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ROES Records System

The ROES Records system works with a previously created spreadsheet containing information
specific to images within the order. If you do not have an existing file from which to work, the
Records program can be manually set up, making Records yet another valuable asset to all
photographers using the ROES program.

Opening Records

To begin filling an order using Records, click on the Records button, below the Sizes button. The
Records window will appear on the page containing several tools to help you set up your
workspace. At the top you will see rows and columns, at the bottom images and packages.
Buttons on the page will be described as they are used throughout the tutorial.
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Click “Folder..." helow
to load images from a folder.
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Each piece of information from your spreadsheet will have its own line, which will automatically fill
when the existing file is merged into Records.

File name

First name

Last name

Package ordered
Coach/Teacher, etc.

League/School, etc.

Accessing Images

Opening the image folder in Records in no different than finding the images in the basic ROES program,
except that you must first have the Images tab in the lower portion of the window selected. You can now
click on the Folder button at the bottom of the window to search for the image folder needed.

il Click “Folder..." below
Pecknpes Farriet IF to load images from a folder.

Packages Separator: I,

| Packages

Drag images ko the table to associate with a record, 2 images found.

w [ 700m B
i b

Once opened, the image thumbnails will appear in the image window. As before, using the zoom
button allows you to adjust the appearance of the thumbnails.

106-djpg || 1085jpg || 110-Bjpy || 111-7ipg || 113-8jpg 1181 jpg | 1203jpg || 123-4jpg

RecordsImages
Drrag images to the kable ko associate with a record, 18 images found,
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You can, if necessary, rotate the images. Right click in the background area and choose Select
All, Rotate Thumbnail, then the degree needed to make the images all heads up.

SNOW SeIBCTE LNy
v
i Show All

Hide Selected

Select Others

E “ E Select Mone
T Rename...
76, \ ‘ 130

1138 —2

E| |E Select None

135-10 jpg

139-2 jpe

Refresh
Rotate Thumbnail -80°

|m Dragimagestol  open with Image Application m
| 180"

Open Cantaining Falder

Groups can be adjusted by selected only them, and re-rotating.

Show Selected Only
Shou All
Hide Selected

Select All
Select COthers
Select Mone

Fename...
Refresh

e Rotate Thumbnail

ble to assodate with arecor — Open with Image Application

127-6jpa | 130-7 jpg

139-2 jpiy

135 ikn

After all of the images have been adjusted as needed, you are ready to import the spreadsheet
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Importing the File

Click on the Open & Save hutton, then Import File from the drop box to import the existing file.

Packages Format. [P [Y:E_ ImagesJ [ﬁ Add and RemoveJ [\\/ e Pa:)ﬁagesJ

Packages Fortrat: IF [vEE Images] [‘E Add and Remave l, Use as Pa(kages] EEa i [ =58 Move J ["f@ Open and Save | [ . %ol Roviening ]

-
Ef+ open Table

Packages Separator; |, [ ‘E{ﬁ Move ] [@ Operﬁnd Sa\re] [53 Start Reuiewwng] HiL Save Table

This will open a new dialog box from which you can search for the file needed whether it is on
your desktop or the hard drive.

s

5 area shows the imported file as original ﬂ
k. From ik, you may be able o discern the .
warator and guoking. This is a sample table created From the file, separator, and quoting wou choose

Field Separator: I, Figld Quate: I" [~ Fields are Quoked  [v First Line Contains Field Mames |+ Remove Empty Records

[%ﬁ Mergew [E‘ig Open File

Click on the Open File button to begin your search.
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Look in: I[:I RCES Training Tukorials LI chi

File namne: ICBSL apreadshest, sy

Files of bype: |,q|| Files ;I

Openg

[ = . S | = e TR |

Double click on the file needed or click once, then Open.

This now opens the Import File box, giving you the raw data on the left, and how it will be
represented into ROES Records on the right. In the lower portion of this window, there are few
tools to create the spreadsheet in a readable format, for example, Remove Empty Records.

