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The IBM Aspera Connect browser plugin is required for using the Media Ingest Portal.  When a user logs into the portal, they will first be prompted to download and install the Aspera Connect plugin before proceeding.  If needed, please open the following to be able to upload via the Aspera Connect plugin:Using Google Chrome follow the link to https://media-ingest-portal.paramountmsc.com to access the Paramount Global Media Ingest Portal.

PLEASE DO NOT UPLOAD LOCK or ROUGH CUT FILES THROUGH THE MEDIA INGEST PORTAL.  THOSE WILL NEED TO BE UPLOADED THROUGH OUR LEGACY EASTWEST GATEWAY (https://cbs.sdvi.com/gateway/mpd-east-west-gateway/mpd-upload-gateway; please contact migtechnicalonboarding@paramount.com if you need access to this gateway).  A separate one-sheet is available for those instructions upon request. 

For troubleshooting, please contact migtechnicalonboarding@paramount.com directly.

Aspera Connect CDN CloudFront
      d3gcli72yxqn2z.cloudfront.net
       Port TCP - 443 and 80


*If you are still unable to connect after clearing the main Media Ingest Portal domain URL and Aspera ports, please see below additional embedded URLs that may also need to be cleared:
.media-ingest-portal.paramountmsc.com
.media-ingest-portal.paramountmsc.com.edgekey.net
.app.launchdarkly.com
.api.ipify.org
.events.launchdarkly.com
.clientstream.launchdarkly.com
.iwa45fmhvk.execute-api.us-east-1.amazonaws.com
.5ibj8hh376.execute-api.us-east-1.amazonaws.com
.neqv5plwf5btzbz3gjb5b64q3u.appsync-api.us-east-1.amazonaws.com
.gateway.contentplatform.viacom.com
.js-agent.newrelic.com













Step 1: Find and Select Asset Shell/Episode
1. Locate the asset shell of the title/episode you are submitting; click to open it
a. Use the search bar at the top to search by TITLE, SEASON #, EPISODE # & EDIT CRID.  Please note: if searching by EPISODE # or SEASON #, you must search using the format as present in the asset shell (i.e. E0101 or S1)

Note: Asset shells will be assigned to vendor as part of the onboarding process. You will only be able to see your own titles.  

Step 2: Attach Files
Note: You are now able to select multiple materials at once to upload under a single edit. 
1. Click Ingest New Media 
2. Either Click to Browse your local machine for your materials OR Drag & Drop into the upload box.
a. If you are uploading materials with the .MOV extension, a pop-up box will appear asking you to choose whether those materials are Video or Audio.  Once selected accordingly, click Save.

Step 3: Add Material Metadata Attributes
Content metadata is mandatory for EACH material.  You will not be able to proceed with your uploads until all metadata is complete.  You cannot upload multiple materials with the exact same metadata within a single edit. 
Each Content Type you are uploading (Video, Audio, Subtitle/Caption, Document, Supplement, Image, Dub Card) will group together under unique tabs where you will enter metadata for each material.

Step 3a: Video Metadata Attributes
1. Select the appropriate video metadata attributes from each available dropdown: Video Type, Language, Active Picture Aspect Ratio, Resolution, Frame Rate & Dynamic Range/Color Space. 
a. If you have multiple video files with similar attributes, click the checkbox next to # video master files which will select all files.  Make sure the correct materials are all selected then fill in the attributes that they share. 
b. Once all entered, click the [image: ] button which will apply these shared attributes to all selected files.
2. Fill in all other video attributes as necessary.
a. If you are uploading DolbyVision video, you will be prompted to upload the associated XML once selecting this as your Dynamic Range/Color Space.
3. In the Audio channel count field, enter the total # of embedded channels and click Submit.
a. Next, you will be prompted to add rows for each Soundfield embedded on your video file and enter the following metadata: Audio Config, Audio Type, Audio Language.  For example, if your video file has 10 Channels of embedded discrete audio (Ch 1-6 5.1 English / Ch 7&8 Stereo English / Ch 9&10 Stereo M&E), you would fill in as follows:
1. ROW 1: Audio Config: Discrete 5.1 Surround / Audio Type: Production/Full Mix / Audio Language: English (US)
a. Click Add Audio to add another row.
2. ROW 2: Audio Config: Discrete 2.0 Stereo Surround / Audio Type: Production/Full Mix / Audio Language: English (US)
a. Click Add Audio to add another row.
3. ROW 3: Audio Config: Discrete 2.0 Stereo Surround / Audio Type: Music & Effects / Audio Language: Non-language content
4. Double check all fields are filled out and everything is accurate to the best of your knowledge. Then click Next to move to the next material tab.

