4ideas: How-to Guide

To ensure companies can successfully set themselves up and use our new system to submit their
ideas, update their company details, and manage contacts, the following guidance has been
created. Please click on any of the links below to learn more:

1. Logging in & activating your 4ideas Account

2. Updating Company Details

3. Adding and Managing Contacts

4. Pitching a New Idea

5. Tracking progress of a Submitted Idea

6. General Navigation




Back to top

1. Logging in & Activating your 4ideas Account

Supported browsers
Make sure you are using one of the following supported browsers for 4ideas:

= Google Chrome
* Firefox

= Safari

= Microsoft Edge

Signing up and activating your account

To activate your account, click on the “Accept Invitation” link received in the email from
monday.com:

Rebecca Thompson invited you to monday.com

monday.com is the Work OS that powers teams to run projects and workflows with confidence.

Accept Invitation

Your Account's URL:
channel4.monday.com

Your Login Email:
kevinsmithcrmuat@outlook.com

You will be asked to sign up with your contact details and activate your account:

. monday... i ’

Join Channel4's Account
Complete your detals

LogIn

By proceadng, you agrae totha Terns of Senca and Pivacy Polcy
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Log in with your email address and password (note - there will be a two-factor
authentication step. You will need to set this up when first logging in to 4ideas and use
each time you log in):

Loigln Log In

Your email address
Channel4

kevinsmithcrmuat@outlook com

Please insert the code you received by text
Enter password message to your +447%**+**% 81 number

Two-Factor Authentication Code

. Enter code C Resend
Or Signin with )

in arder ta sign up to Channeld’s account, you have to be invitad by its admin Login to another account

Can'tlog in? Visit our help center

There may be some marketing questions that appear - you can skip all of these by
selecting the “Continue” button:

g #.monday....
What best describes your current rolg? What department are you in?
Bumnenssumer | | esmicuter || s menver | | fres : Opens
B = E=R
#. monday..

What are you planning to do Uplead a profile picture
with monday.com? Py

Heip.us tailor the best experience for you

ictures make it easler to collborate.

You do not need to ‘upload a profile picture’ unless you would like to - you can select
‘Skip’ at this stage also (note - the profile picture is a ‘user profile’ picture).

You can then select ‘Done’ (once it turns blue), and a “Welcome to monday.com” message
will display:

: — @l
T m
DE.L+

Welcome to monday.com

Use this space to design any process, workflow, or solution
and drive real impact for your team. You're a guest in this
account with limited permissions.
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2. Updating Company Details

From the ‘4ideas Dashboard’ view, scroll down to the section titled ‘Companies”:

Click the “4ideas” option in the left Below is the ‘4ideas Dashboard’ view titled:
navigation or the widget - either of

these options will take you to the
‘4ideas Dashboard’ view”:

"Welcome to 4ideas”:

[E9
@ Home Gohd night, Kevin! G
@ Mywork Quikly access your recent boards, Inbox and 5
"
2 ANl Boards v R &

~ Recently visited

[~ - R :j_ b . 4

I3 & Companies III $375M
[ dideas

Scroll down to the bottom of this section (scrolling past the ‘New pitch submission

form’, the welcome note and the ‘My active pitches’ sections) and you will find the
following two sections called:

1. My company details
2. Contact details

0 y company details v

[ & Companies |

v Companies

company/wiiters agency Company registrti..

@ Qualfyingin.. ® Nameofparentcom.. = Effective from © Smallindie @ PACT member  Ethnicallydive.. @ Disabled led

Produc ompany’ ame
CDE Trading media ® 1211123 GDE Produstion Limited changed kelpy Yes GDE Group House Des 11 Prefer Not to Prefer Not
Limited kelpy e

aContactdetuﬂs v
2 2 Contacts |
v Contacts
Contact Contacttype-reques. © Contacttyp. £ @ Contactstat. © Phone

Jamie Sutton s [N B o7sas 709088
Kevin Smith o] Primary contact BIE +44 7973789011
JOHN DOE ® ‘Other Registered con... BE +44 72312312

Click the small arrow to the left of the title to expand the details. You can also use the
grey bar at the bottom to scroll across (from left to right) to view further information.

You can also expand sections using the ‘X" at the top right of the page.

My company details ¥

[ & Companies |
v Companies

Production company/writers agency Company registrati Company's house name ©  Qualifyingin.. @ Name of parent com. Effective from © Smallindie @  PACT membe Ethi

CDE Trading media ® 121123 CDE Production Limited changed kelpy n c'ﬁﬁfﬂk‘f‘ﬁ‘“ Dec Tl ﬁ

I— ]
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Below is the expanded view of ‘My company details’ (after clicking the ‘X’).

