
The BFF's Ep103 TBA_JOB00004
The BFF's Ep104 TEA_JOBO00OS
The BFF's Ep105 TBA_JOB0000S
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Uploading a CSV File and Copy/Pasting Data

When your data is ready, you can import it in Producer. You can also copy and paste your data directly from your
spreadsheet to the Producer Import CSV dialog box without creating a CSV.

How to upload a CSV file or copy data from a CSV file:

1. Go either to Assets > Manage.

Production Open Tasks Assets ~ Review Reports Views =

Settings

Manage

Assembly

Categories

Types

Or navigate to the Environment, then to the Job where you want to create items from your CSV data.

2. Click on the More tab and select Import CSV.

Show retired scenes

Import CSV

Add Custom Fields

The Import CSV dialog box opens.

Import CSV

Strinng dalimiten

3. Inthe Import CSV dialog box (if a CSV is already created), click on the Select a CSV file to parse

button and browse for your CSV file. Alternatively, you can paste it into the Copy and Paste from a
Spreadsheet area.
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Select a CSV file to parse

4. Set up your String Delimiter to Auto detect.

String delimiter Auto detect

Auto detect

tab

5. Click on the Next: Data Mapping button.

Import CSV

! File/Data Sebection

Biset name
B

Salect a CSV file o parse 8oL Backgreund
Background
Backgreund
904 Background
BAE Barkormind

orkflow nase

CS8V Data

Rase:Job_name:Scens_nase
name: Job_name:Scene_nase

nase: Job_name:Scens_nase
name: Job_name:Scene_nase
nama-Inh nams:Crans nams

* Parse opticns

Chasmctr sncoding  Ercwser cefaul

6. Click on the Next: Verify button.

Import CSV

E Fila/Dats Sebection

i

This will 3dd of pdate scenes

T Workhow name
e Woridiows  Names

W Backgreuna 001 Background

W Backgreuna 002 Background

W Backgroung 003

W Backgroung 004

W Backgrouns 005

»  Backgrouna_D05A Background

4 it 1wad frem data source

Qo= == [ e tres ] e | [ e |

Stiing delimiser tay

Set your String
Delimiter

Select Data
Mapping

\

Duta Mapping

pede
Erwwonmant_name Job_name Scene_name
Erwwonmant_name Job_name Scene_nime

Ervonmant Job_narme Scane_nae

Ervwaronm

Jon_narme Scane_nie

[

e Jot_pame Seene_nime

Erwmoneant_nams Job_nime Stene_nise

If everything is correct, select
Verify

! Enabie Triggers
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NOTE

If the CSV file format doesn’t match the default value, Producer will display a
warning.

Import CSV
mem Diata Mapping
| i P
This will add or update scenes.
Verified
Scone Name , Frames
o - Status
Scerwt = Nome = Frames =
500101 10 Em
501 02 100 rm

500103 200

L YL YL YA §

s na Y

J ED@mm

o0 mrnm
10 entries resd from data sourcs 10 sedectod mm s ¥ Enabla Trigpers
Cances Errors "
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Chapter 8: About Assembly

Assembly is the process of associating assets with environments, jobs and scenes that require those assets so
as to track which assets must be completed before work on these environments, jobs and scenes can begin. An
asset can be assembled with as many environments, scenes and jobs as needed, and environments, jobs and
scenes can be assembled to as many assets as needed.

Whether you associate an asset with a scene, job or environment can depend on how much it is used. For
example:

« If an asset will only be used in one or a couple scenes in an episode, it makes sense to assemble it with
each scene in which it is used.

e Ifan asset is to be used throughout one or a few episodes, it makes sense to assemble it with each job
representing each episode in which it is used.

« If an asset will be used throughout an entire season or an entire series, it makes sense to assemble it with
each environment in which it is used.

Assets that have been assigned to scenes can be viewed from the Production page. In the Job Tasks column for
a given scene, the progress process wheel will display the number of assets assigned to it in the centre, and the
completion percentage in the wheel.

The Assembly page also allows you to search and filter assets.
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Navigating and Searching the Production List

The left area of the Assembly page is where you can navigate your production to locate the right environment,
job or scene, and the right area of the page is where you can browse through and search for assets.

Production List Assets List -

The first step to assembling is browsing through the Production List panel to find the item you want to associate
assets with.

How to search the production list

1. Inthe top menu, select Assets > Assembly.
The Assembly page opens and the Production List panel appears to the left.
2. Inthe Production List panel, navigate to the production item with which you want to assemble assets:

3. Toassemble assets to an environment, in the environments drop-down in the Production List panel,
select All Environments.

All Environments -
All Environments
Temp

The BFF's S01

4. To assemble assets to a job, in the environments drop-down menu, select the environment
containing the job you want to assemble assets with.

5. To assemble assets to a scene:

¢ in the environments drop-down menu, select the environment containing the scene you want
to assemble assets with.
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Production List
Select items to which assets will be a55|gned

The BFF's S01 -J All Jobs -

2 @

Preview % Job Name Asset Drop

The BFF's
Ep101

The BFF's
Ep102

The BFF's
Ep103

The BFF's
Ep104

The BFF's
Ep105

 In the Job drop-down menu, select the job containing the scene you want to assemble
assets with.

Production List
Select items to which assets will be assigned

The BFF's S01 'J. The BFF's Ep101 -
1 = )

Preview i % Scene Name: Asset Drop

BFFs_Ep101

BFFs_Ep102

BFFs_Ep103

BFFs_Ep104

BFFs_Ep105

BFFs_Ep106

BFFs_Ep107

6. To filter the listed items based on keywords, in the Quick Search text box, type in all or part of the
name of the environment, job or scene you want to find. Then hit the Enter key to add what you typed
to your search terms.
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Background_001 -

Only items containing your search term appear in the list.

NOTE

You can repeat this step to add several search terms. Only items containing all of
your search terms in their name will appear in the list.

You can remove a search term by clicking on the Close * icon in the search
terms box. You can also press Backspace to delete the last search term.

7. Tolist all items again, do one of the following:

¢ Click the Remove icon on all search terms in the text box or hit the Clear all filters ©
button.

¢ Press the Backspace key to remove the last search term until all the search terms have been
erased.
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Browsing and Finding Assets

The second step to assembling assets with environments, jobs or scenes in your production is to find the assets
you want to associate to the items in the Production List.

When you open the Assembly page, the list of all the assets for your project is displayed in the right area, in a
panel labelled Assets List. If you don’t have a lot of assets, you can simply scroll through your assets and find the
assets you want to assemble. Otherwise, you can use the extensive set of search and display options to find the
right assets.

Assets List

Select assets 1o be assigned

+ Add Assets List x Clear Assets List

Assets List 1 Gl T

@ - @

B Background_004

B Background_003

@ Background_001 B Background_002

G_Lz 1 : Standl
CGIE RS R, BG_Layout : Standby BG_Layout - Standby BG_Layout - Standby BG_Layout : Standby

B Background_005A B Basi_oF FR B Leil 360

B Background_005

&

&

Character_Design : Standby

Character_Design : Standby

BG_Layout : Standby BG_Layout : Standby Character_Design : Standby

Wt %d Dy b VB

LT

nh 9 ag

Library - Approved

Itis also possible to have several lists of assets in the Assembly page, each one taking a part of the space
reserved to the assets list. Each list can have its own unique search filters and display settings.
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Assets List : _
+ Add Assets List x Clear Assets List
Select assets to be assignex

x Assets List 1 H Y ® Assets List 2 - -] T ® Assets List 3 I

Preview i & Asset Name = e—y [za] Preview i & Asset Name

- o

Background_001

Background_004

Background_005

Background_002
L - @ Backgrouna_001
Background_005A
Background_003
BG_Layout : Standby
Basil
Background_004 B Background_002
i Basil_QF_FR
wdetault - =
Background_005 . -.
BG_Layout : Standby .
Background_0esA (@ ceogomo s | % .
Leif 360
Basil
B loun - ciandny

How to change the size of thumbnails in the assets list

1. Inthe top menu, select Assets > Assembly.
The Assembly page opens. The Asset List panel appears to the right.

2. Ensure the Asset List is in tile mode by clicking the Tiles icon.

Tiles

=]

T
= el @@

3. To change the size of the assets:

4. Click and hold the icon in the middle of the slider, then drag it to the left to make the icons smaller, or
right to make the icons larger.

Move

Tiles

El—% [za)
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How to change the display mode of the assets list

1. Inthe top menu, select Assets > Assembly.
The Assembly page opens. The Asset List panel appears to the right.
2. Do one of the following:

* To view the Asset List in tile mode, click Tiles.

Tiles

¢ To view the Asset List in list mode, click List.

List
8y
How to filter assets in the assets list

1. Inthe top menu, select Assets > Assembly.

The Assembly page opens. The Asset List panel appears to the right.

Assets List

2. Inthe top-right corner of the Assets List panel click the Toggle Search Panel T icon.

The search panel appears below the toolbar.
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Assets List

3. Do one or several of the following to filter the list of assets to the assets you want to assemble:

In the Name field, type in the name, or part of the name, of the asset you are searching for.

In the Workflow drop-down menu, select the workflow associated with the asset you are
searching for.

If the asset you are searching for was already assembled with an environment, in the
Environments drop-down menu, select the environment the asset you are searching for is
associated with.

If the asset you are searching for was already assembled with a job, in the Jobs drop-down
menu, select the job for the asset you want to search for.

If the asset you are searching for was assigned a specific process, in the Process field, select
the process assigned to the asset you are searching for.

In the Statuses field, select the status for the asset you want to search for.
In the Categories field, select the category for the asset you are searching for.

In the Types field, select the type for the asset you want to search for.

4. Click Apply Search Criteria at the bottom of the search toolbar.

The assets that match your criteria appear in the list of jobs.

5. Todisplay all assets again, click the Clear button at the bottom of the search panel.

All of the assets are now displayed in the asset list.

How to add an assets list

1. Inthe top menu, select Assets > Assembly.

The Assembly page opens. The Asset List panel appears to the right.

2. Atthe top of the Asset List, select Add Assets List.

An additional asset list appears on the right.

Assets List

Select assets to be assigned.

=+ Add Assets List ® Clear Assets List
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Assets List

m New List

Asset hame 5 — =

3. Torename an asset list, click anywhere at the top of the list around the current name.
The text box can now be edited.
4. Typein a new name for the asset list in the text box, then click anywhere outside of the text box.

The asset list has now been renamed.

How to remove an assets list

1. Inthe top menu, select Assets > Assembly.
The Assembly page opens. The Asset List panel appears to the right.

2. Ifthere is more than one asset list, click on the Remove * icon to the top left of the asset list you
wish to remove.

The asset list has now been removed.

How to remove all extra assets list and reset the first assets list

1. Inthe top menu, select Assets > Assembly.
The Assembly page opens. The Asset List panel appears to the right.

2. Ifthere is more than one asset list, select Clear Assets Lists at the top of the Asset List page.
All but the original asset list are removed.

x Clear Assets List
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Assembling

You can assemble assets by associating assets with the environments, jobs, and scenes in which they are used.
If an asset is only used in a few scenes, it can be assembled to those scenes; if it is only used in a few episodes,
it can be assembled to said jobs; if it will be used throughout an entire series season, it can be assembled to an
environment.

How to assemble one asset at a time

1. Inthe top menu, select Assets > Assembly.
The Asset List opens.

2. Locate the environment/s, job/s, or scene/s you want to associate the asset to from the production
List—see Searching Production List.

3. Locate the asset you want to associate to an environment, scene or job from the Assets List.

4. Click the asset you wish to assign, and drag it over to the Asset Drop column to the item you wish to
assign it to.

Production List Assets List -
Select flems 10 which assets wil be assigned Select 255688 10 be Essigned

The asset is now listed in the Asset Drop column.

Preview | & Scene Name: Asset Drop 3 BG 10
v BFFs_Ep11 BG 101 x
- O apD
BFFs_Ep102

How to assemble multiple assets at once

1. Inthe top menu, select Assets > Assembly.

The Asset List opens.
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2. Locate the environment/s, job/s, or scene/s you want to associate the asset to from the production
List—see Searching Production List.

3. Select the item by checking the checkbox on the far left column of each item you wish to associate

the asset to.

Production List

Select items to which assets will be assigned

The BFF's 501 - The BFF's Ep101 -
2 8
Preview % Scene Name: Asset Drop

| v | BFFs_Ep101 BG 101

BFFs_Ep102

|Z| BFFs_Ep103

BFFs_Ep105

4. Locate the asset you want to associate to an environment, scene or job from the Assets List.

5. Select the asset by enabling the checkbox on the far left column of each asset you want to associate

to an item.

Assets List
SeleI'. assels 10 be assigned

BG 101

BG_Layout : Standby

@ Background_005

BG_Layout : Standby

Leif Tumaround

Add Assets List x Clear Assats List

@ Backgrouna_001

BG_Layout : Standby

BG_Layout : Standby

Assets List 2

B Background_002 @ Background_003

BG_Layout : Standby

Character_Design - Standby

Character_Design : Standby
- 1

6. Click the Move button to associate the assets to the items.
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Production List Assets List
+  Addamenlit X Cloardssetlat
Sehect flems 10 which assets wil e assigned Select assets 10 be asugned
The BFFs 501 = 5 TeEFFaEpI0 - Assets List 2
- a6
Prevew & Scene Name: Asset Drop
v BFFs_Ep101
8FFs_Epica
v BEFs_Ep1y
2 BFFs_Epid
BFFs_Ep105
BFFs_Ep106
AFEe Enter

The assets are now listed in the Asset Drop column.

