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Getting Started

Welcome

We're glad you've chosen StudioPlus Spectra for your business! We want to help you get up and running
right away, so this "Getting Started" guide is geared to the basics, giving you the benefits of the program
immediately. As with most software programs, there are several ways to accomplish many of the tasks
in Spectra. To avoid confusion, we'll keep it simple. As you get more familiar with the software, we
encourage you to explore the many ways you can customize and enhance Spectra to fit your unique
business.

Getting Help

We want you to get the help you need! There are resources within Spectra and on the StudioPlus
website. Take a look below.

= Help Menu - Check out the different ways to get help on Spectra Help menu. We've highlight a
couple of the most-used items.

Help

Dynamic Help
Spectra ——

. Help Table of Contents
User Guide P

Check For Updates
Reqgister Product

View Logged-In Users

Email us a Suggestion

. Email Tech Support
Online

Chat s=fes== Chat with a Live Support Person

Request Remote Assistance

Customer Feedback Options

About

= Dynamic Help - Find specific answers throughout Spectra by clicking F1 or one of the many Help
buttons provided. Whether you're working with the calendar, importing clients, creating your
price list, etc., the user guide should be opened to just the right spot!
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Finding the answers you need may be easier than you think! There are many self-help tools right on the
StudioPlus website.

Online Chat - Help is just a click away with our online chat! You can

chat with a live tech support person from either the Help menu in ITE’Ch Support
Spectra (shown above) or from the Technical Support contact page v
(http://studioplussoftware.com/help/tech_contact_us.aspx) on our Gick here o ek
website.

Blogs - The three StudioPlus blogs — Company, Support, and Learning — are the best way for you
to get the most up-to-date information about the company, current releases, software tips, and
more. Subscribe to them!

Search Tool - Search our entire website or narrow your search to just the support documents.

Training Videos - StudioPlus maintains a complete library of training videos designed to help you
make the most of the features in Spectra.

Online Help - The web version of the Spectra User Guide, found on the Documentation page, is
always the most current.

Knowledge Base - These helpful articles feature how-to's, troubleshooting tips, release notes,
and FAQs.
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Focused on your success Search t00! w——— e 1BE@R Click here for blogs.
Studio o : |

Getting Help Overview

Quick links both here and here.

Related Links

r digital

DOOSt yol

mark > » edit Card

enhancements,

Bookmark this page and come back often! Make this page your go-to place to get the latest training.
product information, and updates related to your StudioPlus studio management solution!

The following videos or tutorials are either new or recently updated

Article

Spectra wdeo
Spectra video
InSpired video
InSpired video
InSpired video
InSpired video:
InSpired video:

Links to the newest
videos and “How to”
articles.

Release Notes
Links to the latest Release Notes

release notes and ‘Q#.

knowledge base articles.
——— |, Afticle
Afticle

Article
Atticle

Need help with the following? \
i e Csorias Upgrading to a diferent version of StudioPius Spectra (i.¢., Express to Standard) {
Service Center, s | * Upgrading from PhotoOne to StudioPlus Spectra
Processing credit cards
A recent charge to your credit card by StudioPlus
Make changes to your account, maintenance plan, or subscription

&
Latest StudioPlus news
and —_— i releases Spectra 2013

StudioPlus Software is proud to release Spectra 2013 Volume 1 of the Spectra Series. Spectra 2013 includes a brand
new Lightroom™ integration to streamline your digital workflow, along with major improvements to the price list, HTML
emails, triggers, the dashboard, and more!

FoLLow UP...

= Bookmark the Getting Help Overview page on the StudioPlus website (shown above).
= Subscribe to the StudioPlus blogs.
= Block out dedicated time in your busy schedule to getting Spectra up and running.



Getting Started With Spectra

Words to the Wise

Throughout this guide, you will see boxes (like those below) which contain important additional
information. Please read them!

@ ATTENTION! Contains an important fact or warning.

@; Provides helpful hints, definitions, and tips.

@ WHO KNEW? Voices the questions that may be in your mind.

your business and your reputation as a studio that exceeds customer expectations, along with
maximizing both studio and employee efficiency.

@ PATHWAYS TO SUCCESS Offers tips on how to reach the full potential of Spectra to build up

Spectra Series Product Comparison

The StudioPlus Spectra Series includes three main versions — Spectra Express 6, Spectra Standard @,

and Spectra Professional . The Express version is the least complex and may have just the features
you need. The Standard version has a few more features, and the Professional version offers the
complete list of features available. Please note: This list is not exhaustive and is subject to change.

Studio Management ‘

Home page
=  Real-time and trend information -
= Schedule, tasks, weather forecast X} e P
®  Shortcuts to commonly used features, other programs, and external

websites
Calendar
=  Easy-to-use graphical calendar
=  Single-click scheduling
=  Schedule by user and by resource -
= View and print multiple schedules easily 0 @ @
=  Daily, weekly, and monthly views
®*  Drag-and-drop rescheduling
|

Recurring appointments

Clients & prospect tracking

=  Family members
Birthdays & anniversaries -
Multiple phone numbers fB @ P
Email addresses
Complete client history
Loyalty Program
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Session tracking

Social event tracking (weddings & bar mitzvahs)

Organization tracking (schools & high school seniors)

oloo

Invoices & estimates

= Invoice for fees, prints, albums, frames, etc

"  Create estimates

=  Sales tax

= VAT/GST tax support for Canada, Australia, and Europe
= (Cash, check, and credit card payments

= PCI compliant credit card integration

Print session confirmations, invoices, and receipts

Reporting

= (Client, session, invoice, and payment list reports
=  Analysis and trend reports

=  Accounts receivable aging report

Production tracking

Order status reporting

Digital Workflow

Sales presentation

=  Rank, sort, group, and crop images

®=  Show images in black & white and sepia

=  Side-by-side compares and project actual image sizes
= Slideshow with music

®  Print contact sheets and proof sheets

" Print invoice image detail with thumbnails

<)

@

olo

©

Import images (download, re-number, auto-rotate, and archive)

Photoshop™ integration

Lightroom™ integration

Image archiving

FTP or burn images for ordering

-

Render images for proofing and printing (including layered PSD files)

Group capture (tethered capture)

Drag-and-drop digital composites

Composite template designer

Item options, enhancements, quantity-based discounts

Q0 00000

olooolooooe

Advanced Invoicing & Reporting ‘ ‘

Multiple price lists

Customer deposit tracking

Q00

Employee commission tracking

Product line reporting

Gift certificate tracking

Payment plans

Sales tax reporting

Custom reports

oloolooooolo
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Dashboard — dynamic reporting & budgeting

(0]

Marketing Features

SMS text messaging (SMS fees apply)

Marketing plans

Promotion tracking

Phone call tracking

Mailing and account labels

Form letters (built-in word processing and merge)

Send individual emails

Q0000000

Send bulk emails

HTML emailing supported

sisiislsl=l=llellsll=]le

Triggers (automated emails, SMS texts, letters, and calls)

Tools & Utilities ‘

Incoming email

Time clock & time sheets

User security

Custom filter builder

Data entry validations (required fields)

Q00000

Barcoding for batch processing

Bulk scheduling

Advanced scheduling for multiple times & locations

Yearbook tracking and yearbook CD

Control Center (automated database maintenance and InSpiredByYou.com 6 @
syncing

=i=li=l=ll=l=ll=] [l elw]

Integrations* ‘

Express Digital® Darkroom™

ProSelect™

Mobile device calendar and contact syncing with Google™
QuickBooks®, MYOB®), Simply Accounting
Microsoft Office®

InSpiredByYou.com™ online gallery and ordering

>
Qo

iielel=lelsi

Spectra OnLocation™

Technical Support ‘
Online chat support, email support, web forum fB @
Phone support @

o] C' C'

Priority phone support

* StudioPlus cannot guarantee the functionality of third-party software or the compatibility of specific
versions of integrated software.



1: Installing Spectra

Installation Overview

Okay, let’s get started! Before you can use Spectra, it must be installed on each computer you plan to
use it on. The installation process will copy files and create settings based on your particular needs.

Before You Begin...

Please read this entire chapter FIRST! Having a basic understanding of the Spectra installation process
before getting started can save time.