There is information © buttons next to each column header — when you click on the
information icon, further details of the column content (or expected column content)

are provided. \

My company details

Q Typetofiter = @& Pecple 7 Filter

([ % Companies |

v Companies

Production compa e pany registrati.. Company’s heuse name © | Qualifyingin" YD  Nameof parentcom..  Effective from () Smallindie @  PACTmember  Ethnical

. CDE Group House
CDE Tradi ed 121mz3 CDE Producti Limited ch d ke n

Click the "+" sign next to your company name to view and edit your company details -
the below screen will appear:

. . x
CDE Trading media
in— M Companies Board ) Compary in._. Updat... Fil.. Info Box... +
—+ A lget @ Give feedback
@ Group ® Companies
Compan.. 3 Prev... = C =
Tr Name CDE Trading media
Name MName of .. Pri...
Tr Company regi... 12123
CDE Trading media CDE Grou... @
& Primary contact @ ‘Company registr... Effective .. Co..
12maz3 Dec 1l
& Commissionin... (’,“f;@ ec e
N : ®a Vie.
& Viewing Teams g‘ﬁ(;‘(,“(j@ Nations & Regions e °
Tr Company’s ho... CDE Production Limited changed kelpy Sub region
London
Tr Country UK
Nation or Region
Tr Street 12 Harley Street London
Tz City London Classification =
Tr Postal Code WIG 7H) Qualifying indie
'q
Small indie
Tr Name of pare... CDE Group House Limited kelpy
f# Effective from Dec 11 PACT member
= Small indie
© Contacts ¥ b4
- Genres Com_  Digital Docu. Lifes.
= Ethnically dive... Prefer Not to Say
= =
= Ethnicities det... I _ ==

When updating your details, please ensure you complete all fields. If there are any
changes, to any fields, please ensure the ‘Effective from’ date field is completed. This
date may be different to the date that you are updating your 4ideas account.
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3. Adding and Managing Contacts

To add and update ‘Contacts’ within your company, go to the ‘Contact details’ section
(you can find this section underneath ‘My company details’ from the ‘4ideas
Dashboard’ view):

Contact detalls ¥

There are (3) types of Contacts:
1. Primary Contact
2. Other Registered Contact
3. Other Contact

Primary Contact

= Has full access to company details (view and edit).

= Canrequest to add, remove, reinstate, or elevate contact roles.

= Can update details for all company contacts.

» Cansubmit and view all pitches submitted by contacts within their company.
Note: A company may have more than one primary contact.

Other Registered Contact

= Can submit pitches.

» Canview only their own submitted pitches.

» Can update their own contact details only.

= Canrequest elevation to a Primary Contact role.

Other Contact

» Used asreference data only (e.g. for programme association).
= Does not have access to submit or view pitches (no access to 4ideas).

In the screenshot above, Kevin Smith is a ‘Primary Contact’, and John Sutton is an
‘Other Registered Contact’.

In his role as a ‘Primary Contact’, Kevin Smith can add new contacts - to add a new
contact, left-click on the button in the ‘Add new Contac¥\ column:

53

[ g2 Contacts | @ ®

Tip: Use the grey bar at the bottom to scroll from left to right
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After clicking the ‘Add a new contact’ button colour in red, a row below will appear
where details of your new contact can be entered, and the type of contact can be
selected (note - it may take a few seconds for the new row to appear):

i M. mondaycom @ Guest v o a & o Q ? (s ]

dideas @ View ooy & Bpet v B,
E e = © Peogie 7 Fiflr
] L
Frimary contact
8 icens Contact details 7
Other Registoned co
I #8 Conftact [& & Contacts
Contacts
® Other registered .
o

Editable field appears - start by The ‘New Contact’type can then be
entering the ‘New Contact’name selected by left clicking the grey button
here (refer to the above descriptions to

determine which level of access you would
like to provide your ‘New Contact’).

JOHN DOE has now been added as an ‘Other Registered Contact’ (row 3 below):

Contact Contact type - reques.. (@ Contacttyp.. (3 @ bntactstatus @ Phane Email Job Title Add new contact

Jamie Sutton [C] SIE 07946 789088 amiesuttoncde@outiook.com Lead Producer

Kevin Smith [C] s a4 7973 78901 kevinsmithermuat@outiook com Director

JOHN DOE (O] Other Registered con... S 447712 312312 johndoe@example. corr Head of Production

When you select an option in the ‘Contact type - requested’ column, this will trigger an
email to the 4Producers team at Channel 4 who will review your request.

If you have requested a “Primary contact” or “Other registered contact”, an invitation
will be sent to the new contact by email. The link in the email will take the new contact
through the same steps outlined on pages 2 & 3 of this guide.

