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Section 1

Grab your keys.

Getting your own 24-hour password.

Get started by signing up for a Test Drive by clicking on the TEST DRIVE link from the CIFT LIST
MEDIA home page.

GIFT & LIST

MEDI A

Home The Gift List ~ Editorial Look Book Connect With Us Buy Now My Account Technical Support
Log In \
Test Drive ‘
FAQs

Submit the simple request form and a Username & Password will be generated and sent to you via
email from no_replies@giftlistmedia.com, please clear @giftlistmedia.com from your spam filter.

The subject line is “Here are your keys for The Gift List Test Drive!”

Please note that AOL and rr.com (and occasionally others) block auto-generated emails. We suggest
using an alternate email address if you have one. If you do not receive an email containing your
Username/Password within 30 minutes, please email us as queries@giftlistmedia.com and we will
email it to you.

This Username/Password will be good for 24 hours.

www.giftlistmedia.com ¢ queries@giftlistmedia.com
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Section 2

Get in.

Logging in and searching for media profiles.

Once you have your 'keys,' you’re ready to go! Go back to the Cift List Media™ home page to Login.
The Login link is in the upper right of the screen under “The Gift List”.

GIFTE&LIST

B ED A

Home The Gift List v Editorial Look Book Connect With Us Buy Now

Log In

Test Drive

FAQs

Enter the Username/Password you were emailed. The Username will be the email address you’re
familiar with, however the password will be a random jumble of numbers and letters.
It’s best to copy and paste to avoid confusion. The Password is case sensitive.

Usermame Passwond

[T T, —— @

Farges paur passwsnd?

Click the round black Login button.

The current database available for the Test Drive is The Gift List® for Holiday Print & Broadcast 2015™
or The Gift List® for Holiday Web & Blog 2015™. This changes periodically.

www.giftlistmedia.com * queries@giftlistmedia.com
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Section 3

Start your engine.

Using the main search criteria options.

Main search screen

The main search screen for that database will
open on the screen. It will look like this, except
your last visit will be “today’s date.”

Search The Gift List for Holdey - Print & Brosdcast 2074

Vour st visil eas oo 05072004

N COMICRS DOST OV @ WISAENE. I N0EF 1D vitw JUSl TWE Nw COMACES Y ThS woek
e gt Fotay's San TD v TR0 Singe you Lt ChAChDE, STy enler & Se lust

et The G2y you B Feviewed De CRAtese THE el Sher 0ut CONMRIES you Nave Seady
00 e Wire yOur Sear

For Dose of you SO0 yOur COMIACS 30C w1 W00 TN O PONQIS OO e TS
S00rTR SO0 1D TR O SveryThng L LOGENS 1 COPAC ML SrewOutly DOSI
200 26 JONEES CPANOLE EMR NGNS ST Changes. o

Coraac Name
Ot 8
Catogery o
S 5
Sctwnt By
Koywors
Srom oA
Nawes woors
Recorss wi my Suowcrter N
Rncor=e wmac = W Vs

— e @, B

Subscribers see a slightly different search screen.
Two search fields, New Records Since and
Updated Records Since, are disabled for the Test
Drive. However, the explanations are left for your
reference.

Pulling new profiles

This field is disabled for Test Driving because it is
only applicable to active lists.

Mew contacts post over the weekend, in order to view just the new
contacts for this weel enter last Friday's date. To view records since
you last checked, simply enter a date just after the day you last
reviewed the database. This will filter out contacts you have already
seen and refine your search.

.....

MNew Records Since 1

New profiles are added as we reach the editors. If
you are checking for new profiles periodically, you
can simply enter a date just after the last time you
reviewed the database. This will filter out contacts
you have already seen and refine your search.

This filter is necessary, because otherwise you
would be searching through the entire list each
time you logged on. Ugh!

Pulling updated profiles

This field is disabled for Test Driving because it is
only applicable to active lists.
For those of you Export your contacts and want to keep track of
changesfupdates, use this search field to filter out everything but
updates to contact information previously posted, such as address
changes, email changes, staff changes, etc.

Updated Records Since _1

Not everyone uses the MyMedia data
management feature within The Gift List® to
create and store their pitching lists, but prefer to
Export the profiles into MSExcel® or import into
other contact management software.

Once the profiles leave our online system, we no
longer have access to them. If you plan to do this,
yoUu’ll need to keep track of changes/updates
yourself.

The Updated Records Since search field
streamlines the process of finding profiles with
updates.

This feature works the same way New Records
Since does. You can enter a date and it will pull up
all the changes since that date. This way you
won’t waste time updated profiles you’ve already
updated.

Searching by name

Since the contact names are hidden in the Test
Drive, this search feature won’t be as much fun.
But here’s how it works:

Use this field to find a particular contact. Maybe
you can’t quite recall his or her name, or were

www.giftlistmedia.com ¢ queries@giftlistmedia.com
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curious to see if someone you knew was listed.
This wouldn’t be an effective way to build a media
list, but it does come in handy.

For example, you could type in “Mark” if you
weren’t sure of the last name.

Note: The check mark next to the "All" is the
default. You do not have to manually indicate
that.

Contact Name mark|
Outlet [ H
Cateqary | #
State 3]
Submit By 1| - 1]
Shaw ™ Al

[ Marked records

|| Recarda with my Subacriber Notes

| | Records saved in My Media

Keyword

(gearch | See My Media | Logour |

Click Search, and voila... Everyone who has the
sequence “mark” in their name will show up in the
Search Results.

Subscribers see the unhidden version, of course.

To get back to the Search screen, click on the link
where to perform a new search, click here.

To perform a new search, click hered
Mow displaying entries 1-10 of 10

Select Contact Name Outlet

Searching by outlet

This search function will get you straight to all the
profiles at any one particular outlet we have
posted on the list. When you’re sending out press
materials, it’s sometimes important to double
check to see who else is listed at that outlet.

We generally don’t post more than one or two
profiles at a single regional outlet, although some
national outlets will have as many as five or six. It
depends on the size of the staff and how their
departments function.

We typically do not list more than one profile for a
particular department or beat unless several

editors work on different product driven features
and columns. We will figure out who the best
contact and alternate contacts will be mentioned
within the main profile, under Submission Hints. If
there is another contact that has a separate
record, the Submission Hints field will say "See
separate profile."

For example, below is an example from a profile in
the Print & Broadcast 2014 list. The Submission
Hints, along with other information, indicated:

"The gift guide focus will be 50 under $50 as in
previous years." Looking for gifts for men's,
women's, children's, teens and tweens. "We may
divide it up like we have before as in Gifts For The
Food Lover, The Pet Lover, but our main
categories are usually gender-specific. | oversee
the Realist section of the magazine, which covers
a variety of products and solutions. Items
featured include everything from a time-
management app to home accessories or fashion.
What we're looking for is something that provides
an innovative solution, so it's not necessarily
category-specific." Likes innovative or modern
designs, eco-products, gadgets, or "just a new
take on a classic piece with a modern upgrade."

Stephanie Sisco, Associate Editor for the Home
section, is the coordinating the gift guide for all
departments, but this editor will have a lot of
input into selection. See separate profile for
Stephanie Sisco.

This way you can export the list for emailing or
label printing, and not have to worry about
wasting your time and money on unnecessary
duplicates, or confusing the staff. You can make
the choice as to who you want to duplicate
submission to within that outlet.

For Test Driving, we suggest searching for outlets
with which you are already familiar. This way you
can see if our research rings true to what you
already know about that outlet. It’s a good check
to make sure we’re a good fit for your publicity
needs.

www.giftlistmedia.com ¢ queries@giftlistmedia.com
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For example, let’s look up Shape magazine. Click
on the Outlet pull-down menu and select Shape
from the list.

Contact Name

Outlet | Shape | ¢]
Category [ | ¢]
State ( 4]
Submit By (1] - [1]
Show W Al

[T Marked records

7] Records with my Subscriber Notes

=

Records saved in My Media

Keyword

/ Search \ / See My Media \ ’ Logout \

Click Search, and here are the editors we profiled
for Shape for the Holiday 2014 list.

