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Digital Photo Management System Training Guide

Modular User Training

Assembled based on the features preferred by
Department of Veterans Affairs
The contents of this training guide are based on features included in LYNX Version 3.1, which at the time of printing was the current release.  Older releases of the software may not include all of the features mentioned in this training guide.  To ensure that you are aware of new releases as they are made available, sign up for the LYNX mailing list when visiting the TRF website or by sending a message to list-admin@trfsys.com with the words “subscribe LYNX” in the body of the message.
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Downloading Cameras In Photo Lab

(pp. 39-43)

The Photo Lab module of LYNX is the main way that photos are brought into the LYNX system.  LYNX supports a wide variety of cameras, and TRF Systems continues to contact camera manufacturers seeking to add their cameras to the list.  If a particular camera does not have its driver listed in the Photo Lab download screen, it can be used with LYNX either utilizing a standardized TWAIN driver or through a two step method of downloading to a hard drive and then importing into LYNX.

Every camera operates slightly differently, so no one set of instructions applies to every camera.  The following instructions are generalized, therefore, to show the basic steps involved in downloading from cameras into LYNX.  It is likely that your trainer will have a separate handout with specific instructions for your camera.

[image: image3.png]Photo Lab =18 ]

Fle Moddes FieTranster EIS Launch Setup Help

= 08| [l %)

D ey ee?
s e e e
Dl
e T
Dl
e
e
DI T
e e e
ot e e
e e
Dl
e e
DI





Open the Photo Lab Module.  You will see a list of previously downloaded “rolls of film” displayed along with an indicator of how many photos were originally on that roll as well as how many remain in Photo Lab waiting to be filed to specific jobs.  Make sure your camera is connected to the computer, or if you are downloading via PCMCIA card, insert it into the card reader.

At the bottom of the screen, click the Download button to begin the process.
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Complete the following fields and then click OK.

Taken By
Type in the name of the person who took the majority of the photos on that roll or select the correct name from the drop down list.

Camera
Select your camera from the drop down list of available cameras.

Roll of Film Description 
Type in a basic description for the overall contents of the roll, for example you might type in Whispering Pines Hospital Progress Photos for Week of 7/20/87.

Compression
Set at Automatic.  Consult your LYNX User’s Guide or on-line help for more information on the Manual compression setting.

Save Format
Select JPEG from the drop down list.  For complete information concerning appropriate times to use the other settings, consult your LYNX User’s Guide or on-line help.

Quality
Set this at 70 or whatever setting your company has chosen at the time implementation was discussed.  For complete information on the effects of this setting, consult your LYNX User’s Guide or on-line help.

There are two major methods employed by cameras for downloading photos into LYNX.
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If you are downloading through a cable connection, you will see some sort of screen asking you to confirm that your camera is connected and turned on.  Remember that cameras tend to turn themselves off after a short period of inactivity, so take this last opportunity to check.  Click OK.  If LYNX has any difficulty locating your camera, it may ask for the port location.  If you do not know the answer, ask the person who set up your computer.
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If you are downloading from a PCMCIA card (faster recommended method to use whenever possible) or a floppy disk based camera like a Sony Mavica then you will get a screen asking for the drive letter that Windows is using for the card reader or floppy disk.  Make the appropriate selection (including the directory name on some cameras) and click OK.  If you are unable to locate the appropriate drive letter or one was not assigned to the card reader by Windows, then ask the person who set up your computer to install the card reader drivers, free up an interrupt, or take other appropriate actions to get the drive assigned a letter.

At this point, the photos will begin to download.  An indicator in the lower left side of the screen updates you on the progress of the download.  After downloading successfully, LYNX will generally offer to delete the photos from the camera for you.  Just click Yes or No as desired.
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Labeling/Filing of Photos

(pp. 43-49)

Each time photos are downloaded, they remain in LYNX Photo Lab as a temporary storage area until they are filed (assigned) to a specific job.  We will now learn how to label the photos and file them to the appropriate job in LYNX.

To file photos, we will follow these steps:

1. Double click a roll of film.

2. Add text descriptions to each photo.

3. Categorize each photo with search field definitions.

4. Click the File button to complete the process for each photo.

From the main Photo Lab screen, double click any roll of film on the list to open the File Photos screen.  This screen has many options for filing photos, only the most basic of which will be covered in this portion of the training guide.  Additional options and shortcuts are covered in the “User Training - Additional Topics” class.



When the File Photos screen is first displayed, the first photo on the roll is displayed.  Navigation buttons at the bottom of the screen allow you to see other photos or delete unwanted photos.  You will note two tabs at the top of the screen.  The first tab, General, is used to label the photo with text.  Fill in the following fields:

Caption
Type in a brief (up to 30 characters) caption for the photo

Permanent Description
Type in a complete description of the photo.  This description can be up to 5000 characters in length.  It is important to note that once the photo is filed to a specific job, the permanent description cannot be edited.

Additional Notes
This field is an additional area to type in up to 5000 characters of text to further describe the photo.  Text in the additional notes field can be edited at any time.

Keywords
This field is generally left empty.

Activity ID
If you know what ID is associated with the photo, you can type it in.  Information on using activity ID’s to link LYNX photos to project management software is provided in the “User Training - Additional Topics” class as well as in the LYNX User’s Guide.
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The second tab on the File Photos screen is for the user defined search fields.  These are fields that the company customizes for each job.  Using drop down menus, fill in each defined field with the appropriate choice to categorize the photo.  Categorizing the photos saves hours of time in sorting photos later by allowing searches to be conducted based on any combination of criteria.  Fields that are any color other than white have been set up as mandatory fields, which means LYNX will not allow a photo to be filed if the field is not filled in.

In the example above, an air duct panel is hanging from the ceiling about to fall.  For the “Type of Photo” you would choose “duct work” from the drop down list.  You would choose the appropriate Building and Floor number.  For “Status,” this photo is more than just a simple progress photo.  This one might be a safety photo or at least one that was taken since a change is needed.  User Defined Fields 5 through 10 have not been defined, so they will be left blank.

There is now one last step to be performed before filing the photo.  On the left side of the screen under the photo, use the drop down menu to select the job into which the photo should be filed.  Once that is done, click the File button.  The photo is filed and if there remain any more photos on the roll, the next one is brought up for filing.

Repeat the steps of labeling each photo with text, filling in the search fields, and clicking the File button until all desired photos are filed.

Shortcuts for Labeling Photos

(pp. 44-45)

Properly documenting progress can save you hours of time later, but what if you want to save time right now?  With LYNX you can!  If you are taking the several photos of the same area from different angles or on different days, you can have LYNX automatically fill in some of your fields and then just edit the particular things that have changed.  Let’s look at two ways LYNX performs these time savers.

