Project: 	Ref#: 	Emp: 	Date: 	
Time-Sync Match – RETAKE - Package Order 
· Verify required contents of shoot packet are enclosed
· Camera cards / order forms with Subject ID labels / order forms with Shoot List
· [bookmark: _GoBack]Drive of images - Make sure project name matches on shoot packet, image drive and camera cards/labels/shoot list
· Opticon scanners
If any of these items are missing, you cannot continue – see Office Manager
· Pull project folder from file cabinet
· Copy contents of hard drive to HiRes Archive location (create folder for acct if needed)
· Verify # of files copied match # of files on hard drive
· Copy that same folder of images into your Working Images folder – verify # of files copied
· Open project into hhschools
· Import Images and Data
· Name cameras as <Day#><Photographer’s Initials><Scanner #>
· Match Data option will be Select Text File of Downloaded Scanner Data. Browse to find camera’s corresponding BSD file.
· Verify image/data match after each camera import
· If no match, see Office Manager
	Cameras Imported
_______          _______
_______          _______
_______          _______
_______          _______


· Verify the number of images imported matches the number in the Working Images Folder
· Record total # of images (bottom of this page)
· Rotate images (if needed)
· Delete slate images
· Create hires backup of project 
· Input data from salmon cards/orange labels (double check in the match data screen to see if this student is already in the data)
IMPORTANT NOTES for RETAKES:
· If the word RETAKE on a camera card is circled, that subject has already been photographed. Pull the package history and the corresponding background/style (if applicable) to the new image(s) and delete the old image(s). 
· If a package insert is received in the camera card stack, treat the same as you would if it was a camera card with RETAKE circled.
· Filter to all cameras. Filter to subject ID has at least 2 images
· change sort to: sort 1=subject ID, sort 2= order taken
· Copy package history from original day to retake day image’s packages
· Move the image from original picture day to the recycling bin
· Change sort back to: sort 1=camera, sort 2=order taken
· Correct data from flagged cards/order forms
· Create groups/group associations if group project
· Record total # of groups (bottom of this page)
· Cull to Subject ID contains at least 2 images
· Edit to one image per subject
· Watch for blinks, out of focus, etc. and make notes on checklist for Project Report Card
· If extraction project, remove KO from images that don’t need it (group images).
· Enter late orders
· Enter the online orders, using hhimagehost Export File
· Record total # of subjects in this report at bottom of page
· High res preload images
· Enter Wallet Personalization Data (if needed)
· Setup Product Graphics
· Crop images
· Add no print packages if needed
· Make sure data has been populated for all subjects in fields like SchoolName, Year, etc.
· Create Package order
· Create csv export of project data AND export of subjects not photographed and save to hires archive location 
· Create low res backup
· Send League/School both CSVs
· Complete “Project Report Card”
· List all subjects not matched in HHIH import. (ex. – “Order unfulfilled for John Smith – subject not photographed”)
· Place a copy of any supporting emails or documents (stapled together) in project folder
· Print label for camera cards/order forms archive, and place in envelope, then put in archive
· Delete project folder from Working Images
· File project folder and return shoot packet to stock
____________   # of images (pre edit)		____________   # of groups   		____________   # of subjects in online order report
