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Dear Customer,

This User Manual is intended to give you a brief overview of ORF’S Online Resource Booking and Information
Terminal ORBIT and will hopefully answer most of your questions regarding the booking procedure.
In brief, ORBIT offers you the possibility to ...

. always find updated information on ORF’s rate card, deadlines, payment & cancellation policy,

. place your bookings online, via one central system, avoiding extra email or fax correspondence ...

. always and at one click have an overview of all your current bookings and their status (and — for bigger
projects — the deposits that have been called for as well as possible payments you have made)

The standard booking procedure is simple:

° you place a booking - ORBIT sends a notification to ORF

. ORF rejects, modifies or confirms your booking - ORBIT sends you a notification

. if necessary, you or ORF can modify or delete bookings — ORBIT sends a notification to the other party

In this manual, we have explained each single step and included screenshots in this User Manual, hoping that
this will answer all your questions. If you still have questions, please do not hesitate to contact us at
booking@orf.at (more contact details can be found online in the respective projects).

Best regards,

The ORF ORBIT Team
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1. Open your Browser

ORF’s Online Resource Booking and Information Terminal ORBIT can be accessed from any computer
connected to the internet. Just open your browser and go to https://booking.orf.at

Edoralr

Login Welcome to ORBIT - ORF’s Online Booking System!

Pegst -
o Pleass login of segater for 30 mossum

Cortact Infr

A ’ FOr any Quedtionm . plodee 1t e ORF ORBIT Nem
Harrratesn

2. Download the General Conditions

Click on “General Conditions” in the menu tree, an extra window with a .pdf-file containing the General
Conditions applicable for ORBIT will open. Please save this file to your computer and read it through carefully.
You will be asked to confirm your acceptance of the General Conditions upon registration.
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3. Register for an ORBIT Account

Once you have read through the General Conditions, please click on “Register” in the menu tree on the left, or
in the text on the right side of your screen:
The following form “Step 1/3 User account” will open:

LOormiy

Logn Register Account User
Pogver
Sonp 10X Usor Accownt

Contact Infu
tematon Customer Type W =
I Flaeme sarpie Use
Passwor( s
Retype: Fasswor] wans
Contact Person
First ame Sarrgde
LAt Narme User
o-mas sargle_usen@mad com
Depament Baclang
Tomphone WASETEY
Far AP RIS
Stres! e Kumbe: Sample Street 17N
Postal Cooe Al
Oty Sample Ciy

Country Auslia -

LI RAVe Tead and accep! the Ganeral

Comtinue Cancel

Please fill in this form with information about yourself, observing the following guidelines:

Costumer Type: Please select “TV” or “Radio” depending on which medium you are booking for. If you want to
book for both radio & TV you would have to register 2 separate accounts.

User Name: Please enter any name you like (letters and/or numbers) and remember it (you will need your user
name in order to login later).

Password: Please choose a password with at least 3 characters (letters and/or numbers) and remember it (you
will need your password in order to login later) and retype the password.

Email-Address: Your personal E-Mail address or e-mail distribution list. ORF cannot be held responsible if you
don’t receive these emails due to absence of the person whose address you have entered.

Telephone/Fax: Please enter numbers only and no spaces in between. Please also include the country code and
city prefix (e.g. 004318787812630 and not 87878 12630).

Once you have filled in all fields, please don’t forget to tick the box that indicates your acceptance of our
General Conditions and click on “Continue”.
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You will see the following screen “Step 2/3 Customer association”:

ELGorair

Legn Register Account User
Py ites
Stwp 13: Cumcennr Association

Conmset Info

Iebarrrates User Hame s user

[ Cominue Add nuw Custonar Caecel

In this step you can associate your personal account with one or multiple customers (your TV or radio stations)
Just check the box(es) on the left of the customer(s) for which you want to place your bookings & click

“Continue” (proceed to page 5 of this guide)

Please note: Depending on your customer type choice (TV/radio) in step 1, only TV or radio customers will be
displayed in the list. ORF Orbit team will check with the selected customers if you're authorized to book for
them. OREF, if necessary, might not confirm all or even none of your requested associations.