Test Drivers see this screen:

Search Resuwits

To veew wrpie IrSinatons on Now 15 v Yo Mearch et

To parform a new seerch

Now Jepimyng erTes 4 of 6

Select  Comtaet Manw (S I.w-,[ !l) Calsgury
Shage 0A/1 52014 Heain & Frness
Ycu)a.;".u.n-nn.zuu wod up Sl 10 \ast your Deduly

03752014 Heath & Fmess

BUOTHESONS wi Fanly 00jemune (e hemos for IVE yeers DR guide. But we

Shape  OVTSQ0M4 Heain & Finess
T™he holaiay ;r),-w- Oafindely NOLOS S0Me "By TO0F CNOes o N

Shape  0MNAQ014 Heatn & Finass
Tmﬂn wi ihery lodow B8 yeor's OF pUTe Tess, beaury. byshon

Shape  DADARON Maath & Frrmsy
This yeor's R Guade il Sasty TOW T SAMe Coune B st yer win gf
AT Shape D304 Faath & Firan

Vi are 0 working On the detels of e i Geon. Bt £ wl Thaty be 3

Il e

Semct A Cowar & Acdl 1z Weoa Jew Wects Dpart  Prew Thvis Ust

Subscribers see the unhidden version, of course.

Even though the Contact Names are hidden in the

Test Drive, you can still click on their names, which
are linked to the complete profile. Feel free to try

it out now, but we’ll go over that in detail ina
minute.

When you’re done, click on the link to perform a
new search.

Searching by category

Outlets in The Gift List® are categorized into
groups. Magazines are broken down into basic

readership interest categories, and the short leads

are listed by type, such as Newspapers or TV
(syndicated).

www.giftlistmedia.com e

This feature will bring up every profile for every
outlet in any single Category.

To see how it works, click on the Category pull-
down menu and select Health & Fitness.

Contact Name

Outlet ( 1
Category | Health & Fitness s
State [ =
Submit By [1] - [1]
Show M all

"] Marked records

7] Records with my Subscriber Notes

=

Records saved in My Media

Keyword

'/_ Search _\' '/. See My Media .\' '/. Logout .\'

Click Search to see the list.

Test Drivers see this screen:

Search Resuts
To view Aimpl rafuctons on how 53 wew O Search euts

TO QET0Te o rew SN,

Now saptwying ertes 1-30 of 13

BOCE Covvimit Warse Ouont b Catngery
Dy
[vDrous poCate| $S0V2018 Heatn 4
Fireas
A% 145 B, trere 3% o I B PRI rOky 0AYS GAAONS O e 30T Alerye
N (vafeus pRatand | Haas &
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M of o, 60n0r Wil 3¢ be ONTOUING 10 By A0y G QuCes. Aweys n
Sk Nagre IAVI0I4 Healts &

Firees
nsl u, il ) & Py R guce onir s yedr, 3ol P wenl B
X Nateen! Sohsons VErars Masth, Balanosd  08A2014 Meakr &

Livind Flress
mn.umfumnm;nromn‘num frne trace,

Ovpares 508 Megazve SH052014 Heats &

Viress
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Subscribers see the unhidden version, of course.

Sometimes you want to target an entire category
because you have a product/pitch that is specific
to the demographic that would read these
publications. Doing a Category search is the
quickest way to start a pitching list.

You can sort by Outlet or Submit By date to get a
better view of what’s going on with the category,
and we’ll discuss those features in a minute.

When you’re ready, click on the link to performa
new sedrch.

queries@giftlistmedia.com
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Searching by state

If you have a regional pitch, and you need to
isolate all the outlets in a particular state, you can
easily pull all the profiles for contacts within that
state. (Be aware that New York also contains
most of the national media as well, so you’ll need
to sort through those.)

To help with regional campaigns, we have isolated

the regional outlets for many of the magazine
categories, such as Health & Fitness (Regional),
Women’s (Regional), and Parenting (Regional).

To see how it works, click on the State pull-down
menu and select Colorado.

Caontact Name

Outlet [ 1
Category [ 2
State | Colorado } :]

Submit By 1 - 1]

Shaw M Al

[] Marked records
"] Records with my Subscriber Notes

[] Records saved in My Media

Keyward

". Search ." "_ See My Media ." "_ Logout _"

Click Search to see the list.

Test Drlvers see this screen:

Rerning Times O7I15Z0%4 Mealh & Fimess
Ag!;.-amu-.rur-n:)-m:- Bt ' ront coma ye £ 1wl b
A ay Masa Thet Dutunr Poul MNS2014 Newsguasars |Duily)

N.-v"'mmmao' uide Trs yads, and If NONAay S0NEs ANCwCR DAt
F S280 The Danwr Maganite OEZ0N20%4 Liestpe (Regona

We m u:v—J\a 103 gt guide and Wil Mmost Kealy OhaCo | Dy CRNgONes.

Coloraso's Best - KWGN. TV NS0T TV Mo Narkee
n Reghora)
‘A\-v:wmlmnmm\mhu nchxde G Keas. Sut we are 53 N
ey Nagazne OIS0 Health & Firass

mnu.. oL 1 e Sokchiny R Guite witl Be featarid It part andir o
Mk ay Mass Onmmm'o KADO- MNS20148 TV Magor Narke-
Repora)
'Mwuwm on w»y:lw SrOUCt SegTent w:novo 0 O NG product, w.
Everyaay - KOVR. TV ME2018 TV Maor Narae
Regiorar)
“Thare wi be 3 few Rolday segments n Decerbe, Da Ifs rearly 100 sary 1o
oy Wy Pasa Bomasacher QU120 Heath & Finess

"mmmmq.aammmmﬂ '@ corren! et Nag Seen reveens Tyou
Aspan Pask QW00 Lisstpe (Magons

'.\l sl predutd 4 hoddey o 0aos. The Wister 201450000 2015 Ssud wil ha

Subscribers see the unhidden version, of course.

When you’re done, click on the link to perform a
new search.

www.giftlistmedia.com e

Searching by deadline

This is of great interest when you’re in the midst
of the pitching season. Planning the roll out of
the campaign is crucial. For one, you need to
approach the outlets at the optimum time; and
two, you need to pace yourself so the follow-up
doesn’t fall behind.

If you want to isolate only those profiles with
deadlines within a particular time frame you can
use the Submit By search function.

Remember that the Test Drive is for 2015.

To locate media contacts who are looking to
receive information in early to mid July, type
07/01/2015 in the first field. Or select from the

calendar.

Remember to scroll back to 2015.

State o
ooz 3] = o
Submit By orotzew 1) ® ® Calonds
Keyword .
Show o Al

Marked records
Records with my Sull
Records saved in My

Soarcn  See My Neda spout

rennc

Then, type 07/15/2015 in the second field. Or select
from the calendar.

Click Search to see the list.
Test Drivers see this screen:

Now dsplayng ontres 1.20 of €

Select Cormtact Marre Outiet Sctimtt Catagory
By

Fre Garceneg 0102016 Shelter
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Scphatcale's Sach Haw Stles & UT1S2014 Besuty & Fasteon
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for Dty P Michigen Avenue UTH62014 Liestye (Rogonay
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Tha Magases Goes Aol Ndve & DobSiy S Guite, Do Wit ik aO0RSEAg SOkl

Subscribers see the unhidden version, of course.

When you’re done, click on the link to perform a
new search.

queries@giftlistmedia.com
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Searching by keyword

A popular search method is the Keyword search.
This is a simple, straightforward search for words
used in the consumer product coverage.

Your Keyword searches will probably be your
most effective search tool in building your
pitching list.

To use this feature, simply type the word in the
field. It will look for exact matches, so it’s best to
type the root word in. If you are looking for gifts
for children, try searching for "kid." That will pull
up everything that has "kid" including the plural
word "kids. " It's also a good idea to pull up similar
words like "child" which will pull up "children" as
well since the root word is being searched.
Another example is searching "tech" rather than
"technology. " If you search "technology" words
such as "technological" will not appear.

For the best results you’ll want to try a few
different words to make sure you catch
everything. For example, descriptives like "eco-
friendly," "green, " and "organic" should all be

www.giftlistmedia.com e

searched. To see how it works type "fashion" in

the keyword field.
Click Search to see the list.

Test Drivers see this screen:

Now SS2ATpng onyies 120 of 438
Select Conlect Narms Tutwt Sutsns Category
gy
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» Not et Casette QU004 Lisatye (Mugona
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The 4t arnual "Holiday Hawl Gt Guoe™ wil nciude al fypes of fashion and b

Subscribers see the unhidden version, of course.

Yikes! 434 profiles!
Let’s try to refine that a little.

Click on the link to perform a new search.

queries@giftlistmedia.com
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Section 4

Get in Gear.

Refining searches to the exact contacts you need.