I T T R P TR Ty

103-1.1pg,Brian,Shea,A-1 Mike W 133-9.1pg ken fale fizk Tor
105-3.3pg,Adam,Patrick,B-1,Mike 135-10.jpg IMike Deason B-1 Tar
106-4 .jpg ,Eric,Thomas ,A-1 ,r~_11 ke % 139-2.pa Group Tar
108-5.9pgy,Tyler,Hale,B-1,Mike W ” _ ]
110-6.3py Ryan, Hood ,A-1 Mike wWie | [[L0%-1rd Biia Bl Rl s
111-7 .3pg,Michae] ,'.m'aﬂker,B-l,r—ﬁlv 105-3.jpa Adam Patrick. B-1 ik
113 @ ke Deand-om kot rhon 0 1 b . . y
4 _;I_I 106-4.jpg Eric Thomas Al M4k
" | This area shows the imported file as original “”T'ﬁ-"”” Tvler Halr | Ri-1 '\‘E ==
text, From it, wou maw be able to discern the
separator and quating. This is a sample table created from the File, separator, and quoting you choose.
Field Separator: l,_ Field Quote: l_ [~ Fields are Quoted W First Line Contains Field Mames [V Remove Empty Records =
Pa -
— [§> Merge -
L a— R— K

Click on the Merge button at the bottom of the window to send the information to the Records
table.



AMSEY HB\I:SE; Records Tutorial
ROES SYSTEM

WWW.T'dISe¥YTes0uITes. com

You will see that this automatically fills with the data. Once the information has been put in place,
you are ready to begin matching the images to the records

Records . L. 5[
Fields 1 2 3 4 5 3 7 | 5 |
Filename 118-1.jpg 120-3.jpg 123-4.jpg 124-5.jpg 127-6.jpg 130-7.jpg 132-8.jpg 133-9,jpg 13
First Mame Dan Mike: Glen David Vince Mike Bob ken
Last Mame Hood ‘Williams Simpson Geggus Stark Lach HufFy Hale [
Package A-1 B-1 B-1 A-1 B-1 A-1 B-1 A-1
Coach Tom Jones Tom Janes Tom Jones Tom Jones Tom Jones Tom Janes Tom Jones Tom Jones Tc
League CBSL CBSL CBSL CBSL CBSL CBSL CBSL CBSL
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Preparing the File

To begin editing the table, first click on Filename to highlight the image row, click on the Images
button, then Match Images.

Records
4] 127,

123-4.ipg 124-5.jng

Filergme 118-1.jpg ]
Glen David

Hme Don Mike [
Last Mame Hood Williams Simpson Geggus Stark Lach Huffy Hale [
Lo PR LR} oo =} LR oo LR} oo LR}

Packages Format: [P [fa_ ImagesJ [ﬁ Add and Remove ] [‘\_, Use as Packages]

] i Add and R J Use as Packs
Packages Format P-a ' (ages '@ ANCiemoxe i 8§ =2 2 alkanes Packages Separator: r I Al Images Open and Sava] [Eg Start Reviewmg]
Packages Separator: |, ‘EB Move w@ Open and Save, | | -, Start Reviewing — .

|— i g Make Group Image
e T

Now, select either Use Thumbnails Folder or Browse to search a location on your hard drive.

I x|
@ Do you wish to browse to find the images in these fields?

Browse. ., | Cancel

ackages | acka

ackages epErEOT T, R J L T opeTTo J =

This takes all the images, including the groups, and puts them in a single row.

Records

Filenarme

Ke

First Narne Daon
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To move the groups to their own row, select and then right click on the first group image. This
opens a new window that will let you move the group images into their own row.