If your TV or radio station is not listed, you have to register this customer, for doing so click “Add new

customer”
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The following form will open:

Edorelr

Logn Customer Details

Pergstes
s
Crmyames Hame Samgle TV cuvoany
Contat Infe

dnsroation VAT Mumter ATUTIMEST
Cusdomar Type
Baling Adcress
Oustonmes Nane Samrpte IV campany
e-mat imoxeemnd cam
Contact PersonDept Accounting
Sifeel ) Numbe: Sample Stiset 1
Postyl Coce e
ity Sample C2

auntry Acisir

Please fill in this form with information about your TV or radio station, observing the following guidelines:

Customer Details: In this section please enter how your company should be named within the ORBIT website.
Customer Name: Please use your EBU abbreviation, including the country code and add “TV” or “Radio” (e.g.
ATORF TV).

VAT Number: If available, please enter your VAT number. Otherwise, please type “xxx” or “---“.

Billing Address: In this section, please enter the address where the invoices should be sent to.

Customer Name: The name of your TV or radio station. Take care that you’ll use the exact spelling/wording you
need for your accounting.

Email-Address: E-Mail address of your accounting contact person or department

Contact Person/Dept.: The name of your accounting contact person or department

Once you have filled in all fields, click on “Save” - you will be redirected to the form “step 2/3 Customer
Association” with the box checked, next to customer you have just entered. You can now either register
another new customer by clicking “Add new customer” or click on “Continue” to complete the registration
process with the customer(s) selected.
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The following form will open — “Step 3/3 Project accreditation

ELoreiT
Logn Register Account User
Pegates
e e Step 10: Projoct Accreditation
Itarrration Progect Avciediatee Koseanl

S YoM Schiaaming 2013
Tochndal Assstance 0 CIRAD-Mambars July 2012

Techneal Asssstanie o NOK-CIRAP-Menbers July 2012

Aoghter | Casced

Please check the box(es) next to the projects you want to place bookings for and click Register —

You will see the following information:

horeir
Logn Successfully Registered
Fogster ¥ P = — .
‘o hwe seccesshdly ragutenstd o ORSIT ard vl recoms fradtack az omol witer gop week
Cortact Infu Phase nate 1ha pau will not bo abis 5 fogn uald than
brtermaton
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ORF will automatically be informed of your registration, will check your entries and verify that you have
acquired the rights to a certain project. Please note that this procedure may take up to one week. Once all the
necessary internal arrangements have been made, ORF will enable your account and the following email will be
sent to the address you have entered in the registration form:

bookieg@or it

oreerstng, 41y 2012 19:2)
Ton Sampde User

Subject: [Ocbiat] Account Enmbled
Desr customer,

We are happy to inform you that the account you have regiatered for in ORBIT has aow been enabled

T'o view additional information oo o project and'or 10 siart booking vour resources, please login, using the user name and pamsword you have entesed in the
registratson form

Before placing any bookings, we kindly ask you 1o carefully read our deadlines and payment conditions, which are avallable anline for each project. Please note that
all onr prices are et and VAT might apply and will be added to the final invoice, depending on the products ordered and vour tas matus

We hope you enjov booking with ORBIT and are always glad to receive vour feedback!
You can login to the system by navigating to the following link
o hittpabooking o at

Best Regatde
ORF ORBIT Team

5 this (0 an sutomatically geneented message ***

Please note that you will not be able to login before you have received this notification!
4. Login

Once you have received the notification Account Enabled, open your browser, go to https://booking.orf.at and
click on Login in the menu on the left, or in the text on the right side of your screen:

[Ldonrnir

Woelcome to ORBIT - ORF's Online Booking System!

Gt It

| FOr ary questinng PRans Contiit 1he O OMINT Sawn
lerration

The following form will open:

Lhonniy
Logn Log.n
Vg onns
Lwer Hane lurgtusel
Coonut Infy
lairvatins o Passwon) CEEE )

BLay 10QUea in on s compuber

=

Please enter the user name and password you have entered in the registration form. If you tick the box in front
of Stay logged in on this computer you will not need to login again once you close your browser or leave ORBIT
and your session will not time out after 90 minutes of inactivity. After you have clicked on Login, you will see
the following page:
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Plodhe (hine u el

Prgent Dvpenen

Aeamaras & Cumuman ) b sehn " "
Prostert Tatrariin

gt Lm

Cantrd Ldni 1 oy have my questiars pleate comisct

My Ackrum

Please note that you cannot yet access the projects

5. Apply for a project

If you click on a transparent logo on the project overview and have not yet applied for access to this project,
you will see the following information:

CIdonrnit

Doar Martin Hinterberger!