Copying the Caption Into the Permanent Description Field

Since the permanent description field is not editable at a later date, some people choose to fill it in with the same information as the caption and then just type the more complete information into the Additional Notes field, where they can change it later if needed.  This is a less secure method of documenting notes (although a very secure way to “lock in” your caption information) but if it is your choice, LYNX makes it easy for you.
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1. Double click a roll of film to open it

2. Type a caption into the caption field in the upper right corner of the File Photos screen.

3. Click the small arrow (not the drop down arrow)

4. The caption is automatically copied to the permanent description field.

The LYNX Most Recently Used List (MRUL)

If you are taking pictures of the same areas week after week for the purpose of keeping a progress log, the MRUL list will save you quite a bit of time.  LYNX maintains a list of the 25 most recently used text descriptions for photos.  Just by selecting a previously used caption, LYNX will automatically complete the Permanent Description, Additional Notes, Keywords, Activity ID, and Search Fields areas for you.  Let’s take a look.

1. Open the File Photos screen

2. To the right of where you would type in a caption, click the drop down arrow (not the full arrow, which copies a caption to the permanent description field, but the triangle shaped arrow head).

3. Select any caption you see.

4. Notice how the other information typed in for that previous photo is entered into the appropriate fields for this photo.

5. Edit the info as desired and then file the photo.  If you do edit the info, note that the MRUL feature in LYNX will remember the original info, not the edited info for the past 25 photos.
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Photo Lab – Additional Topics

The most important function of Photo Lab is to download and label photos and store them until they are filed.  By this time, you should already know the basic steps for those procedures.  Now it is time to see a few of the other options that make Photo Lab easier to use.

Altering The Screen Appearance

There are several ways to alter the appearance of the main Photo Lab screen to make reading the data easier.

Sorting By Date or Roll Number
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In the lower left corner of the screen, you may select to sort the rolls by date or by roll number.  When there is a long list of rolls of film, it is sometimes useful to sort them in a different manner to assist in locating a specific one faster.

Sorting by Date places the most recently downloaded rolls at the top of the list and the oldest at the bottom.

Sorting by Source/Roll does the exact opposite since it sorts from lowest roll number (oldest date) to highest roll number (most recent date).

Viewing All or Unfiled
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Another way to edit the appearance of the screen is to select whether you want to View All of the rolls of film ever downloaded or View Unfiled rolls, which are rolls that still contain at least one unfiled photo.  Often times, people shorten the list of rolls by only choosing to see the unfiled rolls.  This selection is made in the lower left corner of the screen.

Rearranging the Columns

The Photo Lab screen has several columns of information, and you may find one more important than another.  If screen space is limited, you may not be able to see all of the columns without having to scroll over.  You can, however, change the order of the columns so that the ones you most need to see are on the left.  To change the location of any column of information, press the left mouse button down on the column header and drag it to the left or right.

Printing

If at any point, you would like a list of all of the rolls of film in Photo Lab, just click the Print Log button.  If “View All” is selected in the lower left corner of the Photo Lab screen, all rolls will be on the report.  If “View Unfiled” is selected, then only those rolls that still contain at least one unfiled photo will appear on the report.  The sort order setting is ignored, however.  The printed log will always display in order of date with the most recently downloaded rolls at the top of the report.

Compression During Downloads

(pp. 42-43)

In order to store thousands of photos in as small a space as possible, LYNX can compress the photos.  It achieves this magical conservation of space by looking for patterns of dots that are similar and remembering the patterns instead of each individual dot.  It does the same with color patterns.

Let’s download some more photos and see where compression is set.

1. Open the LYNX Download screen by clicking the Download button.  The screen that appears is where you type in basic information about the roll you are about to download.

2. Type in some information that describes the roll you are downloading.

3. Before clicking OK, take a look at the settings at the bottom of this screen.
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4. LYNX can be set to compress photos automatically or manually.  Click back and forth between Automatic and Manual and notice the difference.  Automatic applies the same settings to every photo.  Manual appears to take those settings away from you.  They disappear because every photo will later be set manually as they are filed.  Before this class started, decisions were made about which method will be used by your company.  Ask your trainer what method will be used.  The choices are:

JPEG - Most common, great for color photos!

TIFF Compressed - Saves space on black and white drawings.

TIFF Uncompressed - Best quality but not much better than JPEG at a cost of vast amounts of disk space.

5. Now finish downloading a roll of film.

Deleting All Photos

(p. 47)

One of the great advantages of digital photography is that the cost of taking 5 photos and taking 25 photos is exactly the same.  As a result, you may wish to take extra photos at the jobsite just to ensure you have everything you need.  After you have filed the photos you want to keep, you know that you can click the trash can button on the File Photos screen to delete a photo, but if you have a lot of photos left, you might not want to take the time to delete them all one by one.  Instead of simply clicking the trash can/delete button, press the CTRL key down while clicking the button.  LYNX will ask you if you want to delete ALL photos on the roll.  If you say yes, all remaining unfiled photos will be deleted in one easy step.

Filing All Photos

(p. 47)

The same trick you can use to delete all photos can be used to file all photos.  If you press the CTRL key while clicking the File button, LYNX will file all of the remaining photos to the job selected at the left.  It will use whatever caption and description is on the current photo for all photos so be careful of what you type in the permanent description field.  Use this trick to file several photos to any job, making sure that user defined field number 5 is labeled “delay.”  We’ll be using these photo in a few minutes.
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The LYNX Photo Browser Module

The Photo Browser module allows most photo information previously entered to be edited and is the main source of retrieving photo information from LYNX.  From Photo Browser, you can:

· View photos

· Review or edit text descriptions

· Annotate photos with redlining and voice

· Print photos

· Export photos to other applications

· Mark photos for export to other LYNX systems

· Create photo albums for people who do not have LYNX

· Create web pages

Viewing Photos

(pp. 55-57)

The Photo Browser screen is divided into three sections.  The top section allows you to select which photos to view.  The middle section shows thumbnail size images of all the photos or a list of the photos.  At the bottom is a button bar that allows access to a few special features.
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Selecting the Desired Job

The upper left area of the Photo Browser screen consists of a drop down menu listing all of the jobs being stored in the LYNX system.  Use this menu to select the job you are using for the purposes of training.

List vs. Thumbnails

Photo Browser will display your choice of either small thumbnail size images of the photos or a text list of all the photos.  Click back and forth between the two settings near the upper right corner of the Photo Browser screen to see the difference.  Notice that when in thumbnail mode, the captions entered for each photo will appear as the mouse pointer is paused over a thumbnail.  Double clicking a thumbnail image or item on the list will bring up the full size photo in the LYNX Photo Viewer, where assorted adjustments can be performed.

Sort Order/Dates

By default, Photo Browser will sort the thumbnails and list in reverse date order.  In other words, the newest photos appear at the top and the older ones follow.  This feature allows you to view the newest photos without the need to scroll down.  A control in the upper right allows that default to be changed so that photos appear in forward date order or sorted alphabetically by caption.  The “sort by position” setting will be discussed when learning about slide shows in LYNX.

Lower Button Bar

The lower portion of the Photo Browser screen consists of a status bar and a series of buttons at the lower right corner of the screen.

Deleting Photos (p. 78)

The rightmost button is used to delete photos.  This button allows you to delete individual or multiple photos.