L. L. Let’s add a deadline range. Enter 07/01/2014 to
Combining criteria 08/01/2014 in the Submit by fields, select
Women’s from the Category list, and 'fashion’ in

You can combine any of the search criteria for the Keyword field.

an even more refined result.
Your Search criteria will now look like this:

Let’s look at just the profiles in the Women’s gz;‘;d Name S
H )
magazines. Select Women’s from the Category Category Women's B
pull-down menu, and “fashion” from the State o
Keyword field. Submit By o7oyz0ie (1] - cezom (1]
. . . . P Kemm fashon

Your Search criteria will look like this:

Coract Name Show g Al

Outlal B Marked reqords 4

Catagary Tores B Records with my Subscriber Notes

State B Records saved in My Media

Submil By i] = 1 -

H;f_-rmﬂﬁ] [reree Sowen  See My Mecis Logeut

Shaw = Al . .

Markad racors Click Search to see the list.

Aecords with my Subscribar Mobas.
Reoords aavad in My Madia . .
Test Drivers see this screen:

Basch | BesMy Meds | Logoe Now Gssiayng antres 118 of 34
Click Search to see the list. T razaan o O 53‘:10\,., i 0UVATS  Womers
"Ech dopanmant wi w-m ® T own gt gude. 53, tre Fasnion Department w
Tidon for Doy Pass oo Comropaitan oA0Ya T4 Yomen s
. . ’1annnmlmumhu!-w;a..mn‘-mnﬂrmm
Test Drivers see this screen: Vs 4 < - Wemer's
’ Tw Tw“r‘cvvnspu(s 9N puoe B Yoo m-a-ncb)cn;rr/
Now daplyyng enies 120 of 33 Aiclor som: First For Wamen A0V2014 Viomar's
Sect Comn aﬂ nmu Quoec s.’mn\, Casogory he ;nguc- ml-.nnmmm\ 2074 tweun, Dast e puticaton w
P s Latra Nagazie 0801201 Viomen's fose Sanom orovase Yaorwet's
1“5!!7‘1?\."“<'/3"Q—mll!ll’n‘gm‘u"‘n‘ Bt the geoe w \'wym-. of 1 anus (‘wcn-w' C st yoars 50 0N Unaer S50
Mk el usary Cosmopaitan for Lt 0A012014  Wamer's . A Woman's Day 0B0V201¢  Wwomen's
“Eawn mmvoﬂ-uhmmmm of guoa. S0, 1 Fasiean Depannent w Mm‘l'qufwew'm wm-lmmmwm
Vanicacdes 10012014 Women's 1 oauV2eTe Yiorws s
?q ».:.,s ((n, ,-,.r noboay Oft guide wi be Deduty a0 perfume produces “The Fahon Datenmes 1-1u{\nhs COMSBUIE SO0NE BNt Jers 15 T O
sy Cosmopoitan for Latnas DAV25Q014  Womeo's Hisdon for Duy Fass uses, Famsy Crcle B0V Womers
mu-m;bmm-m“wm 10 NSuce 1 My years hot Edtoe wh wnman'mmmmtmm Dt "Eiprt choar yat how th
Coamopa tan [ AN Viamen's
Tha whcio ta il conribets 1 % O QuiGs; DO, & TR 2ed rice 20 Subscribers see the unhidden version, of course.
e M3 VWoona 07312014 Women's
mt-mmmna(sp‘!q.m & hostess’, 50 we wil ba looking Yor gt
First For Women OMUIR0NE  Womee's . .
The 7R guide i i 1t ocamber 5, 2014 mun, ot e ustcion . Okay, 14 proﬂ]es of editors who work at
MO ) LBy Redd Sergin oroiRing Viomer's . . .
"-mwmmmwmw 14 43 50 Ot U 850 : Women’s magazines who are interested in
‘Woman's Oay 03012018 Women's
s 871 s g e et e b ey o sy fashion items and want pitches in late July to
Subscrlbers see the unhidden version, of course. early August.
f ) '
33 profiles, that’s better. (You'll also want to When you’re done, click on the link to perform a

search Beauty & Fashion Magazines as both will
cover women's fashions. That search results in

an additional 32 profiles. And lifestyle magazines i R

which result in an additional 18 profiles.) Special showing

But let’s refine those lists even more.

Click on the link to perform a new search. The Gift List® contains features that let you add

your own information to the profile. These
features are described on pages 12 to 14. You

new search.
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can modify profiles by bookmarking them,
adding your own notes, or placing themin a
customized media list.

The search criteria below allow you to use your
own information as part of your search.

Show M Al
[7] Marked records

7] Records with my Subscriber Notes
—

Records saved in My Media

All the search criteria options on the list above
can be used alone or in conjunction with other
criteria to generate your search.

Showing all

The search screen defaults to “Show All”’ as
shown above. Unless you want to refine the
search to one of the contact groups described
below, you will always keep it checked.

Bookmarked profiles

Within each profile is a check box to bookmark
that profile. Bookmarking is described on page
14. To pull a list of all the profiles you have
bookmarked, just check this box and click
Search.

Profiles with my Subscriber notes

Within each profile is a blank field where you
can type your own notes. Subscriber Notes is
described on page 13.

Having a place to jot down notes saves you from
having to print and/or export the records. This
field also exports to Excel, so you can merge
your notes into a status report for a client, cover
letters for the media, reminder notes for
yourself — whatever you like.

To pull a list of all the profiles where you have
entered notes, just check this box and click
Search.

Profiles saved in MyMedia

Although you can manage multiple, customized
pitching lists in the MyMedia area, you can still
quickly pull up a single list of every profile in all
your MyMedia lists combined. MyMedia is
described on page [x].

To pull alist of all the profiles saved in your
MyMedia area, just check this box and click
Search.
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Section 5

Navigating the trip.

Understanding and reviewing the media profiles.

Start at search

Go back to the Search screen, and create a
search from any criteria that you choose. For
this example, do a Category search. Search
for all magazines in the Men’s category.

Contact Mame
Ciuntlet
Category Mar's
Slate B
Subemit By i) - 1|
Keyword
Shaw B All
Marked reconds
Records with my Subscriber Moles
Records saved in My Madia

| ] &

Sasich  Sae by Meda | Logeut

Click Search to see the list.

Test Drivers see this screen:

Now dpiayng enties %200 17

Selact rn-m Nyme Castwn Bwzmit @y Catagory
Poguiar Machanics 0A012014  Mer's
™he tobdsry ,ﬂ ).m Wi NS08 COMrDLond PO Gach Sepavent Tres o
St for Day P U Mer's Jouma 03NS M
Pm'mviom'@(vwnwwmemmlmmn 2 sho
Pogatar Machancs QW04 Mers
Tha Scinie's rok @1 1N MUAQEING S “Evohieg.” oW, N 15 S8 T frase
00N fx 64 wnary Popular Mechanics 03012014 Mae's
PM!'WM'MI) ;ﬂwoe‘-o-\mnm e shape unek Late summer, b
Dwtats OVISR0IE  Mens

Puns hawe Sof Desn Brad e for Hobday G Gude, whuoh wil 26 1 Decertet!

Subscribers see the unhidden version, of
course.

Viewing the profile

To view the complete profile, simply click on
the Contact Name.

Click on "Contact Name" for Popular
Mechanics. It’s the first profile.

Now deglayrg enties -0 o 2

Select Cmc;—\ Nyme Cautn Ssmit By Catagory
Prgusar Machanics 08012014 Mer's
he tokcary ot ).-h Wi NS08 COMDLOn PO Gach Sepavent Tres a3
L7001 v Ow X Mer's Jouma 00014 Mens
%'NV'Myﬁ'vanWﬂwmmmmmn e Mo
| Popuer Mechanics OWIAR014  Mers
Tha 6ciie's ok @ ING MUAQEIING S “Evahing.” oWV, N 15 S8 T frase
A0 A WS4 wnary Popular Machanics 04012014 Mec's
Dwu'erne‘m-) ﬂwoe‘-n 1 bagin 10 Wke shape el lale sumimer, O
Detaty OVISRDI4  Mens

s hawe Sof Desn Brad s for Hobday G Gude, whuoh wil 26 1 Decertet!

www.giftlistmedia.com e

Test Drivers see this screen:

I SO N Rt r Dty P U T 500000 10 T (M8 Lt o0 g Sl A00as 16 T SUammes g
= fewen

taw By MWIHGTN

Comact Mare et far Oy Mo cowry
Tem fasocam Edtr Tecroogy
Duset Popubar Vechanica

S Crgaesasce [

aszwa (M far Dy Pk s

P Dy P ey

PO f ey A s

WA
Dved S M B Gy Pt ey
- e
Tyshou Lot Trrw 34 romin
Pustcrmn Desw Decertert sy
Fregamncy 2 er your
Tha magasics & 3eagred  BIady £ IRACES PERECR 1 koW how 3nd why SVA0R KORC
ol T Fgh e iy reow e B P forea
RN, SN BN GUTIVY BVE G SApR T Ay
rtry. SRria) eRGAGE TACHTS AT SrRsHILG OF
Svwe by ECaui v e e b Ve ) Shd
2 0at Damcnpnar o A AT A T A e I TRV

NN JOOS POw G OIS, TR NS 0 SNV e 9%)
YOG PR P AT, RNCAy T O GAER ACHOR AR
Horw, Mg Sorme Marssarcs and wrovesor Aforator: ard 04300, CIVeTS Kors ad
PASY WP
The Sy O Qukte w LR iAOrS Sare ) Spwtwrl T et wf Sarde Be
Ba. W) W TGN OF BRAIAY Bt Ay Ve
Comewer Product Caversge  podact 8 of merest echadng 3maphores. wmart TVa, S of COm, COTOLASTS nd tatra
Qg SR O 6o Swa s o v T Do O Sian THmoRly o Weh ded i Yuine good
S0 04 A 30 O RS M8 GO

Subscribers see the unhidden version, of
course.

