* Netlife Photosuite

Web archive

www.YOURDOMAIN.xx/webarchive

A short introduction

Our online web archive is a tool we have created to make life a little easier for the
administrative personnel at school.

The overall goal of this system is to let them manage pictures and information about all
students and personnel at the school. They may also process class maps to hand out to
substitute teachers, create their own sub groups and keep track record of all their
students for every year they have used the same photographer etc.
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Get started

Create new user

To grant administrative personnel at schools access to the webarchive they need an
access code and a user account. This is done at www.YOURDOMAIN.xx/admin.

TOTUUAl duUTos Ry o
Find the specific job in /admin. Far : -—
down on the job details page you'll @we scEeasey @kﬁ_
find the webarchive access | Quiarrida.cochoolnickun ovnice, [

code-field. A code will normally

automatically be generated, if not Lreate orders

Automatic order creation

you may enter the code of your Order creation status
choice. The code automatically
generated will be similar to the Create register material

d dwhen . Automaijc archive material
access code used when logging in
to the webshop, but can only be
s B s

Grant archive access to user

used for webarchive log in.

If the administrative personnel at

, Create new user
school for any reason can’t create

their own account you can do it for
Name \

them in /admin.

=

|
E-mail address \ |
|

Once located and opened the Password ‘

specific job, click web archive in Add user
the right hand side list (marked

with red circle in example Search existing users

screenshot).

User Remove access

You can grant archive access by

filling in required information in

the next window. HKpelete

On the same page there is also a list of all the existing users of the specific job
webarchive. You may remove access for certain users if needed.
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Web archive automatic material

Automatic material are free products given to the
school by appointment. If activated the automatic
archive material are automatically generated to every
school in job status 8.

Tasks

Send SMS to delivery contacts
Send E-Mail to delivery contacts

Download PDF/csv
Download barcodes for shoot

Shoot report
Checkpoint
Edit picture tags/subjects

Absent subjects
Post process Excel file

Add subjects to job

Retouch status

Create or
utomatic order creation
Order €t als
By fllllng mn emall Preset | Choose a preset or start from scratch v
address and choosing Pricelit [Ersempelprsisie 3
correct email template Foaniopky, (oo "]
from the drop down list Delivery address Web archive automatic email

(see red circle in

[Web archive email address

example screenshot) an

email with information

from the template and

| Choose s email template ]

Students [Add product |
about the automatic Product Template Required Quantity Action
archive material will be

Staff | Add product v
sent. Product Template Required Quantity Action

Groups [Add praduct v
If the contact person P —— o e
email address was filled

Advanced mode
in when booking the job : :

Group name Override group picture text
in 15t grade [ist grade

ra Bndgmde |

www.YOURDOMAIN.xx/ | ™ g

3nd grade |3rd grade
booking this address will | angade P —
be prefilled.
Notice that the email template drop down list will be empty until you've created
templates. Learn how to create email templates below.
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Create email template

Go to www.YOURDOMAIN.xx/admin and choose emails from
the left hand side menu. Your templates will be listed and

you can edit or

(A= R == L

m hidehila tornnlatoc

delete these. To

create a new one,
click create email
template. "

Email Templates

Email Description

Actions

Right column

Create Email template

A window opens
where you may
fill in template
description, email
subject and email

Description
Email subject

Email content

my e (# Edit 3¢ Delete
N e e (# Edit 3¢ Delete
22 Edit i Dolate
Create email template Help

Value

content. Use the ‘

You can use the following variables in the
emall template

@SUBJECT_NAME@
The subject name

@SUBJECT_WEBPAGE@
Address to where to fetch images
(Includes key)

variables listed on

the right hand side. These variables retrieves individual information from specific

Value

iWe barchive invitasjon ‘

‘|DQ In image archive ‘

places.

Edit email template
Example
screenshot Description

. Email subject

to the right ek

Email content
shows how
an email

pictures taken.
template

following Web site:
may look, @WEBARCHTVE WEBPAGE@
using the
variables.

99999999.