1. Use the drop down list in the upper left corner of the screen to change to a sample job, Apex or Example.

2. Single click one or more photos (use the CTRL key for selecting more than one).

3. Click the delete (trash can) button in the lower right to delete the selected photo(s).

Importing Photos (pp. 76-77)

There are times when a photo will be imported into LYNX from a source other than a camera.  When this button is clicked, LYNX can import images from hard drives, floppy disks, and TWAIN compliant scanners.  More information about importing photos using this button are included in the User’s Guide as well as in this training guide for any company that expresses an interest in this feature.

Searches (pp. 58-59)

LYNX has no limit placed on the number of photos imported into it, so a search routine is included to allow users to limit the photos shown to only those meeting specific criteria.  Searches can be conducted based on dates, keywords, text phrases, or up to 10 different user defined fields.  In addition to the instructions in the LYNX User’s Guide, complete instructions for searches are included in this training guide for those companies who indicate they would like to learn more about this powerful feature.

Marking Photos

Many companies find it necessary to share information with other LYNX systems at remote locations.  LYNX provides an option to send all photos or just certain ones.  If it is decided that just certain ones are to be sent, it becomes necessary to identify the specified photos.  This is done by marking them temporarily.  If a thumbnail image is selected and this button is clicked, the thumbnail is “marked” with a little blue dot as ready for export.   More information is provided in the training materials dealing with LYNX packet transfer.

Status Line

In the lower left corner of the Photo Browser, a status line displays a count of how many photos are available for display as well as whether all photos are available or whether a limited number are being displayed based on a search that has been conducted.
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Photo Viewer

(pp. 80-86)

Double clicking any thumbnail or list item in Photo Browser will bring up the Photo Viewer with a larger copy of the photo.  In addition to viewing the photo, the Photo Viewer allows an assortment of functions to be performed upon the photo record, several of which are described below.
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Rotating Photos

Clicking the buttons in the second row of the Photo Viewer allows you to rotate the photo as desired.  Whether or not the photo stays rotated or later reverts to its original state is based on a setting controlled by the LYNX Administrator.
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Magnifying Photos

Clicking the buttons in the third row of the Photo Viewer allows you to zoom in on the photo and zoom back out.  There are two ways to zoom in.  For a simple 2x zoom, click the zoom in (right hand) button and then click on any area of the photo.  For a specific zoom, use the same tool to drag a rectangle around the area you want to see.  Either way, the zoom out button restores the photo to its original state.

[image: image20.png]



Editing Photo Information

Click this button to review or edit the text information for the photo.

· Select the General tab.  Note that you see the caption, permanent description, additional notes, keywords, and activity ID for the photo.  Take note of how they are all editable except the permanent description, which cannot be changed once it is entered (or omitted) in Photo Lab.

· Select the Search Fields tab.  Here you see the categorization that was created in Photo Lab.  This information can be edited at this point (unless the LYNX Administrator has opted not to allow edits to be performed).

· Select the Details tab.  The information on this tab may not be edited but will allow you to know such information as the date the photo was taken, who took it, and how large the photo is.

Click OK to save your changes or Cancel to return to the Photo Viewer without saving the changes.
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Copying Photos to Other Applications

There are two different ways to use LYNX photos in other applications.  The faster and easier method is to use the Windows clipboard feature.

1. Double click any thumbnail to bring up the photo.

2. Click the Copy button.

3. Click Yes or No to determine if the photo is converted to black and white (smaller file size)

4. Start Windows Wordpad program (Start – Run, type “wordpad” without the quotes, and click OK)

5. From the Edit menu of Wordpad, choose Paste.

6. Your photo appears.

Most Windows applications support this copy/paste function.
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Exporting Photos to Other Applications

The second way to use LYNX photos in other applications is to export the photos to a floppy disk or hard drive.  This method is not as fast as the aforementioned copy/paste, but it provides certain advantages.  Perhaps the most obvious advantage is that copy/paste relies on copying the image directly into another application on the same computer, but there are some times when it may be necessary to take the image to another computer.  Another advantage of exporting images to a disk is that the images are then available for editing  before importing them into the other application.

To export the photo currently shown in the Photo Viewer window, click this button, then select a destination for the image as well as a file type.  LYNX can export its images in many popular formats including JPG, TIFF, and BMP.  While reviewing the right mouse button function of Photo Browser, you will learn how to automate this process and export several images at one time.
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Print Photo

This button is used for printing a single photo.  Later, you will learn how to print multiple photos.  Click this button to see the Print Image dialog box.
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If you are connected to a printer, each person in the class can make a different selection in the Print Image dialog and see the results.  Here is a brief description of the what you will discover.

Image Size:  The image will print at about ½ the size that you select in this area.

Include:  Allows you to have the Caption or Date and Time of the photo print along with the photo.

Print Method:  Set at Normal unless you are having trouble printing at high resolutions.
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Transferring (Copying/Moving) Photos Between Jobs

It is possible that one day you will misfile a photo into the wrong LYNX job or will have to copy a photo that pertains to more than one job from its existing location to another.

Open the Photo Viewer

Click the Transfer button.

Select whether to copy the photo so that both jobs will have it or simply move the photo from its existing job to a different one.

Click OK.

The photo and its associated text, voice, and redlining is copied or moved.

Special Trick:  When clicking OK, if you keep the CTRL key pressed, instead of copying or moving the one photo that is currently displayed, you will see that LYNX will offer to copy or move ALL the photos.
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Adding/Editing Voice

If a photo has a voice annotation applied to it AND if the computer is configured to play WAV sound files, the speaker button will be active.  Clicking it plays the sound associated with the photo.  Clicking the microphone button brings up the Record Voice dialog box, which allows you to record voice annotations.

[image: image27.png]2
Telephone Dualty
Posiion Length Fil Sz
000500 00050 000KE

<
Impart

<
o Start

>
Play

o]

Delete

e

Info

oK





If you have sound capabilities and a microphone:

1. Set the quality to “Telephone.”

2. Click the Record button

3. Speak into the microphone for a few seconds.

4. Click Stop.

5. Click Play to play it back.

6. Click OK.

7. On the Photo Viewer screen, click the speaker button to hear the sound replayed at any time.
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Redlining

In order to mark a photo with comments without altering the photo, LYNX provides a redlining feature.  This feature allows multiple layers of colored annotations to lie on top of the photo.  These annotations get passed to other LYNX users when photos are transferred in packets or when the photos are printed.  Many companies find it an invaluable tool for exchanging comments back and forth as they circulate photos from the field office to the headquarters to the architect and other places.  If your company will be using redlining, diagrams of the features will accompany this training guide as well as the LYNX User’s Guide.
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Deleting Photos

Clicking the Delete button will delete the current photo.  This process is irreversible, so exercise appropriate caution!
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Annotating Photos Using Redlining
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The Redlining Button is accessed from the Photo Viewer screen, which is, in turn, accessed by double clicking any thumbnail in Photo Browser.

In order to mark a photo with comments without altering the photo, LYNX provides a redlining feature.  There is no limit to the number of redlining layers that can be added to a photo nor to the number of items on each layer, but to keep things organized, only one layer can be viewed at a time.