Once your request has been approved, the ‘Contact type — approved’ column will
update and reflect the type of contact that was requested and approved.

Contact details ¥

[ 2t Contacts

You can also update the ‘Contact status’ column to help keep track of your ‘active’ Contacts.

Contact details 7
E===1
2 42 Contacts
Cotacttype-reques O Cortact by e
. - e == e | .
o [CRl ot Regictorea con.. % " .
L
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If you would like to view more details about a specific contact, click the ‘+’ sign next to a

name to view:
\

Contact det¥jls
® Peapls V7 Filter

I & Contacts |

~ Keep for Testing

Contact type - approved
@ Other register...

& Indie primary c... @

)

Primary contact

Production company

& Commissionin. CDE Trading media

Phone
= Contact type -

= Comta(:t type h

= Contact status

S +44 7973789011

Comments

A Production co... CDE Trading media

71 Small Indie

Prefer Not to Say

7 Ethnically Dive...

Choose a text column fromYyQur boprd to get started.

Cantact tactiype-reques. @  Contscttype-apn. @ O Contactsiat. O Phone Email JabTite Addreweontact O 4

Kevin Sy #E vaaronTEOn Diec

Jaria Othor Registarsd con... = Prog
Kevin Smith
in — g8 Contacts Board (R Contact Updates Files Info Boxes +

+ Addwidget @ Give feedback
@ Group ® Contacts
Contact Info b A.. b2

Tt Name Kevin Smith

A
vy

You can view the type of contact you are in this section - e.g. ‘Primary contact’ or ‘Other

registered contact’. For more information regarding the different types of contacts,

refer to page 6 above or the ‘4ideas: FAQs for Companies’.

JOHN DOE
in— g8 Contacts Board () Contact Updates Files = InfoBoxes +
You can also edit and .
. Group ® Keep for Testing
update contact details R Contact Info %
IT Name 7 JOHN DOE

from within this view:

Contact type - approved

& Other register...

& g primary c... (s}
)

Production company

& C CDE Trading media
ommissioN

Phone
= Contact type -..

BE ssa7m2312312

= Contact type -.. Comments

= Contact status

8

7 Production co.. [H COE Trading media

-
—H
71 Small Indie ="

Prefer Not to Say

71 Ethnically Dive..
No column selected yet
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4. Pitching a New Idea

To pitch a new idea to Channel 4, use the ‘New pitch submission form’ that can be found on
the left from your Dashboard view:

My work

4ideas + & Viewonly & EBpot v |8, Invite
All Boards v
&2 Q Typetofiter = | @ People Y Filter O v
Q Search
)T PITCH YOUR IDEA HERE! Welcome! 58

02 Ideas board (new submission.

Welcome to dideas, Channel 4's new system where you can add and maintg
details, submit ideas directly to commissioners, and view the status
‘companies’ grid below to keep your details up to date, and g
to submit your ideas.

ur ideas. Please use the
‘New pitch submission form*

02 28 Contacts

[ % Companies @ kevinSmith | 2

4

New pitch submission form

Please make sure that you have read the current relevant commissioning brief on
4Producers before submitting your idea.

i See the How to Guide _f
Questions? Ch

%on using this platform

ir FAQs. or email 4producers@channeld.co.uk
Complete the form below to submit your idea directly to a commissioner.

My active pitches ¥ O  umage ¥
Title *

You can expand sections using the ‘X" at the top right of the page. Fields marked with *
are mandatory to complete:

PITCH YOUR IDEA HERE! X

@ kevinSmith | 2| 4

4

New pitch submission form

Please make sure that you have read the current relevant commissioning brief on
4Producers before submitting your idea

Complete the form below to submit your idea directly to a commissioner.

Title *

07255

Logline

|

Select the genre that you are pitching to and include any relevant attachments or links -
e.g. treatments, proposals, or sizzle reels:

(Note - jpeg, png, and pdf files are best to use and there is no size limit for any
attachments. If providing a link, note that you can only use one link).

New pitch submission form ? New pitch submission form 7 |

1

Description *
&4

Choose a file to upload or drag and drop here

va

0/2000

Genre "

d -

Drama

f Terms and Conditions
Comedy /83 to Channal 4 you 3078 10 the indle portal Taems and Thank you!
rivacy Policy.
Digital

Documentaries & Factual Entertainment

| = |
Once you have reviewed and accepted the T&Cs & Privacy Policy, click the ‘Submit’ button
- your pitched idea will then be sent to a Commissioning Editor for review.