Your mon uerensty il segiered i ey progeet wnd Sarsfore U atie (6 place ook ngs

v 00 U0 SIS0 O TGl 10 e T IR phains SO0k oo Apgrly OFF st Ihan D sctSa® oF your redetdt and you w160 otve Teaiiiach
VS S i e ek Plemas mote Wit you will it e e (o aceans the peapeet wrdd then

00 e Ay QUASLII. i s GOt

a Apply Bk o Broject Ovaevine

Carsaet bite

While a click on “Back to Project Overview” will bring you back to the project overview without sending an
application to ORF, a click on “Apply” will automatically inform ORF of your application. Please have some
patience until ORF has verified that you have acquired the rights to this project and all the necessary internal
arrangements have been made. Once ORF grants you access to this project, the following email will be sent to
the address you have entered in the registration form:
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» AN

Dear ,

We are happy 10 inform you that you cam sow start placing your bookings for [Test Test Test] Please login, niing the user name snd password you
l Eave entered in the registration fomn

To make sure you get the imformation we send cut by email, we advise you to enter an emadl distribution list in your "Account Details” instead of 2
personal ensall-address Our system only allows emails to be sent 10 cue single address and ORF cansot be heid responsible if vou den) receive these
emails due to sheence of the persan whose address you have entered

Before placing any bovkings, we kindly ask veu to caefully read owr deadlines and pavment conditions, which are svallable online Pletse note that
all our prices are net and VAT might apply aad will be added to the final invoice. depending on the products ordesed and your tax status

We hope vou snjoy booking with ORBIT snd are always glad 1o recaive your feedback!
You can Jogin 0 the systom by mavigating to the following lnk
© hetp twiSiwebd| $853

Best Regards
ORF ORBIT Team

oo hisisan ically od e

6. Enter a Project

Once ORF has enabled your account and accepted your project application, you will see the following page
after you have logged in:

Plshe e w wamt
-~
o
Ll
oom y
o
-
o, o
("
Prget Ovpenen
FUS Adgdine Nhling Waekt .
ameras & Cumn b al Avsatnien for Tose ikt Assiniamen Mot HON

~ L2 - Cmanipronbigs S vbaibimeg CIRAS Maatars My 212 CMAI Mt s Juy 2817

Prostect Tmrarites Fob. 12

Proger Un
C Cortart o W pau he mvy questiors preane comtact ook lngdiort ot
E My Acreum ,
o e .
< Comanie

Clicking on the (non-transparent!) logo of the project you wish to enter will bring you to the following page:

L eernezal Azcistonze Bt

CRAPNunbay Aty 2012
- Srat . List
o
@ Nyuse
T Pager ameion Filter: . =
Q
%S Show Orders: 7
i Lt | haagre Pt darw Rl e Braa pum
Proges Doendew e acords ta Sepley
My Aucian 4
zmeten b
Creeetints

Admin

Whenever you work in a project, you can see the name and logo of the project and the project menu on the top
left hand side of the screen (see above).
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Name and logo of the project are missing if you are working outside a project:

$30 have 3Ty questione please CONACT

The Project menu (only visible when you’re working in a project) of a project will usually include the following
links:

BowOwi * New Order (includes the product catalogue, see 8. Place a Booking)

ST ¢ My Orders (see 11. My Orders)
¢ Project Information (includes all kind of information relevant for the project)

Froge= rea v

Project

The Admin menu (always visible) will usually include the following links:

Pruiecs Cveniew * Project Overview directs you back to the home screen with all available projects
S e My Account includes your personal account information and the possibility to change
I your password (see 13. View and change your account details)

¢ Information (includes all kind of information relevant for ORBIT independent from a

specific project, e.g. general conditions)

e Contact Info contact details of ORF ORBIT Team

Crebretints

Admin
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7. Switch projects

Whenever you are working in a certain project, you can switch to the project overview and enter a new project
by clicking on “Project Overview” in the Admin menu. This will bring you back to the project overview:

ELhormir

Welcome Stefan Progihof

Patee e a prape!