If a photo is sent to another LYNX system, the redlining travels with it, so redlining is a convenient tool for conversion back and forth between offices.  Redlining also appears on any printouts done from LYNX and in slide shows within LYNX, but it will not appear in slide shows exported into the free album viewer.

The Basics of Redlining

Each person in the class should bring up a different photo in the Photo Viewer and then follow these steps to learn more about the redlining tools.

1. Click the Redlining button

2. Click New to add a new layer of redlining.
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3. Type in “Training Class Layer” for the Caption and “This is the layer we created in class” for Notes.  In day to day operations, this might be titled “Items in Need of Attention” or something similar.

Click OK and the photo reappears along with a toolbox full of drawing tools.   Let’s take a look at some of the basic tools.
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Pointer Tool - Selects Items

Square Tool

Straight Line Tool

Circle Tool

Draw Arrows

Closed multi sided objects - Double click to stop

Draw Freehand Lines

Open multi sided objects - Double click to stop

Highlight Areas

Type Text - Drag frame, click inside it, and type

Sticky Notes - Drag frame, click inside it, type
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Circling Areas of the Photo

1. Click the “circle” tool.

2. Press the mouse button down on a portion of the photo and then drag out a circle.

3. Click in the middle of your circle to select it.

4. Drag it to a new location.

5. Now right click it and choose Line Width.

6. Change the setting to “5.”  Note the change in thickness
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Adding Text Notes

1. Use the sticky note tool to drag a rectangle somewhere else in your image area.

2. Release the mouse button and click inside the yellow area.

3. Type a note about the part of the image you circled.

4. Highlight the text then right click to change the font.
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Pointing to the Circle

1. Click the arrow tool (not the pointer, but the arrow).

2. Press the mouse button down near the circle and drag the pointer away from the circle toward the sticky note you typed.

3. Release the mouse button.  An arrow appears.

4. Double click it to adjust the head size.

5. Right click it to change the line color or thickness.

Take note of one last thing.  To delete an object, right click it, and from the pop up menu, choose Delete.
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The redlining button changes to display the number of layers.
Click the OK button to return to the Photo Viewer screen.  Note how the redlining button has changed from a slash with a zero to a slash with a one.  This number indicates that there is now one redlining layer.

Click the redlining button again and you will be given a choice of viewing any existing layer (or none) or editing any existing layer or adding additional layers.

When Photo Viewer is exited, Photo Browser will place a small red line under the thumbnails for any image which is annotated with redlining.
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Importing Photos From Sources Other Than A Camera

(pp. 76-77)

There are times when a photo will be imported into LYNX from a source other than a camera.  LYNX supports importing images from hard drives, floppy disks, and TWAIN compliant scanners.  Unlike cameras, which are downloaded into Photo Lab, importing photos from other sources is done from Photo Browser.  The actual process of labeling the photos, however, is nearly identical to that of Photo Lab.

Importing Photos From A Floppy Disk or Hard Drive
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1. To begin importing images, open the desired job in the Photo Browser module, and from the button bar at the bottom of the screen, click the Import Photos button.

2. On the left side of the screen, select the drive letter and directory where you have the photos saved.

3. In the upper right, select an individual file to see a preview.

4. Along the right side of the screen, label the photo as you would in Photo Lab.

5. Click the FILE button to add the photo to the current job.

6. Repeat for other photos.  Note that if you have several photos of the same item, you do have the option to press the CTRL key when selecting the filenames on the left.  If multiple images are selected, they are not previewed, but all can be filed with identical text and search field entries with a single click of the FILE button.  BE CAREFUL of the permanent description field since it cannot be edited later.


A preview of each photo appears in this window along with some information about the image file.
Note the same 2 tabs you see in Photo Lab.


Here is the list of images found in the selected drive and directory.  LYNX can read JPEG, TIFF, PCX, BMP, PCD, GIF, and raster based WMF files.

Here is where you select the drive letter and directory where the photos are saved.

Choose JPEG as save format unless importing blueprints.
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LYNX does not see a camera, so it requires the 2 source fields to be entered.
Since there is no camera to identify the time and date of the photo, enter them here.

Type in your desired caption and text descriptions.

Remember to click on the Search Fields tab and enter the appropriate data there as well.

When the entire screen is filled out, click File to add the photo to the current job.  Click Quit after filing any desired photos.

Importing Photos From A Scanner Or Other TWAIN Device

To ease in compatibility among different applications, a group of computer graphics industry leaders assembled and created a standard communication language for scanners and many digital cameras.  Detailed information on that standard, called TWAIN, is available from www.twain.org but the important part is that LYNX supports TWAIN drivers, so it can import images directly from any scanner (or camera) with a standardized TWAIN driver.

To use TWAIN:
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The TWAIN button appears on the Photo Import screen

[image: image42.png]LYNX TWAIN Server
@y sokeasouce

Acquire

Cancel





Click Select Source to select the scanner and
Acquire to launch the scanner driver
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This computer has a driver listed for the Kodak digital camera as well as two different UMAX scanner drivers.
1. Install the TWAIN driver that came with your hardware device.  It is written by the hardware manufacturer and is not part of the LYNX installation.

2. Open Photo Browser and the job into which you want to add photos.

3. Click the Import Photos button at the bottom of the screen.

4. Near the lower left corner of the Import Photos screen is a series of buttons.  Click the TWAIN button.

5. If you have not previously selected your scanner or TWAIN device or if you have more than one TWAIN device installed and want to select which to use, click the Select Source button.

6. Select your scanner from the list of available TWAIN devices.  If the list is empty, you must install a TWAIN driver from the software diskette or CD that came with the hardware.

7. Click OK to return to the LYNX TWAIN Server dialog box.

8. Click Acquire.

9. LYNX will launch the device driver provided by the hardware manufacturer.  Follow the instructions from the hardware manual to scan in photos or download from a camera.

10. After scanning is complete, you will return to the Import Photos screen with a list of the photos scanned in the upper left.  Follow the instructions in the first part of this section to label and import the photos.  You may wish to click the Auto Delete feature (see diagram above) so that as each photo is imported, it is deleted from the temporary directory, thus leaving the directory empty for future downloads.
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Searches

(pp. 58-59)

As time goes by, thousands of photos might be brought into LYNX through Photo Lab and Photo Browser.  When you want to see them, you may not want to scroll through every one of these photos.  Perhaps you only want to see photos that are related to a certain building, a certain type of work, a certain progress status, or some combination of these items.  Earlier, you learned how to enter information into User Defined Search Fields.  Now let’s put those fields to work for us in sorting through thousands of photo with lightning speed.

Click the Search button (looks like binoculars)

In this case, let’s look for photos that are related to drywall work and to make the search more specific, let’s limit it to drywall work performed in building 102.  To set up a search of this type is very easy, and once it has been performed once, LYNX will save the criteria and perform the search again at any later time, updating the screen with any additional photos that meet the criteria.
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1. Type in a name for the search, such as Building 102 Drywall Photos.

2. Use the drop down list to select “Type of Photo” as one criteria.

3. Set the expression for “=.”

4. From the values drop down, choose “Drywall.”

5. Click the Add button.  The expression, Type of Photo = Drywall, appears in the white area at the bottom of the screen.  If we were to click OK at this point, LYNX would limit the display in Photo Browser to only photos that are labeled Drywall.