Production List
Select items to which assets will be assigned
The BFF's 501 = » The BFF's Ep101 -
- 2 ® H
Preview @ & Scene Name: Asset Drop
v BFFs_Ep101 BG 101 *
Background_004 x
Basil_QF FR *®
BFFs_Ep102
L BFFs_Ep103 BG 101 *®
Background_004 x
Basil_QF_FR x
v BFFs_Ep104 BG 101 *
Background_004 x
Basil_QF_FR x
BFFs_Ep105
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Disassembling

Assets that have been associated with environments, jobs and scenes can be disassociated at any time by
disassembling them.

How to disassemble assets

1. Inthe top menu, select Assets > Assembly.
The Asset list opens.
2. Inthe Assets list, locate the environment, scene or job you want to disassemble.
3. Inthe Asset Drop column, click the Remove % icon on the asset you want to disassemble.

The asset is removed from the Asset Drop column.
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Checking the Asset Progress in a Scene Workflow

From a scene workflow, you can check the asset creation progress by adding a Progress process. This node will
track the percentage of completion of the assets assigned to the scene.

How to add a Progress node to a workflow

1. Inthe top menu, select Settings.

Production Open Tasks Assets ~ Review Reports Views = Settings

The Project Settings are displayed.

2. Select Workflows.

Project Sattings

The Workflow tab opens.
3. Inthe Workflow list, select the desired workflow you would like to add the Progress node to.

The workflow appears in the editor.

Single_Approval

4. Click on the drop-down arrow BESIDE the Add Process button.

5. Select Add Progress.
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©

Click Here \

Add Progress

Single_Ap_|
[ Add Action

Add Condition
C| Add Approval

The new node is added to the workspace.

NOTE

Producer reads everything linearly, so the new node must be placed to the left of
the Workflow.

Rename your node to reflect the purpose, In this case, Asset Check.

NOTE

To rename any node, either right-click and select Rename or press Ctrl/Cmd Click on the
node.

Select the Asset Check progress node.

In the Properties view's Listen to events from field, select the Asset or any type of element you would
like this to track in your workflow. You can track multiple items.
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Zoom v ? Asset Check Prograss  w
/\ isten to events from:
£ Asset (vtwasset) ~
¥ process fracks e progress of IMBgems o

type.

Scope by which items to track:

® Only Retated tems
O A ttems in List

Listen to Workflow

Character (vbasset) w~
Determines o ¢

Listen to Process

Library v

Background (viresin) 3 S
Character (vtuusset) Select a ck_ I lef empty, it
Prog (viuUassen WORKFLOW to

=~ REeHt Check — Tisten to. pd

v
#5 Which WOrKTiow 10 ITack These are for
s adding more
Selecta Listen 16 Proce
BG_Final_Check PROCESS to wente - . pr?;f::‘:us to

omen listen to. - ASS1 Check -

ack. Iflefl empty, it uses the same

Don't forget
s | .

10. To save the changes to the process, click the Save button.

Save

11. To save the Workflow, click the Save Workflow H button.
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Chapter 9: About Harmony Integration

Producer can be used independently from other Toon Boom software. However, there is a high level of
integration possible for a studio using Harmony as an animation software and even more so when using
Harmony database. This chapter will cover the aspects of synchronization between Producer and Harmony
database as well as the increasingly popular setup to work remotely.
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Working Remotely

Working from home is an increasingly popular trend that has advantages as well as challenges. Smooth data
transfer and proper versioning will go a long way to help maintain efficiency.

When working with a Harmony Database in a studio, the scenes and assets are located on the server and the
users can edit them directly. With Internet connections varying in quality, this is not practical when working
remotely and it is best to transfer the scenes or assets locally to work on them with Harmony Standalone.

To accomplish this, the Harmony scenes need to undergo these operations in order:

Being Checked-out, Exported, Compressed, Uploaded to a cloud exchange folder, Downloaded to the remote
client, Decompressed, Worked on, Saved locally, Rendered (with the rendered preview pushed to Producer for
approval), Compressed, Uploaded to a cloud exchange folder, Downloaded to the server, Decompressed,
Imported in the Database and Checked-in.

Producer will play a key role in simplifying the above process so that the end-user will only have a few clicks to
do.
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Configuring Access

For the scenes to transition smoothly between the Harmony server and the remote client, we will need to
configure a few applications and establish a few exchange folders.

The applications involved in the exchange process are the following:
¢ Harmony Server (at the studio)
e WebCC (at the studio)
¢ Producer (in the cloud)
¢ Producer Link (at home)

¢ Harmony Standalone (at home)

WebCC
ek 3
I_ 0o
oloo
1loo X

o
o oo
QlrTla Cln

Harmony Server

The Harmony Server is at the studio, hosting the database. In the context of working in offline mode, it will
handle user requests for exporting/importing scenes and checking scenes in and out.

WebCC

Installed on the Harmony server (or on a Harmony client) at the studio, this application will handle all
communication between Producer and Harmony. It will be responsible for regularly querying a message queue
(amgps) from Producer. It needs to be set up to point to the correct Producer address. There are several
configuration options.

Producer

The users are typically making requests through the Producer web application. When operations need to be
done on the Harmony server (such as exporting a database scene), Producer will leave a message for WebCC.
If an operation is requested on the local machine (such as decompressing a file or opening a scene in Harmony),
Producer will launch the local application Producer Link.

Producer Link
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This local desktop application is a complement of the Producer web application. It is used to run various local
operations that are not permitted by a web application (any tasks requiring direct access to edit local files, such
as decompressing a file). We also use Producer Link to set up exchange folders, workspaces and other
important configuration.

Harmony Standalone

In the context of working from home with Producer and Harmony database scenes, we will have to adapt
Harmony Standalone by installing the snapshot scripts. These scripts should be installed by every home user
and will considerably simplify the process of updating the Harmony database after local work has been
completed.

The exchange folders needed are as follow:
» Harmony Server Exchange Folder (at the studio)
¢ Cloud Exchange Folder (in the cloud)

¢ Local Offline Folder (at home)

Cloud Exchange

ﬂ Folder
w/

Harmony Server
Exchange Folder

Local Offline
Folder
00| —
ojoo|o A
10010

017l Eli

Harmony Server Exchange Folder

Located on the Harmony server, this folder exists by default in /USA_DB/exchange. Scenes that are exported
from the Harmony database will appear here. This folder will need to be synchronized with the Cloud Exchange
Folder. The synchronization is typically accomplished through a cloud storage service, such as Google Drive or
DropBox.

Cloud Exchange Folder

This folder is a cloud replica of the Harmony Server Exchange Folder. It will contain subfolders with the Harmony
usernames of the people exporting and importing scenes (username/exported/ and username/importing). These
subfolders will need to be shared and mounted locally for each home user.

Local Offline Folders
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This is where database scenes are stored and decompressed on the client machine while they are being worked
on remotely.
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Setting up the Cloud Exchange

The Harmony server exchange folder needs to be prepared and configured so that remote users can
synchronize their exported scenes and files via a cloud service. By default, this exchange folder is located on the
Harmony file system under /USA_DB/exchange. This is where all exported and imported scenes will be
temporarily stored for every Harmony user.

The default location of the exchange folder can be customized when launching the WebCC service with the
option -exchange “/path/to/exchange folder”.

Once the Harmony server and WebCC are up and running, it is now time to synchronize the content of the
exchange folder with a cloud service. For this example we will use Google Drive.

How-to share the Harmony Server Exchange Folder on the Cloud

As a studio system administrator, you need to share the Harmony server exchange folder through a cloud
storage service.

1. Download and install the Google Drive application on the host of the Harmony server exchange folder.

2. Using the Google Drive interface, add your Harmony Server Exchange Folder (/USA_DB/exchange) to
the list of folders to be synchronized with Google Drive.

NOTE

The exchange folder can either be created within the Google drive file structure or individually added
to it for synchronization.

Sharing cloud exchange access with individual remote users

When everything is configured server side, a system administrator will need to share access with all remote
users. It is recommended to specifically and individually share the Harmony user exchange subfolder (Cloud
Exchange Folder/userName/) and not the full access to the exchange folder itself. This will ensure each user
only downloads and synchronizes their own files and scenes.

1. First, the exchange subfolder for every home user needs to be created. This can be done in one of two
ways:

a. Manually: You can find the list of Harmony users on the Harmony server in /lUSA_DB/users/.
Create these user folders directly under the Cloud Exchange Folder. You should end up with a
structure similar to this:

Cloud Exchange Folder/
L Andres/

L Barbara/

L Jonathan/

b. Automatically: When users are exporting a Harmony Database Scene, either through WebCC,
Harmony Control Center or Producer, the Harmony user exchange folder will be created.

2. From the Google Drive web Interface, select each Harmony user exchange folder (Cloud Exchange
Folder/userName/) and share it with the appropriate user’s email.

How-to mount my Harmony user exchange subfolder
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As a remote Harmony user, you need to mount the Harmony user exchange subfolder that was shared with you.
You have likely received an email informing you that a system administrator has shared a folder with you.

1.
2.

3.
4.

Download and install the Google Drive application on your home computer.

Using the Google Drive web interface, find the Harmony user exchange subfolder that your system
administrator has shared with you (under: “Shared with me”).

Right-click on the folder and select “Add a shortcut to My Drive”.

Right-click on the folder and select specify that this folder needs to be accessible offline.

Once the above is completed, you should look into configuring Producer Link to work remotely on a Harmony
Database.
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Exporting and Managing Scenes Offline

Once the setup for working remotely has been completed, the user has the possibility to initiate the exporting
and opening of scenes directly from the Producer web interface. If needed, the local desktop application
Producer Link will open automatically to assist the user in completing the appropriate operations.
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Exporting Scenes Offline

The operation of exporting scenes from the Harmony Database can be combined with the actions of checking
out the scene and opening it remotely. However, you may simply export scenes to prepare them for a later
usage. This is what will be discussed here.

NOTE

Before attempting to export a scene, please be sure that Producer Link is set up correctly. - See
Setting up the cloud exchange and Setting up Producer Link.

How to Export a Scene Offline from the Scene List

1. From the Production page, enter an environment by doing one of the following:
» Select it from the Environment drop-down list
* Double click on an Environment
2. Entera job by doing one of the following:
» Select it from the Job drop-down list
» Double click on a Job

3. Highlight a scene (by clicking on it)

NOTE

At the moment, it is only possible to export one scene at a time.

The highlighted scene (the one surrounded by blue lines) will be exported, regardless of
which scenes are selected via their checkboxes.

y -
110_001 , | Cleanup _Anim [

110_002

110_003

4. Click on the More button and select Export Offline.
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Kure-EnviMain01 v > KureJob01 * > All Scenes from Cumrent Job hd

- Y &€ & 4  AddScenes &  Write Notes X UploadFiles = Submit for Review

Tasks
Setup Anim
d EETEE TS

Preview T : Save New View

Show retired scenes

Activate scenes

Shift Scenes

Import C5V

Export CSV

@ Delete scenes

Edit Tasks

Add Custom Fields

Synchronize with Harmony

Show synchronization logs

Export Offline
5. (Optional) Modify the export options to suit your needs.
6. Click on the Export button.
Export Offline
Producer Name SceneName
Harmony Name Env: EnvironmentName Job: JobName Scene: SceneName
Options
Audio ®*  Element ¥  Timing ¥  Stage %  Palette X  Scene Palette x -
Export Scene

The selected scene will be sent to Harmony for processing.

Cancel Exp
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How to Export a Scene Offline from the Asset List

1. From the Asset Manage page, Highlight an asset (by clicking on it).

NOTE
The asset must be synchronized with a Harmony Server.
At the moment, it is only possible to export one asset at a time.

The highlighted asset (the one surrounded by blue lines) will be exported, regardless of
which assets are selected via their checkboxes.

2. Click on the More button and select Export Offline.
3. (Optional) Modify the export options to suit your needs.

4. Click on the Export button.

How to Export a Scene Offline from the Open Task

1. From the Open Tasks page, Highlight a scene by clicking on it.

If the scene is synchronized with Harmony, the “Export Offline” button will appear.
2. Click on the “Export Offline” button.

The Export Offline dialog appears.
3. (Optional) Modify the export options to suit your needs.

4. Click on the Export button.

Export Offline

Producer Name SceneName

Harmony Name Env: EnvironmentName Job: JobName Scene: SceneName

Options
Audio Element Timing Stage Palette Scene Palette -
Export Scene

The selected scene will be sent to Harmony for processing.

Cancel Export >
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How to Modify the Export Options

When exporting a scene offline from the Harmony database, the user can select what should be exported
along with the scene. The user can choose to add elements that may be exterior to the scene itself, such as
an Environment Palette. Similarly, the user may decide that he does not need everything and choose to
remove elements from the export.

By default, the following options are set:

e Audio

Element

Timing

Stage

Palette

Scene Palette.

To add export options, click on the downward arrow at the end of the option lists to expand the drop-down
and select all the options you want to add.

Export Offline

Producer Name SceneName

Harmony Name Env: EnvironmentName Job: JobMName Scene: SceneName

Options
Audio Element Timing Stage Palette Scene Palette Q
Export Scene

The selected scene will be sent to Harmony for processing.

To remove export options, click on the “x” next to it.

Export Offline

Producer Name SceneMName

Harmony Name Env: EnvironmentName Job: JobName Scene: SceneMName

Options
Audio Element Timing Stage PaleﬂO Scene Palette -
Export Scene

The selected scene will be sent to Harmony for processing.

Cancel Export >
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WARNING

Do not remove the Stage option as it would not be possible to open the scene afterwards.

Here is a detailed description of each of the options:

Annotation

The different drawings created while drawing in the Annotation columns.