Make sure your system meets the minimum system requirements to properly run Spectra:

Operating System Windows XP Pro, Vista Business or Ultimate,
Windows 7 Pro or Ultimate, or Windows 8

Processor Pentium Il

Minimum RAM 1GB

Recommended RAM 2GB

Hard Disk Space for Program Files 600 MB

Hard Disk Space for Data Files 5-20MB

Monitor Resolution 1024 X 768 or better

ADDITIONAL REQUIREMENTS:

= The Windows user must have local administrative rights on each computer Spectra is being
installed on.

= [tis also a good idea to install with the User Account Control (UAC) turned on in Windows 7 and

Vista.

If you haven't done so, download the Spectra installer the StudioPlus website.

1. Open the StudioPlus Downloads page
(http://www.studioplussoftware.com/help/downloads.aspx) in your Internet browser.

10



2.

1: Installing Spectra

In the "Current Version" section, click Download the full installation.

Pt W N P2UNL0° §

Speectra 2013 - Folll lanalled Tor Haw beanalls sl Upgredes
¥ i v il puichicsind STudoPhis Specivn, of o yis rsid 10 upgiede Boem § posou weision 1o Spectrs 2013
H dorwmibaad tha dall nstalation. [Apprax 152 MB)

Specira 2003 Volume 1 Sarvice Releass §
¥ you wish tg download the Ltes] update for Verion 201 Voluma 1, downlaad The curmend gerace releans. [Apprax 16
W} For 3 complete listing of the fxes and schancements in this serace release. read The detailed release notes

WWikat's N In Spectra 200D Viedeser 1
S whals new 0 T 2013 wersion of StudoPlus Spacira

Fill in your name and contact information and click Submit.
Click Start Download to begin the download.

Click Save File. Depending on your operating system and browser, you may have the option to
choose where the file is saved. If not, it should automatically be saved in your "Downloads"
folder.

Basic Installation

NOTE: If you are installing Spectra on a network, there are some additional installation steps. Follow the
instructions in the "Network Installation" section below.

Close any other programs you may have running before starting the installation process.

1.

2.

Find the Spectra installer you downloaded from our website and double-click to run it. The
name of the file should start with "SPInstall."

During installation, follow the prompts of the Setup Wizard. We recommend you accept the
defaults provided.

&

WHAT TYPE OF INSTALLATION SHOULD | CHOOSE?
= To install the FREE single-user Express edition, choose the first option.

= If you want to try out Spectra by evaluating more than one edition (Express, Standard, and
Professional), choose Free 30-Day Evaluation.

= If you have already purchased a Spectra software license, choose Paid Product and then
make one of the following selections:

- If you plan to run Spectra on just this one computer, choose Single User. It's easy to
add users later and you can then use the Database Utility to move your data to a
shared location.

- If you already have a network set up and a shared folder prepared for the first computer,
select Network — First Workstation.

- If this is a computer you are adding to your network that should use the already shared
data files, choose Network — Workstation Add-On.

11



Getting Started With Spectra

3. When the installation is done, you will see a Start Spectra 20xx icon on your desktop, as well as
in your Start menu > Programs > StudioPlus Spectra 20xx folder. Double-click Start Spectra
20xx.

4. When prompted, type in your studio name and other company information. Note: These fields
can all be changed later EXCEPT your Company Name. Make sure to type in your studio name
exactly as you want it to appear throughout Spectra, including reports, invoices, etc.!

ATTENTION!
Your company name CANNOT be changed! Make sure it is spelled and punctuated correctly —
this is how it will appear on your invoices, etc.

5. Next you'll be prompted to provide the user's full name and initials.

6. If you selected either the free Express edition or the 30-day trial, you will be done with
installation wizard. If you're installing a paid product, you will be prompted to enter your
product code(s) and you will be registered automatically.

7. The final screen asks whether you want to launch the Internet Update Utility. This utility will
automatically search our website for the latest service release of Spectra. If you have an Internet
connection on this computer, launch the Internet Update Utility now. Otherwise, just click
Finish to complete your installation.

Installing Spectra on a Network

#

7 2
; Network Assistance - StudioPlus does not provide technical support for networking. We

recommend using a local network hardware provider to set up and maintain your network.

Wireless networking technology is advancing all of the time, but the farther a computer is
located from the wireless access point (WAP), the slower the network connection will be.
Wireless networking is also subject to interference from cell phones, wireless phones,
microwaves, and other wireless devices. These can hamper (or even cut off) the network
database connection, leading to poor performance at best and corruption of the database at
worst. It is best to use a "wired" network whenever possible.

Preferred Network Operating Systems - If you are using Spectra on a network, these are the
optimal operating systems:

=  Workstations: Windows 7 Professional or Ultimate Editions / Windows 8 Professional
= Dedicated File Server*: Windows 2008 Server, or Server 2012

*A dedicated file server is not required to run any Spectra product.

12
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ATTENTION!
Spectra does NOT support the following operating systems and they should not be used:

Windows ME
Windows 95
Windows 98
Windows NT
Windows 2000

If you are using one of the following operating systems your Spectra data may become corrupt!
In addition, for optimal performance you should avoid using the following operating systems:

= Windows XP Home
= Windows Vista Home or Home Premium
=  Windows 7 Home Basic or Home Premium

If you have a network and plan to use Spectra on your workstations, follow the steps in this section to
install Spectra on your network. You will be installing the Spectra program on each computer and your
data files only on your server. If you don't have a dedicated file server, you can use one of your network
computers as your file server.

Before you install Spectra on any of your computers, you need to set up a shared folder, one that all
your network computers can access and write data to. You will do this whether you have a dedicated file
server or not. This shared folder is where you will store your Spectra data files, allowing each computer
to connect to the same data files.

1. Decide which computer you will be using to store your data files. If you have a dedicated server
for your network, use that. If not, choose one central workstation for your data storage.

ATTENTION!

Drive Mapping - For better administration we recommend you map to the same shared drive
from all of your workstations. Use the same drive letter for the shared folder where the data
files will be stored. Even the computer where the files reside should use a drive mapping of
the same drive letter (not the "C:" drive; although the files may be on the "C:" drive, you will
still need a separate mapping in order to be consistent on all the computers).

NOTE: If you are using the Spectra digital imaging features this is a system requirement.

2. Locate your shared folder on the server or create a shared folder on a networked drive of the
computer you have chosen to store your data files.

3. Then create a sub-folder for Spectra called "SpectraData."

ATTENTION!

If you're considering using a NAS device to store your Spectra data files, please read the
"Network Attached Storage (NAS) and StudioPlus Spectra" knowledge base article before
making any decisions. This type of storage could put your data at risk!

13
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1. Onyour first computer, go through the normal installation process as described in the "Basic
Installation" section of this chapter.

2. When choosing the type of installation, select the "Network — First Workstation" option for the
software you have purchased.

3. Enter the multi-user product code(s) for the software you have purchased. Note: You cannot
install Spectra on your network if you have not purchased multi-user codes. Then register your
software.

4. You will be asked where you want to put the data files. Select the shared folder and the
"SpectraData" sub-folder you created in step 1.

5. Complete the installation process.

1. Go through the basic installation process on each of your workstations.
2. When choosing the type of installation, select the "Network — Workstation Add-On" option.

3. You will be asked where the data files are located. Find the shared folder and select the
"SpectraData" sub-folder you created in step 1.

4. Complete the installation process on each workstation.

Optimizing Spectra

Once you've completed the installation process, it’s important to check for any available software
updates. If you need help following these steps, please call StudioPlus technical support.

There are two ways to install the latest service release. The preferred method is to use Spectra's
Internet Update Utility. The other option is to manually download the latest update from the StudioPlus
website. Both options are described below.

The Internet Update Utility will use your Internet connection to find the latest update for Spectra and
then automatically download and install it.

StudioPlus Internet U =]

’ The StudioPlus Internet Update Utility is used to automatically
check the www StudioPlusSoftware com web site for the latest
sewvice release that is available for the current version of
. StudioPlus installed on this computer. To begin the update
process, click the "Begin Internet Update” button below. The entire
process should take between & and 30 minutes depending on
¥ your intemet connection speed.
% .
e
! " —

B Beain Intemnet Update | Exit

V131

14



1: Installing Spectra

You can launch Internet Update Utility from two places:
* Inside Spectra - Open the Help menu and click Check For Updates.