Step 3b: Sidecar Audio Metadata Attributes
1. Select appropriate sidecar audio metadata attributes from each available dropdown: Soundfield, Audio Type, Language. 
a. If you have multiple sidecar audio files with similar attributes, click the checkbox next to # audio files which will select all files.  Make sure the correct materials are all selected then fill in the attributes that they share. 
b. [image: ]Once all entered, click the             button which will apply these shared attributes to all selected files.
c. Fill in all other audio attributes as necessary.
2. Double check all fields are filled out and everything is accurate to the best of your knowledge. Then click Next to move to the next material tab.

Step 3c: Subtitle/Caption Metadata Attributes
1. Select appropriate subtitle/caption metadata attributes from each available dropdown: Text Type, Positioned For, Language, Frame Rate.
a. If you have multiple subtitle/caption files with similar attributes, click the checkbox next to # subtitle/caption files which will select all files.  Make sure the correct materials are all selected then fill in the attributes that they share. 
b. [image: ]Once all entered, click the             button which will apply these shared attributes to all selected files.
c. Fill in all other subtitle/caption attributes as necessary.
2. Double check all fields are filled out and everything is accurate to the best of your knowledge. Then click Next to move to the next material tab.

Step 3d: Document Metadata Attributes
1. Select appropriate document metadata attributes from each available dropdown: Document Type & Language (if applicable).
2. Double check all fields are filled out, and everything is accurate to the best of your knowledge. Then click Next to move to the next material tab.

Step 3e: Supplemental Metadata Attributes
1. Select appropriate supplemental metadata attribute from available dropdown: Supplemental Type (i.e. Graphics Toolkit and ProTools Sessions).
2. Double check all fields are filled out, and everything is accurate to the best of your knowledge. Then click Next to move to the next material tab.



Step 3f: Image Metadata Attributes
1. Select appropriate image metadata attribute from available dropdown: Image Type.
2. Double check all fields are filled out, and everything is accurate to the best of your knowledge. Then click Next to move to the next material tab.

Step 3g: Dub Card Metadata Attributes
1. Select appropriate dub card metadata attributes from available dropdown: Language, Sequence Order.
a. [image: ]If you have multiple dub cards with similar attributes, click the checkbox next to # dub card files which will select all files.  Fill in the attribute that they share and click the button which will apply to all selected files.
b. Fill in all other dub card attributes as necessary.
2. Double check all fields are filled out, and everything is accurate to the best of your knowledge. 

Step 4: Upload Materials
1. On the last metadata tab once all fields are filled in, click Upload File.
2. Uploads will start and page will refresh to main asset shell screen where you can monitor their progress.


If you need to upload materials for another edit/episode, find your asset shell on the lefthand side and repeat steps 1-4.




















FIXING INCORRECT METADATA
*If there are incorrect metadata attributes entered into the portal that do not match the technical metadata on your files, you will be notified in the portal and will have the ability to fix*
1. When our metadata validation check detects the input attributes do not match the technical metadata on a file, you will see the following error in the portal next to that file shortly after uploading: 
[image: A red rectangle with black text
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2. If you click on the Inspect validation errors button, it will display all attributes selected for that material as well as an error message describing the issue and highlighting the field to be fixed.
3. In the bottom righthand corner, click Edit metadata.  This will bring you back to the metadata attribute selection page, with the highlighted issue & error message.  
4. Fix the highlighted metadata accordingly, then click Save in the bottom righthand corner.
a. This will automatically initiate a new upload with the corrected metadata.  The file will  go through our metadata validation check again to make sure everything aligns now.  If it does, you will see the second Status checkmark turn green.
*The portal will allow you to correct the metadata for the following fields*
Video: Resolution, Framerate, Dynamic Range / Color Space, Embedded Audio Channel Count,
Embedded Audio Config
Audio: Soundfield
Timed Text: Frame Rate

UPLOADING REPLACEMENTS:
*A revision must have the same metadata as the original asset uploaded*
1. Locate the asset shell of the title/episode you are submitting; click to open it.
2. Find the material you are trying to replace and click the [image: ] at the end of its row; select Upload revision file.
3. In the revision window, select the Revision Type and select accordingly:
a. Legal (Music change, Blur, Credit fix etc)
b. Editorial (Graphic, Color, VFX change etc)
c. Technical (Dropout, Sync, Bad Export etc)
d. QC Fixes (Remedy flagged QC issues)
e. Delivery Error (Wrong File or Episode)
4. In the Reason for re-delivery box, enter a brief description of why a revision is being supplied (re-delivery reason must be at least 8 characters, excluding spaces).
5. In the Upload Revision file box, click to browse to your local storage to attach your file or drag and drop your file.
6. Click Replace.
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