Using the profile page

Within the profile view, there are a few
features that you can use to help find and
keep track of work product.

Bookmarking a record

Bapsmark Recod

Basbipoaibeti Wil

Feters by Seanch Refuhts Pririt

Check this box to bookmark this record.
Bookmarking a record is like “dog-earring” the
page. The bookmark will allow you to search
for it from the main search screen, if you need
to find it again. It will not add it to a MyMedia
list.

queries@giftlistmedia.com
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To find bookmarked records, simply go to the
main search screen and check the box for
"Marked Records" and click ""Search".

Why bookmark?

* If you getinterrupted while reviewing
records and need to quickly find the
record you were reading, you can
bookmark it.

® You can bookmark records that you
have already sent press releases to, so
that you can quickly pull a list for a
client status report.

*  You can bookmark records that you
have collected clips from, so you can
keep a record of success to show your
client, or future clients, or post on
your website.

* You can bookmark records of media
contacts that you need to call next
week, so that you can generate a
quick call sheet for yourself.

Adding your own personal notes

Nbrardeer Rale

This area is a free space for you to enterin
whatever notes you want to keep about this
profile. These notes are private to you and
you alone - and, of course, anyone who has
access to your Username/Password. You can
be as candid as you like! Save your notes by
clicking "Return to Search Results".

This field exports to MSExcel®, so you can use
it to keep track of information that you need
for generating status reports for clients,
archive your work product, and more.

Printing a profile
To create a printer friendly page of this profile,
click "Print". A new window will open for

printing. Just close the window when you’re
done.

Returning to the search results

Once you are done viewing the profile, click
on Return to Search Results to go back to this
screen to go to a different profile.

Stop for the triangle

As you navigate the database, you’re bound to
run into a few yellow triangle traffic signs
along the way. Thisis where they are
displayed:

(Hidden for Day Pass Raobot

users)

Will have a holiday gift guide in the Janu
(Hidden for Day Fass The Tonight 5
users) Fallon

"We are still working out the kinks for the

/M (Hidden for Day Pass Food Metwork
USErs)
The annual holiday gift gquide will feature

/ (Hidden for Day Pass InStyle
USErs)
Will have a very large gift guide that will
If we change a record after it’s been posted,
it’s flagged with a yellow triangle.
To see all the records that have been updated,

you would use the Updated Records Since
search field, which was explained on page 5.

Fresh data all season

New profiles are posted weekly to The Gift
List®, but the existing profiles aren’t ignored.
We maintain the database through November.

Sometimes the changes are minor, sometimes
they’re very important. If you see a yellow
triangle next to a contact that you have been
pursuing, it’s a good idea to check the update.

www.giftlistmedia.com ¢ queries@giftlistmedia.com
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We track email bounces and will update basic
contact information, as well as make
notations as to staff changes, etc. One year
every single person at Hearst moved offices,
and all their addresses were updated.

If an editor has changed their focus and wants
to update their coverage description they may
give us a call.

If a publication folds, we will also make a
notation without pulling the record from the
database.

If a staffer leaves the publication, we will also
make a note without pulling the publication
from the list.

For example, if you clicked on Mali Baer’s

profile, you’d see this at the top of the full
profile:

Alert: QUICK & SIMPLE has folded as of July 2008.

Submit By 07/15/2008
Contact Name Ms. Mali Baer

Title MNew Products Editor
Outlet Quick & Simple

Some other examples of updates we made to
this list:

Editors gave us an update:

Alars: Editor sent us 3 spacial requast for 3 call Tor submissions. by inmorow, Fridey 368

Carain information is not seaisbie for Cey Pass Usare. o subeite tn The Gf List and gain full aon
s feaiunes, ol han

Subwsi By 1 3Di14

Conlact Marsa {Heien for Dy Pass Lars)

Tk Senor Esiy, Forsonal Fnanoo & Caners
Ot Essenin Magazing

Parant Oesanizaton s

www.giftlistmedia.com e

The Editor's deadline was either extended or
shortened:

Aart: deadling changs

Catain nforeinn i ol avalasla fr Day Pasa Usara, To g
I features, <ick hore.,

Euhmi By DEO12014

Coflac: Mare i for Dy Pass wsars)
1 ik P Lhresine

Carlat Wi s Ve

Farett Orgarizaton: niz

Adress i oy Daw Fass usens)

We post a profile that has less than a month
lead time:

Alart: Doacling apprasching
Gartain informanon ik nof avalahia for Day Pass Lsers To suns

18 Tealures, dick hera,
Evibmil By 05204

Canlact Mama ‘Hidaan tar Oay Pass users)

THe Arickes Edioe
Cubiel This Qig House
Staff change:
Al This saiioe is Tilng i1 enil 3 seplacerent s haned 1or formes edher Lisa Frossman whio recently lh te

magagire

Cerinin informaion i nol svalibie tor Cay Pees Usens. To sebecribe m The 58 Lisi snd gain il pocesss o the catsbase and o

tn Innturen,

Subrril By B A0

Contsci Mams Misigen G Oay Pz Lesr)
Tem Estora Aswician

Dutien Fros Hetwors Mageging
Agrpnt CIRNZEION i

If you are exporting records, you will need to
keep track of these updates and making the
changes manually. Records online in The Gift
List®, even in your MyMedia custom lists will
update automatically.
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Section 6

Speeding along.

Understanding and working with the search results.

Click on Return to Search Results to get back
to the list of Women’s publications. If you’ve
skipped to this section, go back to
“Navigating the trip” on page 14 for
instructions on how to generate these search
results.

Now daptayng s=ives 1-20 of 76

Sakct njmuﬂh;-\a Sutent By Campgory
= Cosmopaitan for Lavnas o850 Wormenr's
“The Decarrber issee is chock-All of stuf? S5r the hobdaye and feetures gf gu
Mk # ’ 2 First For Wamen oMO1204 Worren'y
“Trvare wit 26 & holoay u' SUSE I 11 MEgAZng, Dul Conriatond from e
M Latra Magazne 0200 Womens
“Detads for v tocuy; SUAO ro SUL DEING MDNOS UL, but the Do W
Mave Claro OIS0 Women's

Lm obmwwswx&mvmwrnmmmnqra
Conmcpatan ONIS04  Womens
w;\::m a0 Lercly” basty S0 28 16 Inchusin s Both e Rolawy §

Coamepoitin lor Ltnas Ca020M Worrans
“Sach wuv‘ lv:”onna-vcmo!m S0, de Fashon Depanment .
Essonce Mapaare ONI520% Worren's

a0 Wi not contttune 10 e magaxine's main g pude. but wil have a b

Subscribers see the unhidden version, of
course.

Note that the search results default to alpha
by Contact Name:

But you don’t have to view the list in this
order. You can sort the list by Outlet name,
Submit By date, or Category.

Sorting the list

To sort the search results, simply click on the
header of the column you want to sort.

Sorting by outlet

Click on the Outlet column header and you’ll
see that the results are now sorted alpha by
Outlet name:

www.giftlistmedia.com e

Now depiaying ectres 1-20 of 70

Sedect '.‘wvx‘h:‘rw Oumtae 5.;:«.: By Catngory
Pasr o3 varous pusicyiors) OMIRDI4  Womeny
» lnry nu,lnmmuv SICLE arrsl gt guite Wit inciude he X
8 Al You 08152014 Worrsers
E‘u.v s aamof LONrOUINg DO0UCES 10 T Nokay SN QU0 Tut Wit
N You 08152014 Women s
E tor wil cortebun 1D he holaay g 0U0e i= Noverrber. ‘mm—y,»‘ 2
v r Dw A You 020014 Worren's
Au\anoa 0 11 G O Wil LN ) S NOwamter BaOs Whle 4 lestn
. A You O8R4 Worens
YN'\)r';on,)f‘-.:cHox o0 I 1he NOvaTIREr 500 Wil 0 smader,
J Bust 004 Womes

Occasionally you'll see “(various
publications)” at the top of the search results.
This is obviously not some new publication.
When you see (Various Publications) listed as
the Outlet name, it indicates that that contact
is a freelancer and is not on staff at any one
particular outlet.

