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This document is intended to accompany one other document:

· EC_Import_Template.xls: The MS Excel file that acts as a template for batch imports of event data into NetRead’s EventCaster product.

Sending Files to NetRead

There are two ways to get event data into EventCaster: you can enter the information by hand using the EventCaster web interface, or you can send NetRead a tab-delimited file or Excel file that matches the structure of EC_Import_Template.xls. 

To use the template, you can 

· Cut and paste data from your event database into the Excel file.

· Program your database to output a tab-delimited flat file with the same columns as those shown in the Excel file. Your file should include the column headings.

When you are done preparing the file, attach the file to an email addressed to Pete Alcorn at palcorn@netread.com. The body of the email should provide a contact name, email address and telephone number. 

You will be notified via email as soon as the data has been successfully imported (generally, the following Wednesday mornng). At that point, you should spot-check the data. 

To spot-check or make changes to your metadata, 

1.
Go to www.netread.com

2. Click on the EventCaster logo.

3. On the left-hand side navigation bar, click Log In.

4. Enter your email address and the password. If you are a new user, you will receive a password via email when we confirm that your events have been posted. 

5. On the left-hand nav bar, click Edit your events

6. 
Open the event you wish to edit by clicking on the highlighted Event Title.

7. 
Click Edit and make changes on the desired data field(s). 

8.
Be sure to click Save.

Note: If we find that a single event has been listed by two separate sources, we will delete one of them. If an event has been posted by the publisher and the bookstore, we will keep the bookstore’s listing and delete the publishers. Because they bear the blame if customers show up at the same time, bookstores tend to be more vigilant about making last-minute changes to event information. If you have questions about how to use the interface, please call or write Pete Alcorn at (415) 504.READ or palcorn@netread.com.

Reviewing Event Distribution Logs

EventCaster allows you to review event distribution by the subscriber destination or by the week of its transmission. This feature applies to events submitted in the most recent upload and prior to the previous Sunday, when the event log is written. To access these logs, 

1. Go to www.netread.com

2. Click on the EventCaster logo

3. On the left-hand side navigation bar, click on Log In.

4. Enter your email address and the password. 

5. There are three ways to access these logs: 

A) Upon Log In, your event count is listed and you are given two options. You may click on View your event distribution by week or View your event distribution by recipient. 

B) On the left-hand nav bar, click on the words Where or When in the statement, See Where and When your events have been sent. Your action generates a list of subscribers receiving your events or a list of your events aggregated by the week in which they were sent. 

C) On the left-hand nav bar, click on Account Summary. Your event count is listed and you are given two options. You may click on View your event distribution by week or View your event distribution by recipient.

6. If you’ve requested a list of subscriber destinations, you may click on a specific subscriber for a list of the weeks in which the events were transmitted to that recipient.

7. If you’ve requested a list of events by week, you may click on a specific week for a list of those subscribers who received the events for that week. 

Notes on the Tab Template Fields

The following sections explain each of the columns (fields) in EC_Import_Template.xls. Within the file, required fields have headings shaded in orange, highly-recommended fields are in yellow, and nonrequired fields are not shaded.

Event Date

Enter the date of the event in the following format: MM/DD/YY. This field is required. 

Start Time

The beginning hour of the event is entered using a 24-hour clock. If the event begins at 7:30pm, enter 19:30. This field is required.

End Time

The closing hour of the event is entered using a 24-hour clock. If the event ends at 10:30pm, enter 22:30. End Time is not a required field. 

Event Type

Event Type is a required field. Please use the heading which best describes your event. For example, if an author is reading, you would enter the field heading Appearance.
Literary events are categorized as follows:

Appearance :
Refers to readings, signings, and most bookstore events where an author is present. You may want to indicate in the Event Description field what exactly the author will be doing (e.g., signing but not reading, reading but not signing, etc.). 

Media :
Refers to events on TV and radio. You should include an area code and state, so that local newspapers will receive the announcement. 

Online :

Refers to web-based events, such as an author “appearance” in a chat room. If it is an online event, please leave the "area code," "state," and "country" fields (below) blank. 
Conference:
Refers to book fairs and book conferences. These can include technical conferences, but please include only book publishing related events. (E.g., general management or self-improvement seminars are NOT appropriate for EventCaster.) Many conferences and book fairs are multiple-day events; in that case use both the "Start Date" and "End Date" fields. Specify the hours only if the start and end times are the same for each day; otherwise, leave them blank. Make sure to include a phone number and/or website for registration and more information. 

Class:
Refers to lectures and classes. Primarily designed for one-time events. Please do not include ongoing classes, unless enrollment is also ongoing. You may, however, announce enrollment deadlines. Please do so several weeks in advance. 

Club:
Refers to book clubs and “open mics.” Open Mic events are those in which anyone is allowed to read from his or her work. Book Club meetings must be open to the public. Please specify what books are being discussed, and include the contact information for the Book Club leader. Please announce each meeting separately. 

Children:
E.g., story times, appearances by children's book authors, etc. 

Author Name
Enter the complete name of the author or the person leading the event (first last). For example, if the event is a lecture or class, enter the name of the lecturer or person teaching the class. This field is highly recommended, but not required for all event types.

Book Title

Enter the title of the book. Do not use quotation marks around the title. This field is not required for all event types. 

ISBN 

If your event is focused upon a particular book, please enter the ISBN without hyphens. 

Venue Name

Enter the name of the bookstore, radio station, URL, or sponsoring organization. This is a required field. 

Venue Area Code

Enter the three-digit telephone area code for North America. The area code of the venue is an essential piece of information. Subscribers request events based upon this field and will not receive notification of your event if this field is not completed. Required for all events except online events. 

Venue Street Address

The street address of the venue is required for all events except Online and Media events. 

Venue City

Enter the name of the venue’s city. This is required for all events except Online. 

Venue State

This includes Canadian provinces. If you choose United States under Country, you must enter a state by entering its two-letter abbreviation. Again, if your event falls under Authors Online, you may leave this field blank. 

Venue Zip

The venue zip code or postal code is required for all events except Online Events. 

Venue country

Enter USA or CAN. At this time, EventCaster only covers North America. 

Venue Contact Name

This field is required. NetRead will not accept a listing that does not provide some minimal contact information. Also required is one method of contact, either email or phone. 

Contact Phone

You must provide either a phone number or email address for the venue contact. If both are entered, phone number will be used as Preferred Contact Method.

Contact Email

You must provide either a phone number or email address for the venue contact. If both are entered, phone number will be used as Preferred Contact Method.

Event Title

Please be brief but descriptive. "Book signing" tells people very little. "(Author's name) talks about (book title) at (bookstore name)" is perfect. Do not include the time, date, or city, as they appear elsewhere. If you do not provide an Event Title, the title will be automatically constructed using "[Author Name] appears at ["Venue Name"].

Event Description

Please be brief. When Yahoo!® posts this listing, they will include only the first 25 words, and newspaper editors don't have much space either. Example: "Ethan Watters will read from and sign his new book The Fall of Psychotherapy. Watters, whose last book was Making Monsters, is a magazine journalist and concert bassoonist." You may omit the date, time, location, and city, as well as any information you put in the "Title" field, as these appear elsewhere in the listing.

Optional field, but highly recommended. Do not include paragraph breaks or line returns. 