Toggle Pause in Auta Review

Copy Yalue to Entire Row

Copy Yalue to Selection
Clear Fields
add Columns
Tam © Remove Columns
CE  addRows
Remaove Rows

Rokate Thumbnai ]

Qare

Match Images

Make Group Image k

'_":F'... Image  |Jse as Packages Hse
‘Ea Mave e Start

Mowe to Bokkom B

Select Make Group Image. In the drop box, type in the name for the new row (Team Images,
Group Images, etc.) Select the number of image records to which this group will apply, if they
come before or after the group in consecutive order, and if that record should be included, then
click OK.

Eas0n Shea

B-1
Make Group Image ||

This automatically creates another row with the proper group image below each individual.

T Janes ise
Copy image inko raw: IE I
85k [Twpe a mame For a new row] mul:l' zlt
for the: (% Previous © Mext
|9 recards.
P

[ Include current record

== 63

orcl

10



R AMSEY “F;‘QSE; Records Tutorial
ROES

WWW.T'dISe¥YTes0uITes. com

Fields

Filename

Group

116-2.jpg

116-2.jpg

116-2.jpg 116-2.jpg 116-2.jpg

You can also do this by dragging and dropping the desired group image below the first individual
in the new group. Then, copy and paste the image into the fields needed for that group. Repeat
either process until all the groups are below the desired individuals.

Once your groups are in place in the designated row, they can be removed from the top row by
selecting them all (using the Ctrl button on the keyboard), right clicking and selecting Remove
Columns.

LAY

Toggle Pause in Auto Review
Copy Walue ko Entire Row
Caopy Walue to Selection
Clear Fields

Add Columns

Add Rows

Remave Rows

Raotate Thumbnai

@ Are wou sure you wank to remove these columns?

Match Images

Iake Group Image i

Use as Packages ormat: Cancel | | Use
Move ko Top

Move ko Botkom zeparatar T L o T J |L e CpCTT e |L T Skar

The program will ask you if you want to remove the columns before doing so. At this point, you
are basically doing clean-up work — eliminating unnecessary items, associating all the images to
the filenames.

11
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If your images were not already in a heads-up position, you can rotate them by clicking on the
first image, right clicking and selecting Rotate, then choose the degree of rotation.

T

Toggle Pause in Auko Review

Copy Walue to Entire Row
Toggle Pause in Auto Review
Copy Value to Entire Row
Copy Yalue to Selection
Clear Fields

Copy Value to Selection

Clear Fields

Add Calumns

Remove Columns
] Add Rows
Remove Rows

Add Columns

Remove Calumns

Add Rows
Remove Rows

roup Rotate Thumbnail
£ I

Rokate Thumbnail 2

Match Images
Match Images

Make Group Image

. Make Group Image: ng
- 139D-2.]pg Use as Packages - Use as Packages
ame on
< Mame Haad R [ Mowve ta Top ]
ckage -1 Move to Bottom Move to Bottam o

You can also add or remove rows and columns. To do so, click on the Add & Remove button
and select Add Rows or Add Columns, or Remove if that is your desired purpose.

jou | r..-'- . ':. l 1.- 1..
|ages] [ﬁ Add and Remove ] E ﬂ
%
o-2

i S ot i
ave il £dd Rows k = @ Howe marry rows would you like to add? B
i | Add Columns |3|
& Remove Rows it: QK ! Cancel | h
= ol
% Emove Lolumns ‘atar: I |I oo e J |, R e | (

%ﬁ Clear Table
b cxii L

You will be asked how many you would like to add. Type in the number and click OK.
Type in the title of the new row below the Fields heading, then the text that applies to that title in
the first column

Coach Tom Jones Tol

League CESL

Sk Louis

12
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Copy and paste that information into the other columns to which it applies by right clicking and
select appropriately, either the Copy Value to Entire Row or to Selection.

Leaque CBSL CBSL

Toaale Pause in Auko Review -

Copy Yalue to Entire Fow

‘I 0| i k _I n Pl h ¥ =

py Yalue ta Selection #Are you sure you wank o copy "5t Louis” ta the entire row?
Clear Fields
&dd Calumns B : Canicel |
Remove Columns
[ % 4 ===
Tl Add Raws y T [ =

If you choose the Entire Row, the program will ask you if that is the choice you intended to make.
Once you have completed the editing process, you are ready to begin the package process.