5]

¥ & v '

: -2

. Schiadming 2003 <t K
Friageit Dvwrnon
Bty & C stone J |
Prosdedt Tamryshets l o, ;
Fregeet L

- soderd Cliie i ki hive oy ipasliain paase et

o Cavduet nip

... from where you can enter any other project by clicking on its name or logo.

8. Place a Booking

Once your project application has been accepted, you can start placing your bookings for this project. When
doing so, please keep in mind ORF’s deadlines and payment/cancellation policy.

Whenever you want to place a new booking, all you have to do is move over or click on “New Order” in the
menu on the left side of the screen. This will open the product catalogue of the project and show you the
different products and services you can order.

Once you click on the product or service of your choice, the respective booking form opens in the right part of
the screen (on the top left hand side of the screen, you can always see which project you are booking for):

ELdoreir

Tape Playout (via ATW)
Jechnoal Assstance for
CRAP Memters My 2012 Custiamer  ATORY

y Stae Uncentimed ew
Venoe thacsa -

(&)
Q
- Progect Pfammeen
o
o Price [TUR)
Date & GMT S1an Tene
Progec Cuwrawn Duraton theo e 000
Wy Accae
Format cheoss — v
Yamn
Omet Forms
srtast bris
= Aspect Rato theaws .
e Dacmn 300 %
| =4
= Exira Conte ame
o Tome Coata NET) 0.00
Caleulate Pricu
Seve Dont Save
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If you are associated with more than one customer, you have to choose from the dropdown box at the top of

the order form for which customer this order should be placed.

e WU

R O | Yovve

You can configure the product by filling in — or choosing from the drop-down-list in - the different fields. A click

on “Calculate Price” will show you the Total Costs.

Tape Playout (via ATH)

Cuslomer  ATORF
== Uncomtirmes e w

Vv ATORE Vaewn

Cat=AONT St Te NI ON
! son
P—
ey Fovmat

At Rt ws
et SES

B Dua't Save

Please check whether everything is correct and click on “Save”. This will bring you to your list of orders (where
your order is now listed with status Unconfirmed/Modified). ORF will be informed automatically of your

booking.
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none
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LR Meneenn ity 103 Filter: @ Ordors %o Contirm
" Confwmaeq Orsers
= e Ot - Canceted Orters
: My Dt Laguind 80 | Cotnpon &
= Puget stwmaen | Pt e L — Unpmal | fnce
° { Ao | | Sumpem L
- Custurmar AT
o iesue SOMadmng
FLUNCO I 11 Omen - . At 3 Burws 11 S fticn oo agpen. 1008
pr———t ey W00 e 1Y 025 m (L, Locumen BC
R Bew Prox 4200008
[TV WS- esue S Mmdreiy
At 1, Rawws 1133 Lazhas, § musdidon
Mommaue ¢ Leutiee B
Row Prca L2
Covtast bte 2T 100 thomtare Pl o treng | et 2 Diss 205 Tebls wodiorm Locston 839 -
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- S Py 190000
E Sevawrts T Wevw 1110 Tt sarsd Lisatsam BC
Hawe Bocw 100104
-
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ierue Schinbrg
» Aot 1. S 12 Smge ssvtemes agpres 0
mioneeitor 2N Unsztvmt Mothed ey -
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(LR
Ot & GNIT Siat Time JULS1AT 1100 Type
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" Coww » ORF RIS 0, Ot vt Iutaciw e .- o
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You can now either place a new booking via the menu or modify or delete an existing order by clicking on the
name of the order in the column “Product”. You will see the following screen:

1.1 Office cabins

Larwr veruew Sy
Arzraent e Lrcatem new
1.7 Singhe ofhcs CHBIN approT
2 S0 x2S w28 miLaweH) - Ehae
Commren