Audio The content of the Audio directory.

The contents of the Element directories. (tvg drawings or other file format imported as
Element .

Elements in Harmony)
Timing The contents of the Timing directories.

The *.xstage, *.aux and other files that are necessary to open the scene.
Stage WARNING

This option should always be selected!

Pallete The PALETTE_List file. The Palette list is a file listing every palette used for the scene and

their location on the browser.

Scene Pallete

The palette-library of the scene level.

The palette-library from the job level. When you select the job level, the palette-library in

Job Pallete lower-level directories will also be exported. Every exported job palette will be placed within
the folder named palette-library available under sceneName > jobs > Digital.
The palette-library from the environment level. When you select the environment level, the
palette-library in lower-level directories will also be exported.

Env Pallete

Every exported environment palette will be placed within the folder named palette-library
available under sceneName > environments > Digital.

Backup Pallete

The palette-list file which is necessary for the scene to know which palettes to use. In most
cases, it should be selected as well as the Scene Palette option.

Library

Templates created at the selected levels.

Scene Library

Templates created at the scene level.
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Annotation The different drawings created while drawing in the Annotation columns.
Job Library Templates created at the job level.
Env Library Templates created at the environment level.
All other directories and files in the scene's data structure. For example, some studios will
Other place within the scene folder their After Effect, Photoshop or Premiere project used for the
scene.
. If the Stage option is selected, it is possible to select the Get Outside Drawings option to
Outside . . - - .
. copy drawings into the scene folder that is referred to by the Timing columns and their
Drawings .
Element (Drawing) nodes.
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Analyzing the Outcome of an Export

A Successful export will result is this pop-up message, offering you to open the scene with Harmony:

Harmon

Harmony scene exported to
exp_EnvironmentName_JobName_SceneName_202206
14_122930.406.7z

Open in Harmony

For an export to be successful, the following conditions must be met:
e WebCC service is running (in the studio).

¢ Scene, Job and Environment are synchronized.

Producer Link’s settings are properly set.

¢ The useris connected to the cloud storage application.

Here is a list of the most common failures that could occur following the export of a scene.

Pop-up Messages Likely cause

Scene, Job or

Harmony scene export failed Environment is not
synchronized, thus
they are not available.

Failed export

No jobs found for this environment: KureKure-EnvO1.

One or several of the
following reasons:

» WebCC service
is not running.

e Serveris slow

s N = —— A and takes time
ni armony Scene submitted for expor
Unfinished export Y P to process the

request.

e Too many
requests are
being
processed at
the same time.

163



Producer 22 User Guide

Opening Offline Scenes

There are multiple ways to open a Scene remotely.
¢ Open directly with the “Open in Harmony” button.
« Open a scene right after an export via the pop-up message.
* Open a scene later, using Producer Link.

All these methods will be discussed in detailed How-tos below. Whichever method you use, the “Open Offline
Scene’” dialog of Producer Link will be displayed.

How to open a Scene Directly with the “Open in Harmony” button

3

1. If you have configured your Producer Link to “Open Scenes in Offline Mode”, the “Open in Harmony’

button will behave accordingly. If the scene has already been exported, it will open the default
version of the latest export. If the scene has not yet been exported, it will proceed to export it right
away and then, when it becomes available, it will unzip it and open the current version.

How to open a scene right after an export via the pop-up message.

As long as the pop-up message of a successful export is not closed, it is possible to open a scene from the
Open in Harmony button available within the pop-up.

1. Export a scene offline.

2. Click on the Open in Harmony button available on the pop-up message.

Harmony Scene export successful

Harmony scene exported to
exp_EnvironmentName_JobName_SceneName01_2022

0621_133946.762.7z

Open in Harmony

The Producer Link Open Offline Scene dialog opens.

3. Open the scene from the Open Offline Scene dialog.

How to open a scene later, using Producer Link

At any time, the user can have access to his exported scenes within the Open Offline Scene dialog of
Producer Link.

1. Launch Producer Link.

2. From the Top Menu, go to Scenes > Open.
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.' Producer Link Upload Producer el

The Producer Link Open Offline Scene dialog opens.

3. Open the scene from the Open Offline Scene dialog.

How to open a scene from the Open Offline Scene dialog

1. Inthe top section, click on the scene you want to open.

Open Offline Scene

Environment Job Scene 5]
| EnvironmentName JobName SceneName01 |
EnvironmentName JobName SceneMame02

Environment:  EnvironmentMame  Job:  JobName  Scene:  SceneName0O1

Exported Date Scene Path Version Action Delete
2022/06/2113:39:46 20220621.133946.762/JobName/Scene... 1 - Untitled * i E = =
Request checkout 1 Exportonly -

Once the scene is selected, the information regarding the export will be displayed in the lower
section, allowing various possible actions depending on the status of the scene.

NOTE

If more than one export has been done for the selected scene, there will be multiple rows
available in the lower section, the most recent export being listed at the top of the list.

165



Producer 22 User Guide

2. Click onthe button to unzip and open the file.

®0® Producer Link

Open Offline Scene

Environment Job Scene 5
EnvironmentName JobName SceneName01
EnvironmentName JobName SceneName02
Emdronment  EnvironmentMame  Job: JobMame  Scene: SceneNameQ1
Exported Date Scene Path Version Action Delete
2022/06/2113:39:48 JUsers/kuremensu/Documents/Production/09-Pr... E] =]
] Request checkout 1= Exportonly =

Once the scene is unzipped, other actions will become available.

How to select a particular scene version

Just like Harmony, Producer Link will always show the current version by default. If you would like to open a
different version, here is the procedure:
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1. Click on the version drop-down.

®00

Producer Link

Open Offline Scene

Environment Job

EnvironmentName JobName

Environment.  EnvironmentName  Job: JobMame  Scene: SceneName0l

Exported Date Scene Path

2022/06/22 16:39:35

2. Select the scene version you would like to open.

Version

v 7 - LayoutPosingCOR03 *

6 - LayoutPosingCOR02
5 - LayoutPosingCORO1
4 - LayoutPosing

3 - ScenePlanning

1 - Untitled

NOTE

20220622 _163935.830{JobName/SceneNa...

Scene

(O]

SceneName01

Version Action Delete

7 - LayoutPosingCORO3 * ¢l E [

(4
L
x

] Request checkout L] Export only -

The current database version is indicated by an asterisk (*). The current version will be
updated when the scene is uploaded back to the database.

How to check out a scene

There are 2 situations in which a user may want to check out a scene.
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« A scene has already been exported but has not been checked out yet.
e The user is about to request a scene export and would like to check out the scene at the same time.

Both situations are handled in the “Open Offline Scene” dialog of Producer Link. Here is how you can
access it.

Checking out an already exported scene

1. Inthe top section, click on the scene you want to check out.

Open Offline Scene

Environment Job Scene 5]
EnvironmentName JobName SceneName01
EnvironmentName JobName SceneMame02

Environment:  EnvironmentMame  Job:  JobName  Scene:  SceneName0O1

Exported Date Scene Path Version Action Delete
2022/06/2113:39:46 20220621.133946.762/JobName/Scene... 1 - Untitled * i E = =
-] Request checkout e Export only -

2. Click on the Request checkout button.

Checking out a scene while making an export request at the same time
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1. Inthe top section, click on the scene you want to export and check out.

Open Offline Scene

Environment Job Scene e
EnvironmentName JobName SceneName01
EnvironmentName JobName SceneMame02
Environment:  EnvironmentMame  Job:  JobName  Scene:  SceneName0O1
Exported Date Scene Path Version Action Delete
2022/06/2113:39:46 20220621.133946.762/JobName/Scene... 1 - Untitled * i E = =
] Request checkout L Export only -

2. Click on the downward arrow next to the Export only button to open the drop-down menu.
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0@ Praducer Link

Open Offline Scene

Environment Job Scene ]
EnvironmentName JobName SceneName01
EnvironmentName JobName SceneName02

Envionment:  EnvironmentName  Job: JobName  Scene: SceneMameOl

Exported Date Scene Path Version Action Delete

v

2022/06/2113:39:46 20220621133946.762/JobMame/Scene... 1 - Untitled * g E — )

] Request checkout (L Export only D

3. Select the Checkout and Export option.

Checkout and Export

Export only

1na Export only v

NOTE

You can change the default value of the Export button to be either “Export only” or “Check out
and Export”. This can be done in Settings of Producer Link.
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NOTE

If an error occurs while trying to check out the scene, a warning icon ° will appear next to the
scene name. Hover over the icon to display a more detailed error message.

e0® Producer Link
Open Offline Scene
Environment Job Scene =
EnvironmentName JobMName SceneName01
EnvironmentName JobName SceneName02
Emvironment  EnvironmentMName  Job:  JobName  Scene: SccncNameD@
Exported Date Scene Path Version Action Delete
2022/06/2113:39:46 20220621.133946.762/JobName/Scene... 1 - Untitled * v E — =
] Request checkout L} Export only -

If the scene was exported more than once, every export will be listed in the lower section. It will
be important to look closely at the export date to ensure you are using the right one.

Envirenment: EnvironmentMame  Job: JobMame  Scene: SceneMame0l @

Exported Date Scene Path Version Action Delete
2022/06/22 16:39:35 20220622.163935.830/JobName/Scene... T-LayoutPosingCOROS » Il m =
2022/06(22 17:15:37 20220622171537.644/JobName/Scene... 8 - Anim * v E = = F X
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About the Open Offline Scene Dialog

The Open Offline Scene dialog of Producer Link reflects the exports made by the user. It makes it easy for the
user to access all of his exported scenes and manage them while they are offline. Every scene version will be
accessible for each scene.

Here is a description of all the areas of the dialog.

Description

Exported Scene List

Environment
name to which the
Environment scene belongs on
the Harmony
database.

Job name to
which the scene
Job belongs on the
Harmony
database.

Exported scene
name.

Scene

Lets the user
refresh the
Refresh contents of the
exported scene
list.

Q

Selected Scene

Represents the
date and time of
the export from
Producer. If there
are more than
one export made
for the scene, the
more recent one
will appear on top
of the list. The
exported date is
also used to
define the name
of the 7z file
created from the
export.

Exported Date
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Description

Provides the path
of the *.xstage file
Scene Path within the
exported scene
folder.

Lets the user
select from a
drop-down menu
which scene
version he wants
to open. The
latest version is
displayed by
default. The
current version is
marked by an
asterisk (*).

Version

Lets the user

- _ open the scene in
Open in Harmony Harmony offline
mode.

Lets the user
open the folder
where the

* xstage file is.

4

Open Folder

Deletes the
unzipped folder.

\

Delete Scene Folder

x Deletes the *.7z
Delete 7z File file created from
the export.

Deletes all files
b 4 Delete All related to this
scene.

Lets the user
request a

' checkout for the
Request Checkout selected scene
and ensures that
no one else can
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Description

modify it until a
check-in is done.

This button
provides 2
different actions:
Export Only: Lets
the user request
another export of
]! Export Only the selected
scene. Checkout
and Export: Lets
the user request
another export
and checkout the
selected scene .

NOTE

The Open Offline Scene dialog cannot be loaded if the Open Scenes in Offline mode option is
disabled. - See Configuring Producer Link.

How to access the Open Offline Scene dialog from the Producer Link Icon

On MacOS:

1. Inthe top Status bar, right-click on the Producer Link icon.

(= oM 2 )1 @ = o) 100% B Jeu.14:46
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2. Select Open Offline Scene.

PooBOM 3

 Logged in as jrl B
Settings

@ Offline Scene

Upload Assets from CSV
Upload Scene Snapshot
Upload External Asset
Import from Storyboard Pro

About [
Open Producer
Exit Producer Link

On Windows:

1. Inthe bottom Status bar, click on the arrow button to expand the list of available applications.

Al RA 1546 B

2. Right-click on the Producer Link icon.
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3. Select the Open Scene.

Logged in as admin

Settings

Upload Assets from C5V
Upload Scene Snapshot
Upload External Asset

Impert from Storyboard Pro
Open Scene

About
Open Producer
Eat Producer Link

I

How to access the Open Offline Scene dialog from the Producer Link top menu

1. Inthe Producer Link top menu, click on the Scenes menu
2. Click on Open

& ProducerLink Upload Producer Bl Tools
Open
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Uploading Work

After you have completed the work you had to do on an offline scene, it is now time to render it, to submit it for
approval, to log in the hours you spent on it and to push the result back to the server. Fortunately, all of these
operations can be combined in one, using the Harmony snapshot scripts.