Sorting by deadline

To sort the list by deadline date, click on the
Submit By column header:

Now dapkayng envies 1-20 of 76

Selest Lo mx \om Ot Subemt Wy Category
DSY (5Ary Nom Women's

b e donng wmm,uu-u o et normad s e Mowereet
3 Nore Worrsers

wm‘lwl\syutsw.grmau-nmwxm Dot O .
AL You 08952014 Woren's

-) t;'\lovn )rtn. BATOUCHS 10 tha hobaey gt guioe, but wil

o . A You 052014 Women's

rnw\ul conkitute 13 i holday G e It Noverrhe: Thars =ay Be an st
AL You 0482014 Worrie s

Tmr = ROA Ry O QU0 & TRILNT 1 NG NOWnDer S600 wih & Sl
A You 08302014 Worman's

Nhivm I'Q”Mqﬂwm'ﬁ”wﬂNW(VW*WI\IQA

You’ll notice that the top profile does not
have Submit By dates. This means that they
are not seeking information specifically for
their December issue, but act as “evergreens”
gathering information year round and
covering the material when it works for them.

The typical lead-time is the guide that you will
use to estimate the best time to submit your
pitch for the issue that you’re interested in
targeting.

If you scroll down, you’ll see the deadlines are
sorted from earliest to latest.

queries@giftlistmedia.com
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R DN 7o Scroll to the bottom of the Search Results
Now dagkiyng wedies 1-20 of 76 oy
== _— I — page to see additional features:
, v Mace Vomer's
“SubmEors Sroed K haley @ M3 aarier ks sorred Tek year * Howsve .
\\rwrt £ Dy Pdes cas M"re VAnen's B il el Snivie
Suterssions for this year's NORIey SN QU0 2% Now ST, DUl @302 5w
e 5 A You 5204 Wanen's vk 81| Uereark &l ddd b My Bhedig Lik Sep My blerdy Bzl Prors &0 Rpaoedy
Ed 900 15 ot drectly contrbusng [roaucts 1D the holoay gF gulde, Dut wi
oo & ay P 9e. A You SGIN01e Women's
Ed ;..-: wi coniitates 15 he hoboay gt oﬁ:‘w Twu::ax.:_\}:u‘- A e .
T i e O oo s s ha Wil ki vl aaba b The Search Results shows 20 profiles per
e e e O D e e e e e page. Scroll to the bottom of the Search
0 L F Redl Simvoe ST 2014 Women's ) .
“Tha home of s yeor's % guse wit i st ysar's T Gifs Under $67 Results page, and you’ll see how to jump to

any page in the list.
Understanding the submit by dates.

The Submit By date indicated the answer to oo i ot o s e ko o it e
. “ . . Wigdes for Dy PRes usa Fint For 'Women [ alra Rl Y Womnan's
the question, “when would you ideally like to Tive ot guikle el run i e Decemoer A, 2014 i, buk e i Wi
have all your product submissions?” N
o seipined] antriss
B & [ A 1 bphdegia Sy byl EnpeiT Prirwy Thig iLiss

If you previously subscribed to the list, you
know that we used the first and the fifteenth
of the month for submission dates. Last year
we got a lot of feedback from editors that
many of them had very specific dates for Printing a summary
submissions.

This list has four pages. You can click on any
of the page blocks to switch between pages.

Occasionally there will be a Submit By date
listed but there will be further instructions in
the Submission Hints field. For example, if the
Submit By date is for the November issue, but
there is a separate deadline for the December
issue, there will be a note that says "Submit By

date is for the November issue. The December
issue deadline is 10/15." Exporting the list

Sorting by category

y Media _\' '/_ Export _\' '/_ Print All Records _\'

The button on the far right is Print Summary.
Click this button to see a printer friendly
version of the Search Results page.

y Media _\' '/_ Export _\' '/_ Print All Records _\'

Since this was a search of profiles in a single
category, they are all Women’s. But if you had
searched by Keyword, State or Submit By
dates you’d have mixed Categories.

The Export button will export the Search
Results into a Microsoft Excel document.

Depending on the settings you have set on
your computer, the process for downloading

And Id sort them by Cat b
nd you could sort them by Lategory by the file will be a little different for each user.

clicking on the column header.

Viewing all the pages

www.giftlistmedia.com ¢ queries@giftlistmedia.com



http://www.giftlistmedia.com/
mailto:queries@giftlistmedia.com

Section 7

Owning the road.

Creating custom pitching lists with MyMedia.

Create a search from any criteria that you
choose. For this example, we will continue
working with the search results from all
magazines in the Men’s category.

If you’ve skipped to this section, go back to
“Navigating the trip” on page 12 for
instructions on how to generate these search
results.

Selecting profiles

Scroll to the bottom of the Search Results
page. You’ll see the function buttons for the
search results:

LI B}
[ e e
S pct A Ciaar & Az 1o Ay eEia o Wynindia Gopart Print This List

Selecting all

The button on the far left is Select All.

Sapct &) Dinar & Az 1o sy eria Soo Wyniedia Gopart Bring Thiu Liat

If you are happy with your Search Results and
want to include every profile in a pitching list,
then you can simple click on this button.

After you click the button, you’ll notice that
every profile on every page will have a check
in the Select column.

s g v n Tu araswar wenmp resesis s mees e

Mow displaying entries 1-20 of 76

Select Contact Name

(Hidden for Day Pass users)
"Submissions closed for holiday a |

(Hidden for Day Fass users)
Submissions for this year's holiday

(Hidden for Day Fass users)

L

www.giftlistmedia.com e

You’ll notice the number of retained entries
matches the number of displayed entries.

DU I F 1 e e T DL e T

(Hidden for Day Fass users)

Editor will contribute products relate
(Hidden for Day Fass users)

Editor will contribute to this year's he
(Hidden for Day Fass users)

The gift guide “will run in the Decer
L
76 retained entries

Select All Clear All Add to MyMed

Oops, clearing all

The gift guide "will run in the D

1 2 3 4
0 retained entries
Select all Clear All Add to My

To uncheck all profiles, click on the Clear All
button. Alternatively, you can uncheck
profiles individually.

Selecting some

You can select profiles individually by simply
checking the boxes next to the profile. To
uncheck, just click again.

Now dispiyyng ectres 1-23 of 70

Select  Coarast Name Cuniet Sabme iy Cameqory
5 s for Ovey § . Now women s
ork clased ruu,.unun—xn narmal e pase ” Howevee
Or Dy Noa o'y
m-umlynim l’h,‘hlly @1 uce o now cosed. TUt edhor S 3
A You 12014 Womar's

Q

Bdeor s rot Srncly r,v::numnu tha holiday Gft pucn. ut wil
. ey f .

Al You ense Yiorat's
Eo’n-nu:vuo‘nwm»ct iy O Q00 N NowerT Lo, 'vmnwmmn
A You w2014 Womar's
rbm-.mmm qr, F0 u aatnd I the NoveTer issen ath a smaler i
A Ow A Yoy 060014 Vo s
-\u.mm e man wwm-um-v"nma e whila @ s
Real Simple T Women's
('l'""el -s‘!\sxa Quide wil mimic last yeor's 50 m
oy Aw Dy Res! Srrple o204 Wormee s

- amo.mmunmtmmmaumnrumn,m Lm«.qug
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Creating a custom list

Once you have selected the contacts you want
included in your custom list, click the Add to
MyMedia List button at the bottom of the
screen:

1 2 3 4
5 retained entries
Select All Clear All Add to MyMedia See Myhedia

(Remember that you are working online, and
if you navigate away from this screen without
“saving”” your work your check marks will be
lost. To “save,” you must click on the Add to
MyMedia List before you go on to the next
page. After you create the list, you can go
back and move on to the next page to
continue selecting contacts and adding them
to the pitching list you’ve created in
MyMedia.)

This will take you to the MyMedia area.