13
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Creating Packages

Change the work area at the bottom by selecting the Package tab on the left.

Fachams |

Groes [T ew G

r .

U g Irages | L F‘ack.ages e kit

To begin the package set up process, first you need to select the row that you have defined as
the Package row by clicking in the Fields section.

Firsk Marne Dan
Lask Mame Hood

Coach Tom Jones
League CBSL

The entire row will now be highlighted in red. This will not change until all of your packages have
been created.

Last Mare Hand YWilliams Sirmpsan
B-1 B-1
Coach Tam Jones Tom Jones Tam Jones

Now, click on the Use as Packages button. A dialog box will pop up, making sure that this is
indeed the row to use for packages. Click on the Use this Row button. This also allows you to

select a row not previously designated for packages. You are now ready to build your packages!

1 sl Zoc Zoa
= 1 o T =]
Packages Format: lP-Q [Y*F Images] [ —-| Add and Remove
i i ‘EEI ® The field For packages is already marked in this table, Do you
= T N wish ko mark this row instead?
Packages Separator: I, L ﬁz& Move | l @ Open and Sa\reJ L & Start Reviewing =

+Far

{ e this Row Cancel | %

sosannal [ ST VR R R R —— Acava | [ 00 arant

14
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You will now need to designate a group name for this selection of packages. Click on the button
next to Groups labeled New Groups and enter the new name for the group. If you have a
predetermined set of packages for all proms, all sport events, etc., you will have to build the
packages just once. Keep in mind, though, that if you include items specific to a certain sport,
they will have to be edited when the sport changes!

E X
S e, L T x|
Al L il ® Enter a name Far this group:
-
|S|:u:|rt Packages|

II': (0]4 ! Cancell —

I - LEE = T I

* Mewy Group
Add Group
Copy Group

Rename Graup

Remaove Graup

Once you have your new group named, you can begin filling the packages.

Double-click on the package to enter your package identification. In this case, simply type in the
name and click off the package. It must match the label given on the spreadsheet. You can
create the folder for all the packages and name them now, or create and name them as they are
filled

P

B News Package A Mew PYGouble click bo rename

15



5 AMSEY “‘0';{3;;1 Records Tutorial
ROES SYSTEM

WWW.T'dISe¥YTes0uITes. com

To build the packages, drag the first product needed from an existing ROES catalog to the empty
folder. As in using the Packager Tool, wait for the green + to let go of the item. (You can use
packages already built in the Packager and pages created in the Pager!)

T
TRADER CARDS | UNIQUE ITE! GROLRE: I\Y.%_,: Sport Packages |
POSTERS & CALENDARS
MAGAZINE COVERS Pl L)
.
a / W
: /
2 4/
a1 B

===

The building process works basically the same as setting up packages with the Package Tool.
However, these packages CAN consist of multi-node images! Once the packages predefined
have been created, the Packaged row will be highlighted in blue.

Last Mamne Hood ‘Williams Simpsan Geqgqus
Coach Tom Jones Tom Jones Tom Jones Tom Jones

16
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Defining the Nodes

After the packages are built, you must designate what information goes into each product, as well
as the nodes in each if you have selected multi-node products. To clarify this information, double
click on the first package.

As in the Packager, the products in the package will appear below. Click once on each product
within the package to bring it up in the workspace on the left.

Groups:

Wi wreon
il

Dmeay i ey A
= [asiiar
LRty Fl
[Fimes

T ey L

| I S—TTEET

hiz template is the

Zup-5x7_E

You can now simply drag and drop the Field title from above into the proper node. Use the same
process for identifying placement of text, individual name, team name, coach name, etc., in
products that require such. (Text that is changeable can be edited in the review process

Filename

LLLL L

17
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Packages created with single node images will still need to have the field information put into
place. Once you have identified placement of images and text in all of the products used, you can

now begin the review process.

F .