Here comes information on how to log on to the online
image archive, were you can see, print and download

For new users - create a user account from the

Enter image code: @WEBARCHIVE KEY@

For existing users - log in with your existing
username and password.

Enter image code: @WEBARCHIVE KEY@

If you have any questions about how to do this,
contact us at customer service @.....

com or tel.

Iz, Save Changes

Preview

Sender
To

Subject
Content

Netlife - DEMO PORTAL <sales@netlife.no >
John Doe <john@doe.com>
log in image archive

Here comes information on how to log on to the online image archbppyageig you can see, print and d

For new users - create a user account from the following Web si
@ WEBARCHIVE WEBPAGE (@

Booking

Help

You can use the following variables in the
email template:

@SUBJECT_NAME@
The subject name

@SUBJECT_WEBPAGE@
Address to where to fetch images
(Includes key)

@JOB_NAME@
The subjects job name

@SUBJECT_KEY@
The subject access key

@WEBPAGE@
The webpage address

Web archive

@WEBARCHIVE_KEY@
The web archive access key

@WEBARCHIVE_WEBPAGE@
Address to web archive (Not including
key)

@DOWNLOAD_GROUP_PICTURES_HIR|
Download link to download group pictures
in full size

@DOWNLOAD_GROUP_PICTURES_UR|
Download link to download group pictures
in 1200x800px.

@DOWNLCAD_PICTURES_URL@
Download link to download favorite
pictures in 600x900 and group pictures in
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Create account and log in

When the administrative Log in
personnel at the school has
- . E-mail
received the webarchive code, me
.. Password Login
they visit
Please note that the password is case

WwWw. YOURDOMAINXX/ sensitive.
webarchive. They enter the Forgot your password?
access code to create a user
account. Next time they visit Create account
the web archive they use the Filnae
login field above (screenshot). E-mail

Choose password

Confirm password

Create user

Last updated: November 2016 Page 6


http://www.yourdomain/webarchive
http://www.yourdomain/webarchive

* Netlife Photosuite

Startpage

www.YOURDOMAIN.xx/webarchive:

Enter your code:
Add images

Choose schoollyear:
Netlife primary school |

Menu

- Startpage

- Student search

- Download pictures
- Print class maps

- Create new groups
- Access administration
- All classes/groups  [#]

School information

- About the service
- School info

Startpage: Netlife primary school

Welcome to our new online web archive - a tool we have created to make life a little easier for the administrative
personnel at the school.

The overall goal of this system is to let you manage pictures and information about all students and personell at
the school.

Download pictures Create new groups

Lets you download pictures of all students to be used in  You can easily create new groups and manage all
your school administration system, or to be stored and students by adding them to new groups or moving

browsed locally on a workstation.

them between existing groups.

Print class maps Access administration
Download and print class maps with pictures and names Give access to the web archive to other/new

of all students in just a few clicks.

employees at the school, or remove access for
specific users if needed.

All classes/groups

Here you can browse all pictures by class/groups, and
you can also view all groups you have created here in
the admin system.

Move student between groups

Rename students

Delete student from a group (will be moved to class
named Deleted)

Download individual pictures

When logged in to the webarchive, the startpage is the first window administrative
personnel at school will see. From here they can maneuver through the different

options.
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Left side menu

Enter your code:
| Add images ‘

On the left hand side are different options they may

use listed. Choose schooll/year:

Netlife primary school v |

Menu

- Startpage

- Student search

- Download pictures

- Print class maps

- Create new groups

- Access administration

- All classes/groups  [+]

School information
- About the service

- School info

On the top the code to access all pictures of groups,

classes and students in a specific school may be
tvped in P y _Enter your code:

ypecin H Add images
The web archive user can have access to several Choose SChﬂDUYEH r
different schools and jobs. To choose the correct :
one, use the drop down list below. Netlife pl'il'l"lﬂf)" school v
Netlife primary school
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Student search

Student search: Example Netlife school webarchive

Here you can search and find the student pictures based on name and/or group.