The first time you create a custom list in the
MyMedia area you will see this screen:

VO P AT [ [RSREAD R, 13 EY el AN 1S B I 1 B g AN L o i W CORAY N
Iehacion L3, 5007 M S L £ el S L sl LA 2 COATNENG) [ " O b Ll B b WWAEY BN EECR.
gk ari e Acs Pubicasona Lo Ve L' Bun Snel ySer SAACaionn Al B acsed o I

Ticie o v 1L | P oy gt

To create your list with the records you have
selected, simply give it a name in the field
provided.

Then, click on Add Publications/Create Media
List.

Using MyMedia

Once you have created the list or have added
publications to the list, it will bring you to the
MyMedia Lists page:

My Madia Lists

To return &= the wmarch results,

To parfarm a new wmarch - X

In the grid below appear your Medis Usts B
Datn List Mama Publicationa
OS/ZFI00S  Piching Lisk #1 5

The list you just created will be shown here.
Unless this is the first list you’ve created, you
will see all your custom pitching lists, including
the date you created it and how many
publications it contains.

You can create as many MyMedia lists as you
need. The Gift List does not limit to the
number of lists you can store online.

From the MyMedia area you can navigate back
to your Search Results or go directly back to
the Search screen to perform a new search.

If you’ve created a new list, you most likely
will need to return to the search results to
continue reviewing the profiles on the other

pages.

Click on the return to the search results.
This will return you to the Search Results
page. From here you can move on to the
subsequent pages and add profiles to your
existing list.

To view the list, click on "See My Media".

All
Marked records
Records with my Subscriber Notes
Records saved in My Media

Search See My Media Laogout

Adding profiles

For the sake of the Test Drive, let’s say you’re
done selecting profiles from this search. And
you’re ready to do another search to find
more profiles. You can perform multiple
searches for a single list, and continue to add
results to the same list.

You did a search for Men’s publications and
created a pitching list, you could review the
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Tech
appr

nology category, among other
opriate categories. You can also do a

keyword search for "gadget."

To get back to the main Search screen, click

on the To perform a new search, click here link:

My Media Lists

To return to the search results, click here.
To perform a new search, click here B

In the grid below appear your Media Lists. 2

Date List Name Publicat
05/28/2009 Pitching List #1 5
Create your new search, as such:
Contact Narme
Outlat =]
Gam Women's E
Slate ']
Submit By 1] - 1
Kieyword tashion
Show o Al
Markied récords
Records with my Subscriber Mates
Records saved in My Media
Gearch  Gen My Wegdas | Logout
Click Search to see our results.
Now displaying entries 1420 of 33
Selwct C:mu!Nr-‘ Outiot Submit By
HOoda ¥ Latna Magazine 0801200¢
“Detsls for e 2o lf\g\ g'l Gude 58 &1 beeng roned oul, bt ' guide wi
Hiodan Ao Day Pass usovs tan for Lanras 080172048
’Eamda;\mmmal leauemrwra.»aa 50. the Fasnion Depanment w
Vandades 0120
The foous of this m s ho my, QN guide wil be beawy and parfume products
itdon for L Cosmopolias for Lavros 022014
Em.'r:n uamom pmmus‘nnm ey angie” 10 INSude N TS year's hal
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Click on Add to My Media.

The following screen would prompt you to
decide whether you want to create a new list
or add to existing list.

You have selected 3 publications to create a new Media List or to add
Media List, your next step is to give this list a unigue name by comple
click on the "Add Publications/Create Media List" button and your pub

Pitching list #1

Current Lists

Title of new List

Add Publications/Create Media List Cancel

Now you have already created a list, you see a
slightly different screen. Notice the Current
Lists field. To add the profiles to an existing
list, click oniit to selectit.

Click on Add Publications/Create Media List.

It’s likely that as you perform multiple
searches, you will select duplicate profiles.
Duplicates will not be added to the same
MyMedia list. So you don’t have to worry
about exporting multiples of the same profile.

You’ll now notice that the number of
publications has changed to include the new
additions:

My Media Lists

To return to the search results, click here.
To perform a new search, click here.

In the grid below appear your Media Lists.

Date List Name
05/08/2016

Publications

Pitching list #1 8 Review Rename 3

* Available to subscribers only.

Using the features

You can access the MyMedia area directly
from the Search Results screen. Click the See
MyMedia button:

d to My Media List | [ See My Media ) Export ) |

This will open up the MyMedia List screen:

queries@giftlistmedia.com
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0S/28/I009  Piching List #1 5

The features available from this screen are:
Review, Rename, Export and Print.

Reviewing profiles

Click on Review to see the records contained
in this list.

Removing profiles

To remove a profile from your MyMedia list,
uncheck the Select box. For arecord to stay
in your MyMedia database it must remain
checked.

Click the Update Media List button:

To ramove & conact from your Wyhadia sk, unciics te Saiect b then dick Lipdais Madia List
For @ reooee i slay in yoor Myldeda dolafaso i musl remaned Sekcm

Salact A Romews & W pdain Mesia L st (=

When you’re done reviewing your list, click
Cancel to navigate back to the MyMedia area.

Renaming a list

To rename one of your lists, click on Rename.
A box will open for you to give it a new name:

a00 Rename Collection

Please enter name:

rd N Y
| rename )| cancel )

v

Enter the new name, and click Rename.

Exporting a list

These functions work in the same as described
on page 16.

Thank you for taking The Test Drive. If you'd
like to subscribe to The Gift List for Holiday
2016 - Print & Broadcast or the Web & Blog
list, visit http://giftlistmedia.com/store/