How to install the Harmony Scripts for Harmony Standalone

1. From Producer, click on the user dropdown at the Top Right of the black Menu bar.

2. Download the scripts from the "Downloads and Resources" the Producer page.

Account Settings Downloads & Resources

Import Harmony users

3 Harmony scripts
Downloads & Resources
TB_Producer_Snapshot (.zip)

General Settings CJ Producer Link
Windows Installer (.exe)
End User License Agreement MacOS (.dmg)
Linux - CentOS (.rpm)
About Producer @ Links

Toon Boom Animation
Producer Documentation

Logout API Documentation

3. Double-click on the downloaded .zip to decompress it:

4. Open a Harmony scene offline to configure Harmony Standalone.

Connect to Database
User Name:

® Work Offline

ccC

5. In Harmony, under "windows", open the "Script Editor".
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Windows

Script Editor

6. Inthe Script Editor menu (top left), go to File, Import Script:
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New Script

Editor

Play/Debug Delete Script
Help Refresh List

7. Browse to the decompressed scripts and import the six files.

=3 Downloads

Name

¥ [ TB_Producer_Snapshot =
B TB_Producer_AssetSnapshot.js JavaSc...source
@ TB_Producer_BatchRenderSnapshot.js JavaSc...source
@] TB_Producer_NodeSnapshot.js JavaSc...source
B TB_Producer_SceneSnapshot.js JavaSc...source
B TB_Producer_Snapshot.ui Document

@ TB_Producer_SnapshotUtilities.js JavaSc...source

Cancel Open

8. You should answer "User" six times to the question "Where would you like to save ...".
Then follow the procedure to add the scripts in Harmony:

9. Add the script toolbar.
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Windows Help
Restore Default Workspace

Workspace | 2

Toolbars 2

3D Graph

Animated Matte Generator
Camera

Colour

Coord. And Control Points
Drawing

Drawing Substitutions
Function

Guides

Integrated Help

Layer Properties

Library

Master Controller
Message Log

Metadata Editor

Model

Node Library

Node View

Onion Skin

@ HarmonyPremium File Edit View Play Insert Scene Drawing Animation Windows

Execute

Customize lcon

Customize Tooltip

ony Scene: Funan FU_EPOZ

Advanced Animation
v Art Layer
Control Point
Coordinate
v/ Deformation
Display
Easy Flipping
v Edit
v File
Flip
Game
Game Skinning
Mark Drawing
v/ Master Controller
Mini Playback
Node Caching
Onion Skin
Pen Settings
v Playback
Scripting
Shift and Trace

A Scripts Manager
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10. Addthe TB_Producer_SceneSnapshot & TB_Producer_AssetSnapshot scripts.

Help

Apply
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11. Using the “Customize Icon” feature, upload the provided icons to easily distinguish the two scripts.

>
4 Downloads

Name

B producer_shared_demo Snapshot
1% jrlemieux
Ll Dark_lcon.png

B H17 Demo VD2 < ight_lcon.png

Execute k' Documents cene_Snapshot_Dark_lcon.png
u Scene_Snapshot_Light_lcon.png

[#) Macintosh HD
© pownloads
[T2] Desktop

Customize Icon

Customize Tooltip g
£ Recents

Images (*.png *xpm *jpg *.svg) <

New Folder Options Cancel

12. The Scripts can now be launched from the Harmony Standalone by clicking on the appropriate icons.

H BB

How to update the Harmony Scripts for Harmony Standalone

If the Harmony scripts have to be updated, you can simply replace the old scripts with the latest ones. You
should find the scripts to be replaced in the following location:

On Windows:
C:\Users\[username]\AppData\Roaming\Toon Boom Animation\Toon Boom

Harmony Premium\[version]-scripts

On MacOS:

/Users/[username]/Library/Preferences/Toon Boom Animation/Toon

Boom Harmony Premium/[version]-scripts
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How to upload work using the snapshot scripts

1. Launch the TB_Producer_SceneSnapshot.js script, using the SceneSnapshot icon.

2. If your script is not logged in, you will have to enter the address of your Producer Web, your
username and password.

TB_Producer_SceneSnapshot v29

Producer Location 'tps://company.producercloud.io

Producer Username |[kimbe r']',-i

Producer Password

v Ignore SSL Errors

Cancel

3. Inthe Section titled “Scene to Render and Upload”, validate the following scene information, starting
with the Project.

e Project
¢ Environment
e Job

* Scene
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O TB_Producer_SceneSnapshot v29
Scene to Render and Upload

Project: Kuremensu

Environment: | EnvironmentName

Job: JobName

Scene: SceneNameO1l

Render and Upload Preview Movie to Producer
Select Process: Layout

v Set Status to: Standby

Render Preview Movie at Half Resolution

Hours Worked Today (optional)

Hours:

Upload Scene to Harmony Database

v Upload and Update Database Scene

Scene is not checked out

Exchange: ucer/WebCCExchange Change

Cancel
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NOTE

If the selected project does not contain this scene, an error message will appear and
every other field will be grayed out.

| Error: Main Project doesn't contain this scene!

Pick the correct project from the dropdown list to resolve the issue.

4. Inthe Render and Upload Preview to Producer, set the following options:
e Select Process

° The snapshot of the scene you are uploading will be labeled as a snapshot of this
process.

» (Optional) Set Status

° The Status of the selected Process will be set accordingly in Producer.

NOTE

The option available within the Select Process and Set Status to are defined in
Producer by the workflow.

5. (Optional) Enter the amount of hours worked on that scene in that offline session.

6. (Only the first time) Set up the exchange folder path by clicking on the Change button.

NOTE
In the Exchange textfield, you must enter /lexchange_path/username

The exchange path is the same as the one set up within the Settings page of Producer
Link. - See Configuring Producer Link.

So, if the whole exchange folder was shared with you (ex: /Some/Path), you need to add
your username: /Some/Path/username.

However, if only your specific user subfolder was shared with you (ex:
/Some/Path/username), you can use it as such.

7. Check “Upload and Update Database Scene”, to push your changes to the Harmony server.
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@] TB_Pro
Scene to Render and Upload

Project: Kuremensu

Environment: | EnvironmentNz

JobName

SceneNameO1l

Render and Upload Preview Movie to Producer
Select Process: Layout
v Set Status to: Standby
Render Preview Movie at Half Resolution
Hours Worked Today (optional)

Hours:

Upload Scene to Harmony Database

v Upload and Update Database Scene

Scene is not checked out

Exchange: ucer/ CCExchange Change

Cancel

Click on the OK button.

The Create Preview progress bar appears.
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Creating Preview

Rendering Preview Movie...

80%
Abort

Once the render is completed, a movie preview opens and a dialog appears.

9. Click on the Upload to send the snapshot (preview) to Producer.

Confirmation

Previe

Preview Opened.

Continue with snapshot?

Reopen Cancel Upload

If the upload is successful, you will get a confirmation.

Snapshot successfully created, scene has
been uploaded.
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Updating Snapshot Scripts in Harmony

In Harmony you must install the snapshots scripts provided by Toon Boom. There will be two types of scripts to
install. One is the Scene Snapshot scripts, they other is the Asset Snapshot scripts. The scripts allow Harmony
to be connected to Producer.

How to upload a scene snapshot from your scene:

1. Select the Scene Snapshot script within the scene you wish to upload a shapshot.
The TB_Producer_SceneSnapshot window opens.

2. Enter in the information for this scene. The first 4 fields are mapped to the Project > Environment >
Job > Scene.

Logout Cancel

3. Inthe Process drop-down menu, select the process.
4. Setthe process/task status that you wish to be updated in Producer.
5. Click OK.

The Create Preview progress bar appears.

@ Creating Preview

Once finished, the Preview Confirmation window opens.

6. Click Upload to send the snapshot (preview) to Producer.

Preview Confirmation

Reopen Cancel Upload

Harmony lets you know that your preview has been successfully created.
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About Harmony Synchronization
You can import and synchronize scenes between Producer and Harmony as long as the Environment and Job

structure is the same.

How to create environments in Producer and Harmony Server

To create a new environment in Producer and add it to the Harmony server you must follow these steps:
1. In the main menu, select Production.
2. Inthe Environments drop-down menu, select All Environments.

3. Inthe Production tab toolbar, click on the Add Environment button.

Open Tasks Assets - Review Reports Views - Settings

+ Add Environment N - 4 Upload File
J

Praeview & Environniemtame = Erivironment Code

4

The Create Environment window opens.
4. Inthe Name field, type in the name of the new environment.
5. Inthe Description field, optionally add a description of the new environment.
6. Check the Create in Harmony checkbox.
| Create in Harmony
7. Click in the Environment field. The environment name is automatically regenerated. If there are

spaces in the name, they will automatically be replaced by underscores. Harmony doesn’t allow
spaces in names.

Create Environment

Create a name.

Name " /

All For Fun

Description

Crea‘.e in Harmony

Environment Version of Harmony
Name is generated automatically. Harmony cannot

have spaces in names, must use underscore.
Producer will automatically use them in the name m
8. Inthe Version of Harmony field, you can optionally enter the version of Harmony being used.

9. Inthe Add a default thumbnail box, you can optionally drag and drop a file that will be used at the
environment's Preview image. This can also be done at a later time.
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10. Click on the Create Environment button.
The new environment will be sent to the render queue.

11. Go back to the Production > All Environments.

12. Go to the Column Selector @ and check the Harmony Status box.
The Harmony Status indicates Create in Progress.
13. Hit the Refresh button.

The Harmony Status is updated to Vaild. The new environment now appears in the Harmony Server
or will remain in the queue until there is a proper connection to the Harmony Server.

All Environments - Refrash List

® +  AddEnvironment X Upload File i More

Preview : & Environmehtkbjame: =

All For Fun ™ Valid

How to add jobs from Producer into Harmony Server

1. Inthe main menu, select Production.
2. From the Environment drop-down menu, select the environment in which you’d like to add the jobs.

3. Inthe Production tab toolbar, click on the Add Jobs button.

Views -

Production Open Tasks Assets - Review Reports Settings

All For Fun

+ Add Jobs : More

Y

The Create Job window opens.
4. Inthe Number of jobs field, enter the number of jobs you wish to create.

5. Inthe Start Date field, click on the calendar icon to select a start date for the first job.
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10.
11.

12.

13.

14.
15.

If you entered a value greater than one for the Number of jobs, in the Days between jobs field, enter
the number of days you would like in the production schedule between jobs. This will affect the
production schedule Gantt chart.

In the Name field, type in the name of the first job.

NOTE

If you create more than one job, it is important to add a number to the end of the
name, as the other jobs will use the same name plus subsequent number.

In the Description field, optionally enter a description of the job.

In the Job Workflow and Scene Workflow drop-down menus, find the job and scene workflows that
you would like to associate with the new jobs.

Check the Create in Harmony checkbox.

Click in the Job field. The job name is automatically generated from the one entered into the Name
field. Spaces will be replaced by underscores.

Optionally, in the Version of Harmony field, enter the version number of Harmony being used.

Create Job

Number of jobs

(-]

Start Date Days between jobs

m 2020-08-19

Add a default Name
thumbnail

Description -~

\
Job Workflow Scene Workflow :
7

Episode - Basic

Wi
Ec-ea;e n Harmony ’,
Job & - Version of Harmony

Training_01

Automatically
Names here

Click Create Job.

The new Job is sent to the render queue.

Go back to the Production page, selected environment, then to All Jobs.
Go to the Column Selector @ and check the Harmony Status box.

The status indicates Create in Progress. All the jobs have a sequential numerical order.
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16. Hit the Refresh button.

The Harmony Status is updated to Valid. The jobs appear in the Harmony Server or will remain in the
queue until there is a proper connection to the Harmony Server.

How to add Scenes from Producer into Harmony Server

1. Inthe main menu, select Production.
From the Environment drop-down menu, select the environment in which you’d like to add the jobs.

From the Job drop-down menu, select the job in which you'd like to add the scenes.

AW DN

In the Production tab toolbar, click on the Add Scenes button.

Production Open Tasks Assets - Review Reports Views - Settings

Training_01 -

- Yy & @ + Add Scenes i Mare

The Create Scene window opens.
5. Inthe Number of scenes field, enter the number of scenes you wish to create.

6. Inthe Name field, type in the name of the first scene.

NOTE

If you create more than one scene, it is important to add a number to the end of the
name, as the other scenes will use the same name plus subsequent number.

7. Inthe Workflow drop-down menu, select the workflow you would like to associate with the new
scenes.

8. Inthe Number of frames field, enter a numerical value for the number of frames that you would like
automatically created for each scene.

9. In the Priority drop-down menu, select the priority (No priority, 1 - Critical to 5 - Low) for the new
scenes.

10. Check the Create in Harmony Server checkbox.
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11. Click in the Scene field. The scene name is automatically generated from the one entered into the
Name field. Spaces will be replaced by underscores.

12. Optionally, in the Version of Harmony field, enter the version number of Harmony being used.

13. Optionally, in the Description field, enter a description of the scene.

Create Scene

Number of scenes

Name

Add a default Workflow Number of frames Priority \
thumbnail 1
Basic v &0 4 - Medium

«f| Create in Harmony Sernver Harmony Standalone

Version of Harmony

Description

14. Click Create Scene.
The new Scene is sent to the render queue.

15. Go back to the Production page, selected environment and job.

16. If the Harmony Status column is not displayed, go to the Column Selector and check the
Harmony Status box.

The status indicates Create in Progress. All the scene nhames have a sequential numerical order.
17. Hit the Refresh button.

The Harmony Status is updated to Valid. The scenes appear in the Harmony Server or will remain in
the queue until there is a proper connection to the Harmony Server.

How to create scenes/jobs in Harmony and synchronize with Producer

NOTE

Environment and job names must match in both Harmony and Producer for this process to
work.
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1. Inyour Harmony Server, create your scenes.

®"e [ Control Center

2. Once the scenes are created in Harmony, go back to Producer and in the main menu, select
Production.

3. Inthe Environment and Job drop-down menus, select the environment and job you would like to
populate with scenes created in Harmony.

Harmony_training - Training 01 -

- T & © k+ AddScones i More

Mo scenes found

No scenes will be visible yet.
4. Inthe Jobs drop-down menu, select All Jobs.

5. From the list of jobs that appear, select the jobs for which created scenes in Harmony by checking
their checkboxes.

Harmony_training All Jobs -

- T & 0 + Add Jobs r.g Write Notes - 3 Upload Files

L3

#bName @ StartDate : %  JobCode @ # Workflow Code

v Training 01 07/22/2020 TBA_JOBOOOS8  main_project/episode

6. In the Production tab toolbar, select More > Synchronize with Harmony.
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Save New View

Delete jobs
Retire jobs

Show retired jobs

Edit Tasks

Add Custom Fields

Synchronize with Harmony

The Synchronize with Harmony dialog box opens.