Student namem |

4th grade: Emily
Blunt"test

They can use the search
feature and find student
pictures based on name
and/or group.

After typing in the name the
result will appear below.
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Download pictures

The personnel at school can download pictures of all students to be used in

administration system, or to be stored and browsed locally on a workstation.

Download pictures: Netlife primary school

firstname_lastname1 jpg firstname_lastname2 jpg

Download pictures with student names

This feature gives you a zip-file to download to
you computer. The zip-file contains both group
pictures and portrait pictures of all students
photographed.

) b | b

ISTipg Schoolsoft jpg ProCapita.j

Download pictures to your school
administration system

If you have provided us with all necessary
information in time before the photo-shoot, you
will be able to download pictures ready to import
in your school administration system. We
currently support the following admin-systems:
IST, Sats, Schoolsoft, ProCapita, StarSoft.

Download pictures with student names

This feature generates a zip-file to download to a computer. The zip-file contains
both group pictures and individual pictures of all students photographed.

Download pictures to your school administration system

If the administrative personnel at school have provided Netlife with all necessary
information in time before the photoshoot, they will be able to download pictures
ready to import in the school administration system. Netlife currently support the
following admin-systems: IST, Sats, Schoolsoft, ProCapita, StarSoft.
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Print class maps

Download and print class maps with pictures and names

of all students in just a few clicks. All groups
1st grade

The personnel at the school may download class maps nd grade

with portrait pictures and names of all students in a group. 3rd qrade

This may be useful for new teachers and temps etc. g

To get started choose a group or a selection of groups ¢ 4th grade

from the list and click the view button below. @
A window pop up will let you decide on how to sort the

pictures, you can choose from the options listed by last or
first name. In the next window an option to hide subjects without pictures is given.

Choose sorting: Group map layout:

Sort by lastname Show all subjects
® Sort by firsthame ® Hide subjects without pictures

| Confirm Confirm |

Once photos have been
sorted into the chosen 4th grade - Example Netlife school webarchive
field, a class map will
appear. In this case a
class map of only 4th
grade with individual

< .
e >

g ('__g.. s

Emily Blunt

pictures sorted by the
student's first name and
not containing the
subjects without

pictures, is shown and

ready tO be printed Or .eonardo Dicaprio Natalie Portman Viggo Mortensen

used otherwise.
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Create new groups

The personnel at school can easily
create new groups and manage all
students by adding them to new
groups or moving them between
existing groups. These changes
will show in the web archive only,
and not in /admin.

Create new group

Enter the name of the new group and press the Add
group button.

- W __DAdd group |

They can create and keep track of groups of students across different classes. For

instance a student council, special education, sports groups etc.
The groups they create will be listed and stored under "All classes/groups” in the left

hand side menu.
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Access administration

Give access to the web archive to other/new employees at school, or remove access for
specific users if needed.

Access administration: Netlife primary school

The following persons has access to pictures and information connected to this job:

b b
- Y e

B e

Remove access

e e

- e Remove access

B Remove access

-y Remove access
R Remove access
R e et Remove access
T gt Remove access

Remove access
Remove access
Remove access
Remove access
Remove access
Remove access
Remove access

R s
t s et
o e e

-y

IR I

e g et
e e

| B snge inmepis
el e,

NJ10Ve acc@ss

Click "Remove access" to remove access for a given user.
To give other staff access to this page, use the following access-code: webarchive.

Go to the following webpage to create a new account:
hitp://www.YOURDOMAIN/webarchive

You can also send an invitation directly to your colleagues by entering their e-mail address in the textfield below.
Enter multiple e-mail addresses separated by comma (). Remember to click send.
| | send email |

Click remove access to remove access for specific user.

To give other staff members access to the page, use the /admin given access code when
creating a new account on www.YOURDOMAIN.xx/webarchive.

It's also possible to send an invitation directly to other staff members by entering their
email address in the textfield. Separate multiple email addresses by comma (). Click
send when ready to give access.
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All classes/ groups

Here the personnel may browse all pictures by class/groups.