www.giftlistmedia.com ¢ queries@giftlistmedia.com
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	Section 1
	Grab your keys.
	Getting your own 24-hour password.
	Get started by signing up for a Test Drive by clicking on the TEST DRIVE link from the GIFT LIST MEDIA home page.
	Submit the simple request form and a Username & Password will be generated and sent to you via email from no_replies@giftlistmedia.com, please clear @giftlistmedia.com from your spam filter.
	The subject line is “Here are your keys for The Gift List Test Drive!”
	Please note that AOL and rr.com (and occasionally others) block auto-generated emails.  We suggest using an alternate email address if you have one.  If you do not receive an email containing your Username/Password within 30 minutes, please email us a...
	This Username/Password will be good for 24 hours.
	Section 2
	Get in.
	Logging in and searching for media profiles.
	Once you have your 'keys,' you’re ready to go!  Go back to the Gift List Media™ home page to Login.  The Login link is in the upper right of the screen under “The Gift List”.
	Enter the Username/Password you were emailed.  The Username will be the email address you’re familiar with, however the password will be a random jumble of numbers and letters.
	It’s best to copy and paste to avoid confusion.  The Password is case sensitive.
	Click the round black Login button.
	The current database available for the Test Drive is The Gift List® for Holiday Print & Broadcast 2015™ or The Gift List® for Holiday Web & Blog 2015™.  This changes periodically.
	Section 3
	Start your engine.
	Using the main search criteria options.
	The main search screen for that database will open on the screen.  It will look like this, except your last visit will be “today’s date.”
	Subscribers see a slightly different search screen.  Two search fields, New Records Since and Updated Records Since, are disabled for the Test Drive.  However, the explanations are left for your reference.
	This field is disabled for Test Driving because it is only applicable to active lists.
	New profiles are added as we reach the editors. If you are checking for new profiles periodically, you can simply enter a date just after the last time you reviewed the database. This will filter out contacts you have already seen and refine your search.
	This filter is necessary, because otherwise you would be searching through the entire list each time you logged on.  Ugh!
	This field is disabled for Test Driving because it is only applicable to active lists.
	Not everyone uses the MyMedia data management feature within The Gift List® to create and store their pitching lists, but prefer to Export the profiles into MSExcel® or import into other contact management software.
	Once the profiles leave our online system, we no longer have access to them.  If you plan to do this, you’ll need to keep track of changes/updates yourself.
	The Updated Records Since search field streamlines the process of finding profiles with updates.
	This feature works the same way New Records Since does.  You can enter a date and it will pull up all the changes since that date.  This way you won’t waste time updated profiles you’ve already updated.
	Since the contact names are hidden in the Test Drive, this search feature won’t be as much fun.  But here’s how it works:
	Use this field to find a particular contact.  Maybe you can’t quite recall his or her name, or were curious to see if someone you knew was listed.  This wouldn’t be an effective way to build a media list, but it does come in handy.
	Main search screen
	Pulling new profiles
	Pulling updated profiles
	Searching by name
	For example, you could type in “Mark” if you weren’t sure of the last name.
	Note:  The check mark next to the "All" is the default.  You do not have to manually indicate that.
	Click Search, and voila… Everyone who has the sequence “mark” in their name will show up in the Search Results.
	Subscribers see the unhidden version, of course.
	To get back to the Search screen, click on the link where to perform a new search, click here.
	This search function will get you straight to all the profiles at any one particular outlet we have posted on the list.  When you’re sending out press materials, it’s sometimes important to double check to see who else is listed at that outlet.
	We generally don’t post more than one or two profiles at a single regional outlet, although some national outlets will have as many as five or six.  It depends on the size of the staff and how their departments function.
	We typically do not list more than one profile for a particular department or beat unless several editors work on different product driven features and columns.  We will figure out who the best contact and alternate contacts will be mentioned within t...
	For example, below is an example from a profile in the Print & Broadcast 2014 list. The Submission Hints, along with other information, indicated:
	"The gift guide focus will be 50 under $50 as in previous years." Looking for gifts for men's, women's, children's, teens and tweens. "We may divide it up like we have before as in Gifts For The Food Lover, The Pet Lover, but our main categories are u...
	Stephanie Sisco, Associate Editor for the Home section, is the coordinating the gift guide for all departments, but this editor will have a lot of input into selection. See separate profile for Stephanie Sisco.
	This way you can export the list for emailing or label printing, and not have to worry about wasting your time and money on unnecessary duplicates, or confusing the staff.  You can make the choice as to who you want to duplicate submission to within t...
	For Test Driving, we suggest searching for outlets with which you are already familiar.  This way you can see if our research rings true to what you already know about that outlet.  It’s a good check to make sure we’re a good fit for your publicity ne...
	Searching by outlet
	For example, let’s look up Shape magazine.  Click on the Outlet pull-down menu and select Shape from the list.
	Click Search, and here are the editors we profiled for Shape for the Holiday 2014 list.
	Test Drivers see this screen:
	Subscribers see the unhidden version, of course.
	Even though the Contact Names are hidden in the Test Drive, you can still click on their names, which are linked to the complete profile.  Feel free to try it out now, but we’ll go over that in detail in a minute.
	When you’re done, click on the link to perform a new search.
	Outlets in The Gift List® are categorized into groups.  Magazines are broken down into basic readership interest categories, and the short leads are listed by type, such as Newspapers or TV (syndicated).
	This feature will bring up every profile for every outlet in any single Category.
	To see how it works, click on the Category pull-down menu and select Health & Fitness.
	Click Search to see the list.
	Test Drivers see this screen:
	Subscribers see the unhidden version, of course.
	Sometimes you want to target an entire category because you have a product/pitch that is specific to the demographic that would read these publications.  Doing a Category search is the quickest way to start a pitching list.
	You can sort by Outlet or Submit By date to get a better view of what’s going on with the category, and we’ll discuss those features in a minute.
	When you’re ready, click on the link to perform a new search.
	Searching by category
	If you have a regional pitch, and you need to isolate all the outlets in a particular state, you can easily pull all the profiles for contacts within that state.  (Be aware that New York also contains most of the national media as well, so you’ll need...
	To help with regional campaigns, we have isolated the regional outlets for many of the magazine categories, such as Health & Fitness (Regional), Women’s (Regional), and Parenting (Regional).
	To see how it works, click on the State pull-down menu and select Colorado.
	Click Search to see the list.
	Test Drivers see this screen:
	Subscribers see the unhidden version, of course.
	When you’re done, click on the link to perform a new search.
	This is of great interest when you’re in the midst of the pitching season.  Planning the roll out of the campaign is crucial.  For one, you need to approach the outlets at the optimum time; and two, you need to pace yourself so the follow-up doesn’t f...
	If you want to isolate only those profiles with deadlines within a particular time frame you can use the Submit By search function.
	Remember that the Test Drive is for 2015.
	To locate media contacts who are looking to receive information in early to mid July, type 07/01/2015 in the first field. Or select from the calendar.
	Remember to scroll back to 2015.
	Then, type 07/15/2015 in the second field.  Or select from the calendar.
	Click Search to see the list.
	Test Drivers see this screen:
	Subscribers see the unhidden version, of course.
	When you’re done, click on the link to perform a new search.
	Searching by state
	Searching by deadline
	A popular search method is the Keyword search.  This is a simple, straightforward search for words used in the consumer product coverage.
	Your Keyword searches will probably be your most effective search tool in building your pitching list.
	To use this feature, simply type the word in the field.  It will look for exact matches, so it’s best to type the root word in. If you are looking for gifts for children, try searching for "kid." That will pull up everything that has "kid" including t...
	For the best results you’ll want to try a few different words to make sure you catch everything.  For example, descriptives like "eco-friendly," "green, " and "organic" should all be searched. To see how it works type "fashion" in the keyword field.
	Click Search to see the list.
	Test Drivers see this screen:
	Subscribers see the unhidden version, of course.
	Yikes! 434 profiles!
	Let’s try to refine that a little.
	Click on the link to perform a new search.
	Searching by keyword
	Section 4
	Get in Gear.
	Refining searches to the exact contacts you need.
	You can combine any of the search criteria for an even more refined result.
	Let’s look at just the profiles in the Women’s magazines.  Select Women’s from the Category pull-down menu, and “fashion” from the Keyword field.
	Your Search criteria will look like this:
	Click Search to see the list.
	Test Drivers see this screen:
	Subscribers see the unhidden version, of course.
	33 profiles, that’s better.  (You'll also want to search Beauty & Fashion Magazines as both will cover women's fashions. That search results in an additional 32 profiles. And lifestyle magazines which result in an additional 18 profiles.)
	But let’s refine those lists even more.
	Click on the link to perform a new search.
	Let’s add a deadline range.  Enter 07/01/2014 to 08/01/2014 in the Submit by fields, select Women’s from the Category list, and 'fashion' in the Keyword field.
	Your Search criteria will now look like this:
	Click Search to see the list.
	Test Drivers see this screen:
	Subscribers see the unhidden version, of course.
	Okay, 14 profiles of editors who work at Women’s magazines who are interested in fashion items and want pitches in late July to early August.
	When you’re done, click on the link to perform a new search.
	The Gift List® contains features that let you add your own information to the profile.  These features are described on pages 12 to 14. You can modify profiles by bookmarking them, adding your own notes, or placing them in a customized media list.
	Combining criteria
	Special showing
	The search criteria below allow you to use your own information as part of your search.
	All the search criteria options on the list above can be used alone or in conjunction with other criteria to generate your search.
	The search screen defaults to “Show All” as shown above.  Unless you want to refine the search to one of the contact groups described below, you will always keep it checked.
	Within each profile is a check box to bookmark that profile.  Bookmarking is described on page 14. To pull a list of all the profiles you have bookmarked, just check this box and click Search.
	Within each profile is a blank field where you can type your own notes.  Subscriber Notes is described on page 13.
	Having a place to jot down notes saves you from having to print and/or export the records.  This field also exports to Excel, so you can merge your notes into a status report for a client, cover letters for the media, reminder notes for yourself – wha...
	To pull a list of all the profiles where you have entered notes, just check this box and click Search.
	Although you can manage multiple, customized pitching lists in the MyMedia area, you can still quickly pull up a single list of every profile in all your MyMedia lists combined.  MyMedia is described on page [x].