Iy Images \:_\_f Packages

-\iFiIenamet-

18
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Saving the Table

You can, at this point, choose to save the current set-up in progress. Saving the table allows you
to leave the ROES system and return at a later time to complete the process. All information put
in place for this order can be saved and the reviewing and editing can be completed at a more
convenient time. To take advantage of this feature, click on the Open & Save button and select
Save Table.

Don Mike Glen David Vince

|
Packages Format: IP-Q [v-E'_ Images] [ﬁ Add and Remmre} [‘-v-" Use as Packages]
I [ ‘E-f_-i Move ] [v@ Open and Sa\ril [E& Start Re\riewing]

Packages Separstor:

Packages
i
Packages Format: IP-G [ i ImagesJ Lv@ Add and Remove | [‘_wj_- Use as Packagesj
Packages Separatar: I, [ ‘EE Maove ] [vﬁ} Open and Save | [$ Skart ReviewingJ
% Cpen Table

S Save Table

roups: | ¥ Sports Packa es]
% Impaort File £ [ il =R g

e

This will open the Save window, allowing you to name this table of information and choose where
the information will be saved.

F g T | S . R [l i ] =
ave : X
¥ Bt

@ My Documents Gl HP Directar @ 3
I3 My Computer £ 1 sBC vahoo! Online Protection %
My Metwork Places {2 Snaglt 8 e
,';9 Share-to-web Upload Folder @ Windows Media Plaver @ b
1 ci1s97s B 10646
"1 H&G EKGD [ 11703812 H)c
"] Katytest [ 11703813 Mo
] Ramsey m 122sharpen @ a
] RecordsImages [ 1495 [#
EJ Shortouk ko Calender Pictures @' 16x200val ! I
@ Shortout to Mas1 @' SxFoverlay ! Ir
g DRz @ S l0mmoverlay @ 1
Kl | |
File name: ICBSL Basehall 3t Up

Files af type: I'ﬁ'” Filas

Type in the name you have selected and click on the Save button.

19
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When you are ready to complete the order from this information, open the ROES program as
usual and click on the Records button to access Records. Click on the Open & Save button and
select Open Table.

Don Mike: Glen David Wince
Packages Format: IP.Q [v_E_ Images] [E Add and Remove] [‘-u,-’ Use as Packages]

[ ‘E_-f_-l Move ] [v@ Open and Sa\rle’\l [E& Start Reviewing]

Packages Separstor: |,

Packages

Packanes Format; P-i2 [ AT Images] [v@ Add and Remnve] [M Lse as Packages]

Packages Separator: I' [ ‘E_-E Mave ] [v{@ Open and Save] [ Eﬁ} Start Reviewing]

@} Save Table

. FOLIDE: [Yx | Sports Package
% Impatt File =

e

This will now open the Open window, allowing you to open the information desired and continue
the reviewing, editing and sending process.

- ] <IN I .

=
1. Loak in: I[:l Desktop LI I‘ff( 127-6.jpg
" cii597s [ 16x200val

[C] HG BEGD [ Sw7overlay

[:l Kakytest @' B 10mmonverlay
] Ramsey [ sx100varlay
] RecordsImages % _Film_strip

E:l Shorbcut ko Calender Pictures m BowlProjeckCard @ "

;] @ Shorbcut ko Mas1 @ brass_ball_puzzle_1 @ I 13:i;2c.;pg
@ 106-46 ] CBsL Basehall Set Up @ o
o [ 11705812 CBSL Spreadshest ] 0
(B 11705513 &) osc o199 R
m 122sharpen @' gold-large ﬁ R
[ 1496 [BF Icicles [ =
L
File name: ICBSL Basehall Set Up

Files of kype: Ip,|| Files

Select the file needed and click on the Open button.

20
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Editing and Cropping

The last phase of Records is the reviewing process. Start by clicking on Start Reviewing, then
Review All.