They may also:

Move students between groups

Rename students

Delete students from a group (will be moved to a class named Deleted)
Download individual pictures

Menu

By clicking all classes/groups in the left hand

- Startpage
- Student search

- Download pictures

- Print class maps

- Create new groups
sl ation
= All classes/groups

- 1st grade (10)
- 2nd grade (9)
- 3rd grade (11)
- 4th grade (12)

side menu, all groups and classes will appear
below. Click the group to visit.

If a group has no portrait
pictures yet, the window will
look like the example
screenshot to the right. The
names are listed, but no
pictures are shown.

Example Netlife school webarchive: 3rd grade
Hide subjects without pictures | Sort by last name | Print class map

Move the mouse over a picture o access more advanced options.

Celine Dion Demi Moore Ellie Goulding Emma Watson Halle Berry Hanna Montana

Harry Potter Jessica Biel Mickey Mouse Sandra Bullock Tom Jones

Group picture

Ingen gruppebilder ble funnet
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Example Netlife school webarchive: 4th grade

e
Hnde subgects without pictures | Sort by last name | Print class map ,
a - I r y
r il

Carz Delzwingne ¥ Gwen Sefani

2°8

'?Ic-
Jessica Alba Lecnardo Dicaprio Mona Lisa tatale Porman Tom Cruise

Move the mouse over a picture to access more advanced opions

Audrey Hepburn Bruce Springsteen

Group picture

If the group do contain pictures, individual pictures will be connected to correct names
on top and the group picture below. Different options concerning sorting the pictures
are listed in the top right hand side corner. Administrative personnel at the school may
choose to hide subjects without pictures (in the example screenshot above all subjects
are shown), sort by last or first name and print a class map of the given group.
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By moving the mouse over a picture
they may access more advanced
options. They may download picture,
change group, edit name, zoom, order ID
card or remove subject.

FORRIGE

4th grade: Emily Blunt
5/ 16

Group pictures has two options;
download picture and zoom.

¥, Download
picture

2 Change group
# Edit name

&= Qrder ID card

¥ Remove
subiergt

By selecting the zoom function, the given
individual picture opens in a bigger view.

Group picture

&, Lastned bilde
@]\ Zoom
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By order ID cards

If students are missing ID cards the personnel at the school can by order cards for them.

First you need to enable ID cards order by email.

To do this follow these steps:

1 Go to www.YOURDOMAIN.xx/admin

2 Select settings from the left hand side menu.

3 Scroll down and locate Webarchive - Enable ID card order

ETOCT T TT Cd T T30 |

¢ Settings 3

pSubinat Cacrak |

by email. Fill in the email address of the receiver of the ID cards orders from the school

(see example screenshot below).

murrt l_IIL"U ! I U as p CEU ES IU UUI y C EC‘EPU |1

Webarchive - Enable ID card order by email

web archive

By entering a email address here, the school will be able to order id cards from the ©

If the personnel at school want to order ID card, they
locate the specific student (all classes/groups) and click
order ID card from the options shown on top of the
individual picture of the student (see example
screenshot).

A window pops up asking if the personnel are sure they
want to order ID card for the specific student. Next pop
up window assures that the order was successful. The
order is now sent by email to the person registered with
an email in /admin - webarchive - enable ID cards order

by email (see above).

Order id card for

Are you sure you want to order id card for - - a4

Cancel(Order id card ]

3, Download
picture

& Change group
£ Edit name

@ Zoom

£2 Order ID card

X Remove
subiject

Order id card for

Successfully ordered id card for
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School information

Through www.YOURDOMAIN.xx/admin you
may post the information of your choice in the
school information section.

You may use this feature as a tool to post
general information to all your schools and
their personnel.

You may have different sites listed. The
example screenshot to the right show two
information sites; about the service and school

info.

. - About the service

Menu

- Startpage
- Student search
- Download pictures
- Print class maps
- Create new groups
- Access administration
- All classes/groups  [=]
- 1st grade (10)
- 2nd grade (9)
- 3rd grade (11)
- 4th grade (12)

hool information

School info
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