Maintenance  Utilities Tools Reports | Help

Dynamic Help

\* Help Table of Contents
Check For Updates

Register Product

View Logged-In Users

Email us a Suggestion

Email Tech Support

Chat with a Live Support Person
Request Remote Assistance
Customer Feedback Options

About

=  Windows Start Menu - From the Windows Start menu, go to StudioPlus Spectra 20xx > Utilities
and click Internet Update Utility.

. Startup
. StudioPlus Spectra 2013

[} Getting Started Guide

) start StudioPlus Spectra 2013

O StudicPlus Spectra With Sarmple Dat

m' User Guide

J Utilities
() Database Utility

—> I () Internet Update Utility
"?‘_D PhotoOne Data Conversion Utilit—
() SQL Server Utility -

m

The other option is to manually download the latest service release from the Downloads page on the
StudioPlus website (www.studioplussoftware.com/downloads.aspx). When downloading the update,
save it to a sub-folder called "SPUpdates" inside your Spectra data folder. When an update is saved in
this folder, Spectra will automatically install it the next time you run Spectra on each workstation.

@ StudioPlus Software is committed to continually improving its family of software products. We
: encourage you to put “Revisit www.StudioPlusSoftware.com/Help/Index.aspx” on your task list
to insure you have the latest update of Spectra installed.
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2: Protecting Your Data

As you begin using Spectra, you will be collecting information that is critical to the success of your
business. You will build your database by adding all your clients and prospects, as well as your daily
schedule and your invoices. After a few weeks or months, your company will rely on this data for
virtually every aspect of your business. That's why it is so critical to protect your data with regular
backups and routine maintenance.

Spectra DataSafe

ATTENTION!

Do you have a disaster recovery plan in place for your Spectra database? As you consider
your options, read the "Spectra Database Backup Best Practices" knowledge base article for
our recommendations for keeping your data safe!

Spectra DataSafe is a secure, off-site backup service that automatically backs up your Spectra database.
Your data files are automatically compressed, encrypted, and uploaded to our secure servers — every
night! Read the DataSafe product page (www.StudioPlusSoftware.com/Products/DataSafe.aspx) on our
website for pricing and additional information.

1. Subscribe to DataSafe.
2. Enable the job in the Spectra Control Center.

3. Check your email and Control Center logs regularly to make sure your backups are working
correctly.

For more information and setup instructions, read the "Control Center" and "DataSafe" topics in the
Spectra User Guide. Contact StudioPlus tech support if you need assistance.

The Database Utility

Your Spectra software includes a Database Utility, which provides a variety of easy-to-use tools you can
use to back up and maintain your data. In this section we'll look at two of these tools — Backup Data
Files and Compact and Repair Data Files. For more information about the other Database Utility tools,
read the "Database Utility" topic in the Spectra User Guide.

StudioPlus Database Utility
Create Mew Data Files Backup Data Files

Move Data Files

BRestare Data Files

-

e

Attach to Different Data Files

Send Data Files to Tech Suppart

Compact and Repair Data Files

Retrieve Data Files from Tech Support

N

D ata File Location: C:\TradeS howD ata20l 34

B

!

%1302
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2: Protecting Your Data

To launch the Database Utility, open the Windows Start menu and make your way to All Programs >
StudioPlus Spectra 20xx > Utilities. Then click Database Utility.

StudioPlus Spectra 2013

[} Getting Started Guide

€ Start StudioPlus Spectra 2013
{T} StudicPlus Spectra With Sample

|i‘| User Guide
Utilities /

() Datahase Utility

Your Spectra data is stored in a database file called "SamDB.MDB." This file contains all your clients,
invoices, and even your Spectra product code. Follow these steps to manually back up your data with

the Database Utility:

1. Exit Spectra if you have it running.
2. Open the Database Utility and click Backup Data Files.
3. Verify the backup location and then click Backup.
4. The backup process will create a zip file of your SamDB.MDB, naming the file with the current
date.
RECOMMENDATIONS:

Back up daily! Store a copy of the database on a different computer weekly and save a copy to a
flash drive to take off-site weekly.

If you use any other automated backup utilities, make sure the Spectra SamDB.MDB is included
in your automatic backups.

Good database maintenance includes performing a regular "Compact and Repair" on your data. Think of
this as a tune-up for your database.

1. Exit Spectra if you have it running.
2. Open the Database Utility and click Compact and Repair Data Files.
3. You will be warned to make a backup first. Make sure you do!
4. Click Compact and Repair Now.
RECOMMENDATIONS:

If you run Spectra on just one computer, compact your database every other week or as needed.
If you are on a network, use the compact utility weekly.
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3: Setting Up Your Preferences

The Preferences Wizard

The Preferences Wizard will help you enter the most important settings in Spectra so you can get up
and running quickly. However, don’t forget to go back later and set all your company and user
preferences. There are many additional settings available to you in the Spectra Maintenance menu,
allowing you to customize how Spectra works for your studio. Please refer to the "Spectra Maintenance"
section of the Spectra User Guide for a complete list of the options available to you.

1.

The Preferences Wizard should automatically start the first time you log into Spectra. If it
doesn't, go to Maintenance > Preferences and click Preferences Wizard to start it.

Click Next on the introduction page to begin.

Company Information - Enter or modify your company information. This information will print
at the top of your reports, invoices, and receipts. Note: Do NOT include your business name in
the Report Header section! Spectra will automatically insert your company name on each invoice
and report, using the name you provided when you registered your software. Along with your
contact information, select a image file to be used as your company logo. We recommend a 300
dpi, 1x2 or 1x1 inch image. Click Next to continue.

Users - Type in the names and initials of each person that will use Spectra and then click Next to
continue.

WHAT IS A USER?

A user is anyone who uses your studio (or any other work area), such as a photographer or
salesperson. A user is also any employee for whom you may need to schedule sessions or
appointments.

Resources - Resources are areas within your studio or other resources and equipment that you
want to maintain a schedule for. Think about your camera rooms, framing area, consultation
rooms, special cameras, or even a van or trailer. In order to schedule these areas and
equipment, you need to define them. Enter your resources and click Next.

Studio Hours - Use the drop-down lists to select your studio's Open and Close Hours for each
day of the week. Note: These settings will simply determine the shading that appears on your
calendar — you will still be able to schedule appointments “after hours.” For days that your studio
is closed, enter the same time for both the open and close times. Click Next to continue.

Client Groups - Create groups to organize your clients. Think of all the ways you may want to
categorize your clients for reporting or marketing, and remember, you can always add more
later. When you begin using Spectra, you will be able to assign your clients to as many groups as
you wish. For example, a client may belong to the "Portrait" group, the "Wedding" group, and
also be a member of your "Newsletter" group. A high school student could fall into the
"Jefferson High" group, the "Class of 2013" group, and so on. Click Next to continue.
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3: Setting Up Your Preferences

PATHWAYS TO SUCCESS

Client groups help you manage information, analyze profitability, and market your services. Be
creative! Think about your clients in various ways. Set up a group labeled "Prospect” for people
who might only require a phone call or a couple mailings to become loyal clients. How about
“Animal Lover” for people who would like to have a portrait taken with their pet? Or a group
titted “No Contact” for clients who don’t want to receive marketing materials or phone calls.

Lead Sources - Enter the various ways people find out about your studio, such as
advertisements, the yellow pages, Facebook, blog ads, Pinterest, partner businesses, or even
client referrals. Click Next to continue.

Session Types - Enter the types of sessions you offer, such as “Portrait” or “Senior Deluxe.” Set
the default amount of time (in minutes) each type of session takes. From the drop-down list,
choose a calendar color for each session type. Click Next to continue.

WHY DO | NEED DIFFERENT SESSION TYPES?

Here are several reasons you may want to set up multiple session types in Spectra:

1. Each session type can be a different color on the calendar.

2. Each session type can have a unique default duration/length.

3. Each session type can display a different price list (not available in the Express version).

. Appointment Types - Now enter the different types of appointments you schedule, the duration

(in minutes), and the color they should appear on the calendar. Click Next to continue.

WHAT IS THE DIFFERENCE BETWEEN A SESSION AND AN APPOINTMENT?

SESSION: Any time you will actually be TAKING photos, such as a client portrait session or a
commercial shoot.

APPOINTMENT: Anything else placed on the calendar, such as a wedding consultation or a
staff meeting.

