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Account Notes – This is where account-specific special needs are documented in ClientTrak. These notes are very important and should be referred to and followed for each release handled.
Addwire lists – These are fax or email lists created and maintained by Business Wire to supplement wire coverage on some circuits. Clients are not charged for the points on these lists, they do not see the full lists (including contact information) and they do not receive the job results.

AE – Account Executive. These are the sales personnel who are responsible for landing new clients and maintaining current clients. Any time a client has problems or questions the relevant AE should be alerted.

AP Exchange – The website we can monitor to confirm a release has been received and processed by the Associated Press.

Bloomberg – One of the three news reporting services that we can monitor to see if they posted a full-text release we sent them or wrote about the company. Bloomberg monitoring is done by our New York and San Francisco newsrooms. Like Reuters and Dow Jones, they primarily cover major announcements by public companies. 

Business Wire Connect, aka BWConnect, Connect or BWC – Members are required to log in and submit releases on Business Wire’s website via this secure portal. Submitting via Connect is secure and allows proper tracking and auditing of each order on our end and on the client’s end.  We do not accept releases via email or fax.
CIA – Cash in Advance. Editors must review Billing Notes for instructions on how to proceed for accounts with a CIA status. These are generally clients that are behind on payments and will need to pay in advance before we distribute any orders for them.
ClientTrak – The program used to keep track of client accounts. This is where all relevant client account data is stored. You can look here for Account Notes and Billing Notes, see who the AE is, see information on discounts, who the registered Connect users are, check invoices, etc.
ClipTrak – The web-based program used to monitor Dow and Reuters coverage.

Closing Note – The section of the Forwarding Note where a newsroom will identify any information they need to pass on to the office(s) handling their copy while they are closed. 
Confirm box – The mailbox that certain affiliates use to send us order confirmations and/or links reports.
Copy Approval – A feature of Connect that allows clients to review formatted releases within the secure walls of Connect. Clients can then reject or approve the releases and any multimedia associated with them.
CSR – Client Services Representative. CSRs support the Sales team through a variety of functions, including processing membership applications and creating new accounts, answering client questions and authorizing credit card charges. CSRs generally are the first people contacted when a client has a question and their AE is not available.

CyberSource – The platform we use to authorize credit card transactions (typically for CIA clients and first releases for new clients).
Distro report–The Newsroom Distro program is used to compile Sales Orders and to download the ones ready for invoicing to the billing department.
Doced – The primary person that monitors the Newsroom box. The origins of this term go way back to when most of our clients emailed releases to us or sent them in via modem. The doced would monitor the newsroom box and the FTP queue for incoming releases, create esheets for them and route to trace newsrooms for handling. They would also help convert files into usable formats. The newsroom box is no longer used for receiving emailed orders (and we don’t receive orders via modem) but we do still receive client questions, requests, fax/email list changes, updated documents, etc., that the doced will forward to trace newsrooms or sales teams for handling.
Dow Jones – One of the three news reporting services that we can monitor to see if they posted a full-text release sent by Business Wire or wrote about the company. Like Reuters and Bloomberg, they primarily cover major announcements by public companies. We use ClipTrak to monitor Dow coverage.

EDGAR – The Electronic Data Gathering, Analysis and Retrieval system, used by US public companies to file reporting documents required by law to meet the specific requirements of the SEC (8K, 10Q, etc.). Our EDGAR Desk can format and submit these documents for our clients. 

Email-back – When a client requests a proof copy of the Business Wire formatted release via an HTML attachment to an email. These email-backs are typically Hold for Call until the client gives us approval to send.

Email list – This generally refers to a list of emails created and maintained by a client. Clients can upload and edit lists via their Connect accounts or the newsroom can handle for them.
Esheet – Esheets are electronic orders or tickets. Esheets are generated when clients submit their orders via Connect and are routed to the relevant newsrooms for handling. Circuits ordered, person who submitted the order, special instructions, communication between the client and their newsroom…all of this is audited on the esheet and its related Sales Order. 
Fax-back – When a client requests a proof copy of the Business Wire formatted release via fax. These fax-backs are typically Hold for Call until the client gives us approval to send.
Fax list – This generally refers to a list of fax points created and maintained by a client. Clients can upload these and edit via their Connect accounts or the newsroom can handle for them.
First Call – A financial database that some of our public clients subscribe to. When client requests, editors send releases to First Call and we must monitor their website for proper posting.
Forwarding Note – The area of Newsroom Monitor where a newsroom will identify any information they need to pass on to the office(s) handling their copy while they are closed (see Closing Note) and where updates for that newsroom from the overnight shift will also appear (see Opening Note.) A new Forwarding Note must be generated each weekday.