Synchronize with Harmony

This will synchronize the selected jobs and their scenes with Harmony

Scenes present in Producer but not in Harmony will be created in Harmony.
Scenes present in Harmony but not in Producer will be created in Producer,

7. Click on the Synchronize button.

The scenes appear in Producer.

Harmony_training - > Training 01 -
YT & 6 + AddScenes (@  Wiiehotes & UploadFiles Review | § Mora M
% JobName: # Scene Name i % Frames Tasks

Training 01 001 0
Standby  ~ Standby - Standby - Standby  ~
: : | 3|
Standby - Standby - Standby - Standby =
| -l || - -
Standby Standby  ~ Standby  ~ Standby  ~
[vmsios || vt -] vessioned - | i - |
Training. 01 004 0
Standty Standty Stardly Standby
| -l ]| - -

NOTE
Syncing with Harmony will also update the frame counts to those set in Harmony.
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How to sync Harmony with scenes deleted in Producer

1. In your Environment/Jobs where you would like to delete a scene(s), check the box on the left
column. Then go to the More tab and select Delete Scenes.

B Review 1 More H

% JobName % beene Name % Frames Tasks Save New View T

2 0z Delete scenes
A
risigned et

Setup Show retired scenes

Training_01 00

Edit Tasks

Import C5V

Export CSV

Uil Add Custom Fields

kI,Training_m 005 ('] E
oz Synchronize with Harmony
Standly

- - u

The Delete scenes dialog box opens.

Delete scenes

This will delete the selected scene

2. Select Delete.

The Delete scenes WARNING window opens. It tells you that the Producer scene and the external
scene in Harmony will be deleted.

Delete scenes

This will delete the selected scene
» Task:4
The following external scene and its data will be DELETED

* Harmony Scene 005

e m

3. Select Delete.

The selected scenes are deleted from both Harmony and Producer.
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About Sending Assets to Harmony (Baking)

In Producer, “baking’ refers to the pushing of assets directly into Harmony scenes. This can be simply
accomplished in the Asset Assembly page, by selecting the scenes for which you wish the baking to be done and

pressing the baking button (with the Harmony logo). However, several operations have to be completed first to
insure a successful bake.
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Requirements for Baking

Producer_Link

Producer Link is an application that can help you create workspaces and upload assets to
Producer. It can be downloaded from the about page of Producer.

cli_workspaces

Setup through Producer link, the file /Users/user_name/.producer/cli_workspaces has to
reflect the local access path to folders storing assets.

workspaces.json

Setup manually, the file /USA_DB/workspaces.json specify which folders can be used to
store templates and must also specify the folders containing assets (the same as specified
in cli_workspaces) so that Harmony can find these assets and paste them to the scenes.

TB_Producer_

That Harmony script allows the user to push an asset from a Harmony scenes as a
preview in Producer and as a template, in a library folder (specified in workspaces.json).

AssetSnapshot.js That script can be downloaded from the About page of Producer. (Note that all 4 scripts
should be installed as they are referring each others)
WebCC WebCC is a Harmony application that is able to communicate with Producer. For the

baking to work, you have to use WebCC version 17.0.3 or more higher.
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Sending a PSD file into a Harmony scene

You can send a PSD file directly to Harmony using Producer.

How to send a PSD file to Harmony

In top menu bar, go to Asset > Manage.
In the secondary toolbar, click on the Create Asset button.
The Create Asset dialog box opens.

In the Create Asset dialog box, specify the name of the asset (in this case the name of he PSD file).

Create Asset

Name °

bg_02

Harmony scene assef_v Harmony Standalone

Workspace Id Relative Path
Add a default
thumbnail Assets bg_02

. Check the Harmony Standalone option box.

In the Workspace ID field, specify the workspace ID—see About Sending Assets to Harmony

(Baking).

In the Relative Path field, enter the end of the path extenxsion. The relative path relates to where the
asset is located within the workspace.

In the Workflow drop-down menu, specify the workflow by choosing one from the list.

Type Category Workflow *

Image - Bg - Background -
Tags
Assembly

Environment

8. Click on the Add Asset button.

The PSD file is now available in Harmony.
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How to create a snapshot and add a preview image of the PSD

1. From your desktop top menu bar, click on the Producer icon and select Login.

Login

Workspaces
Exit Producer Link

The Login to Producer dialog box appears.

2. Enter the web address of your Producer, as well as your username and password.

Login to Producer

https://demo.producerdemo.com/

|Password

[ o]

3. From your desktop top menu bar, click on the Producer icon and select Upload External Asset.

Logged In As: jrl

Upload from CSV
Upload Scene Asset
Upload External Asset
Workspaces

Open Producer

Exit Producer Link

The External Asset Upload dialog box opens.

4. Inthe Project drop-down menu, select the project where your asset is located.
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External Asset Upload

Project

test

Asset Name Process

bg 02 Q BG_Final_Check
Source Preview
Choose or Drop External Asset File. Choose or Drop Preview File.
Choisir un fichier | bg_02.psd [m] bg_02jpg

Create Snapshot

5. Inthe Asset Name field, click on the magnifying glass icon to search for the asset and identify it.

6. Inthe Process drop-down menu, select a workflow task to specify which task/process the snapshot is
being uploaded for.

7. Inthe Source section, click on the the Select File button to browse and locate your asset file.
8. Inthe Preview section, click on the Select File button to upload a preview file, if one is available.

9. Click on the Create Snapshot button to upload the preview and inform Producer of the location of the
actual asset.

How to bake the PSD into a Harmony

1. Complete the asset assembly (associating assets from the asset list to the scenes in the Production
List)—see Assembling.

2. Inthe Production list, select one or multiple scenes to bake.

Production List
Select items to which assets will be assigned

Vivo - Vivo_EP_001
2 8 H —
{ v ' Preview % Scene Name Asset Drop
" 001 bg_02 x
v 002
v 003 bg_02 x

3. Press the Bake button (the one with the Harmony logo).

The Bake Assets in Harmony dialog box appears.
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Bake Assets in Harmony

Copy assets to their associated scenes's local library only O

+ [ASSET00008] bg_02

Cancel Bake >

4. Click on the drop-down menu to select how you want the asset to be baked.
» Copy assets to their associated scene’s local library only

Default option. This option makes the asset available within the scene without
adding it to the timeline and Node view.

» Always paste assets into the scene itself

This option puts a copy of the asset in the local library of the scene and will add the
asset directly to the timeline and the Node view. To protect the work that was done and
to avoid confusion, this option creates a new version of the scene that will be called
“producer paste” and this version will become the current version.

5. Click on the Bake button.

The PSD is baked into the selected Harmony scenes.
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Baking a Scene Template into a Harmony

You can create a template file of a scene for Harmony using Producer.

How to bake a template file into a Harmony scene

1.

Create a Harmony scene asset—see Creating Assets.

This creates a new asset in Producer and a new scene in Harmony that will be used to build this
asset.

In Harmony, make sure your Harmony snapshot scripts are installed and launch the TB_Producer__
AssetSnapshot script by clicking on its icon.

The TB_Producer_AssetSnapshot dialog box appears and you may be prompted to login to Producer
if you are not already.

Complete the login to Producer if necessary.

In the TB_Producer_AssetSnapshot dialog box, from the Project drop-down menu, select the project
in which you would like to create the template file.

TB_Producer_AssetSnapshot v19

Project
Asset Name

Process:

e [ Render Half Resolution

In the Asset Name field, type in the name of the asset.

In the Process drop-down, select the task/process for which you want to upload this preview of the
template.

Click on the Set Status checkbox if you would like to set the status of the task/process. If you check
this box, from the Set Status drop-down menu, select the status that you would like to update the
status of the task/ process to.

In the Workspace field, type in the name of the workspace. In this case, the workspace name refers
to a reference folder where a .tpl of the current scene will be generated and stored. The workspace is
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defined in /USA_DB/workspace. json.

If no Workspace is specified, the template will be placed in /USA_DB/library/assets/env_
name/job_name/asset_name.

1. Click OK.

A template of the whole scene is generated in Harmony AND preview of the asset is pushed to
Producer.
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Chapter 10: About Reviewing

Reviewing is the process of watching, reviewing, approving, and providing retakes to preview movies for scenes
submitted by project collaborators after they have completed a task.

Project collaborators are able upload movie previews of the scenes they have worked on in Producer. By loading
these movie previews into Producer’s review tool, directors, supervisors, and other project administrators are
able to do the following:

Stitch the movie previews of several consecutive scenes into a sequence.

Play these movie previews

Stop at, or seek specific frames to examine them

Add notes to the scene

Draw annotations over frames in the scene, and add them as attachments to a note
Approve a scene’s task

Send a scene’s task for revisions (retakes)

To use the Review tool, you must create a review session. A session is essentially a container in which you can
store a sequence of scenes. Opening the session will load the scenes into the Review tool and allow you to
review and annotate them.

There are two types of session:

Temporary: A review session that is created on the go as you send scenes to the review tool from the
Production page. Each user can only have one temporary review session. If you already have a
temporary review session, creating a new one will overwrite the old one.

Permanent: A review session that is created in the Review tool before sending scenes to it from the
Production page. These sessions typically have a specific purpose, such as reviewing the same segment
of an episode as its completion progresses. You can create as many permanent review sessions as
needed.

NOTE

Reviewing allows you to preview one or several scenes together and is typically used to approve the
work of project collaborators on tasks or to send them for revisions. If you only wish to watch the
preview movie for a single scene without actually reviewing it, you can play the preview movies for
scenes from within the Production page.
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Creating a Temporary Review Session

Temporary review sessions can be created directly from the Production page. Each user can have only one
temporary review session at a time, and creating a new one will overwrite the previous one.

How to create a temporary session

1. Open the job in which you want to review one or more scenes.

The Scene list opens.

The BFF's 301 - The BFF's Ep101 -
- T & © +  AddScenes L uploadFiles H Mare
& Scene Name H Job Code  : Preview
BFFs_Ep103 TBA_JOB00002 Setup Anim
1 ﬂ 02 2
L‘ AT Y Stancby - stancoy - | Stancby - Standby -
o — I Unassigned = I Unassigned = | Unassigned = I Unassigned = I
BFFs_Ep104 TBA_JOBO0002 Setup Anim
02 2
o\ Stancby - Stanary - || stnay - Stancby -
l Unassigned I Unassigned - | Unassigned - I Unassigned - I
BFFs_Ep105 TBA_JOB00002 - Setup Anim
ﬁ 02 2
ﬁ Standby - Stanaby - | Standoy - Standoy -
I Unassigned | Unassigned | Unassigned - I Unassigned |

2. In the far-left column, enable the checkbox for each scene that you want to review.

NOTE

You can only review scenes that have a playable movie preview. Scenes with a
movie preview will have a thumbnail and a Play button underneath their
thumbnail.

=

3. Inthe toolbar above the scene list, select Review.

e Add Scenes &  Write Notes =2 Upload Files = Review i More

The Review dialog box opens.

Review

o objects selected

Select Review Process: ANIM -
#®  Use Temporary Review Session <Temporary_session_tbadmin>
Use Review Session: test -
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In the Select Review Process drop-down menu, select the process (task) that you wish to review.
This list will change according to the type of workflow that was created.

Select the Use Temporary Review Session option.
Click Review Now.

A notification will appear in the bottom-right corner of the interface indicating that the session is
ready.

Click on Open Review.

Your review session is ready

< Open review
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Creating a Permanent Review Session

You can create a review session from the Review page, then populate it with scenes from the Production page.
You can create as many permanent review sessions as needed.

How to create a session

1. Inthe top menu, select Review.

Production Open Tasks Assets - Review Reports Views - Settings

2. Inthe toolbar at the top of the Review page, select Create a Review.
+ Create areview
The Create a Review dialog box opens.
© Create areview
Name
Assignee

Restriction O

Date "

3. Inthe Name field, name the review session.

4. Inthe Date field, select the pop-up calendar and the date at which you want the review session to
take place.

5. In Assignee field, you can assign the review to a particular user.

6. Inthe Restriction field, select the type of restriction needed to limits the elements that can be added
to this review.
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Restriction O

Unrestricted

There are three options:
e Unrestricted: Anything can be added to the session.

» Scenes of a Specific Job: It can be limited to scenes of a specific job which opens
more options (Job and Process).

* Assets: It can be limited to assets which opens one additional option (Process).

7. To allow external review, enable the External Review option. This is added as flag as there is no
limitations while using it. It is useful for a client to easily search for reviews meant for them externally.

External review

8. Click Add.

The session has now been created.

NOTE

Once your session is created, you must add scenes to it.

209



Producer 22 User Guide

Sharing Review Session

After a review session has been created, you may want someone else to access it specifically. To do this, you
will need to make sure the recipient has access to Producer. Please see section on Creating Users.

How to share a review session

1. Inthe Review List, under the of the Actions column, click  icon to generate a Review URL for the
corresponding review session.

2. Click on the blue Copy icon to copy the displayed URL to the clipboard.

3. Send that URL to the remote user whom you would like to review this session.

Name H Submissions i Actions

4

Preview

Roger et ses Humains n

‘ - | == Review URL: https://dev3.producercloud.io/#/reviewer?review=REVIEW00174 n
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Sending Scenes for Review

Once you have created a session, you can add scenes to be reviewed in it from the Production page. You can
add scenes to new, empty sessions, or to sessions that already have scenes in them.

How to add scenes to a session

1. Open the job in which you want to review one or more scenes.

The Scene list opens.