6. Add a second criteria, that Building Number must equal 102 and add that as one of the criteria.

7. Click OK.  If any photos meet that description, they will be displayed.

8. Click the Search button again.  Note how previous named searches are available to you through the drop down list at the top of the dialog box.  This feature allows LYNX to display search results in the future without redesigning the search.  At that point, if new photos that meet the criteria have been added to LYNX, they will be displayed as well.

All Photos

After conducting a search, click the leftmost button, labeled ALL, to go back to viewing all photos instead of the results of the search.

Searching For Specific Text Phrases

The second way to search for photos is by searching the individual text fields.  This type of search does not provide the flexibility of specifying multiple criteria, but it is useful when you need to find a specific piece of text that was typed into one or more photos’ caption, permanent description, additional notes, or keywords fields.  For this example, we will search for all photos that mention the word electric in their captions.
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1) From the Photo Browser screen, click the search button.

2) Type in a name for the search, for example “Photos w/ electric in the caption.”

3) Change the expression from “= Equal” to “% Contains.”

4) Now type in the word for which we are searching, electric.

5) Click OK to complete the search.

All Photos that mention the word electric in their captions, along with a count of how many there are, will be displayed in Photo Browser.   Remember to click the ALL button to return to viewing all the photos.

Searching By Date Range

The final way to search for photos is by entering a specific date range.  This type of search works not only on its own, but may be combines with either of the two previous searches to narrow down a search.  Let us assume for this example that we want to see all photos taken between June 3, 1999 and August 17, 1999.
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1) From the Photo Browser screen, click the search button.

2) Type in a name for the search.

3) Type in an start (From) date and end (To) date.  You will note that when you type in 4 digit years, LYNX shortens them to 2 digits, but it remembers the century for year 2000 compliance.  If you prefer, click the From and To button to select the dates from pop up calendars.

4) Click OK to see the photos and a count of how many meet the date range (and Look For if performing a combined search) criteria.
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Creating Slide Shows

(pp. 70-74)

In order to share information in LYNX with other people, LYNX allows the creating of slide shows, which feature text, voice narration, music, transition effects, and any added redlining.  You can use drag and drop to reorganize the order of the slides, and the shows can be made by selecting individual photos as desired or by instructing LYNX to use the photos that are displayed as the result of a search.  In addition, any slide show you create in LYNX can be automatically converted to a portable slide show (without the transitions and redlining) at any time.

Let us assume we want to make a slide show of all photos that were taken at a jobsite at any time during the course of the project that were taken specifically for the purpose of pointing out items that caused a delay.

First we need to find the photos that were taken of these delay causing items.

With Photo Browser open, click the Search button (remember, it looks like binoculars in lower right)

Create a search called Delays based on the criteria that User Defined Field 5 = delay.

Click OK.

Photo Browser reappears with only the delay photos showing.
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Click the slide show button (located 2nd from the left on the lower button bar)
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The Slide Show Edit Screen
1. Click New to create a new slide show.

2. Type in a title for the show, and a description if desired.

3. Click OK.

4. On the left side of the Slide Show Edit screen, you will now see a large white box showing all of the photos that are part of the slide show.  It starts out empty.

5. On the right side, a list of photos appears.  These are the photos from which you can choose.  Notice the drop down list that allows you to limit the slide show to all photos, selected photos, or marked photos.  Try all three choices and see the effect of the photos listed below the drop down list.

6. Select any one of these options for now.
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7. Select one or more photos on the right and click the button to move the photo(s) to the left.  Notice how whenever a photo is selected, a preview of that photo appears.

8. On the left side, use the up and down arrows to rearrange the order of the slides.  Your trainer will show you another way to reorder slides in a few minutes.

9. When you are satisfied with the order of the slides, click OK.  Note that only the slides on the left will appear in the slide show.

10. Now click PLAY to see how your slide show looks.



Did your slide show play too fast or slow?  Did it include music?  Did the slides pop up one by one or slide onto the screen?  All of these slide show options are easily adjusted.

Start the slide show, and click the Options button (looks like 3 colored arrows) at the bottom of the screen.
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The Audio Tab of the LYNX Options Screen
The first tab on the Options screen has volume controls for voice (WAV files recorded for each photo), music (MIDI files that provide a continuous musical background for the show), and music with voice (allows LYNX to lower the volume of the music whenever voice is playing then restore it to a higher level when the voice is not playing).

Clicking this gray bar allows you to select from over 25 songs that come with LYNX (or any MIDI file on the hard drive).

A drop down menu (shown here displaying FM Synthesizer) displays all MIDI options installed on a particular computer since some may not allow adjustments to volume.
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On the second tab, select the transition effect that will appear between slides.

Choose a slide duration by selecting a Master Delay and choosing Use Master Delay.

If your slide show includes panoramic images, you can select a scrolling speed.  Scrolling tends to jerk at higher speeds due to video limitations, but it will be smooth at any speed when the slide show is exported as a portable slide show album.

After adjusting the slide show options, click OK and watch how your slide show has changed.

Click Exit to end the slide show and return to the Photo Browser screen.

Now click the Slide Show button again.  Notice how LYNX remember the slide show so it can be replayed at any time.  By clicking the Edit button, you can even go back and alter the slide show’s contents.  Note also how the Options screen is accessible from this dialog box.
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Let’s take a look at one more slide show feature before we move on to another topic.

1. From the Slide Shows screen, click Browse.

2. You are returned to Photo Browser looking at only the photos that are part of your slide show.  Note that they are no longer in date order but rather the order of their position in the slide show.

3. Use your mouse to drag any photo to a location before (to the left) or after (to the right) of any other photo.

4. When you release your mouse button, the slide order is updated not only on this screen but in the slide show setup as well.  Many people find this drag and drop method of re-ordering slides to be much easier than the one you learned a moment ago since this one allows you to see the actual photo thumbnails.

5. Lastly, note the status line at the bottom of the Photo Browser screen now shows that it is displaying the contents of a slide show rather than all photos.  You may click the ALL button to see all photos again.
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Portable Slide Shows

One of the most convenient ways to share photos with people is by sending them a slide show on a floppy disk or via email.  This multimedia album can include not only photos but also the captions, descriptions, voice annotations, and background music.  The recipient does not even need LYNX.  The only thing that person will need is the free LYNX Album Viewer, which is only 285K, so it fits nicely on a floppy disk along with an album.  To make up an album, follow these steps.

1. Select some thumbnail photos in Photo Browser.  These may be random images or those that appear as the result of a search or previously designed slide show.

2. Right click and choose Make Photo Disk.

Options on the Make Photo Disk Screen
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After making desired selections on the Make Photo Disk screen, click OK.  LYNX will begin assembling files, then it will pause to alert you to the album’s size.  If the size is acceptable, click OK.  If not, you can cancel and make adjustments in the number of photos included as well as the size and quality settings.

If you choose to continue, your next and final step will be to tell LYNX where to save the album file and what name to use.  The filename must not exceed 8 characters nor include spaces.

