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Crea�ng   a   Job   in   the   Portal   
To   do   this,   Go   to   the   portal   ( h�p://localhost:9988    for   instance)   and   select    Jobs ,   then   create    New   Job.     

  

● Name,   must   be   unique   
● Scheduled   Date   and   �me   

Click   create   

Impor�ng   Pupil   Data   
  

This   is   when   you   can   add   a   subject   list   that   the   school   has   sent   you   (Pupil   data)   by   clicking   import   
and   naviga�ng   to   the   spreadsheet   front   the   school,   this   can   also   be   done   later   if   required.   This   MUST   
be   a   csv   file.  

  

The   spreadsheet   will   now   appear   and   you   need   to   allocate   each   column   with   a   data   set.   If   the   
spreadsheet   has   headers   they   can   be   read   automa�cally   and   assigned.   Synonyms   can   be   set   up,   

  

http://localhost:9988/
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which   we   will   cover   later   ( Click   Here ).   If   the   header   �tle   is   not   found   then   you   can   manually   assign   
the   data   set   by   using   the   drop   down   at   the   top   of   each   column.   

  
Add   a   unique   token   for   each   student   for   the   QR/Barcode   and   for   the   access   code   for   online   ordering.   

You   can   also   add   some   extra   blank   cards   for   students   that   are   not   on   the   school   database,   this   will   
enable   you   to   add   the   data   later   when   impor�ng   the   final   images   and   will   also   give   them   an   access   
code   for   online   ordering.   

● Import   -   Add   a   spreadsheet.   
● Files   -   Upload   a   csv   file   a�ached   to   the   job   for   impor�ng   and   manipula�ng   at   a   later   stage.   
● Extras   -   Add   blank   photo   �ckets   for   students   that   are   not   on   the   school   database.   
● Tokens   -   Add   a   unique   subject   token   for   each   student.   
● Export   -   Export   the   spreadsheet   as   a   csv   file   with   the   subject   tokens.   
● Filter   Exis�ng   -   Filter   the   list   a�er   impor�ng   for   either   students   photographed   or   not   

photographed.   
● Clear   -   Delete   imported   data.   

Make   sure   that   you   save   at   this   point   before   clicking   “Return   to   Job”.   
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Producing   Shot   Tickets   
You   will   find   the   below   dialog   box   on   the   right   hand   side   of   the   Jobs   home   screen. 

  

● A�ach   File   -   Add   a   spreadsheet   of   data   for   impor�ng   at   a   later   stage.   
● Manage   -   Edit   the   exis�ng   data.  
● Produce   Photo   Tickets   -   Used   to   produce   the   photo   �ckets   ready   to   take   to   the   school   on   

photography   day.   

To   produce   photo   �ckets   click   on   Produce   Photo   Ticket   and   you   will   get   the   below   dialog   box.   You   will   
need   to   have   designed   a   Photo   Ticket   in   layout   designer.   
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● Produc�on   Batch   Name   -   Print   job   name,   this   is   auto   generated   but   can   be   manually   changed   
if   required.   

● Select   Device   or   Queue   -   The   queue   that   the   print   job   will   be   sent   to   in   Produc�on   Agent.   
● Select   Photo   Ticket   Layout   -   Choose   the   layout   that   will   be   used.   
● Data   missing   for   this   product   -   Will   tell   you   if   some   of   the   data   in   the   layout   will   not   be   

populated   or   if   some   of   the   data   in   the   spreadsheet   will   not   be   used.   
● Sort   Op�ons   -   Can   change   the   sort   op�ons   for   the   photo   �ckets.   

Produc�on   Agent   will   need   to   be   running   to   render   the   photo   �ckets.   

  

A�er   the   photo   �ckets   have   been   rendered   there   is   a   download   Photo   Ticket   bu�on   which   will   send   
the   photo   �ckets   to   print   using   your   default   printer   as   set   up   on   your   PC.   

Photography   Day.   

  

Now   it’s   �me   to   do   the   photography   shot.   Make   sure   that   the   QR   code   is   photographed   before   each   
student.   
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Impor�ng   Images   into   MaxLab.   
  