Packages Farmat. P01 l_ .ImageaJ [v@ fdd and RemoveJ [‘\,f Use a8 PackaqesJ
Packages Separator, |, [ ‘HgMove ] [VQ} Open and Save] {E;, Start Rewewwngl

Start Reviewing i 5[

ackages Sep 'k F

Do ywou wish to review all records, or just the selected ones?

¥ |

i Reviewal il Review Selectedl Cancel I

This will essentially take you back to the main page in ROES, but you will notice a few extra
buttons below the Sizes, Options and Add to Order — Previous, Next, 1/# of products you have
created, Auto and Cancel Review.

¥ b

Click “Folder..." below
to load images from a folder.

118-1.jpg
Pager
O Baseball

Mag Cover
Ij Rotate Layouk ﬁ Rotate Image
= ]
Drag images to the layout to crop. 0
1 - 4“} > = W images found,
(@a B, 13 =5 = b @ wr

(] ) e (o] || (B

({ Previous B Next 132 B Auto . Cancel Review} E2F3 Collages.net

@ [E Records] [ [v] PreFerences] [,-'_-;:'\ Ty InForrnation] [v@ Open and Sa\re] [ﬁ Review Order ]

21
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103-1.jpg

Baseball
Mag Cover

-|§ A ﬂ Rotate Image E]

fE— [Drag to scale i |mage or click and use arrow keys

1.2 < d_:.b =R -I-1

You will need to rotate, crop or adjust each product at least one time. After adjusting the first of
each product, whatever it may be, click on the Next button to be sure the crop, rotation etc. is

holding from one to another of that product.
= —=r— B = * 5 Vet

[q Previous | B Next| 1f32 W Auto W canc
- T
s Wi =

Once you are sure you have checked at least one of each product included in all the packages,
you can click on the Auto button.

Lv T JILEBJ Lvo UPLNHE_J Ll Ly I| S R L as)

(1 Previous B Mexti 17/45 | - Autui . Cancel Revlew]

. - 5

= T

22
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A dialog window will pop up asking if you wish to continue. Click OK.

b gg s oy .. Ve e e
B x|
Automatic mode will add record values and images ko layvouts For all records
until one is encountered that vou haven't reviewed, Do vou wish o continue?

i cancel |

After clicking OK, the program will automatically begin filling the packages with all of the data
from your rows and columns that you have previously set up, with all the cropping and
adjustments that should be applied as well. You could, at this point, leave your computer
unattended while the program completes the package filling process.

If you have skipped editing on a product, the review process will stop, a pop up window will
appear letting you know that you have missed it, and ask you if you wish to continue.

At that time, click on Cancel and do the needed editing before continuing the Auto review
process.

| | o wages o
B x|

? Automatic mode will add record values and images to layouts For all records
unkil one is encountered that vou haven't reviewed. Do wou wish o conkinue?

CancEI |

Laer 1055y =

If you choose to continue, the process will stop each time the system comes across this product.
At any time, you can Cancel Review and go back to do additional cropping. Each item will
appear on the screen as it fills.

x| r
4 Previous B Next 4/45 i Auto

S Adding field values to layouts. ..

- N o

LITT]]]

1158-1.jpg
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Once complete, a new dialog box will pop up letting you either add all of these items to the order
or Return to Reviewing. Clicking on Add Items to Order will open the traditional Order Review
page.

'F_ |
- I x|
You have reached the end of the ordered templates in

wour kable, Would waou like o add these ikems to the
current orders?

i Add Irems ko Order G} Return bo Reviewing |

116-2.jpg It

24
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Reviewing and Sending the Order

From this point, the steps taken to review, edit and send the order are the same as a typical
ROES order. As in placing an order using the Packager, the packages and quantity ordered are
identified as well as each item within the package. The Edit and Delete buttons to the left of the
thumbnails function in the same manner, as does the Show Order button at the bottom of the
window. Once any changes necessary have been made, simply click on the Complete Order
button and proceed as with any other ROES order!
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Using Records without a Spreadsheet

The ease and speed of using Records to fill large orders is a tremendous asset in the ROES
system. Fortunately, for those of you not familiar with using a spreadsheet, you can still take
advantage of the program with little difficulty. Once the data portion of the workspace has been
set up, you will follow the same tutorial for Creating Packages, Editing and Cropping, and
Reviewing and Sending the Order as those working from a spreadsheet. The following steps will
guide you through the data entering process in a simple, step-by-step manner.