11.

Digital Paths - To use Spectra's digital workflow features, enter the path of the Photoshop EXE
(or other photo editing software). Click on the browse (...) button to search for it. You will also
need to enter the path of the folder where you want your digital images stored. For more
information on using Spectra to track your digital workflow, see the “Digital Workflow” chapter
of this guide. Click Next to continue.

ATTENTION!

Storing Digital Images - Think through how you currently store (or how you want to start
storing) your image files. Here’s our recommendation: 1) Create a folder for your images and
label it "Images." 2) Link that folder to Spectra by entering the path in the Preferences
Wizard.

For each session, Spectra will automatically create a sub-folder in the "Images" folder, naming
it to match the session. Spectra will also create five sub-folders in each session folder — one
for raw images, one for hi-res images, one for preview images, one for retouched images, and
one for rendered images. Note: These sub-folders can be renamed if desired.

Note: If you are using a network, make sure your digital image folder is on your shared drive
and the drive is mapped to the same letter on every computer.

12.

Organizations (Spectra Professional) - If you are using Spectra Professional, the next page of the
wizard will ask about your organizations. Enter the names of the schools, churches, or other
organizations that your clients belong to. Click Next to continue.
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Getting Started With Spectra

13. Default Sales Tax - Select the state from the drop-down list and type in the rate (7%% should be
entered as 7.5) for your default sales tax. If your default sales tax is a state sales tax, leave the
city blank. If it is a city sales tax, enter the city name. To find out how to add more sales tax rates
and more locations, refer to the "Spectra Maintenance" chapter of the Spectra User Guide. Click

Next.
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4: Finding Your Way Around

Spectra Home Page

Important daily information is summarized on the Spectra Home page, including your upcoming
schedule, tasks, phone calls, weather forecast, and a variety of other information. Each Spectra user can
customize their home page to display the information that is critical for them to view. Click Customize
Page to set individual home page preferences. This choice also allows you to add panels that may not
appear by default, such as the Web Services panel, or turn panels off.

File Go Maintenance Ufilities Tools Reports Help : E m

| Workflow | Calendar | Clients | Sessions | Invoices | Calls | Messages | Tasks | Production | Dashboard w

Welcome Tom Twining, uesday, January 03, 2012

B Customize Page

Schedule Today's Snapshot

Today

Today Cash Receipts 5427
S E Sales $425

9:30 am - 10:15 am Senior with Nicole Meiers at Camera Room(Confirmed) e 2
11:30 am - 12:30 pm Portrait for Erin Riebe at Studio 1(Confirmed) Bookings 0
Receivables $14,960

Tomomrow

1:30 pm - 5:00 pm WYC 6th A Cash Receipts Past 24 Months

Sunrise: 7.09 AM
Sunny Sunset: 5:41 PM

TaSkS . 5 O Boca REW Feels Like: 43°

W (® del files session 12296 (9/29/2011)
= schedule carpet cleaning (2/20/2013)

| paint new set! (2/22/2013)
Today Tomorrow

56°H [ 61°H %

Web Services

You have 0 new web orders ready to download
You have 0 sessions that are ready to expire.
You have 0 sessions currently online and active

You have 0 images currently online.

StudioPlus>

Getting Around

In addition to the home page, Spectra has multiple work areas (called "hubs") for Workflow, Calendar,
Clients, Sessions, Invoices, Calls*, Messages*, Tasks, Production*, and the Dashboard*.

* Depending on the product you own, some of these hubs may not be available.

File Go Maintenance Utilities Tools Reports Help
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Getting Started With Spectra

The Spectra hub menu is the main way to get around in Spectra. Click a menu item to open a different
hub. You can also get to the different hubs by using the Go menu (right above the hub menu) or the
corresponding keyboard shortcuts (listed on the Go menu).

‘ @; = The Spectra hubs provide quick lists of your data and also allow you to easily view
individual records. Double-clicking any entry in a list will open the record.

= You can easily sort the records by clicking on the column headings. Click once to sort by
the column in ascending order. Click again to sort in descending order. You can also
resize the column headers. Place the cursor on the line between two columns until it
turns into a two-way arrow and drag to desired width.

= You can print a list from any hub by clicking Print on the ribbon. Most lists will print as
displayed or you will be given options to get the desired output.

= Most of the hubs have an Export to Excel tool to create a Microsoft Excel spreadsheet of
the current view.

= To select multiple records for deleting, click on the first record, hold down the Shift key
and click on the last record. Those two records and the records between them will be
selected. To select multiple, non-consecutive records, click on one record, then hold down
the Ctrl key and click on the rest of the desired records. Once the records have been
selected, click Delete to get rid of the selected records. Note: A warning will likely be
displayed indicating that any child records will be deleted as well. This means any related
sessions, invoices, or production orders will also be deleted.

The Spectra menu bar is a great tool to go behind the scenes. You can customize almost anything from
the Maintenance menu, get around quickly from the Go menu, or do your reporting from the Reports
menu. You can use the File menu to change users and access the time clock.

Spectra's customizable shortcuts are very handy! They can be set up to quickly bring you to commonly
used areas within Spectra, launch external applications, or open websites. Open the shortcut list by
clicking the small arrow just to the right of the Dashboard menu item (see the graphic above).

1. To create personal shortcuts, open the shortcut list and select Add User Shortcut. Or, go to
Maintenance > Preferences > User Preferences and click Define User Shortcuts.

2. Click Add to add a new shortcut.

3. Choose whether the shortcut is Internal or External. Internal shortcuts are shortcuts to another
screen in Spectra. External shortcuts will open another program or website.

4. Enter a Description for the shortcut. This is what it will be called on the shortcut list in Spectra.
For internal shortcuts there is a list of available shortcuts you can choose from.
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4: Finding Your Way Around Spectra

5. For external shortcuts you must also select the path. If you are creating a shortcut to another
program, browse to that program's EXE file. If the shortcut is for a website, enter the web
address (i.e., http://www.StudioPlusSoftware.com).

6. To create shortcuts that are available to every user, go to Maintenance > Studio > Studio
Shortcuts.

FoLLow UP...

= Set up some shortcuts in Spectra.
- Make an external shortcut for the Getting Help Overview page on the StudioPlus website.
- Set up another one for your studio's website.
- Set up an external shortcut to your photo editing software (i.e., Photoshop).
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5: Working With Clients

Creating New Clients

To enter a new client, click File > New Client (or Ctrl+N) from any hub. This launches the Client Wizard,
which will take you step-by-step through entering a new client into your database.

New Client Wi . - =

Enter the following client information.

Last, First Name
Company Name
Address

X cancel 4mm Back | Next mh

The Client Wizard

1. Type the client's last name, press Tab, and then type the client's first name. Spectra will
automatically capitalize the first letters. Spectra will also format the phone number for you.
Simply type 5551212 and press Tab.

2. Enterin the zip code information and press Tab. Spectra will enter in the city and state
automatically. If not, you can add the city manually in Maintenance > Studio > Postal Codes.

(23 PATHWAYS TO SUCCESS
@ The more client information you fill in, such as birthday, anniversary, etc., the more data is
available for marketing and client analysis. Don‘t forget to ask your new clients where they
heard about you so you can complete the Lead Source section.

3. Call Warning - This can be an extremely helpful feature to help you avoid stepping on client toes
by informing employees of important client information right away.

@ Have you ever wished that you or another employee knew a key piece of information about
\ five minutes earlier than they did? Spectra's Call Warning feature is a great way to keep you
and your staff informed of key information as soon as a client record is opened. Any time
Spectra displays a client's name and phone number, it will also display the call warning in
bright red letters. Here are some sample call warnings: "Works nights, call after 5:00 pm!" or
"“Don’t talk to husband, it’s a surprise!" or "Great client, take good care of!" or even "Difficult
client, don’t schedule anything!"

4. Continue entering client information through the remaining pages of the Client Wizard. Click
Finish to save this new client.
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5: Working With Clients

Importing a List of Clients

Do you have a list of clients in another program, such as MS Excel, QuickBooks, or even another business
management program?

1. Use that software's export feature to export your clients' names, addresses, emails, and phone
numbers to an Excel spreadsheet or text file (CSV). Refer to your software's user manual for
instructions.

