
  

 

VIVA! Communications – coverage report notes 
 

General:  

• Title the google sheet/excel spreadsheet – i.e. “campaign title lauch_coverage 

report_DATE” 

• Divide the google sheet/excel spreadsheet according to type of outcome e.g. TV, radio, 

online, print, social media, medical/industry 

• Please ensure you are continuously monitoring iSentia over the days post launch, the 

coverage report will need to keep pace with the outcomes that are generated  

 

TV outcomes: 

• Go to iSentia, select the relevant brief you had set up for the campaign  

• Select the type of outcome you would like to report on – i.e TV, (this makes it easier when 

entering outcomes into the coverage report) 

• Click on an outcome to bring the full story up on your screen 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

• To find out where the story has been syndicated to, click the little icon (see below) & the 

other places it has been broadcasted to will appear (we count syndications as their own 

story) 

• Report the findings in the coverage report, detailing the name of the broadcast outlet, 

the title of the story & the time the story ran  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

• The next step is to download the clip from iSentia → upload it to the shared VIVA! google 

drive → create a sharable link → upload that link to the coverage report 

- This is because our clients do not have access to iSentia, & if iSentia was to ever remove 

the outcome we would still have a copy of it on our own drive  

• Click the download icon at the top of the outcome → choose the ‘edit clip’ option; when 

downloading TV clippings, you need to manually listen & edit the video to the exact 

timecodes which showcase the outcome to ensure other news stories aren’t included  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Please  

 

 

 

 

 

 

 



  

 

• Once the clip has been downloaded from iSentia you need to upload it to the shared 

google drive & into the relevant folder, then create a sharable link & upload the link to 

the coverage report  

 

 

 

 

 

 

 

 

 



  

 

Radio outcomes: 

• Repeat all the above steps from TV outcomes for radio outcomes 

• Please note: you will also have to manually listen to the outcomes to determine the 

timecodes for when downloading the clip from iSentia 

Online outcomes: 

• For online outcomes, repeat the steps you would take for both TV & radio until the 

downloading step; 

• Click on the title of the story, iSentia will direct you to the webpage/publication which the 

story was published on;  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

• Please note that every page the story features on will have to be recorded on the 

coverage report, i.e – Homepage, news page, health page 

• To create clippings of the online outcomes, refer to the ‘clippings pdf’ on the staff hub 

 

Medical/industry outcomes: 

• Repeat the above steps you would take for online outcomes  

 

Print outcomes: 

• Repeat the above steps you would take for online outcomes however when you click on 

the link, iSentia will take you to a PDF copy of the outcome 

 

 

 

 

 

 

 

 



  

 

• You will need to download the pdf & take the same steps you would for a TV or radio 

outcome, i.e – upload to the shared google drive & create a sharable link for the 

coverage report (see below). 

 

 

Social media outcomes: 

• For social media outcomes you will need to conduct a keyword search on every platform 

i.e – LinkedIn, Twitter, Facebook & Instagram 

• Once you have found an outcome, report the date, account who posted, the first 

sentence of the post & the link to the post in the coverage report (see below) 

 

 


