Project: 	Ref#: 	 Emp: 	Date: 	
Camera Cards Project Setup Checklist
· Is package group created?
· If yes: proceed to next step
· [bookmark: _GoBack]If no:
· Create new Package Group in hhschools
· Print and verify packages and text mapping with another team member - Initials __________
· Create 3 labels including project name (<Year> <Season> <School/League>)
· Place label on image drive
· Place label on Shoot Packet
· Create physical project folder
· Place one label on folder tab
· Create Project in hhschools
· Name project <Year> <Season> <School/League>
· Select Package Group Association
· Select job type
· Check High Res Preload box if extraction or if project will submit a combination of proof/package/service item orders
· Select correct Knockout type if project will be Green Screen, Blue Screen, Masters, Knockout Sports
· Select Color Correction
· Import CSV data file from school
· Verify the CSV column headers match the appropriate H&H field name (Do not import if showing <>)
· If you map a header to a Custom field, make a note on the Project Folder (ex. P3Teach = Custom1)
· Import
· Print camera cards on white cards
· Select sorting
· Page break
· # of sets
· Print Blank camera cards on salmon cards (15% of student enrollment)
· If scanning for packages onsite, print one package labels sheet per camera station + 1 extra
· Prepare Shoot Packet
· Verify image drive is blank and working
· Place the following items in the shoot packet
· Image drive
· White and salmon camera cards
· Package Labels sheets (if needed)
· Zip ties (50 > small ties x 2; 500 > medium ties x 5; 500 < medium ties x 8)
· Give Shoot Packet to Photographer