GroupWise – Our email platform, used to communicate internally and externally. Clients can’t submit releases via email and should be guided toward using Message Center to communicate about their orders. 
Hold for Call – An order that is to be prepped and held until the client gives further instructions.
InsideTrak – Platform we use to store and share information internally. Each office has its own location-specific folder and there are areas to find info related to Editorial, Human Resources, Marketing, Sales, etc.
Message Center – The Message Center is used for secure and audited communication between the client and Business Wire. Clients can view and send messages when logged into Connect and editors view and send messages via the Newsroom Monitor Message Center. 
MRT – Refers to our Media Relations team (Media Relations Specialists). MRTs create and maintain relationships with media points around the world to expand our media reach.

MRT Tech – Refers to the team of techs that support the media we reach globally. MRT Techs work directly with media points and closely with our MRTs. They also work with newsrooms and Sales when posting issues or questions arise. 

NewsML – The NewsML consists of all elements of a press release in tagged form so recipients may parse the bits they want and display on their end.

Business Wire sends the media NewsML files via NX or FTP feeds.
Newsroom box – The mailbox that receives emails sent to newsroom@businesswire.com. Clients may use that address to communicate with us via email.
Newsroom Distro–A distro report is generated each weekday morning by someone in each newsroom to detail the previous days’ Sales Orders and convert them to invoices. The Newsroom Distro program is used to run a “Distro Check” and to “Download to Billers.” The “Distro Check” is where the last check is done to make sure all the relevant billing details (circuits ordered, fax/email counts, PO#s, etc.) are correct before invoices are generated and sent to clients. When the check is complete, the “Download to Billers” option is selected to pass Sales Orders on to the billing department in order to generate invoices.

Newsroom Monitor –This is where newsrooms keep track of client orders from receipt all the way through sending and monitoring. Editors can also see and manage incoming Messages from clients.
NewsTrak reports –These reports offer clients a myriad of data related to their press releases: info on Visibility, Traffic Sources, search engine results, social sharing and more. Clients can access and manage these reports when logged in on our site.
Night note – A list of copy to be monitored/handled. Newsrooms that cover for closed offices run a night note to review what they need to monitor until those offices reopen. Newsrooms will also run night notes for personal use during their working hours, normally on weekday mornings. In this case, the note aids editors during busy times when they need to monitor a lot of scheduled releases.   
No Wire XMITs – These are orders without any StoryBuilder versions to XMIT over the wire. It could be an order sent only to fax or email lists, or it could be an order for a Business Wire circuit where we aren’t sending any StoryBuilder languages. 
NX – Business Wire’s main, patented media feed. All disclosure points are on NX (as well as many other media points). NX distribution for each release must be monitored using the NX Release Status in Scheduler and MRT Techs alerted to any errors that occur. See the Copy Monitoring section of Workflow for more information about monitoring for NX and other feeds.
Odyssey – This is the service and the program that we use for faxing and emailing stories for our clients. It is integrated into our esheets. Transmissions can be monitored on their website. 
Opening Note – The area of the Forwarding Note where editors will identify any information they need to pass on to an office that was closed. The Opening Note appears right below that office’s Closing Note and should be checked each morning.

Pick-up – Another term for Dow, Reuters or Bloomberg coverage of a Business Wire story, or coverage of a client’s release by other media (coverage).

Reuters – One of the three news reporting services that we may monitor for pick up of client news. Like Dow Jones and Bloomberg, they primarily cover major announcements by public companies. We use ClipTrak to monitor Reuters coverage.
SNR – Smart News Release.  A release that is sent with multimedia elements (typically a photo, but slide shows, audio/video and other files are also options). 

StoryBuilder (aka STB) – The proprietary program BW editors use to format releases. It can only be accessed through a language Task on an esheet.

SWAT – The SWAT Group works with other departments to ensure proper distribution and disclosure, handling internal and external communication during system emergencies or news/web deploys, approving wire KILLs, database removals and back-dating of copy on our website. SWAT also coordinates office emergency closures, the adding/replacing of newsroom staff and communication regarding holiday staffing, among other things. SWAT meets formally once a month as a group but informally communicates on a daily basis, covering all areas of global operations with a heavy emphasis on editorial and HR.
Ticker – The stock symbol of a public company. These are the most effective way of searching for stories online and in various databases. Properly including relevant tickers in the release Body and NewsML exchange/ticker area in STB is very important and noted on editorial checklists.
Time-out – The distribution time of the release. When a release is issued, the time-out is sent to the client in an automated confirmation email and message. Editors will also call the client with the time-out when requested.
Translations box – The mailbox that some affiliates and translation vendors use to return completed translations to us via email. Full details can be found in the Doced Instructions.
XHTML – eXtensible Hypertext Markup Language is a web-based format that allows considerably more flexibility in formatting and characters than the previous plain-text ANPA format. For example, it includes bold, italics, hyperlinked text, cell-based table formatting, etc. 
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