Emailing Albums

After creating an album, you may elect to send it to someone via email.  Just attach the file you saved to any email message and send it.  Remember to include the SETUP.EXE (found in the root of the \lynx directory as well as wherever the album was saved) for the free viewer if the person has never received an album from you before.

There is, however, a much more automated way of emailing albums.  LYNX has a built in feature so that it can automate the entire emailing process if the computer has a MAPI compliant email program installed and configured.  MAPI is a standardized messaging system that allows programs like LYNX and Microsoft Word to transfer text and attachments to email programs.

If the computer has a MAPI program installed, instead of choosing Copy to Photo Disk, choose Send Via Email.  The same Make Photo Disk screen appears, but this time, after confirming the size of the album, LYNX will send out a MAPI call that will automatically:

· Open your email program

· Attach the album

· Type instructions for viewing the message right into the body of the email

All you have to do is address it and click SEND.

Is your email program MAPI?  If you do not know, find out.  Here is a partial list of some of the more common email programs.

Eudora Pro
YES

Eudora Light (free from website)
YES

cc:Mail
YES

Groupwise
YES

Microsoft Exchange
YES

Microsoft Outlook
YES

Microsoft Outlook Express
NO*
AOL
NO

Juno
NO

Netscape Mail
NO

*
Microsoft Outlook Express is not MAPI compliant but has been known to work for some people when Microsoft Exchange is installed as an underlying layer.

Printing Photos

(pp. 74-75)

LYNX provides two different ways to print photos.  The first is through Photo Viewer, which is accessed by double clicking any photo in Photo Browser and then the print button in Photo Viewer.  This method, which limits users to printing only one photo at a time, is discussed in the Photo Viewer section of this training guide.  The second method is to print directly from the Photo Browser screen.  This method allows multiple photos to be printed in either a single column or 2 columns with assorted size options as shown below.

Printing From Photo Browser
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1. Open Photo Browser, and select as many thumbnails as desired.  Remember that by pressing the CTRL key, more than one can be selected at random or by pressing the SHIFT key, an entire series can be selected.


2. Right click on any of the selected thumbnails, and choose Print.


3. Make selections (as diagramed below) for number of photos per page, what to include in addition to the photos, and add any desired header or footer.


The Print Photos Dialog Box


You may choose to print up to 8 photos per page.

If you print only 1 photo per page, you may select the size of the photo.  Multiple photos are automatically resized, so this section becomes grayed out.

Select whether you wish to include text beneath the photos or redlining on the photos.

If desired, type in a header and footer for the page.

Currently selected printer
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Change the typeface and sizes for the different text items by clicking the A buttons.
Click OK to print.

Click Cancel to exit this dialog box without printing.

Click Printer Setup to change printers or printer settings.

Most people choose 2 columns if printing more than 2 photos per page.

Choose normal unless you are experiencing problems printing to high resolution images.

Using Filters

(p. 125)
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  The filters button appears next to the drop down list of jobs through out every section of LYNX.  The purpose of this button is to select a filter through which a long list of jobs can be shortened to display only the ones that meet certain criteria.  For example, a project manager may create a filter so that he is only looking at jobs assigned to him or ones in a particular geographic area.  This filtering process is done using previously defined job search fields.

Before Filtering:
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After Filtering:
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The job list has over 40 entries.  Filtering will allow us to see just the ones that are relevant to our current needs.
The job list is narrowed down to only 3 entries, in this case being a list of jobs being conducted in Florida.

Creating and Using Filters
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On this screen, no filters have been created yet.
Click the filters button, which appears next to the drop down list of jobs in each of the LYNX modules.

From the Select Filter screen, you can choose an existing filter, create a new one, or choose No Filter to return to a list of all jobs.  You can also edit the criteria of an existing filter.

TEST QUESTION: Why would you want to edit the criteria?
ANSWER (see, this test is easy): Perhaps you want to adjust your filter to search not only for jobs in “South Carolina” but also those in “S.C.” and “S. Carolina.”

Lastly, from this screen, you can delete filters that you no longer need, for example you might delete a filter for jobs being managed by Al Smith after Al leaves the company.
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1. Click the New button to create a new filter, in this case to sort by geographic location.

2. Type in a name for the filter.

3. We will create this filter based on the search field data entered when the job was created.  Alternatively, you may create some filters based on job names or job numbers (job number must be greater than 14-5500).

4. Choose Location as the search field.

5. Choose “=” as the comparison item.

6. Choose Florida as the data entry.

7. VERY IMPORTANT – Click Add to add the “Location=Florida” item to the list.  You may elect to select additional criteria, for example Project Manager=Al Smith to narrow the search further.  Note the choice of AND or OR in filtering the criteria.

8. Click OK to return to the Select Filter screen.  Note the new filter on the list.

9. With the new filter selected, click OK to enable it.

10. Finally, review the drop down job list.  Note how it is shorter and has a notation of the current filter (see illustration above for example).



At any time, a filter can be disabled by returning to the Select Filter screen and choosing No Filter.  Filters recalculate the results each time they are selected, so if more jobs are added to the system at any time, the filter will evaluate whether those jobs meet the criteria.  There is no need to recreate a filter or tell it to recalculate its results.
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Using Packets to Share LYNX Information

(pp. 97-107)

One of LYNX many strengths is that in addition to storing vast amounts of data and making that data instantly accessible, it can automatically transfer that data to other LYNX systems.  This feature allows a copy of LYNX installed at a central location to receive data from each job site.  Decisions can be made by management without the need to visit each site or wait while traditional photos are developed and sent across town or across the country.  In this section, we will see how to transfer data from one LYNX system to another.

Marking Photos

LYNX provides an option to send all photos or just certain ones.  If it is decided that just certain photos are to be sent, it becomes necessary to identify the specified photos.  This is done by marking them temporarily.


[image: image66.png]5/15/94 5/10/9
5I002PME  741.03PM





Unmarked

Photo
Marked

Photo

From the Photo Browser screen, select one or more thumbnails (remember you can select more than one by using the CTRL key when clicking).

On the button bar at the bottom of the screen, click the button with the blue check mark.

The selected photos are now “marked” with a blue dot below the photo in the upper right corner of the date.

Creating a Packet

(pp. 97-102)

Let us assume we just had some delays on the jobsite due to rain.  We took some photos of the areas that need to be drained before work can continue, and we want to send those photos to another office for review.  Follow these basic steps to send out a packet of these photos.

1. Open Photo Browser and select five photos.

2. Mark them (remember, it is the blue check mark button at the bottom of the screen)

3. Click the File Transfer button at the top of the screen.

4. Click the Outbox tab.

5. Click Export.
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6. Select the job from which you want to send photos, and click OK.
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7. Select the destination from the list, and click Continue.
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When checked, these two flags tell LYNX that the photos are no longer “new” and unmark them automatically.

Daily Reports can be included in the packets as well.

Notes typed here can be seen by the recipient of the packet.

Non-LYNX related files can be attached to the packet if desired.  This is handy to attach change orders.