Open   Maxlab   Client   and   click   the      on   the   le�   hand   toolbar.   You   will   see   the   below   screen.   
Make   sure   you   select   QR   Import   along   the   top.   

  

● Select   Source   -   Navigate   to   the   images   that   you   have   photographed.   
● Merge   Data   -   Merge   with   data   already   created   in   a   job   in   the   web   portal    (As   Above)   
● New   Data   -   Import   images   with   QR   codes   that   don’t   have   data   in   MaxLab.   
● Select   Job   -   Select   the   job/school   from   the   drop   down   that   relate   to   the   photo   �ckets.   
● New   Collec�on   or   Add   to   exis�ng   -   New   collec�on,   if   this   is   the   first   �me   you   have   imported   

images   for   this   school.   Add   to   exis�ng,   if   this   is   a   second   shoot.   
● Collec�on   Name   -   This   is   the   name   that   will   be   used   in   MaxLab   when   the   images   are   

imported.   
● Collec�on   Descrip�on   -   This   is   op�onal.   
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When   a   QR   code   is   read   correctly   and   the   correct   job   has   been   selected   you   will   get   a   green   icon   in   
the   bar   above   the   images   (As   below) 

  

If   the   QR   code   has   not   been   able   to   be   read   you   will   get   “NO   CODE”     

  

If   you   right   click   on   the   QR   code   image   you   will   get   a    dropdown   menu:   

  

● Rescan   For   QR   code   -   This   will   do   a   more   detailed   scan   to   find   the   QR   code.   
○ You   can   select   more   than   one   QR   code   at   a   �me   to   be   rescanned,   and   there   is   a   

progress   counter   on   the   top   toolbar.   
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● Assign   QR   Code   -   This   will   give   you   a   box   to   be   able   to   type   the   code   in   manually.   
● Remove   image   -   Delete   image   
● Move   Image   -   Lets   you   move   an   image   to   a   different   QR   code   set.   
● Open   Full   View   -   Does   exactly   that,   makes   the   image   larger.   

Once   you   have   selected   the   correct   job   and   the   QR   codes   have   been   read   you   will   also   have   
the   ability   to   change   data,   by   right   clicking   on   a   QR   code   image.   

● Unassign   QR   Code   -   To   unassigned   the   QR   code.   
● Manually   Assign   Data   -   To   change   any   data,   e.g.   Class   or   Name   etc.   

○ Confirm   
○ Cancel   
○ Reset   -   Will   reset   all   data   back   to   original   se�ngs   
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On   the   top   panel   you   will   see   the   below   informa�on   regarding   how   many   QR   codes   have   been   
matched   and   any   that   have   not   been   found   in   the   job.   

  

● Configure   QR   code   Parsing   or   renaming   

●   Edit   the   job   in   the   Web   Portal   

● View   Data   

● Show   unmatched   QR   codes   

Click   Import   and   the   job   will   be   placed   in   the   Import   queue   which   you   will   find   on   the   top   bar   under   
Import   Progress.     

Tips   and   Extra   Features   -   Adding   in   Synonyms   for   Data   Fields.   
We   can   help   MaxLab   automa�cally   find   the   right   headers   by   adding   in   other   Synonyms,   eg.   Last   
Name   -   Surname   or   Family   Name.   

To   do   this,   Go   to   the   portal   ( h�p://localhost:9988    for   instance)   Administra�on/Se�ngs/Custom   
fields.   

Choose   the   data   field   that   you   want   to   add   to   and   click   the   green   pencil   icon   on   the   right.   

  

In   the   box   by   Synonyms   type   in   what   you   want   to   add,   make   sure   there   is   a   comma   between   each   
one,   then   save.   

  

http://localhost:9988/


QR   Code   Workflow 10   

  

You   can   also   add   new   data   fields   by   clicking   Add   at   the   top   of   the   page.   If   adding   a   new   data   field   
make   sure   to   add   them   to   a   field   group   to   see   them   in   MaxLab   Client.     

  

FAQ’s   
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