2. In StudioPlus Spectra, go to Utilities > Import Clients to start the Client Import Wizard.

3. Find the file you want to import and click Next.

4. Onthe left you'll see a spreadsheet containing the list you're importing. On the right you'll see a
list of Spectra fields.

[ Client Import Wizard
Drag the Spectra fields to the matching column in the import file.

‘ : Total Unused Ry [SpectnFakds - |2

S Mochsel 7] Family Member 6 - First Name
Biroeg Burchweood 7] Fasmily Member 6 - Is Second
Ejorgan Elk River ] Family Member § - Last Name
Bioch Shoreview =] Faewily Member 6 - Phooe
Block Ponte Vedra Be "] Family Member € - Relatiorsh
;::veﬂ ?:"._m: 1 High School Gradustion Year

- e 7 Likesdislikes

::(:’er :::::‘:f’ =1 Loyaity Number
Bn:det (_?haska 7] Main Contact Birthaay
Beady Chaskas =] Man Phone ‘
Brady Chaska = New Address 1 E|
Brags Chachassen ] New Address 2 \
Erakefeld Eagan Z1 New Address Effecsve Date -
Brakefield Chaska ] New City

Chaska 1 New Country

- "] New Poatal Code

First import Row Cortains: © Headers
R Cancel mm Back | Next md

5. Your job on this page is to assign a Spectra field to each column of information you want to
import. Note: You don't need to import every column, just the ones that contain information you
want in Spectra. Just drag a field name from the right and drop it on the appropriate column.
The column header will turn green when it has been "assigned." Do this for each column you
want to import. When finished, click Next.

6. You'll be given several options for dealing with duplicates. Accept the defaults and click Next.

7. The next page asks you to choose from a list of things Spectra can automatically perform on this
set of clients during the import process, such as assigning them a client number, adding them to
a client group, and so on. Accept the defaults and click Next.

8. On the final screen, click Finish to complete the import process.

For more details about importing and exporting clients, read the "Client Records" topic in the Spectra
User Guide, or watch the "Client Import & Export" training video.
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Getting Started With Spectra

Finding Existing Clients

Open the Clients hub using the hub menu (or F5).

- e @ Sty = v a5y = B
=B =PAEEEY:E
< Advanced Search || LlastMame [ ]
Print  Export  Refresh Column  FilterThe Group Show || Appointment Client Quick Task Message
To Excel Chooser Data By Box Totals or Session Sale -
File Search Customize New
ClientNu FirstName LastName  Home Phone Client Status Address Line E-Mail Address Total Lifetime
14850 Stephanie | Abbott (612) 836-1982 Inactive Prospect 3519 W. 85th St MM $504 51
10023 Heather (763) 262-2766 Current Client P.0. Bax 183 Becker MN hadrahamcon@hotmaa. $1.301.88|
10024 Leigh Abrshamson  (952) 585-0414 Current Client 12208 Evas Dr Minnetonka | MN adrahamcon.leagh@clp. §1.217.12]
10025 Nancy Abramson (763) 476-9316 Inactive Prospect 19020 31st Place N Plymouth MN £385.20
17262 Derek Accettura (952) 443-3635 Current Client 1 Circle East Chaska MM $106.50|
10026 Sara Accettura (612) 920-4328 Inactive Prospect 2807 Robins Street MN $0.00
10027 Christine  Achterkirch  (952) 03-5218 Inactive Prospect 6482 Regency Lane | Eden Prairie | MN $1.604.99]
17261 Marguita Achterkirch  (612) 522-5118 Current Client 1Circle East i MN mncrB7@cor net 43229
17260 Lsura Ackerberg (952) 368-4704 Current Client 1 Circle East Chaska MN terryd@wctcmn.org 3479 88|
17259 Alese Ackerman (952) 679-4747 Current Client 1 Circle East Victoria MN y net $131.95)
17258 Shawn Acosta (852) 448-7101 Current Client 1 General Mill Bivd £ | Chaska MN ipraecgraf@chacka.net $252.19)
17257 Sean Adam (952) 361-3374 Current Client 1 General Mills Blve.  Chaska MN §53.75|
17251 Grant Adams (952) 361-6474 Current Client 10 Windy Ridge Place | Chaska MN fntndlu@aal.net £3.282.00
10029 Jean Adams (612) 825-8784 Inactive Prospect 111 E Eimwood Place MN $1,100.67
17256 John Adams (952) 837-5622 Current Client 1 Mill Road Eden Prairie | MN tmachelcon@gopco.net $371.89)
17252 Natalie Adams (952) 534-8584 Current Client 10 Taunton Hill Rd Cl MN nancydarch@acl.net $387.86
17253 Nick Adams (952) 368-4821 Current Client 102nd Street N E Chaska MN |aura.logeaac@cuperva $479.88)
17254 Ryan Adams (763) 557-6682 Current Client 1 West Thompson Plymouth MN jrcgray @mac net 553.25|
17255 Sam Adams (763) 432-3767 Current Client 1 SE Main St Suite. | Plymouth MM drw_de@yzhoo net 553.25(
Clients Hub

1. Set the Search By criteria in the Search group of the ribbon and press Enter. All clients matching
your criteria will be shown.

Just type in the first couple of characters and Spectra will display all clients with names
beginning with those characters. For example, typing in "Jo" will list all your clients with the
name of Johnson, Jones, Jordan, etc.

2. Click one of the column headers and Spectra will sort the list in ascending order by that column.
Click again to sort in descending order.

3. Select the client you wish to view and double-click to open the client record. You can then view,
modify, or delete information as needed.

PATHWAYS TO SUCCESS

Have you noticed any red and yellow notification lights? Throughout Spectra, you may see a
small red or yellow spotlight. These lights let you know when there is important information
about a client that you should pay attention to. Maybe they have an outstanding invoice and
owe you money, there is an overdue phone call waiting, or some notes should be looked at on
the notes tab. Allow Spectra to make sure you and your staff don‘t overlook key pieces of
information when working with your clients.

FoLLow UP...

= Create a client.
* Import a sample list.
= Find the clients you imported and delete them.
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6: Scheduling

The Calendar

Click Calendar on the hub menu to open the Spectra calendar. This is the best way to view the schedules
of the users and locations you defined in the Preferences Wizard. By default, the calendar displays the
schedule for the current user and today's date. Use the mini-calendars on the right to select the days
you wish to view. You can also choose to view by users and resources.

Schedules for multiple users and locations can be viewed simultaneously in an easy-to-read,
graphical layout, making it easy to compare schedules or search for session or appointment
availability. Double-click any available time slot to launch the user-friendly Scheduling Wizard
which will automatically create a session or appointment for a new or existing client, along with
the invoice and receipt of payment, if necessary. Double-click an existing appointment or
session to see the details or make changes.

File Go Maintenance Utilities Tools Reports Help |l lmy 12l

Home | Workflow | | Clients | Sessions | Invoices | Calls | Messages | Tasks | Production | Dashboard v

1 4 Delete 5 || Intervals = ‘%‘ »
i ] &
¥ GoToToday GroupBy [GroupByDate - e e =l
Print  Refresh Day | Work Wesk Month Appointment  Client Quick Task  Message

Wesk or Session Sale -
File View Options New

March2012  »
SMTWTFS

26272829 1 2 3
45678910
1121314151617
18[19]20 212223 24
25 26 2728 29 30 31

Monday

Tom Twining

April 2012
SMTWTFS
1234567
Senior with Bryan Smith at Studio 1 8 31011121214
15 161718 19 20 21
22232425 26 77 28
2330

drive back with diients ST S

12345
€ 7 8 9101112
1314151617 18 19
b 0022324252
2728293031 1 2
3456789

order girl cake

Tom Twining

Natalie Twining
Consultation Room 1
Consultation Room 2
Consultation Room 3
Pickup

Camera Room

StudioPjus

Calendar

= To view the schedules of multiple users or resources, click and drag to highlight their names.
= To de-select any user or resource, press the Ctrl key and click their name.
= To view multiple dates, press the Ctrl key and click the desired dates.

= Toview a range of dates, click on the first date, then press the Shift key and click the last date in
desired range.
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Getting Started With Spectra

= To view today's calendar, click Go To Today on the ribbon.
= Use the Work Week, Week, and Month buttons on the ribbon to change the calendar view.

= Use the mini-calendars to quickly see which days have appointments or sessions — the days will
appear in bold.