8. On the right, click “Marked” for Photos, and click OK.

9. Click OK when the Export Summary comes up.

10. Click No when asked of you want to transfer the packet now.  It will sit in the outbox waiting to be transferred later.

Sending a Packet

(pp. 102-106)

LYNX can send its packets to other systems in six different ways.  They are Floppy Disk, Modem, E-mail, Direct Connection, FTP, and Manually.  The most common of these methods are briefly discussed below.  Your trainer will provide you will more details on how to use the particular method of your choice.

1. From the File Transfer screen, click the Outbox tab.

2. Click on the desired packet from the Outbox.

3. Click the Packet Transfer button.
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4. Select transfer method and click Okay.  A dialog box appears telling you the size of the packet.
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5. The next screens will vary depending on the transfer method.

a) If choosing E-mail, LYNX requires that the system have a MAPI compliant e-mail program installed and properly configured.  If the e-mail program is not MAPI compliant, you should save the packet file using Direct Connection and then attach the file manually to an e-mail message.


b) If choosing Direct Connection or Floppy, you will be asked to choose a location to place packet file.  LYNX will save the file in this location and then it is up to you to get it to the other computer.
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c) If choosing FTP, select the location profile for posting the photos and click Post Now or click the New button to create a new profile.

[image: image73.png]FTP Server

Packet FTP Stes:

FostNow

I~ Show Trace:





Choose from the list of posting locations, or create a new one(
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d) When in doubt, choose Manual Transfer.  LYNX will then create the file, display its size and location (click Okay) on the screen so you can decide later how to send it (manually attach to e-mail or modem it over or copy to floppy disk(s).
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Receiving a Packet

(pp. 106-107)

Most of the same methods that are used to transfer a packet can be used to import a packet.  
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If the packet was sent by e-mail or placed on a network drive or other location via the direct connection method:

1. Copy the packet file to the \lynx\master\inbox directory.

2. From the File Transfer screen, click the Inbox tab.

3. Click the packet name on the list, then click the Import button.

4. Review the Import Summary screen, then click Okay.

5. After packet has imported, click Okay.

If the packet was sent on floppy disks:
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1. From the File Transfer screen, click the Inbox tab.

2. Click the Packet Transfer button.

3. Choose Floppy Disk as the transfer method.

4. Select the floppy drive and click OK.

If the packet was sent to an FTP location:

1. From the File Transfer screen, click the Inbox tab.

2. Click the Packet Transfer button.

3. Choose FTP as the transfer method.

4. When asked, click Yes if you want to delete the packet from the FTP site after it has been downloaded or No to leave it there for others to access.


[image: image78.png]O YT ——

Yo W |







5. Select the profile for the location from which you want to download or click New to define a new location.
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6. Click Download Now to download the packet.
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Daily Reports

LYNX has a feature for recording daily reports for each contract created within the job.  If you are using separate software to write daily progress reports, it is likely that your trainer will skip or simply summarize this section.  You may still wish to read it over on your own and feel free to ask any questions before the trainer leaves.

Viewing Reports

For this example, we will assume that we are reporting on the progress of the installation of a fountain, which is being done by ACME Plumbing.

1. Click the Daily Reports button at the top of the screen.


Contract Name

Job Name

Folder

Date of Report

Click through tabs to view a report.

Click New to create a new report or Edit to edit an existing report.
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2. Use the drop down list in the upper left to select your job.

3. Select the appropriate folder, in this case Plumbing, under the job name.

4. To the right, choose the appropriate contract, in this case the one for the fountain.

5. Choose a date for which you wish to view a report and click through the five tabs on the report to read it.

Creating New Reports

Click the New button on the right side of the screen to write a new report.
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1. From the drop down lists, select the folder and contract for which you wish to write a report.

2. Type in the date of the report or click the Date button to select a date from a calendar.

3. Click OK.

4. Fill on the desired information on each of the first four tabs.  Keep in mind that the names of the tabs as well as most of the fields can be renamed by pressing the CTRL key while double clicking the tab or field label.

5. Click OK to complete the report.
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 The Quick Notes Button
As you are typing in most of the fields, a little button appears to the left of them to allow you to add Quick Notes.  This feature allows you to save your most common phrases and paste them into the fields as needed instead of typing them out each time. Each field has its own Quick Notes list, so one list may have common job delays, while another has common visitor names.

To use Quick Notes:

1. Click the Quick Notes button for the field in which you are typing.
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2. Type in your phrase or select one from the drop down list.

3. Click the Add button to add the phrase to the field.

4. If desired, choose additional phrases and click Add.

5. Click OK.

6. The phrase(s) you added will be typed into the field for you.

Attaching Photos

The old cliché says that a picture is worth a thousand words, so LYNX lets you link pictures to your reports.

1. Click the rightmost tab of the daily report.

2. On the left, click All Photos.

3. Use the CTRL key to select one or more photos.

4. Click the link button at the bottom to tell LYNX to link these photos to the report for that date.  LYNX creates a reference to the report but does not physically copy or move the photo.

5. On the left, click Linked Photos.

6. Notice that only the linked photos appear.

7. Link some different photos to a different day’s report.

8. Now notice how the Photos tab gets updated for each report when “Linked Photos” remains selected.

Note that if you choose to print your daily report, the linked photos are not printed.  They serve only as 
on-screen references.  You can still easily print these photos by selecting them all, right clicking, and choosing Print.

Copying Existing

If you need to type up a report that is significantly the same as a previous report, you can copy the old report into a blank report and then edit the few changes that need to be made instead of starting from scratch.

1. Use the arrows at the top of the daily reports screen to go back to the last date that has a report typed in.

2. Click the Copy button.

3. Click New and make your appropriate choices for date and contract.

4. Click Paste.

5. Edit the report to fit the current day’s circumstances.

Limitations on Editing Daily Reports

When a job is initially set up, a folder is set up as either secure or not secure.  Contracts within these folders have certain limitations upon the ability to edit them after they are initially created.

· If a contract is in a folder that is not secure, you may edit the report at any time unless your LYNX Administrator has removed that right  from the system.  The exception is that the fields for the date and number of men cannot be edited later.  Reports in unsecure folders can be deleted.

· If a contract is set up within a secure folder, you may add information to the report but you cannot go back and edit anything you or anyone else typed in earlier.  This inability to edit the existing reports is a security feature that helps protect you in that it guarantees no one has altered the report since it was written.  Reports in secure folders cannot be deleted.

Quick Reference

This document is designed as a very brief set of instructions to get tasks done in the fewest number of steps. Next to each title is the corresponding page number in the LYNX User’s Guide where more detailed information on that specific task may be found.

Creating A Job  (119) 

1. Click Job Manager button or select Job Manager from the Modules menu.

2. Click the New button.

3. Enter Job Number (up to 12 letters and numbers) and click Okay.

4. Verify directory LYNX chooses or change to desired location, then click Okay.

5. Choose to create blank job or use info from existing job and click Okay.

6. Type in Job Name and enter as many or few details as desired on each of 5 tabs.

7. Click Okay, and job is created and displayed on the job list.

Downloading Photos From A Directly Supported Camera (39)

(Make sure your PCMCIA Card is already in the computer and recognized or that the camera is on and connected with the cable as described in the manual that came with the camera.)