Decourt s
Em5 Cosn ane
Totat Comty WETY 5,100.00

(e o

By clicking on “Modify” the booking form reopens to enter your changes. You can either change existing Iltems

or add new ones to your order by clicking on “Add”
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1.1 Ofice cabina

g e 2 frce
s Ae 10 L3 -
..
oo
v .
SeCan .
Yotut Conte T £100 00
Cakiutums Frice
Cab—e e e,

A new row will appear where you can specify your additional item(s)

1.1 0OfMce catine
il AY

b od Untorhrmee Moortes

e

LR T - Ce
Den Conats 09 1y 8100 00

Cmhwte e

You can repeat this process several times. Once you’ve added all requested items you can complete your order
by clicking “Submit”, or if you decide to leave the order unchanged and click on “Don’t Submit”. In both cases
you will be redirected to the order List.

It is also possible to remove specific items from your order. To do so, click on the name of the order in the
column “Product”, and in the following screen on “Modify” you will see the order form. To delete an item
within this order check the box(es) on the left of the item(s) and click on “Remove”.
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1.1 0fce cabine
Casoerer 4 TOW
leme Uncortrmed Mocted

R S rcaamng
Ariaer we- [ e
\ 115 (s st s 60 » X - re»
1Y B s cates sppens B0 = WD M - wm»
10 Sge ifcn caten sppen LD v FLANN Awe . .00 %

C om—
[ s
003 Conns e
Tt Comte STy 30 600 %0
Cwbanime Prae
et Chem ) Canema

The selected item(s) will be removed. For saving your changes click “Submit”. You will be redirected to the
order list.

9. Order History

ORBIT traces all modifications made to your orders and makes them accessible through the “History” Tab. To
view the history, select an order from the order list and click on “History”.

1.1 0fice cabine
Cumorer  ATORF
cTew Cermtrmes
Bl SchSmmg

il v - Lacmon Frve
1.1 Single ofice 3" IPPTOL 4
: CONZS x2S m v ot Ciana o
1.1 Single ofice Caten IpproR
3 Cx2%528mLawen DAL Paass SRR
Consess
Dot tan
Lxtd Coum Sxe
Tenm Coum METY 14.200.00
e A Bt 1o et

The following screen appears:

1.1 0Mca cadine
Custumas  ATORr
e Cantrmes

e 1chiadming

WOSp— sy

Rxpana AL | Conapes Ak

Vedty e A by e Uren

BOA0rme M a e Dederoiey Confromd " X0 o
.

LIS PRI YY) T s L BT MO e "0 W
L

IR 07 2012 24 41 42 i iy L et Mod M. 0 00 %0
.

BloSOr 01T 441030t muater LU e ot e Swonoe
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The screen shows all the modifications, the most recent on top. In the basic view you can see the Modify Date
& Time, the account name responsible for the modification, the order status and the total order price at the
end of the modification.

To access a more detailed view of a specific modification, click on the “+” on the left of the modification, the
following screen, containing the changed values in relation to the preceding version of the order.

1.1 Office cabins

s Connrmed

You can close the detailed view by clicking on “-“. To change from basic to detailed view and back for all
modifications at once, click on “Expand All” or “Collapse All”

10. Order Status

Orders in ORBIT can exist in these states

Status Description

Unconfirmed/Modified These are the orders you have placed or have placed
and then modified. ORF has not done anything to
these orders yet.

Unconfirmed/Modified by ORF These are either orders that you have placed and that
have been modified by ORF or orders that have been
placed by ORF on your behalf.

Confirmed These are orders placed by either you or ORF that
have already been confirmed by the other party.

Confirmed/Modified These are confirmed orders that you have modified.

Confirmed/Modified by ORF These are confirmed orders that have been modified
by ORF (on your behalf).

Confirmed/Deleted or Confirmed/Rejected These are confirmed orders that have been cancelled
by either you (Confirmed/Deleted) or ORF
(Confirmed/Rejected).

As long as your order is in any status but Confirmed/Deleted or Confirmed/Rejected, modifications to the order
can be made by you and by ORF. Once the order is deleted or rejected, you are no longer enabled to modify
this order.
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Please note: If you modify a confirmed booking (e.g. reduce the amount of an ordered item) extra costs might
apply. These will be added according to ORFs cancellation policy. If your order is deleted or rejected ORF might
set a storno fee for this order.