Accessing the Records Tool

The first step in the process, accessing the Records tool, is no different than already explained.
Once you have the Records window open, click on the Images tab, if it is not already selected.
You can now open the folder containing your images by clicking on the Folder button at the
bottom of the window. The thumbnails will appear in the Images section of the window. Their
size can be adjusted using the Zoom button.

Order Information

You are now ready to begin filling the top portion of the window with information typically provided
by the spreadsheet. Double clicking in any space allows you to enter text. When you need to
place an image, you may simply drag & drop the image into place. So, let's begin!

Individuals

Double click in the first box below the Field heading. You can give each line whatever title you
prefer, as long as you can identify them. This row would ideally be the individual image, so you
could title it just that — ‘individual.” Once you have the title in place, you will need to drag and
drop each individual into its own column. If you have more individuals than columns, right click
anywhere within the workspace and select Add Columns. You can enter whatever number is
needed and click OK. Continue adding the images until all the columns are filled.

Groups

If you have a group image that will correspond with the images, they can be placed in the second
row, but that row will first need to be given its title. Double click in that row under the Field header
and type in the information you desire — ‘group,’ ‘team,’ etc. Now, drag and drop the group image
into the first column. If this group applies to all the images, right click on the image and select
Copy Value to Entire Row. If you have more than one group, drop the group into the first image
to which it applies. It should be highlighted in blue. Using the shift key on your keyboard, select
the images to which this group applies, after which they should ALL have the blue highlight. Now,
right click on the group image and select Copy Value to Selection. A pop up window will ask if
you are sure, click OK. The new group should now fill all the columns you had selected.

26



AMSEY e |
%ROES sfa:Tllu':l Records Tutorial

WWW.T'dISe¥YTes0uITes. com

Individual Names

If you are using products that include the individual’s name, you will need to create a row for the
first as well as last name, unless they will be used together throughout the order. Double click in
the next available row in the Fields columns and type ‘First name.” As with each individual image,
you will now need to type each first name. (If last names are going to be included, you may wish
to also create the row for ‘Last Name’ at this time, making it less confusing when filling in all the
names!

Packages

Give your package row a title that states simply that — ‘Package.’ Enter the packages ordered
below each individual using the package format you have entered. Records will default to P-Q,
‘package — quantity,” with a comma separating multiple packages. Fill in the package information
as needed throughout the order. You may select all images that need a particular package and
copy that package information to them. However, you cannot add additional packages or optional
items in that manner. To add packages or items, double click in the box needed. This will allow
you to type in the additional information needed. Be sure to include the comma to separate any
packages and items!

Group or Team Name

Use the same method as above to give your group name its title. Be careful not to give it the
same title as the image of the group! If the same title will apply to all the images, you can, as
before, type it in one time, left click to highlight the box, right click and select Copy Value to Entire
Row. Or, use the shift key to select the images to which it applies, right click and select Copy
Value to Selection. To enter a second team or group name, double click in the row and column
below the first new group image and type in the correct group name. As before, select the
images to which this new title applies and copy the title to them. Any time you choose to copy
information to another column, you will be asked if you are sure!

Other Titles

The list could go on forever! You are well familiar, by now, with the steps it takes to add a new
row and fill in the proper information. If, by chance, you need additional room, you can right click
and select Add Rows, just as you did with Add Columns. It will ask you the number of rows you
need to accommodate the information you need to complete your order.

You're on Your Way!
You may now begin the process as those working with a spreadsheet! Creating Packages

begins on page six in this tutorial. Refer to the instructions through page eight to complete your
order!
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