1. Click Photo Lab Button or select Photo Lab from the Modules menu.

2. Click Download Button.

3. Select your camera from the drop down list of available cameras.

4. Type in the Taken By and Description information if desired.

5. Click OK.

6. Choose the appropriate option if asked.

7. Wait while the photos download.

8. Click Yes or No as desired to delete all photos from camera afterward.

Downloading Photos From A TWAIN Compliant Device Or Camera (77) 

1. Click Photo Browser Button or select Photo Browser from the Modules menu.

2. Click Import Photos Button.

3. Click TWAIN.

4. Click Select Source.

5. Choose the Device or Camera in the list.

6. Click Select.

7. Click Acquire.

8. Follow the steps outlined in the manual that accompanied your device in order to utilize the software that will appear at this time.

Importing Photos From A Disk (76)

1. Click Photo Browser button or select Photo Browser from Modules menu.

2. Select desired job from drop down list located below Photo Browser button.

3. Click Import Photos button near trash can in lower right corner of screen.

4. On left side of dialog box, locate desired photo(s) and click on file name.

5. Type in Image Source and Taken By fields in lower left as well as Date and description fields on right.

6. Adjust image settings in center as desired.

7. Click File button to add the selected photo to the job.

8. Repeat for as many photos as desired.

9. When finished, click Quit button.

Filing Photos From Photo Lab To A Job (43)

1. Click Photo Lab Button or select Photo Lab from the Modules menu.

2. Double click on the desired roll of film from the list.

3. From the drop down list under the photo, select the desired job to which the photo should be filed.

4. Type in caption and description for photos as well as any other desired information from first tab.

5. Click Search Fields tab and use drop down lists to fill in those fields.

6. Click the File button.

7. Use Next and Prev buttons to select other photos to be filed and repeat steps 3 through 5.

8. When finished, click Quit button.

Transferring Photos Between Jobs (83)

(Use CTRL or SHIFT keys for multiple selecting)
1. Select  photo(s) on browser screen.

2. Double click to get Photo Viewer screen.

3. Click File Transfer button.

4. Select destination job.

5. Choose Copy or Move as desired.

6. CTRL click OKAY.

7. Click Yes.

Creating And Transferring A LYNX Album (63)
 (Use CTRL or SHIFT keys for multiple selecting)
1. Select one or more thumbnail photos in Photo Browser
2. Using right mouse button, click on one of selected photos.

3. Choose Copy To Photo Disk. (Users of MAPI compliant e-mail programs might choose Send Via E-Mail)

4. Choose to send as LYNX Album, and on right select whether to include voice, music, and viewer program.

5. Type in Album Description as well as notes, and choose compression and size desired.

6. Click Okay.

7. Type in file name and select desired location to place the album file, then click Okay.  If the chosen location already has files, LYNX will ask if files should be deleted.

8. At this point, the album file has been made and can be sent on floppy disks or manually attached to an e-mail message and sent.  If the user chose Send Via E-mail in step 3, then step 7 would be unnecessary since LYNX will open the users e-mail program and attach the album file (and optionally the viewer setup file) automatically.  In that case, the user need only address the e-mail and send it.

Creating A LYNX Packet (80)

1. Click File Transfer button and then select the Outbox tab or select Outbox from the File Transfer menu.

2. Click Export button.

3. Select Job from list, and click Okay.

4. Select destination from list or click New button and create destination, then click Continue.

5. Select one or more folders on the left as well as which info (photos, reports) to send on the right and click OK.

6. Review the Export Summary and click Okay.

7. Click Yes to transfer the packet immediately or click No to leave the packet in the Outbox until later.

Transferring A LYNX Packet To Another LYNX System (97)

6. Click File Transfer button and then select the Outbox tab or select Outbox from the File Transfer menu.

7. Click on the desired packet from the Outbox.

8. Click the Packet Transfer button.

9. Select transfer method and click Okay.  

a)
If choosing Direct Connection or Floppy, the user will be prompted for location to place packet file.

b)
If choosing E-mail, LYNX requires that the system have a MAPI compliant e-mail program installed and properly configured.  If the e-mail program is not MAPI compliant, the user should attach the file manually to an e-mail message.

c)
When in doubt, choose Manual Transfer.  LYNX will then create the file, display its size and location (click Okay) on the screen so the user can decide later how to send it (manually attach to e-mail or modem it over or copy to floppy disk(s).

Importing A LYNX Packet Created By Another LYNX System (105)

If the packet was sent by e-mail, disk, or placed on a network drive:

6. Copy packet file to the \lynx\master\inbox directory.

7. Click File Transfer button and then select the Inbox tab or select Inbox from the File Transfer menu.

8. Click the packet name on the list, then click the Import button.

9. Review the Import Summary screen, then click Okay.

10. After packet has imported, click Okay.

If the packet is being sent via modem:

1. Click File Transfer button and then select the Inbox tab or select Inbox from the File Transfer menu.

2. If this is the first packet to be transferred in by modem, click the Modem Setup button
• Use the MODEM button to select the proper modem from the list (or from the Utilities menu, new modem configurations can be added) so that a proper init string will used.
• Use the PORT button to select the proper settings for the modem (COM port, baud rate, flow control, etc.)

3. Click the Wait For Call button.  Instruct your user on the sending system to send the packet.

4. Once the packet has arrived, click the packet name on the list, then click the Import button.

5. Review the Import Summary screen, then click Okay.

6. After packet has imported, click Okay.

Creating Web Pages (64)

1. Select one or more photos by using the CTRL key and clicking on photos on the Photo Browser screen.

2. Right click on any of the selected photos and choose CREATE WEB PAGE.

3. Select the destination (directory or zip file) as well as any advanced features desired.

4. Click the OKAY button.

5. Select drive and directory for file(s).

The page(s) will be generated and sent to the destination directory.

The Import Photos button








Remember this title and description and use them for all future albums until further notice.





Display the notes before allowing the slide show to begin.











The title you type will appear in the lower left corner of the slide show viewer screen.  





The Album description will appear if the person watching the how clicks the Album Description button.





Check this box to add a custom logo or photo to the upper left corner of the screen while the slide show is being run.  Click the gray bar to select the photo to be used.  If photo size exceeds 150x200 pixels, other photos will not have sufficient space on the screen.





Captions, permanent descriptions, additional notes





Voice annotations (WAV files)





Background music (MIDI file)





Free Viewer Setup program (setup.exe found in root of \lynx directory) should be sent to someone the first time they are sent an album.  Subsequent albums will not need the viewer sent.





A complete slide show





A series of JPG images and TXT files for the text descriptions





A compressed Zip file of the individual files





The Quality setting determines how much color compression is used.  Most of the time, this setting should be between 60 and 70.  The higher this one is set, the larger the file size of the album.





The size setting determines how many pixels are used to generate the exported photos.  Since the photos in the album viewer only fill about half the screen, there is no need to set the size larger than about 400x300.  Setting the size higher than that drastically increases the size of the album file with only minimal, if any, difference in photo quality.
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