
 Quick Guide : MaxLab Ge�ng Started 

 MaxLab - Ge�ng Started 

 Impor�ng Images 

 Introduc�on 
 Maxlab has four different workflows to impor�ng images into the system, it will depend if you have 
 linked data with your images and how you are doing the linking , the workflows are: 

 ●  No data, just import images. 
 ●  Data in a text file, ID shoot. 
 ●  QR Import. 
 ●  EXIF Import, ID merge. 

 Import screen. 
 In MaxLab client, go to the import screen. This is the same for all imports. 
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 You will see a toolbar along the top for the different types of imports. 

 ●  Import. You can use this for two types of import. 
 a.  A straigh�orward import of images with no data linked to the images. 
 b.  Impor�ng a collec�on that has a text file, linking data with images, e.g. ID shoot. 

 ●  QR Import. 
 a.  This import is to be used when linking data via QR codes, using the full Maxlab QR 

 workflow. (  Please see our other documenta�on  ). 
 ●  EXIF Import. 

 a.  This is to be used with our scanners for ID merge or any device that embeds data 
 into the exif data of an image. 

 Impor�ng 
 The following first steps are the same for whichever import you are doing. 

 1.  Open the import screen. 
 2.  Select the source. The drop down will show you if you have any mapped storage folders. 

 a.  If you select browse this will move the images that you are impor�ng into the default 
 folders as set in the portal. 

 b.  If you have set up managed storage the drives will be found here. 
 3.  Navigate to your images, when you have the folder open that has the images in, click select 

 folder, the folder will not show any images. 
 4.  The preview of the images will now load in MaxLab. 

 Impor�ng Images Without Data 

 You will see on the le� op�ons when impor�ng, these are 
 as follows: 

 ●  New Collec�on, this will put the images imported 
 into a new collec�on. 

 ●  Add to Exis�ng. This will add the images to any 
 collec�on already in MaxLab, you will get a drop down to 
 find any collec�on and a search box. 

 ●  Collec�on Name, this is what the collec�on will be 
 called when it is imported, and is auto populated with the 
 folder name , but this is editable. 

 ●  Tags, you can add tags to the images for quick 
 searching etc. 

https://www.halsys.co.uk/documentation/quick-guide-documentation/qr-workflow/
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 Import with Data from a Text File, an ID Shoot file. 

 When you have navigated to the images and there is a text file in the same folder it will automa�cally 
 read this and link the data . 

 As you can see, in the above, there are data columns and along the top the MaxLab fields each 
 column relates to. You can change the fields by clicking the drop down above each column. If you 
 click the update it will remember your selec�on for the next collec�on you import. 
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 You will see on the le� op�ons when impor�ng, 
 these are as follows: 

 ●  New Collec�on, this will put the images 
 imported into a new collec�on. 

 ●  Add to Exis�ng. This will add the images 
 to any collec�on already in MaxLab, you will get 
 a drop down to find any collec�on and a search 
 box. 

 ●  Collec�on Name, this is what the 
 collec�on will be called when it is imported, 
 and is auto populated with the folder name , 
 but this is editable. 

 ●  Tags, you can add tags to the images for 
 quick searching etc 

 Here is a sample data file that links images to data, this can be created using ID shoot one of our 
 capture solu�ons. 

 Impor�ng QR code workflow. 
 Here we will explain how to import using QR codes, for the full end to end QR workflow please find 
 our other documenta�on  here  . 

https://www.halsys.co.uk/documentation/quick-guide-documentation/qr-workflow/


 Quick Guide : MaxLab Ge�ng Started 

 ●  Select Source - Navigate to the images that you have photographed. 
 ●  Merge Data - Merge with data already created in a job in the web portal  (See other 

 document) 
 ●  New Data - Import images with QR codes that don’t have a job in MaxLab. 
 ●  Select Job - Select the job/school from the drop down that relates to the photo �ckets, if you 

 have one. 
 ●  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, and you want to add to 
 another collec�on. 

 ●  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. 

 When a QR code is read correctly and the correct job has been selected you will see a green icon in 
 the informa�on bar above the images (As below) 

https://docs.google.com/document/d/1BhLtUBdFry91Xsnv2GlC_kk_icepgDzZU3GDwQFRaKI/edit#heading=h.fh8v81gw9wwh
https://docs.google.com/document/d/1BhLtUBdFry91Xsnv2GlC_kk_icepgDzZU3GDwQFRaKI/edit#heading=h.fh8v81gw9wwh
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 If the QR code has not been read you will get “NO CODE”, or it will be linked to the wrong data set, as 
 below. 

 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, 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. 

 ○  You can use this as a search func�on, you can search by any data that is stored in the 
 spreadsheet, i.e, Name, Class, subject token etc. 

 ●  Toggle Reject - This will toggle between selec�ng or deselec�ng the image if it is deselected 
 it will not be imported. 

 ●  Move Image - Lets you move an image to a different QR code set, having clicked move image, 
 you will then need to select the QR code group to move it to, by clicking the informa�on data 
 bar. 

 ●  Open Full View - Does exactly that, makes the image larger. 
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 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 unassign 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 

 ●  Size of the thumbnails in the view screen. 

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

 Impor�ng EXIF Workflow. 
 The Exif import will read embedded informa�on in the EXIF data, either embedded in the GPS data 
 or the user comments. It will link it with a job that has data or extract the embedded informa�on and 
 put it in a data field of your choice. EXIF import follows a very similar process to the QR import, you 
 will need to have the EXIF import op�on selected at 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. 
 ●  New Data - Import images with EXIF data and just extract this informa�on into a data field. 
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 ●  Select Job - Select the job/school from the drop down that relates to the photo �ckets. (See 
 other document) 

 ●  New Collec�on or Add to exis�ng - New collec�on, if this is the first �me you have imported 
 images for this school and want to create a new job. Add to exis�ng, if this is a second shoot 
 and you want to add images to an exis�ng collec�on. 

 ●  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. 

 When EXIF data is read and the correct job has been selected you will get a green icon and �ck in the 
 informa�on bar above the images (As below), it will also show the data that will be linked. 

 If the EXIF data is not embedded in the image the informa�on bar will be blank 
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 If you right click on the image you will get a dropdown menu: 

 ●  Assign QR Code - This will give you a box to be able to type the code in manually. 
 ○  You can use this as a search func�on, you can search by any data that is stored in the 

 spreadsheet, i.e, Name, Class, subject token etc. 

 ● 
 ●  Toggle Reject - This will toggle between selec�ng or deselec�ng the image, if it is deselected, 

 the image will not be imported. 
 ●  Move Image - Lets you move an image to a different EXIF data set, having clicked move 

 image, you will then need to select the EXIF data set to move it to, by clicking the 
 informa�on bar, as below. 

 ●  Unassign subject code - To unassign the EXIF data from an image. 
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 ●  Manually Assign Data - To be able to edit the data that is assigned to an image, as below. 
 ●  Open Full View - Does exactly that, makes the image larger. 
 ●  Open in file explorer - Will open the folder the images are stored in. 

 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. 

 ●  Edit the job in the Web Portal 

 ●  View Data 

 ●  Show unmatched EXIF data 

 ●  Size of the thumbnails in the view screen. 

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