= To view the calendar for the previous month or next month, click the appropriate arrow button
above the top mini-calendar.

= To quickly scroll through the months, click the name of the month above the top mini calendar
and hold the mouse button down. Move your cursor up to scroll backward and down to scroll
forward. The farther away from the center month that you move the cursor, the faster you'll
scroll. This action is especially useful in scrolling to previous or future years.

=  When viewing multiple calendars in the day or work week view, you can use the Group By
option on the toolbar. You can group by date or by owner.

Scheduling an Appointment or Session

You're ready to schedule that first session. Double-click an empty time slot on the calendar to launch the
Scheduling Wizard. Choose whether to create a session, a linked appointment (with a client), or an
unlinked appointment.

@ It's important to understand that Spectra makes an important distinction between sessions
' and appointments. Here's an easy way to understand the terms used in Spectra:

= SESSION - Any time you will be actually TAKING photos, such as a portrait session or
commercial shoot.

= APPOINTMENT - Anything else placed on the calendar, such as a wedding consultation
or staff meeting.
o Linked Appointment - Any type of appointment that involves a client, such as a
wedding consultation.

o Unlinked Appointment - Any appointment that does not involve a client, such as a
staff meeting.

If the client has never been entered into your Spectra database, you'll enter the client information now.

1. Type the client's last name, press Tab, and then type the client's first name. Spectra will
automatically capitalize the first letters. Spectra will also format the phone number for you.
Simply type "5551212" and press Tab.

2. Call Warning - This is a very helpful feature that can keep you from stepping on client toes and
inform employees of important client information right away.

3. If you've chosen to create a session, enter the session information next. The description section
isn't critical, but can be used for information purposes. The end time will change automatically,
based on the session type. Make sure you select the correct photographer and assistant!
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6: Scheduling

4. You'll be asked if you want to create an invoice now to cover the session fees. At this point, the
answer is "No." We haven't set up pricing or invoicing yet! We'll get to that soon!

5. Click Finish to complete the Scheduling Wizard. At this point, a new client record has been
created and the session/appointment is displayed on the calendar. If a session needs to be
postponed or rescheduled, you can use the calendar's drag-and-drop feature to move it to a
new time slot. Change the length of the session by re-sizing the session box.

FoLLow UP...

= Open the Sessions hub and find a session you've scheduled.

= You can also create a session right from a client. Try it by opening a client and clicking New Session
on the ribbon.
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7: Basic Communication & Marketing

Communication Overview

One of the most powerful ways Spectra can enhance your business is by helping you communicate with
your clients. Spectra does that not only by providing a variety of ways to communicate, but also by
tracking every communication you make, recording exactly what was communicated and when.
Spectra's communication tools include:

= Phone Calls - Create phone calls to record what you said to a client and to remind you to follow
up. Schedule new phone calls to remind you or a staff member to contact a client in the future.

= Email - Send emails to your clients, receive incoming email, and even copy and paste external
emails into Spectra in order to keep your client's communication history all in one place.

= SMS Text Messages - Send SMS text messages and receive replies.

= Letters - Sometimes a printed letter is still just what you need! You can create form letters and
then print them from Spectra, either individually or in bulk.

= Messages Hub - This is your "inbox" for email and SMS text messages. You can sort the
messages by user, department, due date, and more.

= Communication Wizard - This is your tool to send bulk emails and text messages, create
multiple call records, or print a whole group of letters. You can select a specific group of clients
or build a sophisticated filter to find just the right set of clients.

= Triggers - Triggers give you a powerful tool to automate your client communications. For
example, set them up to automatically send an email or text message to remind your clients of
their session or to follow-up with a thank you.

=  Form Letter and HTML Email builders - The Form Letter Builder gives you the power to create
your own form letters to print or send as an email or text message. Design letters and contracts
that include your text and branding and then merge fields from your Spectra data to personalize
each one with specific client information, session information, etc.! The HTML Email Builder
helps you to create a library of HTML emails that you can use for marketing and newsletters.

To get you started using Spectra to communicate with your clients, in the section we'll cover phone
calls, basic email, and SMS text messages, showing you how to set these features up in Spectra and
then how to use them.

Using Phone Calls

Spectra's phone call records help you keep track of your communication history with your clients. You
can use phone calls to "take notes," either during or following a conversation with a client. Then you can
set a date to remind you (or another staff member) to follow up. Or, you can schedule new phone calls
to remind you to contact a client in the future. You can easily view a client's phone call history by
opening up the client and looking at their Communication tab.
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Open a client.

Open the Communication tab on the ribbon.

— — ; = B
AL X BE Here are your communication tools. Open this tab to create calls. =
Sk Fa H.-
= o
I = = Z Maiing Label ||
5 B E| & i
8 E;I 'b . — ‘)_) /L‘ R Account Label
Mew Completed Dial Mew SM5 Mew Completed Print Preview  Export View
Call Call Fhane = Text = Email ~ Email Letier=  Letter= Letter~ 3 Special = Al
Phone Calls: Messages Letters Notes
First. Last Hame  Sam Accetbora -
Company Hame Main Phone (612 5
Address | = | | 2007 Roking Street ok -
cel - |
City, State, Zip  Minneapolis MH EE410 [y - -
Country = Heme Fas -
Primary E-Mail Lise this tab to see the Pager -
dient’s communication history.
Family Members e
Client Humber | 10026 fed
Client Status | Prospect >
Stahus Duwe Date | 010772013 -

Click New Call to schedule a call that needs to be made. Enter a description, choose the due
date for the call, and use the Notes tab to type in any additional notes. You can even assign the
call to another user if you want! Click Save & Close when done. The call will appear on the Calls
hub, the assigned user's home page, and the client's Communication tab.

Or click Completed Call to enter your notes from a conversation that has taken place. Open the
Notes tab and type in your notes. This call will already be marked as "complete." It will appear
on the client's Communication tab but not on any call lists. Tip: To easily create a follow-up call,
click Save & New on the call ribbon to schedule a new call for the same client.

You'll find phone calls in the following places in Spectra:

Home Page - The Phone Calls panel displays calls for the currently logged in user that are
scheduled for the next several days, along with any that are overdue.

Calls Hub - The hub displays all calls that have not been completed and can be filtered by user,
department, or custom filter.

Communication Tab - On individual clients, sessions, and invoices, the Communication tab
displays the entire communication history associated with that record.
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Emailing from Spectra

There are a variety of ways to use the emailing features in Spectra. You can send emails to your clients
directly through Spectra, receive incoming email into your Spectra inbox, and even copy and paste
external emails into Spectra in order to keep a client's communication history all in one place.

To keep things simple, at this point we'll set up just outgoing email in Spectra. In order to send email,
your email settings must be entered in your Studio Preferences.

1. Go to Maintenance > Preferences > Studio Preferences and open the Email tab.

2. Enter your SMTP settings. These are the same settings you would use in another software, such
as Outlook. If you're not sure about these settings, ask your Internet service provider.

3. If you would like to use unique email settings for a specific user, go to Maintenance >
Preferences > User Preferences and enter the appropriate settings on the Email Override tab.
Note: For this specific user, Spectra will use these settings instead of the email settings in Studio
Preferences.

1. Open aclient.
2. Open the Communication tab on the ribbon (up at the top).

3. Click New Email to create a new blank email. Note: If you click the little arrow instead, you'll see
a list of any form letters, HTML emails, and custom reports that may be available. All the
common email tools are available in Spectra. When the email is ready, click Send on the ribbon.
The sent email will be displayed on the client's Communication tab, as well as on the Messages
hub.

4. Or click Completed Email to create a blank email to use if you want to copy and paste an email
from another program. This give you a way to consolidate the client's communication history in
Spectra.

Sending SMS Text Messages

"Getting Started with SMS Text Messaging" knowledge base article will give you a great
overview of the powerful SMS text messaging features in Spectra. You can find it in the
"Knowledge Base" section of our website.

@ Wondering if text messaging is right for your business? The
|

Before you can use the SMS text messaging features in Spectra, you will need to enroll in an SMS text
messaging plan with StudioPlus. Find out more at
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www.StudioPlusSoftware.com/Products/SMSmessages.aspx. You'll receive an email from StudioPlus
with the information you'll need to set up the text messaging features in Spectra.