11. My Orders

The best way to view the orders placed for your customer(s) within a project is accessible by clicking on “My
Orders” in the Project Menu. The following screen will appear:

Filter: # Orgers 10 Confirm

Canteted Orders

B b SRR L T pmet Mo et

You may use the filter on top of the screen to reduce the number of orders displayed.

ote

* Orgery 1o Comtirm
Contrmeo Orcers
Canceted Oroery

To return to the complete list of orders, click on the radio button next to “None”

It is possible to sort the list by clicking on the top of the column you want to use as a sorting criteria. (e.g.
Product) The top cell of the column is highlighted. The first click sorts ascending, the second click descending
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. None
Orgers 1o Confum
Cemthrmed Oraery
Cancellec Oraers

Filter:

If you are booking for more than one customer within a project, the orders will be displayed in connection to
the customer it was made for. The costumers are listed alphabetically. By default, all customers are displayed.
To collapse a selected customer, click on the triangle symbol next to the costumer name

O

-

Click again and the customer will be displayed again with all its orders. With “Expand All” or “Collapse All” you
can change the view of all customers at once.

“My Orders” gives you the possibility to generate a pdf-file including all your orders. To obtain this file, click on
“Export Report” on the bottom of the “My Orders” list.

* None
Orgers ¢ Conferm
Confirmed Orders
Cancedec Oroers

Filter:

= R

A browser dialog window will open and you can either open the pdf file directly or save it to your hard drive.
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12. Cancel Orders

Besides cancelling orders by opening each single one separately and deleting them, you can also delete a
certain number of orders at once (e.g. when a certain event is cancelled). Open your list of orders by clicking on
“My Orders” in the menu and tick the boxes in the left column. Click on “Delete selected Orders”. You will see

the following warning:

Filter:

Oy $76 ABOUT 1S Seiete The 3800 %NS CrIalL ATE yIu SuTE

L

While clicking on “No” will bring you back to your list of orders without changing the status of the orders,
clicking on Yes will delete the respective orders, inform ORF of the cancellations and bring you back to your list
of orders again, where the orders now have the corresponding status (depending on their previous one).

Cnbete sabeed Ovdecy £ 2pon Repert

You can repeat this step as many times as you like (for orders with status Confirmed, please keep ORF’s

deadlines and payment/cancellation policy in mind).
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13. View and change your Account Details

To view and/or edit your account details, click on “My Account/Account details” in the Admin menu.

Projec Sverien

el
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You will see the following form:
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By clicking on “Edit”, you can change the data entered in the registration form.

If you want to change the list of customers you are booking for, please select the tab “Customer Association”.
The following screen will appear:

By clicking “Edit” you can add customer(s) by selecting the boxes left to the customer name or remove an
association by deselecting the respective box(es). Once your done you can either click on “Don’t save” to keep

your previous associations or on “ Save Association”. The following message will appear:
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|
: New CUBLOMEr JBBOLMTONS NAVE 1O LE approved by ORF,If you continue, you can't legm unts the confumation s dene. Are
| . Bl

You sure

Save Dow't Save

By clicking on “Don’t Save” the previous associations will be unchanged and you can continue to use ORBIT, if
you click on “Save” your account will be automatically logged out and ORF will be notified of your requested
change. Please note that you won’t be able to login until ORF has confirmed your new customer associations.

14. Change your Password

If you have forgotten your password, you can request a new one by clicking on “Reset Password” on
the login screen:

The following screen will appear:

Resot Password
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Sond new Paswword J

Enter your username and click on “Send new Password”. An E-Mail with a random generated password will be
sent to the account’s E-Mail Address.
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If you want to change your password, click on “Change Password” in the menu. The following form will appear:

Change Password
2er Narrw marmesiery
fngne Pawvsesd
s Pasaand

Hartyom Vs Panseord

Please enter both your old and your new password and click on Save. You will see the following information:
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Change Password
User Mame maxmustert

The password will be valid with your next login.

15. Logout

EL@ormeiT  Once you have completed your bookings please click on the “Logout” button below the
Admin the menu
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