The BFF's 501 - The BFF's Ep101
T & © +  Addscenes & UploadFiles H Mare
© s Scene Name i Job Code Preview

BFFs_Ep101 TBA_JOBO0002 Setup Anim
02 2
!‘;_' & Stancby - Standby - Standby -
Unassigned - Unassigned - Unassigned -
BFFs_Ep102 TBA_JOBO00O02 3 Setup Anim
& & 02 2
sanavy - |[ swoawy | swomy ][]  stancy -

I Unassigned || Unassigned - | | Unassigned - || Unassigned I

BFFs_Ep103 TBA_JOB00002 w Setup Anim
02 2
t‘ ‘--'-\Q\ Standby - Stancby - Standoy - Standoy -
- — Unassigned - Unassigned - Unassigned - Unassigned -
BFFs_Ep104 TBA_JOBO00002 Sewp Anim
02 2
f sandyy - || stanwy - swnwy -|]  seewy -
B l Unassigned = I Unassigned = Unassign

ed - I Unassigned I

&
2
&
2

2. Enable the checkboxes on the far left column of the scenes you wish to review.
3. Inthe toolbar above the scene list, click Review.
The Review dialogue box opens.

4. Inthe Select Review Process drop-down menu, select the process (task) that you want to review. For
example, if you want to review the work of a project collaborator on a scene’s animation, select the
process for Animation.

5. Select the Use Review Session option.

6. Inthe Use Review Session drop-down menu, select the review session to which you want to add the
selected scenes.

7. Click Submit.

A notification appears in the bottom-right corner of the page indicating that the session is being
updated. When the notification disappears, the session is ready for review.
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Filtering a Review Session

If you have a lot of review sessions and you need to find a specific one, you can filter the sessions in the list using
keywords from their descriptions. You can also choose to only view sessions of a certain type, or sessions within
a specific range of dates.

How to filter sessions

1.

2.

In the top menu, click Review.

Production Open Tasks Assets - Review Reports Views - Settings

0

In the Review page, click the Toggle Search Panel T button at the top right of the page.

The Search Criteria panel opens.

..............

Select one or many of the search criteria listed. The reviews will automatically populate at the bottom
as you enter your criteria.

To remove all of your search filters, click Clear Search Criteria at the bottom of the search panel.

Clear Search Criteria

U

All of the sessions are be displayed in the session list.
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Editing a Review Session

Once a session is created, you can edit its name, assignee, restriction, date and if the review is external.

How to edit a review session

1. Inthe top menu, click Review.

Production Open Tasks Assets - Review Reports Views ~ Settings

2. Inthe Review page, check the box on the far left for the review you wish to edit.

3. Select More > Edit.

The Edit Review window opens. You can change the name of the review, set or change an assignee,
create a restriction, set a date as well as label External/Locked/Closed reviews.

NOTE
The External Review is a simple flag and is only used to help with search results.

[ Edit review

Name”

BFFs_101
Assignee

Restriction ©

Date "

2020-08-14

4. Click the Edit button at the bottom to save your changes.
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A notification appears in the center of the page indicating that the changes are saved.

» Review modified successfully
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Opening a Review Session

Once a session has been created and filled with scenes, you can open it and play the preview movies for each
scene in the session in a single video player. From the Review interface, you can add notes to scenes, draw
annotations, approve scenes or send them for revision.

You can open multiple review sessions at once. Each session you open will appear in the Open reviews panel at
the far left of the page.

How to open and play a review session

1. Inthe top menu, click Review.

2. Inthe Review page, select a review session to open.

Production Open Tasks - Review Reports Views - Settings

+ Create areview

I Name i Submissions § Actions

Temporary Session for tbadmin 3> E E3

test 12> E F 3

Ollie -
emporary Session for admin 9> E &

Open any one
PourEcho_310_CH_pourAppro_ ofih_ese Ollie 16> E F3
Sessions
Temporary Session for admin x ARt 1> E &
_ Bl s_courses_APPROUVES 1> E F3
emporary Session for tbadmin x

PourEcho_MMI_BBA_cycles_co.. 2> E F
Temporary Session for tbprod... 3> E £3
RasEaba 210 FU aauchanss 0. M .

Once in a review session, a list of one or more reviews opens in the far left column. From here you
can return to the All Reviews page.

Open reviews

Go toall reviews
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NOTE
If the column is not visible, click on the Reviews tab in the window to the right.

3. Click on the video player to the right to start playing the movie. The movie will include all the scenes
in the review session, stitched together in a single sequence.

NOTE

Movies can only be stitched together if their options/parameters all match (see
Delivery section below).

4. While reviewing scenes, you can do the following:

e To pause, resume, mute or adjust the volume of the video, or to skip to a specific part of
the video, use the controls inside the video player. Space bar will also work to pause or
resume your video.

 If you want to instantly skip to the beginning of a specific scene, select that scene in the
Scenes panel to the left.

 To skip to the previous scene, click Show Previous Scene “ or press the Up key.
 To skip to the next scene, click Show Next Scenen or press the Down key.

e To go to a specific frame, pause the movie near the frame you want to see, then click
Show Previous Framem or press the Left key to go back one frame, or click Show
Next Frame u or press the Right key to go forward one frame.

» To hide or display the controls in the video player, click Video E controls.

e Click Maximize to hide the Scenes and the Notes panel and expand the video
player.

» To enable or disable looping, click the Looping E button. When looping is enabled, the
player will play the first scene from the beginning after reaching the end of the last
scene.
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Returning to the Session List and Switching Sessions

Once you have already opened a session, you can return to the session list using a number of ways.

How to return to the session list

1. Do one of the following:
« From any page, in the top menu, click Review.

« From the Review Session page, select any open review or any review that was created

Production Open Tasks AssEls - Review Reports Views - Settings

Open any one

v - B of these
Pourcho_310_CH_pourAppro_202005 5 Ollie 16 E X

Sessions
m Session for 1 x B e E +
: El =

mE ion for thadmir x

> B
o Ea
cu M .

e Once in areview session, you can easily switch from one open review to another. On
the far left of the page there should be a list of Open Reviews.

Openr,

Goto all reviews

PourEcho_309_23_pourValidation

» Ifthelistisn't visible, select the Reviews tab in the window to the right.
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2. From here you can easily switch reviews by selecting the next open review in the column.
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Removing Scenes from a Review Session

If you accidentally added extra scenes to a review session, you have the ability to remove them.

How to remove scenes from a review session

1. Make sure you are in the review session list to edit.

2. Select Go To All Reviews.

3. Inthe Column Selector on the far right, make sure that the Submission column is checked.
In the column, the number of Scenes/Snapshots that have been submitted appears.

4. Click on the Submission number.

The Submission window opens.

L]

[} .I _:: : E L
bk "I Bffs_Director_Raview i
b T __.[l I:l o

i BFFs_Anim_Rev ¢ E-:

In the Submission window, all the snapshots/scenes for the current review are displayed.

5. Select one or more you wish to delete and then click Delete Submissions.
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‘= Submissions for Bffs_Director_Review [REVIEW00007]

C e e o -

Preview L Code ! % Snapshot Code s For ! Act.! % Process | % Date
- 2020-08-1
v L:'% SUBMISSIONDOO26 SNAPSHOT0000257 BFFs_Ep101 & | Anim o

el
. 2020-08-1
SUBMISSIONOD027 SNAPSHOTO00025 BFFs_Ep102 E Anim v

Select one or more
. 2020-08-1
v SUBMISSIOND0028 SNAPSHOT00002577 BFFs_Ep103 H Animn 12:58:59
; 2020-08-1
v SUBMISSIOND0029 SNAPSHOTO0002578 BFFs_Ep104 H Anim 12:58:59
2020-08-1
4 57

SUBMISSIOND0030 SNAPSHOTO0002579 BFFs_Ep105 H Anim 12:58:59
Close

NOTE
This will not delete the scene from Producer.
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Deleting a Review Session

Deleting a session will permanently erase it and it will not be accessible again.

NOTE

Deleting a review session will not delete any of its scenes, nor will it delete any of the attachments or
notes created within the session or undo any of the task status changes done within the session.

How to delete review sessions

1. Inthe top menu, click Review.
2. Inthe Review page, check the box on the far left for the review you wish to edit.

3. Select More > Delete.

A confirmation prompt opens.

4. Inthe confirmation prompt, click Delete.

@ Delete review

Are you sure you want to delete this review permanently?

The still delete the selected review along with

NESIONS 11 TS review

A notification appears indicating that the item is being removed from the session.
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» Review deleted successfully
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Playing Preview Movies

You can view the preview movie for any environment, job, scene, or asset in the preview column for that item.

How to play a preview movie

1. Open the job containing the scene you want to preview.

2. Do one of the following:

To play the scene’s preview movie within its thumbnail in the Production page, click on
the Play B button below its thumbnail.

To pause the movie within the thumbnail, click on the Stop g button.

To watch the preview for an item, click on the Play I button, or click in the video
player to play the movie.

Press the Stop button or the spacebar to start the movie from the beginning.

To open the preview movie for a scene in high resolution, click on the Expand
button below its thumbnail. The preview movie will open in a new tab.
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Adding a Note to a Scene in a Review Session

Notes can be added to scenes in a review session to make comments and suggestions, request corrections,
point out details or otherwise communicate important information about a scene to project collaborators.

NOTE

¢ Scene notes can also be added and viewed in both the Production page and in the My Tasks
page.
* ltis also possible to draw annotations over a frame in a scene and attach it to a note.

How to add notes to a scene in a review session

1. Open the review session containing the scene you wish to review. There can be 4 different columns
open.

V1040 0.000/41.600 109.004

Custom status

2. Inthe Scenes column, select the scene to which you want to add a note or scroll horizontally in the
Timeline below the preview area, select the exact frame where you want to add a comment.
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Scenes

Play all scenes

FFs_Ep103 AT 900 frames

BFFs_Ep104 e 41.704 sec

900 frames

00 frames

3. If you want to leave a note for a different process than the pre-selected process of this review, select
a new process by clicking on the coloured pill, above the comment box, on the left.

NOTE
This step is OPTIONAL.

@® Layout
@ Setup
® Anim
@ Comp
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4. On the top right of the comment box, you may want to edit the “Note Tag”. This tag allows you to later
arrange notes per review session. For example, all of today’s review sessions notes can be tagged
with “Retake 1.

5. Type your note in the comment box.

@® Anim

Custom status

There are 4 options to register your comment:

. Approve Scene: Sets the scene review process to Approved in Producer and
logs your comment with the approval.

. @ Save Note as a Comment: Your note will appear as a comment in the context
of the current process.

. Revise Note: This will set the scene review process to Retake (or Revise) and
will save your note as the explanation.

e Optional: You can check the brush to mark an “Artistic Retake” or the wrench to
mark a “Technical Retake” (or both).

. Set a Custom Status: Select a custom status using the down arrow. Once
the desired status is displayed, click on it to set the review process of the scene to this
status and save your comment along.
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Drawing Annotations While Reviewing Scenes

The Review tool allows you to freeze on a specific frame in the preview movie, draw annotations over it using a
variety of drawing tools, then add this annotation to the scene, as a note.

An annotation is added to a scene as an attachment to a note. They can be viewed from the Review page as well
as Production and My Task pages by opening the note attachment.

How to draw annotations

1. Open the review session containing the scene you wish to review.

2. Inthe Scenes column, select the scene to which you want to add a note.

3. Go to the exact frame to which you want to add an annotation by doing one or several of the
following:

Play the video up until it is at the right frame, then pause it.

To fast forward to the frame you want to annotate, click and drag on the play head and release
it when it is at the right frame.

To go back one frame, click the Show Previous Frame m button under the video player or
press the Left key.

To go forward one frame or click the Show Next Frame n button under the video player or
press the Right key.

NOTE

For the keyboard shortcuts to work with the video player, you must click inside the
Review tool, but outside of the video player.

4. Inthe top right, click the Display drawing toolbar- button.

The drawing toolbar appears.

5. You can use the following tools in the drawing toolbar to draw over the frame:

Use the Pen # tool to draw on the frame.

Use the Arrow 2 tool to draw arrows.

Use the Box O tool to draw rectangles and boxes.

Use the Straight Line - tool to draw straight lines.

Use the Erase ¢ tool to erase any drawings..

Set the Set Drawing Colour € tool to change the colour of your drawing tool.
Use the Undo Last Drawing = tool to undo the last drawing stroke.

Use the Redo Last Drawing ~ tool to redo the last stroke you undid.

Use the Clear All Strokes X tool to clear all drawings
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6. Inthe Review process drop-down below the preview area, ensure the process for which you want to
add an annotation to is selected.

7. Do one of the following:

» To only add your annotation to the scene without approving it or sending it for revision,
click the Save Note [ button.

* To add the annotation to the scene and send it for revision, click the Revise Scene
button.

» To add the annotation to the scene and approve it, click the Approve Scene
button.

The note and its annotation will appear in the Notes column in the middle, near the top.

Toon Boom Admi last edited by Toon Boom

Hand is off model

Toon Boom Admin at 1:33 PM, in BFFs_E

Scene status was set to: Revise

If you approved the scene or sent it for revisions, an extra note will appear in the Notes column
indicating so. The icon next to the scene in the Scenes list will also change to represent its current
status.
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Sending a Scene in a Session for Revision

When reviewing a scene in a review session, you can send it back to the project collaborator who worked on it to
request revisions. You can add a note to specify which revisions are requested, draw annotations over a specific
frame in the scene to visually indicate what kind of revisions are needed, or both. You can also indicate whether
the requested revisions are technical or artistic.

NOTE
NOTE: Adding a note or an annotation is required to send a scene for revisions.

How to send a scene for revisions with a text note

1.
2.