	To pull a list of all the profiles saved in your MyMedia area, just check this box and click Search.
	Showing all
	Bookmarked profiles
	Profiles with my Subscriber notes
	Profiles saved in MyMedia
	Section 5
	Navigating the trip.
	Understanding and reviewing the media profiles.
	Go back to the Search screen, and create a search from any criteria that you choose.  For this example, do a Category search.  Search for all magazines in the Men’s category.
	Click Search to see the list.
	Test Drivers see this screen:
	Subscribers see the unhidden version, of course.
	To view the complete profile, simply click on the Contact Name.
	Click on "Contact Name" for Popular Mechanics.  It’s the first profile.
	Test Drivers see this screen:
	Subscribers see the unhidden version, of course.
	Within the profile view, there are a few features that you can use to help find and keep track of work product.
	Check this box to bookmark this record. Bookmarking a record is like “dog-earring” the page.  The bookmark will allow you to search for it from the main search screen, if you need to find it again. It will not add it to a MyMedia list.
	Start at search
	Viewing the profile
	Using the profile page
	Bookmarking a record
	To find bookmarked records, simply go to the main search screen and check the box for "Marked Records" and click "Search".
	Why bookmark?
	 If you get interrupted while reviewing records and need to quickly find the record you were reading, you can bookmark it.
	 You can bookmark records that you have already sent press releases to, so that you can quickly pull a list for a client status report.
	 You can bookmark records that you have collected clips from, so you can keep a record of success to show your client, or future clients, or post on your website.
	 You can bookmark records of media contacts that you need to call next week, so that you can generate a quick call sheet for yourself.
	This area is a free space for you to enter in whatever notes you want to keep about this profile.  These notes are private to you and you alone – and, of course, anyone who has access to your Username/Password.  You can be as candid as you like! Save ...
	This field exports to MSExcel®, so you can use it to keep track of information that you need for generating status reports for clients, archive your work product, and more.
	To create a printer friendly page of this profile, click "Print".  A new window will open for printing.  Just close the window when you’re done.
	Once you are done viewing the profile, click on Return to Search Results to go back to this screen to go to a different profile.
	As you navigate the database, you’re bound to run into a few yellow triangle traffic signs along the way.  This is where they are displayed:
	If we change a record after it’s been posted, it’s flagged with a yellow triangle.
	To see all the records that have been updated, you would use the Updated Records Since search field, which was explained on page 5.
	New profiles are posted weekly to The Gift List®, but the existing profiles aren’t ignored.  We maintain the database through November.
	Sometimes the changes are minor, sometimes they’re very important.  If you see a yellow triangle next to a contact that you have been pursuing, it’s a good idea to check the update.
	Adding your own personal notes
	Printing a profile
	Returning to the search results
	Stop for the triangle
	Fresh data all season
	We track email bounces and will update basic contact information, as well as make notations as to staff changes, etc.  One year every single person at Hearst moved offices, and all their addresses were updated.
	If an editor has changed their focus and wants to update their coverage description they may give us a call.
	If a publication folds, we will also make a notation without pulling the record from the database.
	If a staffer leaves the publication, we will also make a note without pulling the publication from the list.
	For example, if you clicked on Mali Baer’s profile, you’d see this at the top of the full profile:
	Some other examples of updates we made to this list:
	Editors gave us an update:
	The Editor's deadline was either extended or shortened:
	We post a profile that has less than a month lead time:
	Staff change:
	If you are exporting records, you will need to keep track of these updates and making the changes manually.  Records online in The Gift List®, even in your MyMedia custom lists will update automatically.
	Section 6
	Speeding along.
	Understanding and working with the search results.
	Click on Return to Search Results to get back to the list of Women’s publications.  If you’ve skipped to this section, go back to “Navigating the trip” on page 14 for instructions on how to generate these search results.
	Subscribers see the unhidden version, of course.
	Note that the search results default to alpha by Contact Name:
	But you don’t have to view the list in this order.  You can sort the list by Outlet name, Submit By date, or Category.
	To sort the search results, simply click on the header of the column you want to sort.
	Click on the Outlet column header and you’ll see that the results are now sorted alpha by Outlet name:
	Occasionally you'll see “(various publications)” at the top of the search results. This is obviously not some new publication. When you see (Various Publications) listed as the Outlet name, it indicates that that contact is a freelancer and is not on ...
	To sort the list by deadline date, click on the Submit By column header:
	You’ll notice that the top profile does not have Submit By dates.  This means that they are not seeking information specifically for their December issue, but act as “evergreens” gathering information year round and covering the material when it works...
	The typical lead-time is the guide that you will use to estimate the best time to submit your pitch for the issue that you’re interested in targeting.
	If you scroll down, you’ll see the deadlines are sorted from earliest to latest.
	Search tour
	Sorting the list
	Sorting by outlet
	Sorting by deadline
	Understanding the submit by dates.
	The Submit By date indicated the answer to the question, “when would you ideally like to have all your product submissions?”
	If you previously subscribed to the list, you know that we used the first and the fifteenth of the month for submission dates. Last year we got a lot of feedback from editors that many of them had very specific dates for submissions.
	Occasionally there will be a Submit By date listed but there will be further instructions in the Submission Hints field. For example, if the Submit By date is for the November issue, but there is a separate deadline for the December issue, there will ...
	Since this was a search of profiles in a single category, they are all Women’s.  But if you had searched by Keyword, State or Submit By dates you’d have mixed Categories.
	And you could sort them by Category by clicking on the column header.
	Scroll to the bottom of the Search Results page to see additional features:
	The Search Results shows 20 profiles per page.  Scroll to the bottom of the Search Results page, and you’ll see how to jump to any page in the list.
	This list has four pages.  You can click on any of the page blocks to switch between pages.
	The button on the far right is Print Summary.  Click this button to see a printer friendly version of the Search Results page.
	The Export button will export the Search Results into a Microsoft Excel document.
	Depending on the settings you have set on your computer, the process for downloading the file will be a little different for each user.
	Sorting by category
	Viewing all the pages
	Printing a summary
	Exporting the list
	Section 7
	Owning the road.
	Creating custom pitching lists with MyMedia.
	Create a search from any criteria that you choose.  For this example, we will continue working with the search results from all magazines in the Men’s category.
	If you’ve skipped to this section, go back to “Navigating the trip” on page 12 for instructions on how to generate these search results.
	Scroll to the bottom of the Search Results page.  You’ll see the function buttons for the search results:
	The button on the far left is Select All.
	If you are happy with your Search Results and want to include every profile in a pitching list, then you can simple click on this button.
	After you click the button, you’ll notice that every profile on every page will have a check in the Select column.
	You’ll notice the number of retained entries matches the number of displayed entries.
	To uncheck all profiles, click on the Clear All button.  Alternatively, you can uncheck profiles individually.
	You can select profiles individually by simply checking the boxes next to the profile.  To uncheck, just click again.
	Selecting profiles
	Selecting all
	Oops, clearing all
	Selecting some
	Once you have selected the contacts you want included in your custom list, click the Add to MyMedia List button at the bottom of the screen:
	(Remember that you are working online, and if you navigate away from this screen without “saving” your work your check marks will be lost.  To “save,” you must click on the Add to MyMedia List before you go on to the next page.  After you create the l...
	This will take you to the MyMedia area.
	The first time you create a custom list in the MyMedia area you will see this screen:
	To create your list with the records you have selected, simply give it a name in the field provided.
	Then, click on Add Publications/Create Media List.
	Once you have created the list or have added publications to the list, it will bring you to the MyMedia Lists page:
	The list you just created will be shown here.  Unless this is the first list you’ve created, you will see all your custom pitching lists, including the date you created it and how many publications it contains.
	You can create as many MyMedia lists as you need.  The Gift List does not limit to the number of lists you can store online.
	From the MyMedia area you can navigate back to your Search Results or go directly back to the Search screen to perform a new search.
	If you’ve created a new list, you most likely will need to return to the search results to continue reviewing the profiles on the other pages.
	Click on the return to the search results.
	This will return you to the Search Results page.  From here you can move on to the subsequent pages and add profiles to your existing list.
	To view the list, click on "See My Media".
	For the sake of the Test Drive, let’s say you’re done selecting profiles from this search.  And you’re ready to do another search to find more profiles.  You can perform multiple searches for a single list, and continue to add results to the same list.
	You did a search for Men’s publications and created a pitching list, you could review the Technology category, among other appropriate categories.  You can also do a keyword search for "gadget."
	Creating a custom list
	Using MyMedia
	Adding profiles
	To get back to the main Search screen, click on the To perform a new search, click here link:
	Create your new search, as such:
	Click Search to see our results.
	Select the additional profiles you want to add to your existing list.
	Click on Add to My Media.
	The following screen would prompt you to decide whether you want to create a new list or add to existing list.
	Now you have already created a list, you see a slightly different screen.  Notice the Current Lists field.  To add the profiles to an existing list, click on it to select it.
	Click on Add Publications/Create Media List.
	It’s likely that as you perform multiple searches, you will select duplicate profiles.  Duplicates will not be added to the same MyMedia list.  So you don’t have to worry about exporting multiples of the same profile.
	You’ll now notice that the number of publications has changed to include the new additions:
	You can access the MyMedia area directly from the Search Results screen.  Click the See MyMedia button:
	This will open up the MyMedia List screen:
	Using the features
	The features available from this screen are: Review, Rename, Export and Print.
	Click on Review to see the records contained in this list.
	To remove a profile from your MyMedia list, uncheck the Select box.  For a record to stay in your MyMedia database it must remain checked.
	Click the Update Media List button:
	When you’re done reviewing your list, click Cancel to navigate back to the MyMedia area.
	To rename one of your lists, click on Rename.  A box will open for you to give it a new name:
	Enter the new name, and click Rename.
	These functions work in the same as described on page 16.
	Thank you for taking The Test Drive. If you'd like to subscribe to The Gift List for Holiday 2016 - Print & Broadcast or the Web & Blog list, visit http://giftlistmedia.com/store/
	Reviewing profiles
	Removing profiles
	Renaming a list
	Exporting a list