A “Thank you!” message will be displayed after clicking ‘Submit’ and you will receive an
email notification to confirm that your idea has been received.
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5. Tracking progress of a submitted idea

After you have submitted your idea, the ‘New pitch submission form’ will reset so you can
pitch more ideas:

@ Mywork

4ideas @ Viewonly & Epot v | | 8, bwite
[k AnBoards - -
@ Typetofiter 5| @ People W7 Filter O
Q Search
@ dideas PITCH YOUR IDEA HERE! @€ Welcome!

3 Mass board (new submission - ) _
Welcome to % dideas # . Here you can submit your ideas and keep your company and contact details up to

G # Contacts date. This helps us share the latest infarmation with you and allows you ta check the status of your propesal at
N
013 & Companies any time.
4 @ Want to know what we're currently looking for? Here's a link to our latest briafs:
it s/ fwewwe channeld com/4producers
New pitch submission form & Have a question? [FAQ Link]
Phease make sure that you have resd the cument relevant comeis brieion & Need abit more help? 4 producers@channeld couk
4Producers befare submitting yaur idoa.
How te submit your a
My active pitches 7 O | 2dage M
-
|
W 2 T 1
o M .- !

You're a Guest here

Any submitted ideas will appear under ‘My active pitches’ reflecting the overall status:

My active pitches ¥ b

@ submitted: 21 In developme..: 1

Note - there are currently no active pitches for CDE Trading Media and therefore,
there is no donut displaying in this section. This section will update with a donut as
soon as a pitch is submitted.

You can also view further details of any pitched ideas by scrolling slightly further
down in your dashboard to view your “My active pitches” section:

—
®
Testing New idea
F— Q
[
[ DT Feb 12
- wscript Testing new idea |
.
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6. General navigation
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If you have logged out of 4ideas after following the steps in section #1 of this guide, you
can use this link to log back in: https://channel4.monday.com/

If you remained logged in to 4ideas, this screen will appear:

5 [ —
@ Home
@ Mywork
2 Al Boards v e
Q@ semen
@ sideas

(% Ideas board (new submissian...

[P

I3 & Companies

+

M

You're a Guest here

Get monday.com's full power

B Guest

Good morning, Kevint
Quickly access your recent boards, Inbox and workspaces

[a T =] 9 e a 7

©

(@ Give feedback 4 Quick Search

Complete Your Profile
® s
Upload Your Photo
Enable Desktop Notifications
Complete Profile
Install Our Mobile App

x

v Recently visited
— ¢ — = - — =
mo ol s =r==1 I=rr=1
(] dideas o [2 12 Contacts o I % C: | o
— = -
="l
([ \deas board (new submissio... 77

> Update feed (Inbox) @

Learn & get inspired

Getting started

-

Help center

Learn and get support

Lear how monday.com works

You can either use the navigation menu on the left or the widgets on your dashboard to

\

direct you to the board or details you would like to view or update.

You can use the star at the bottom of each widget to make it a ‘favourite’ ¢ . This will —

add the section to the navigation menu on the left.

To view the 4ideas dashboard, where you can submit a new idea using the ‘New pitch
submission form’, view ‘My active pitches’ and find links to help and information, click
the 4ideas option in the navigation one the left. You will be able to do everything you
need to from this section.

1 A1Bows -

4ideas ® View only

Welcome to 4ideas

Welcome!

PITCH YOUR IDEA HERE!

o ¥ dideas
s helps s share the latest

4

New pitch submission form

My active pitches ¥

‘New pitch submission form’
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You can also use the small reverse-arrow to collapse the side navigation menu if that
is your preferred view:

View with side navigation:

TS v ful - &
[ 49 Boes
& Peop F
-
@ A
Welcome to 4ideas
le & roanses
PITCH YOUR IDEA HERE! = Welcome!
4 Wmllnhfwmkm u.rrn.m.l,jlmknfgrof?.-'.--.--.a & b cur latest briefs
ta New pitch submission form e
4Producens befcr
St e —
Mv active pitches ¥ 2amaon 3

Welcome to 4ideas

PITCH YOUR IDEA HERE! Welcome!

Want to know what we're currently looking for? Here's a link to our latest briefs: hitns://wyw channeld com/4nroducers

4

New pitch submission form

Have 3 question? [FAQ Link]
Need a bit more help? dproducers@channeld.couk

4Producers before submitt

My active pitches ¥

a .

To view the side navigation menu option again, click the small arrow.

If you are not sure how to do something, please don’t hesitate to reach out to us
at the following email address: 4Producers@Channel4.co.uk

You can also refer to our 4ideas FAQs which can be found here

To make sure we are inclusive and accessible to all, please let us know if you
require this document in another format or if you require any adjustments or
assistance for communications with you.
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