Open the review session containing the scene you wish to review.
In the Scenes column, select the scene that you want to send back for revisions.

In the Enter your comments here text box, type in the content of your note.

NOTE

You must include a note or annotation drawing when sending sessions for
revision.

Click Revise scene to send the scene for revisions.

In the Select the type of revision dialog, choose whether the note is Regular, Artistic, Technical, or
Both.

The status of the scene’s current process is set to Retake. The note appears in the Notes column. In
the Scenes column, two curved red arrows appear on the left of the scene.
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Approving a Scene in a Session

Once a scene has been reviewed and any notes have been implemented, it can be approved.

How to approve scenes

1. Open the review session containing the scene you wish to review.
2. Inthe Scenes column, select the scene that you want to approve.

3. If you want to add a note while approving the scene, type in the content of your note in the Enter your
comments here text box.

4. Click Approve Scene to approve the scene.

The approval note appears in the Notes column. In the Scenes column, a green checkmark appears
on the left of the scene.
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Viewing Notes in a Review Session
In the Review page, you can choose whether to view all notes for the items in a session at once, or to only see

the notes for the scene currently highlighted in the Scenes list. Notes are listed from newest to oldest.

How to view notes for all the scenes in a review session

1. View the session whose notes you wish to view
2. Do one of the following:

* Inthe Notes column, click the Filter. button. In the drop-down menu, click For all
scenes.

Notes for all scenes

¥ To Moderate
Toon Boom Admin,

BFFs_Ep104, for Anim

"% ¥ Contested

+ Open
Scene status was set to: Revise | | d

@ For current scene
Toon Boom Adm 4 a
O For all scenes

BFFs_Ep104, for Anim '“

¢ Click the title of the Notes list.

Only notes for all session items will be visible.

How to view only notes for the current scene in a review session

1. To return to only viewing notes for one item at a time, do one of the following:

* In the Notes column, click the Filter 7| button. In the drop-down menu, click For current
scene.

¥ To Moderate
ik Contested

+ Open

M Closed

] O For current scene

@ For all scenes

¢ Click the title of the Notes list.

Only the notes for the current item will be visible again.
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Moderating Notes

For this to work, a user must be tagged as a Moderator and another as a Moderated Person by the administrator.
As a Moderated Person, their notes will not reach the general public in the production immediately. They will
have to go through a Moderator(s) in order for their notes to get to the rest of the production. This is a safeguard
for all involved.

Once the Moderators and the Moderated are in place, notes from the moderated will have to be screened by the
moderators of the production.

How to moderate directors notes

1. Toadd a user as a Moderator or Moderated Person, in the main menu, select Settings.

2. Inthe Settings tab, select Security.

Security

Security

Project Secenty Link Secenty Gear Menu Securty STyoe Securfy
Global Rules is

where the

preferences are set

3. Find the group in the production you wish to be the Moderator or the Moderated.

4. If you need to add or subtract names from those groups, in the User Assign tab, select the User 2,
icon .

The Assign Users to Group dialog box opens.
5. Use the check box to add or remove users from the associated group, the click Save.
6. In the Global Rules column, select the Edit . icon.

The Permissions Manager dialog box opens.
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Pemmission Manager

Global Rules for the_bffs_overseas_director

Interface View Permissions

View Side Bar

ew Site Admin
View Script Editor
View Side Bar Schema

View and Save Views

ew Private Notes

ew Column Manager
View Template Projects

Create Shared Views
Data Manipulation Permissions

Create and Delete Projects
Export All CSV

Import CSV

Retire and Delete

Edit

Moderated

Maderator

Manage Review

Is External User

7. Inthe Data Manipulation Permissions section, check the Moderator and Moderated checkboxes.

8. Click Save.

Now whenever a Moderated person writes a note—see Writing Notes, the status To Moderate is

added within the note. The Moderated has the ability to edit their notes.

The To Moderate Status also appears in the Notes column of the Open Tasks tab for any user

designated as a Moderator.
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How to view and moderate notes

1. Inthe main menu, select Review.
2. Inthe Review tab, in the Open Reviews section, select a review.

In the Notes for [scene name] section, the notes to moderate are displayed. The notes are marked in
Orange.

By default you will be able to see one scene at a time. To see all scenes to moderate in this review
session, click on the green Filter notes displayed icon and select For all scenes.

Notes for all scenes

Dan Director st edited by Dan Director, in

Dan Director, o 12:51 PM, in BFFs_Ep102, for Anim

Lip lease fix.

3. Select one of 3 options:

» Contest, if a note is contested, it will NOT appear in Open Tasks of the Moderated
person, but will appear in the Notes in the review session.

 Edit, if a note is contested, click on Edit to place a note as to why.

251 PM, in BFFs_Ep102, for Anim

f through, please fow

» Confirm, if a note is approved it will appear in full view of the production.

Alternatively, if you as the Moderator agree with all notes, click on the Confirm Suggestions
[SCLINEICEESICLEN Htton to confirm all.
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button

If there is a contested note, the Confirm Uncontested Suggestions |Reiiur e
appears.

NOTE

Anyone who is not a moderator will not see any notes from the Moderated UNTIL they are
approved by the Moderators.
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Closing and Reopening Notes in the Review Session

When a note is created, its status is set to Open. Notes can be closed to indicate that they have been
acknowledged or tended to, and they can be reopened to indicate that they need further attention.

To avoid cluttering the Notes column, notes that have been closed are hidden by default. It is possible to display
them so that they can be viewed reopened if needed.

How to close a note

1. Open the review session containing the scenes for which you want to close or reopen notes.
Do one of the following to display the note you want to close:
In the Scenes column, select the scene containing the note you want to close.

Make the Notes column display the notes for all the scenes in the review session.

o M w0 DN

In the Notes column, find the note you wish to close.

Notes for BFFs_Ep104

Hand is off model

NOTE
All new notes are ] Open by default.

6. To close an open note, check the checkbox in its bottom-right corner.

The status of the note is be set to #l Closed. Unless you enabled displaying closed notes in the
Notes column, it will disappear from the Notes column.

How to reopen a note

1. Open the review session containing the scene for which you want to reopen a note.
2. Inthe Notes column, click the Search button.

3. Inthe drop-down menu, make sure Closed is checked.
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Open
B Closed

© For current scene

@ Forall scenes

Closed notes appear in the notes list.
Do one of the following to display the note you want to reopen:
 In the Scenes column, select the scene containing the note you want to close.
» Make the Notes column display the notes for all the scenes in the review session.
Find the note you wish to reopen.
To open a closed note, check the checkbox in its bottom-right corner.
The note will now be Open.
To hide the other closed notes, click the Filter. button again.

In the drop-down menu, uncheck the checkbox next to Closed.

¥ To Moderate
¥ Contested
¥ Open

M Closed h

I O Forcu
| ® Forall

All closed notes will now be hidden from view.
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Downloading Reviews

Producer gives you the ability to download the reviews on your local machine.

How to download reviews

1. Inthe top menu, select Review.

Production Open Tasks Assets - Review h Reports Views ~ Settings

You will then see Open Reviews, Names of the Reviews and Open Submissions.

Open Submissions
wiicton 1| & Job || & Peees 1 8 A I R .
oo w130 posm ot ) G

B-:
B-:
B-:
B-:

s B
tche 300,04 peurvadatior 1 B-:

2. Toview a submission, click on the number in the submission column.

The Submission window opens.

= Submissions for PourEcho_309_06_pourValidation [REVIEW00580]

SR ol -
. O
wosssos ¥
68309.06.022 - o

3. You can now download individual reviews by clicking on the check box on the far left and then on the
blue button in the Actions column. You may select as many check boxes as you like but you must
select each download button to download individually.
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4. You can also download multiple scenes at the same time into a Zip folder. Select all the scenes you
wish to download and then click on the Download button above the entries.

- [ E3 Download | Delete Submissions

For Process § # Date i Actions
@
20-05-
Select v BE309_06_002 ANIM 201;;?1108 B
Multiple e
Scenes
2020-05-08 E
v - - -
BB309_06_010 ANIM 18:26:41
Then Download
a Zip file
2020-05-08 H
v - -
BB309_06_016 ANIM 18:26:42
2020-05-08 H
v 22
BB309_06_022 ANIM 18:26:42
@

5. If you wish to download a full review with all the videos stitched together, select the review you wish
to open from either the Open Reviews area or by selecting the Open Review &3 button from the
Actions column.

A new window opens.

6. Inthe Scenes area, check the select all boxes or select the individual videos you wish to have
stitched together.

7. Inthe Play window, select the more options button to the bottom right of the screen.

A new window opens.

8. Select Download.
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Select for

NOTE

If there are red lines separating the videos, there was a problem stitching the
videos together. It could have be cause by a number problems, ie: video codec,
audio codec, fps, timebase, aspect ratio.

< BFFs_Ep103 .""
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Chapter 11: About Importing from Storyboard Pro

This procedure will allow you to create all the scenes in Producer and import the animatic and meta-data directly
from Storyboard Pro.
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Importing from Storyboard Pro

This section explains how to export data from Storyboard Pro and import it in Producer.

How to export data from Storyboard Pro

There are 3 steps to export your data:

* Add leading Zeros

e Export CSV from Storyboard Pro

» Export Movie files from Storyboard Pro
Add leading Zeros

1. Go to Preferences > Naming tab, select Automatically Add leading Zeros.

 In Storyboard Pro, make sure your scenes are named with leading zeros (for example: 01, 02,
03 or 001, 002, 003 and not simply 1, 2, 3)

¢ Enter the Minimum Number of Characters.

L ] a2 Preferancas

Maming Celours Glehal Ll

 Inthe Top menu, click Storyboard and select Rename Scene.
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® 0

New name: 001
Renaming Rule for Subsequent Scene

Renumber Scenes

Rename Scene

@ Reset Panel Name

Renumbered Scene Names

RR_SC_01
RR_SC_02
RR_SC_03
RR_SC_04
RR_SC_05

@ Do not show this dialog automatically

001
002
003
004
005

e Save your SBP project.

Export CSV from Storyboard Pro

1. From Storyboard Pro, choose File / Export/ CSV

2. Uncheck the “Transitions” option

3. Click Export
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Destination Path

/Users/jrlemieux/output.csv

CSV Export Options

Encoding: UTF-8

Field Separator: | Comma

¥ Include Column Names
¥ Include Scene Names
@ Include Panel Names
@ Include Transitions
¥ Include Scene Frame Number
@ Include Panel Frame Number
¥ Include Captions

@ Include Rich Text Formatting
@ Include Camera Information
@ Include Layer Names
@ Include Tracking Informations

Export Range

® All

@ Selected Scenes

@ Current Scene
@ Current Panel

¥ Open document/folder after export

Export Movie files from Storyboard Pro
1. From Storyboard Pro, choose File / Export/ Movie
2. Fillin the Destination Path
3. Leave the File Pattern field blank
4. In One Clip field, select per Scene from the drop-down list
5

Click Export

244



Chapter 11: About Importing from Storyboard Pro

[ ] ([ ] Export to Movie
Destination Path

/Users/toonboom /SBP_Movie_Export

File Pattern

Export Movie Format
Movie Format:  H.264/MPEG-4 (*.mov)
@

Resolution: Half Size (960 x 540)

Colour Space:

One Clip: per Scene

@ Include Transitions

Export Range = Burn-In Camera Grids Captions

® All
@ Selected Scenes

@ Current Scene
@ Current Panel

@ Open document/folder after export

How to import Storyboard Pro data in Producer

1. Determine which workflow process will be used.

We recommend that you create a process "Animatic" in your scene workflow.

Animatic Layout Setup Anim Comp
Standby ~ Standby ~ Standby ~ Standby ~ Standby ~
Unassigned = Unassigned ~ Unassigned ~ Unassigned ~ Unassigned ~

2. Use “Import from Storyboard Pro” in Producer Link.
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NOTE

Please see How to download Producer Link for more information on downloading the Producer
Link.

3. Open the Producer Link application.

TIP
If your Producer Link is not already connected to Producer, make sure to use the login function.

4. From the menu, select Import from Storyboard Pro.

Logged in as admin
About

Workspaces

Upload Assets from CSV
Upload Scene Asset
Upload External Asset
Import from Storyboard Pro

Open Producer

Exit Producer Link

5. Fill all the fields.

NOTE
If you have created an animatic process, select “Animatic” from the drop-down list.

6. Click “Import CSV”.
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Project

Main Project
Environment

il
Workflow

My Workflow
Source

Choose or drop csv file

Choisir un fichier | output.csv

Custom Media Folder

/Users/jrlemieux/SBP_Export

Producer Link

Storyboard Pro Import

Job
3 Ep_03
Process

s animatic

<«

-

<«

14
x

Import CSV

You can monitor the import process by scrolling down. In Producer, refresh your Production page to see the
new scenes.

How to download Producer Link

To download the Producer Link, you can follow the steps below.

1.

Select “Downloads & Resources” from the menu.
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Main Project ~ @ J.R 9 -

Account Settings

Import Harmony users
General Settings

End User License Agreement

About Producer

Logout

Downloads & Resources

& Harmony scripts
TB_Producer_Snapshot (.zip)
CJ Producer Link

indows Installer (exe
MacOS (.dmg)
Linux - CentOS (.rpm)

& Links

Toon Boom Animation
Producer Documentation
APl Documentation

2. Click the Producer Link file for your platform.
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Chapter 12: About Reports

Reports can be used to keep a track of multiple aspects of the production.
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Workload Manager

Keeping track of how much work everyone has on their plate is an important part of a supervisor’s duties. An
artist can get overwhelmed or late when tasked with too big of a workload. On the other hand, artists can end up
waiting for work if too little has been assigned to them.