Just like with the email setup, we'll get you started by setting up just outgoing text messaging at this

point.

1. Go to Maintenance > Preferences > Studio Preferences and open the Studio Info page.

2. In the StudioPlus Account Information section, enter the Account Name and Account Password

you received from StudioPlus.

Sudae Inbarmation

Company Hame

Addreas

City, Sais, Iip

| 5’ Genenal information about your studio

The Studio, Inc

S0 North Pire Sireet 5102

Country | 1

gy Phofs
Company Fax
Compafy Eml
Comparry \Website URL

Company Websiie Texi

[357) 321940
(852) 331951

Paitycingban tom

Aocount Mumber

StudioPlus Account Inkormaion

34280080

3. Click OK to save your preferences.

1. Openaclient.

2. Open the Communication tab on the ribbon (up at the top).

3. Click New SMS to create a new text message. Text messages are limited to 160 characters. As
you type your message, the counter on the left will let you know how many characters you have
remaining. When the text is ready, click Send on the ribbon. The sent text message will be
displayed on the client's Communication tab, as well as on the Messages hub.
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i== A Ccut

[Fy Copy
Send Paste Form Mark Link Client Parent

Letter +  Unread Task

File Clipboard Options Linkage View New

Send To
User | Tom Twining

Message
(160 Characters Left)

History

# Spectra’'s Communication Wizard makes it easy to send bulk emails and text messages, create
multiple call records, and print a whole group of letters. When combined with the Form Letter
Builder, you have a powerful way to connect with your clients regularly and professionally. We
highly recommend taking a look at these features as soon as you feel comfortable using Spectra!

FoLLow UP...

= Set up incoming email by referring to the "Setting up Incoming Email" topic in the Spectra User
Guide.

= Receive SMS text replies by enabling incoming text messages. For instructions, read the "Setting up
SMS Text Messaging" and "Control Center" topics in the Spectra User Guide.

= Find out more about automating your communications by watching the "Triggers" training video.
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Financial Tracking Overview

This chapter will show you how to create a simple price list in Spectra, set up your sales tax, guide you
through creating your first invoice, and introduce you to the accounting link.

Setting Up Your Price List

You can use Spectra to set up very sophisticated pricing schemes, including multiple price lists, standard
and unit-based packages, multiple pricing levels, and option and enhancement levels that automatically
adjust the price of each product on-the-fly. For now, we'll just introduce you to the basic price list
features you'll need to start invoicing quickly. At the end of this section you'll find resources you can use
to explore the additional features available in the price list.

1. Click Maintenance > Price List > Price Lists to set up your price lists.

Management List Maintenance Ribbon Tabs

= - < 11| Copy Price List % Import Price List j - J x= =51 B3 Copy o
o oD N # & E | B

opy Item Group  |¥| Use Advanced Features & Cut
New New  Mew Delete  Find Edit Customize Print  Export Paste Help

Pricelist  Group  [Item ii] Copy Item Mode Grid = To Excel
Create New Editing View Cutput Clipboard Help

Fl E Price Lists Diescription
» & Family and Children | P8\ - 8\allet Portraits
&% General | P355 - 3.5x5 Puljlrail
- @ Senior = - 4x5 Portrait

- 4x6 Portrait
- 55 Portrait
- 57 Portrait
- Bx8 Portrait

4 & Studio Price List
4 | Portrait Packages
E PEP - Basic Portrait Package
E PDF - Deluxe Portrait Package
4 || Desk Portraits | P812 - 8x12 Portrait
| P8/ - 8 \Wallet Portraits 1| P1010 - 10x10 Fortrait
=] P355 - 3.5x5 Portrait 1| P445 - 4x5 Portraits (Set of 4)
21| P45 - 45 Portrait | P257 - Bx7 Portraits (Set of 2)
| P4B - 4x6 Portrait
=] P55 - 5x5 Portrait
| P57 - 5x7 Portrait
| P88 - 8x8 Portrait
=l PB10- 8x10 Portrait
=] P812 - 8x12 Portrait
=] P1010 - 10x10 Portrait
)| P445 - 4x5 Portraits (Set of 4)
| P257 - 5x7 Portraits (Set of 2)
| Portrait Session Fees
; Composites
J Wzl Portraits
| Retouching

Item Grid
Price List Maintenance

2. By default, Spectra has one price list called "Portrait." However, if you are using Spectra
Standard or Professional you may want to set up a different price list for each session type, such
as weddings and seniors.
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&

WHY WOULD | NEED MULTIPLE PRICE LISTS?

(@Gonly)

The best way to determine whether you should consider multiple price lists is to answer these
questions:

= Do you charge the same price for an 8X10 a la carte color print, regardless of the session
type?

= Or, do you charge one price if the print is for a wedding and a different price if the print is for
a high school senior?

If your a la carte prices are different for each session type, you'll probably want to set up
multiple price lists. Spectra will then automatically display the appropriate price list, depending
on the session type. For items that are the same price regardless of the session type (e.g.,
frames, albums, or gift certificates), you can use a special, generic price list that Spectra can
display in addition to the session-specific price list.

To add a new price list, click New Price List on the ribbon.
To remove a price list, select the price list and click Delete on the ribbon.

Before you begin entering your products, you must set up some item groups to organize the
products within your price list. First, select the price list you want to set up. Then click New
Group on the ribbon. Enter a group name and click OK. Repeat this process to create as many
groups as you need.

WHAT ARE ITEM GROUPS?
Item groups give you the flexibility to organize your products into convenient folders, making
them easier to find when creating an order.

ATTENTION!

Don‘t confuse an item group with an item type (session fees, prints, packages, composites,
services, and miscellaneous)! Item types allow Spectra to differentiate between items. Because
they each have unique functionality within Spectra, item types CANNOT be redefined.
Groups, on the other hand, can be defined and redefined as needed. You can create as many
groups as you need and drag-and-drop to display them in the desired order.
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Now you're ready to set up your first item. Select the group you want to add the item to and
click New Item on the ribbon. You will see the Price List Item maintenance page (as shown
below). Don't be overwhelmed by the amount of information on this screen! You only need to
set up two or three pieces of information for each item. The process will go pretty quickly once
you've done a few.
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@ Price List Item Maintenance
e Home 7]
== S|Cfe
Save Save®& Save8B Copy Print Pastla L_E copy Use Advanced
Close New Ttem Label Form
File Print Clipkoard Advanced
General Commissions  InspiredBy'You.com
Item Descripiors General Information
liem Identifier | SC20 RECOMMENDED _| Product Line. | Prints -
ltem Description ‘ 20w24 Canvas Portrait REQUIRED |
ltem Type | Print REQUIRED - Gift Certificate
ltem Group | Prints REQUIRED - Auto Assign Gift Cert, Number
Inactive Hidden Quick Pick

. Exclude ltem On Production Orders
Item Pricing

Standard Price Non-Taxable RECOMMENDED

Standard Cost | 50.00

Exclude Item From Sales Reports
Printing Information
Print \width Print Height

Use Discounted Prices when Package Ordered
Unit Value |0

Accounting Information

Vendor Details
GIL Sales Account
Preferred Vendor -
GIL Discount Account
Vendor Description -
“endor Multiplier 1

Price List Item Maintenance

Item Identifier - If your studio uses unique item codes to represent individual items, enter that
code as the item identifier (e.g., 810CP for an 8X10 color print). This field is optional but using it
will help you quickly add items to an invoice and report on product sales down the road.

Item Description - The description should be what you want to appear on the client's invoice.
This field is required.

Item Type - Select the appropriate type from the six item types available in Spectra - Composite,
Miscellaneous, Package, Print, Service, Session Fee. This field is required.

@ HOW DO | CHOOSE THE ITEM TYPE?

Each item type has a unique function in Spectra, so it's important to choose the right one for
each of your products. Here's a brief description of each:

= Composite - This type is used for composite products that have been created with
Spectra's composite template feature.

= Miscellaneous - Examples of miscellaneous could include digital media and albums.

= Package - A package is simply an item that contains multiple products. When you select
this item type, several additional features will be available, including a place for you to
select the package components.

= Print - A printed product with specific dimensions.

= Service - Examples of a service include: copy & restoration, add-on pose fee, basic
retouch, extended travel, and so on.

= Session Fee - Fees related to a photo shoot.

10.

