mediasource
Adding Private Data

You can customise the database by adding your own Contacts and Outlets as Private Data. Any
data you add yourselves is unique to your Account and can only be seen by your own users (and
is therefore not maintained or updated by our research team).

If you are unable to find a particular Contact or Outlet, you have two options:

e Let us know at research@mediasource.me and we will add it after confirming the details. We
will inform you once it has been added, and it will then also be included in our update cycles.

e Add it yourself as Private Data.

Note: You may also want to add yourself and colleages as Private Data so you can easily include
yourselves as recipents in your own distributions.

Because all Contacts have to be linked to an Outlet, a Private Data Contact can be added:

¢ By adding the Private Data Contact to an existing Outlet.
e By creating a Private Data Outlet and adding the Private Data Contact to it.

Adding a Private Data Contact to an Existing Outlet

There are two different ways to add a Private Data Contact to an existing Outlet:

1) Open the outlet’s record card, and click on the + button underneath the list of existing Contacts:

Contacts @ Gulf News &

+ Selucted o Orovp [T Rl=Tm Q 0 Result Count: 40 Watch: Dubai builds a #coronavirus isolation facility in less
than a week gn24.ae/9bd38b7f2382000

Name Job Title Email
- |
.

=
a Sadiq Bhat Boaputy Opinian Editar shharBgufnews.com
Embod Virw on Twinnr
-& Layelle Soad GCC & Middla East Edisnr lsaad@gulfnews.com
@ Sara Disa Businass Rapanar sgomal@gulfnews.com * Geographic Distribution Area
5
m Abdul Hamid Ahmad Editor in Chief ahamid@gulfnews.com Bobroin
Oman
United Arab Emirates
o Sallla Saseendran Senior Mews Reporter ssaseendran@gulfnews.com v
“ Anjana Kumar Laeal Maws Rapariar ankumarBgulfnews.com Attributes !

': Ashloy Hommand Chinf Roporter ghommond@gulfnews.com Dwner Al Nisr Publishing LLC

q Frequency Daily
Longuages English
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In the new screen that opens, fill in the fields you have information for, such as the person’s First
Name, Last Name, Email Address, Job Title, Profile etc:

= O GulfNews

Contach: Edit

Gulf News

Details

Job Title
Salutation
First Name
Last Name
Name Suffix
Honorific

Sub Category

MNews Reporter

Bloggs

(Pt sat)

+ & BS

8=

Profile notes Jos Bloggs is a Mews Reporter at XYZ.

Topics

Topic Title

Address

Ensure to add Topics if you want to be able to find your Private Data Contact in future topic-based
contact searches:

vuel

make
your story
matter

Lacal Histary

Laeal Maws

laeal Maws Sardes

Local Palifics

Logistics

Lang Term Care

Add Topics (%]

Result Count: 1849

@
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Similarly, add relevant Language(s) if you wish to be able to find the Contact in any future
language-based contact searches:

Add Languages Q

Result Count; 168

@

Once you have completed all the relevant information, press Save and the Private Data Contact will
be added - and will now appear in the list of Contacts at the Outlet:

Contacts e Gulf News &
8 times Hollywood stars headed to Bollywood

Seorch Corock ae R £n24.ae/9bd3c0ebf4fc000

Name Job Title Email
O .’) Anjana Kumar Laeal Maws Rapastar ankumarBgulinews.cam @
0 & Janice De Lean Lacal Maws Raporiar Bl @ =roed VI o0 e
° Mohammed Almezel Managing Editar malmezel@gulfinews.com @

Geographic Distribution Area

Bahrain

a ‘ Joe Ilniis Mewa Roporter joejocbloggs.com

- . . P Oman
b m Emi a
@ Aghaddir Ali Marthem Emirates Repaortar ogaliggulnews.com Ui EExiiii

e Shyam Krishna Opinion Editor skrishna@gulfnews.com W

Attributes ~
6 David George Penonal Finance Edilar dogeorge@gulfnews.com L+

QOwner Al Miar Publishing LLC

Frequency Daily

Languages English

And will also now be found in searches, and can be added to new and existing Groups:

= Q,  Joa Bloggs x + n BS

Outlets Contacts

| do g oo ) SIS I £

There are no outlets results for "Joe Bloggs" QE/I )
Mews Raporter - Gulf Maws

X
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2) To add a new Private Data Contact to an existing Outlet from the Contact Management screen,
select the +Contact button:

= Q, Search + £ BS
Contact Management
y.- .- S— - (2 =
Mame [ ]
Chutlat [+]
Audience Type [ ]
Catagary [+]
City Location (> ]
Caontoct Kay (-]
Contoct Type [ ]
Export All (Max 5000) [EXTrar sy m m + All to Briefcass (Max 5000) |l JANIN Choose Columns Reset Columns Resuhi Count: 17158
Limit: 5000

Type the name of the existing Outlet you wish to link the new Contact to, and select its name from
the matches that automatically appear:

Contact Management

Choaose an Outlet

Home Gulf News

Gulf News +971 [4) 244 7100
Daily Newspaper
edtorigutineas.com

k

Gulf News - Friday
Daily Newspager Spocial
Section

Gulf Daily News
Daily Nawspager

Gulf News - GN

In the new screen that opens, fill in the fields you have information for, such as First Name, Last
Name, Email, Job Title, Profile etc. Ensure to also add Topics and Language(s) if you wish to be
able to find the Contact in any future topic or language-based contact searches:

— + & BS
Contach Edit

Gulf News Profile

Details Profile notes Joo Bloggs s a News Reporior at X¥Z.

Job Title Nt Eapoiter

Salutation Mr

First Name L )

Topics
Last Name Bloggs
. Tisd,

Once you have completed all the relevant information, press Save and the Private Data Contact will
be added to the Outlet you selected.
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If an Outlet does not already exist in the database, you can create a new Private Data Outlet from
the Outlet Management screen by selecting the +Outlet button:

E Q Search + 'D Bs

Outlet Management

Search. m m m m n
Fo

Frequency

Group Type - Gmup
Language

Media Type

Profile

Socicl Media

Tarpat Amea

Expart All (Max 5000) JRERHLRE m + All to Briafeasa (Max 5000) il ] j Chossa Columns Reset Calumns Resuh Count: 5000

In the new screen that opens, fill in the fields you have information for - such as the Outlet Name,
Media Type, Website Link, Profile etc. Ensure to add Topics and Language(s) if you wish to be able
to find the Outlet in future topic or language-based outlet searches:

‘ = Q Search i & BS
Outlet: Edit
Details Topies
Prefix The
Topic
Name Middle East News Middle East ﬂ
Media Type Maguzine
Profile The Middla East Maws is o weakly magazine covaring nows, paliies, businass and spart
from the Middle East
Address
Address Type PO, Box
Foeus ¥ Choose...
External Line 1 PO Bax 123
Internal o 123
Catonory
Local Line 2 a2
National B
RS5S Regional
Resty Speciali City Dubai

Once you have completed the relevant information, press Save and the Private Outlet will be
added. You can now add Private Data Contacts to your Private Data Outlet using the + button
under the Contacts section of the newly created Outlet Record Card:

Dubai

United Arab Emirates

Contacts

|
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If an Outlet does not already exist in the database, you can add both a new Private Data Outlet
and a linked Private Data Contact at the same time using the +Contact & Outlet button on the
Contact Management screen:

Contact Managemant

MName

Cutler
Audience Type
Category

City Lecation

Contact Key

ooo00o0Q

Contoct Type

Expart All (Max 5000) Private Contuch Oely m + All 4o Brisfeass (Max 5000) |l | il Choose Columns Reset Columns ?M_I.h:b,zgr 17158
imit:

] Country Media Type Outlet Job Title Name Email Languages Country

In the new screen that opens, fill in all the Contact and Outlet fields you have information for, such
as Contact Name, Outlet Name, Email etc:

—] Q  Search + n BS
Contact Management
Create a Contact and Outlet Q
Contact Details Address
Job Title Editor Address Type PO, Bax
Salutation Mr Lna 1 PO Bax 78510
Contaat Norma Paaul Smith Line 2
Outlat Name Riyodh News city Riyadh
County nty
Communication
Past Code 11234
Phane +966-11 123 4567 )
Rugicn Chesse..
Mobile m
Country Saudi Arabla
Email poul@riyadhnews.com

Press Save and the Private Contact and Private Outlet will be added.

You can add further details, such as Topics and Language, by opening the record card for the new
Contact and/or Outlet and pressing the Edit button.
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To add a Freelancer (or any individual) as Private Data, you must also create an Outlet to link
them to. You can either create a single Private Data Outlet called Freelancers and link all Private
Data Contacts you add as Freelancers to that one outlet, or create a new Outlet for each freelancer
using the person’s name as the Outlet Name.

Note: To add yourself or colleagues, add your company as a Private Data Outlet and then create
Private Data Contacts of yourselves linked to that Outlet.

Viewing Your Private Data

To view all the Private Data Contacts created on your account, go to the Contact Management
screen and select the Private Contacts Only tick box:

— Q, Search + & BS
Contact Management
Name )
Chutlet [: ]
Audiance Type o
Category -]
Ciry Location [:]
Contoct Key L]
Cantact Typa [-]
Export All (Max 5000) [ SRR m + All o Brisfcase [Max 5000) |l Choose Columns Reset Columns Resuk Count: 4
L Country Madia Typs Outlet Job Title Mome Email Longuages Country
6 United King...  Dally Mowspaper  Gulf News News Repartar Joe Bloggs |oeBjoablaggs com Arabic, English United King
6 Soudi Arabla  Mews Wab She Riyadh News Editor Paul Smith paulEriyadhnews.com Saudi Arabic
& United Arab... Other MediaSource Managing Directar Ben Smalley beniimediasaurce.ma United Anab..

Similarly, to view the Private Data Outlets created on your account, go to the Outlet Management
screen and select the Private Outlets Only tick box:

& QO Seorch + & BS

Outlet Management

cmes o] T
L]
]
L]
]
Couniry,/ State Location [-]
Focus [ ]
Fragquancy [ ]
Export All (Max 5000) 1-.:«.. Cutlet Orby m + All 1o Brisfcass (Max 5000) |l ] Chessa Columns Reset Celumns Resuk Count: 3
m Country Madia Type ¥ Neme Languages url Email
‘—z—- United Asab Emirates Other MediaSource hitp:/ /www.medigsource.me sales@mediasourca.me
T United Kingdam MNawa Wb Sea Riyadh News
-
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To make changes to any of your Private Data Contacts or Private Data Outlets, open their record
card and select the Edit button in the top right corner:

= Q Search + & BS

Contach View

Send Contoct Update +To group NAA H o Awatar
¥

_& Mr. Jos Bloggs - Gulf News (News Reporter)

You can now make any necessary changes to the entry’s details before pressing Save.

To delete a Private Data entry, open its record card and press the Remove button in the top right
corner. A prompt will warn if you have the Contact or Outlet saved in any Groups. Click Confirm to
proceed with the deletion:

= (O Search

Contact: View

Confirm removal of Joe Bloggs

This Contact will be removed from the following groups:
UAE Mows Contacts

Eae

Deleted entries will automatically be deleted from any Groups you have them saved in, while
deleting a Private Data Outlet will also delete any Private Data Contacts linked to it.

Note: You are only able to delete your own Private Data in this way, not the data provided by either
MediaSource or Vuelio. If you come across any system data that needs deleting or changing, please
let us know at research@mediasource.me so we can make the required changes outside of our
normal updating schedule.
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