The Workload Manager is a tool specifically designed to address this need.

How to generate a Workload Report

1. In the main menu, select Reports

Reports

From here, you can either open an existing Workload report that was previously saved (from the list
of reports in the sidebar) or you can create a new report. This is what we will do here.

2. From the left panel, click on the “+ Add Report” button, to clear any previous reports that may be
displayed.

+ Add Report

NOTE

You may hide the sidebar, to maximize the report area. you can always bring it back later,
the same way you are hiding it, by clicking on the “Show or hide sidebar” button (the
“burger” icon).

3. From the “Workload” report box, select the type of workload you are interested in. You can choose
from “Scenes” or “Assets”.
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= Workload

B Scenes

B Assets

4. From the “Search Criteria” section, restrict the search to your liking. You can choose to focus on a
specific environment or on some particular processes or on a given team or on a combination of
these criteria. Press the “Search” button when you are ready to proceed.

Search Criteria £ A

Environments © Jobs ©
Task Statuses @

Processes O

Assignees O

Clt?ar m

How to analyze a Workload Report

1. First, it can be a good idea to use the “Distraction free mode” also known as the “Zen mode” to focus
on the two main section of Workload Report:

a. Report Data

b. Reassign Selection

To do so, click on the expanding four arrows icon at the top right.

= Add Report > Workload > Scenes o o

2. Now, you can analyze the report data. Here is a sample and description of the various areas.
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KEY ASSIGNEE
JOB PROCESS GROUP PROCESS STATUS
SCENE Layout Setup Rough_Anim Cleanup_Anim Compositing Render

(Unassigned) 27 24 28 28 27 24
Carina Allen 1 0 0 0 0 0
Charlie Simmons 1 0 0 0 0 0
Francisco Cruz 0 0 1 0 0 0
Frank Banner 0 19 0 0 4 0
Jade Jonah 9 4 2 3 0 0
Joe Grey 1 0 9 3 4 0
Jonathan Lemon 15 0 2 2 0 0

« Vertical headers description:
» Key assignee: This first column lists the assignees of the various manual tasks.

« Job: Clicking on the triangle icon preceding an assignee will expand to show the names
of the jobs containing tasks assigned to that user.

» Scene: Clicking on the triangle icon preceding a job name will expand to show the
names of scenes within that job that are assigned to that user.

» Horizontal headers description:

e Process group: The name of the various groups of processes included in this report.

e Process: Clicking on the triangle icon preceding a process group will expand to show
the names of all the processes of that group.

 Status: Clicking on the triangle icon preceding a process will expand to show the
statuses of the various tasks.

» Top row of data: Listing the number of scenes (or assets) that are unassigned for each
Process group.

« Data: Displayed on white cells is the number of scenes (or assets) assigned to the given user
listed in the leftmost column. In the above example, we understand that user Frank Banner
has 19 Setup tasks and 4 Compositing tasks assigned to him.

Key concepts:

» Key assignee: Key assignee varies from regular assignee in that they refer to the assignees
of manual tasks (ie not approval tasks). Consider the example below:
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KEY ASSIGNEE PROCESS GROUP PROCESS STATUS
JOB Layout
SCENE Layout Layout_check
Charlie Simmons 1 1 1
RSH_110 1 1 1
110_002 1 1 1

The first column on the left lists Charlie Simmons as the key assignee. Because Charlie’s
information has been expanded to display which scenes are assigned to him (line 8), we know
that the process Layout of scene 110_002 is assigned to Charlie. However, the Layout_check
(an approval process) of the same scene is most likely assigned to someone else (a
supervisor). Still it is listed on the same row since the key of that list is key assignee, the
assignee of the manual task.

« Process group: A process group is generated automatically and comprises a manual process
and all the approval processes immediately following it in its workflow. The group is named
after its manual process. Consider a workflow made up of the following seven processes
(where the processes in italic are approval processes).

Layout, Layout check, Layout_app, Setup, Anim, Anim_check and Anim_app
This workflow would be divided in 3 process groups:

e Layout: Layout, Layout_check, Layout_app

e Setup: Setup

¢ Anim: Anim, Anim_check and Anim_app

A process group can be expanded into its constituent processes simply by clicking on the triangle
icon preceding it.

How to filter data in the Workload Report

Once a Workload report is generated, it is possible to filter its data without using the Search Criteria (which
would fetch new data from the database). This can be done using the gear icon next to any of the headers.

1. Click on the Status gear icon, for example.

STATUS
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2. From the list of Statuses, remove the ones you would like to filter out. For example, removing
“Approved” and “To Validate” would leave only tasks that have not yet been completed. Click Apply to
confirm the filtering.

=

LABELS VALUES AZ

W Select All
In Progress
To Validate
Revise
Approved

Retake

3. Note how the Status header now has a funnel icon to indicate that it is being filtered.

STATUS

NOTE

As opposed to the Search Criteria, the filters applied through the gear icons are not saved with
the reports. They are temporary by nature.

How to reassign tasks using the Workload Manager

Once you generated a workload report and analyzed its data, you can now proceed to make adjustments to
the workload by reassigning tasks.

1. For this example, let’'s have a single process and a single status as search criteria. Say “Rough_
Anim” and “Pending”
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Search Criteria 2 A
Environments © Jobs ©

Roger_et_ses_humains - -
Processes © Task Statuses ©

Rough_Anim - Pending -
Assignees O

Looking at the Report Data, | can tell that Jade has 8 scenes to do while Jonathan has only 1.

KEY ASSIGNEE &

JOB 22 PROCESS GROUP ©x PROCESS =t STATUS @
SCENE £ » Rough_Anim
I » (Unassigned) 1
» Jade Jonah 8
» Jonathan Lemon 1

Clicking on the 8 scenes of Jade will bring up the details of these scenes in the “Reassign Selection”

section below.

Reassign Selection -~
Reassign to @ - (==
Ass. Environ... Job Scene #Frames Actual D... Planned ... Process Status Status D.. Status By

Jade Jonah Roger_et_se... RSH108 108.008 520 ") 4] Rough_Anim Pending 2021-12-15 jr

Jade Jonah Roger_et_se... RSH_109 109010 609 o 1] Rough_Anim Pending 2021-12-15 il

Jade Jonah Roger_at_se... RSH_108 109011 60 o o Rough_Anim Pending 2021-12-15 il

Jade Janah Roger_et_se... RSH_109 108.012 G0 a 1] Rough_aAnim Pending 2021-12-15 jr

Jade Jonah Roger_at_se... RSH_109 109017 &0 V] 1] Rough_Anim Pending 2021-12-15 Jrl

Jade Jonah Roger_gt_se... RSH_109 108018 &0 o 1] Rough_Anim Pending 2021-12-15 Jrl

Jade Jonah Roger_et_se... RSH_109 109.019 G0 ") Q Rough_anim Pending 2021-12-15 jr

Jade Jonah Roger_gt_se.. RSH_109 109020 &0 ¥ [ Rough_Anim Pending 2021-12-15 il

Clicking on the scenes you would like to reassign. Note that you can use Control-click (Command-
click on Mac) to select multiple entries.
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5.

6.

‘—_I Ass... Environ... Job Scene #Frames
Jade Jonah Roger_et_se... RSH_109 109_009 520
Jade Jonah Roger_et_se... RSH_109 109_010 609
Jade Jonah Roger_et_se..  RSH_109 109011 60

Jade Jonah Roger_et_se... RSH_109 109_012 60

Jade Jonah Roger_et_se... RSH_109 109_017 60

Jade Jonah Roger_et_se... 109_018 60

Jade Jonah Roger_et_se... RSH_109 109_019 60

Jade Jonah Roger_et_se... RSH_109 109_020 60

From the Dropbox, pick the name of the user to whom you would like to reassign these scenes and
click the Reassign button.

Reassignto @  [onathan Lemon v

The changes are immediately reflected in the Report data, showing that 5 scenes would now be
assigned to Jonathan, if you were to go ahead and commit these changes.

» Jade Jonah 4

» Jonathan Lemon 5

You could now continue to reassign various tasks to balance the workload of everyone. Once you are
happy with the changes, click on “Apply Changes”.

How to customize your Workload Report

Like all Producer reports, you can customize the workload manager. As an example of customization, we
will choose to add the number of frames to the number of tasks and we will use conditional formatting to
highlight higher tasks numbers. We will then save this report so it can easily be reused at a later time.

1.

After generating a report, click on the “Fields” icon at the top right of the Report data section. (Note
that this icon does not appear in the “Distraction Free mode”)
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Fields

From the All Fields list on the left, drag the “#Frames” into the “Values” box at the bottom right. Click
Apply.

Expand All ~

» Custom Fields Process Group

#Frames Process
Actual Draw... Status
Assignee Values
Assignee Group
Assignee Login Key Assignee distinct scene &
Bid Duration Job Sum of #Frames I
Completion Scene
Env Code

The Report data now shows the number of frames next to the number of tasks.

Now, click on “Format” and then “Conditional Formatting”.

Format cells

Conditional formatting

Click on the “+” icon to add a condition.

On the first line, for “Value”, select “Distinct scene”. Then select “Greater than or equal to” and enter
the number “5”.
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Conditional formatting ar

Value:  distinct scene v Greater than or ...~ 5

Format Adal v v . —

6. Next, click on the letter “A” to configure the format. For this example, click on Highlight, select the
colour orange and click Apply.

TEXT HIGHLIGHT

H Ne EEEE
e

| D

7. Click Apply to confirm the conditional Formatting. Number of tasks greater than or equal to 5 are now
highlighted, making it easy to spot a heavy workload.

4 » (Unassigned) 1 520
5 » Jade Jonah 4 700
6 » Jonathan Lemon - 1780
7/ » Toon Boom Admin 2 1770

8. Now to save this report for usage at a later time, you simply need to name the report (at the top, just
above the Search Criteria Section) and press the “Save” button.
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Name *

Rough Anim Workload m

Share this report

The report will now appear in your list of reports in the sidebar. It has been saved with your
customization.
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Sharing Reports

This procedure will allow you to share the report to a user or group of users.

How to share reports

1. Inthe main menu, select Reports.
2. Inthe left panel, select a report from the section “My Reports”
3. Inthe main section, select the option “Share this Report”
The report can be shared globally, to a specific user or group of users.

Shared reports will be displayed in the left panel under the section “Shared with me”
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Exporting Reports

This procedure will allow you to export the data so that you may use it in another software, such as a
spreadsheet.

How to export reports

1. Inthe main menu, select Reports.

2. Inthe Reports tab, select the type of report you would like to create (Job Tasks, Productivity,
Progress or Summary).

Add Report

b Job Tasks Lt Productivity L2 Progress € Summary

3. Select a specification of the report from the drop-down list.

The report options/types appear.

L Productivity

Track the productivity over time

= Scene tasks @

B Assets Tasks

4. Inthe Name field, enter the name of the report.
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Add Report © Summary - Assets Tasks

s Job Tasks ket Productivity L Progress
Job Tasks report Track the progductnaty oves time Track the progress over ime:

C=T]e—

EFF's Assat Summury D5/18/2020

Search Criteria
— sin e —
The BFF's 391 % . B
Task Suabsses Status date
- [}

5. Click Save.

The report is saved in the Saved Reports column on the left.

Report Dats
- e 53 Export
ASSHGMEE o &
2 ‘
FROCESS &
¢ STATUS B CLEAN CLEAN_CAM  LBRARY BEG RIGG_CAM REG_ECHD  RKIO_PACK TP Tkl Count of proces
e w w w w w w o w -
1 REDREE [ [ [ [ [ [ [ M u
7 REVSE @ @ @ @ L L @ L "®
e [ [ [ [ @ i @ @ 1
1 Sy [ 1 » 2 n » 1 @ [1H]
15 T dhad L] L] L] L] a 3 & & 3
6 T vy u [ [ E @ @ @ @ n
17 UNCEFINED L L L L [ L L 1 1
i WFA [ [ [ [ @ 4 [ [ 8
0 Grna Tl L] L] L] L] L] L] L] L] L
g frwgin
.l"_rw-I -5 -:.u-.m HE .Y -'.rl-r T % .l.n—.‘,-m [} .u (L. .h!“’ FE.Y
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You can hover your mouse over different areas of the graph to see additional information.
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.Cnmplete 7.9% .In Progress  0.2% .un 5.5%

) Revise  0.2% B stancby  17.3% T g - ' 3.4
WFA: 1.4%
UNDEFINED: 0.2%
To Validate: 3.4%
To send: 0.5% ' Approved: 32.7%
Standby: 17.3%
Revise: 0.2%
reuse: 25% I
REDRESS: 5.2% '
‘ Cam_OK' 2.0%
Received: 12.3%
Complete: 7.9%
Pending: 3.2% In Progress: 0.2%
NEW: 4.6% NA: 6.5%

. Inthe Search Criteria section, use the drop-down menu to select specifics that you would like to find
in the generated report.

. Click the Search button to initiate the search.

The search results from the generated report are displayed.

NOTE

You can continue to generate reports and access them later in the Saved Reports
column. You can use the Search feature at any time to search for specific data from any
generated report.

. Inthe Report Data section, click Export >To CSV to export a CSV file of a particular report.
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Report Data

S & =l

Connect Open  Save] Export

I Fﬁ .

ASSIGNEE ~1 @ =g Print

[ I

1 e | To HTML

1 PROCE |

&m] To CSV
2 STATUS & CLEAN
U HecsIve ray| TO Excel
11 REDRESS |_L

1~% To Image
12 REUSE .

m= | TO PDF
12 Revise

A .csv document downloads.
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