Item Group - By default, the item group will be the one you had highlighted when you created
the item. If you change the item group, the item will be moved to whatever group you select.
This field cannot be left blank.
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11. Standard Price - Enter the amount you charge your clients for this product. Although not
actually required, the standard price is critical for invoicing and reporting.

12. Non-Taxable - Check this box if sales tax should never be charged for the item.

13. This concludes the required (and highly recommended) fields you should complete when setting
up a new item. Click Save and New on the ribbon to save the item and start creating another
one.

14. Repeat steps 7-13 for each item you need to set up.

15. Close the Price List Item maintenance screen when finished.

@ WHAT IF | HAVE MY PRODUCTS AND PRICES IN EXCEL?

Spectra provides an easy way for you to import your price list! The Price List Import Wizard
will walk you through importing a price list from either an Excel file or a text file (CSV). For more
information, read the "Price List Import" topic in the "Spectra Utilities" chapter of the Spectra
User Guide.
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Setting Up Your Sales Tax

During the Preferences Wizard you entered one sales tax rate to be used as your default rate. If you
didn't set that up, or if you need additional sales tax rates, you'll need to do some additional setup
before you begin invoicing. Note: Even if you completed the sales tax page in the Preferences Wizard, it's
a good idea to walk through the following steps. You'll be more confident about making adjustments
later if you see how things are set up.

1. Go to Maintenance > Preferences > Studio Preferences and open the Invoicing page.

2. Click Sales Tax Maintenance to add and modify your individual sales tax rates.

B St Preferences S

T |

Sales Tax

American Sales Tax Method

© Imvoece Level Line ltem Level ‘

opointmerts |
pu European Sales Tax Method

Ivoice Level ) Line ltem Level

Invocing Canadian Sales Tax Method

Imvoice Level

Default Ssles Tax N

Tax Label Seles Tax

Shipgeng Fee ae Taaatle

Quantity Based Pricing Stale Cay Rae

o Vhen Calculating ltem Pricing. Use the Quansity for Each Line Bem to
Calculate Price Level

\When Calculating ltem Pricing. Use the Total Quantity on the Invoice F
This liem to Calculate Pricing Level add | T—— Moddy
Do Not Use Guantity Based Pricing

[Sales Tax toma are Used on rwores (o ndcats the peoper
Client leveicing Price List cabas ax 1o charge & clent. These Sales Tax hems ave also
luzed 1o generate Sales Tax Repors

Default Genenc New

Options

¥ Use Advanced Pricing

©) Help OK Cancel

3. You should see the sales tax you entered during the Preferences Wizard already in the list. Use
the Add, Remove, and Modify buttons in the lower portion of the window to adjust your rates

as needed.
4. When you're finished, click the red "X" to close the list.

5. Now just verify the Default Sales Tax (right under the Sales Tax Maintenance button). Click the
down arrow to select the rate you want Spectra to automatically use when you create a new
invoice. Note: You will be able to select a different rate on individual invoices when needed.

FoLLow UP...

= To find out more about setting up your price list and invoicing options, watch the following videos:
o "Invoicing Setup 1 - The Price List"
o "Invoicing Setup 2 - Advanced Pricing"
o "Invoicing Setup 3 - Invoice Options"
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Invoicing in Spectra

You can create invoices from multiple places in Spectra. However, no matter where you create the
invoice from, the process and the screens are generally the same. An invoice can be created directly
from the calendar using the Scheduling Wizard, from a client record, or from a session record.

THERE ARE THREE WAYS TO CREATE AN INVOICE - WHAT'S THE DIFFERENCE?
Creating an invoice during the Scheduling Wizard is a common way to record session fees
that may be charged to a client during the scheduling process. A payment can either be
recorded at the time of scheduling or later, on the day of the session. Invoices for product
orders should usually be created from the session record. The only time an invoice should be
created from a client record is when the client does not have a session but still wants to
purchase a product, such as a frame.

ATTENTION!

Session-based invoices will comprise 90% or more of your invoices. Whenever a customer is
purchasing an item related to a session — even if that session was for a different client — you
should create the invoice from the session. Only create client-based invoices for items
purchased when there is no session, such as retail items.

Invoice - 10070 E‘éu
=s)
Home = Communication  Action  Online ° @
! E B3 Save &New - H i ] % Cut . =} = —t =
i . ol =1} = =Y o
14 Delete = P < Ify Copy = = = =¥
Save Save & Print Preview Export Paste R Client  Sessicn Payment Payment  Apply  Preduction Task
Close - B - @ B Special orRefund  Plan~ Deposit  Order
File Print Clipboard View New
{Generall| Order Detail Images Production Tasks Notes
Session Client Bill- To Client
Thomas Schmidt -, Thomas Schmidt |
44980 Wentworth Circle 44980 Wentworth Circle |
Cincinnat OH 42569 Cincinnati [oH 42860 |
Invoice Information Shipping Address |
Invoice Number | 10070 - I
\web Order Mo |__E
Invoice Date |02/15/2010 T 7
Invoice Type |Initial Order -
Invoice Description | |
Invoice Classification -
Invoice Status | Invoice Created
Status Due Date | 01/282010 - Notes
Session Date | 21132010 Print These Notes |V
Session Mo | 10027
Sales Rep | Joe Anderson
Payment Due Date | 02/15/2010

Appraox, Delivery Date
Delivered Date
Custom 1

Custom Date 1

444

Invoice Record

Creating an Invoice

= To create an invoice during the Scheduling Wizard check "Create an invoice now to cover session
fees" when prompted.
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To create an invoice from a client or session:

1.

Click Invoice in the New group of the ribbon.
Note: The following instructions assume that the Invoice Wizard has not been turned off. If
you've disabled the wizard, these instructions should still be helpful, with a little intuition from

you.

The first page of the Invoice Wizard asks you to verify the Session Client and the Bill-To Client.

Click Next.

In the Invoice Information section, you'll notice the invoice number is blank. The invoice
number will automatically be created when the invoice is saved. Enter any notes that you want
to appear on the invoice. Click Next.

‘Shipping Address.

06/17/2013
Initial Order

SETEN (n Studio Order
o3 06/13(2013

Session No
Sales Rep
Payment Duc Date

Approx, Delivery Date

4/30/2013
20263
None
06/17/2013
07/01/2013

Print These Notes

Delivered Date
Notified by
Noified Date

To add items to an invoice, simply double-click items on the list at the left and they'll be added
to the invoice. If you use item codes (or item identifiers), you can enter the code in the Item No
column and the rest of the line will automatically be completed. Enter the quantity and repeat
the process until all items have been added. Click Next.

4 Quick Picks
8 Wallet Portraits
57 Portrait
8x10 Portrait
57 Portraits (Setof 2)
114 Portrait
> Portrait Packages
Desk Porlraits
Portrait Session Fees
> Composites
Wall Porraits
Retouching
Albums
Add-On Fees
* Media

B R S (R S |
$45.00

P& 8 Wallet Portraits 1 $45.00

Note:
When not using the Invoice Wizard,
you'll find this information on the Order Detail tab

of the invoice record. \

When prompted to choose whether to "Create a Payment Record Now," check or uncheck the
option depending on whether the client is making a payment at this time. If so, enter the
payment information as prompted.

© Create a Payment Record now

@® Don't Create a Payment Record at this Time

@ Create a Payment Plan now

At the end of the wizard, an invoice will be printed unless you uncheck the Print Invoice
checkbox.
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Merchant Warehouse

In the USA, StudioPlus has chosen to integrate Spectra with Merchant Warehouse, an industry-leading
credit card processing company. The integration does not require any additional software. The only
requirement is that the computer you’re using for Spectra has an Internet connection and you have a
Merchant Warehouse account.

StudioPlus and Merchant Warehouse take much of the hassle out of the requirements
necessary for your business to become PCI compliant. Read more about PCI compliance and
Spectra in the "Credit Card Processing" topic in the Spectra User Guide.

\) In addition to making credit card processing extremely easy,
|
3

SET UP A MERCHANT WAREHOUSE ACCOUNT

1. Start the process by getting a no-obligation quote from Merchant Warehouse
(http://www.MerchantWarehouse.com). Read more about Merchant Warehouse on our
website (www.StudioPlusSoftware.com/help/credit_cards.aspx).

2. Once your account is established, Merchant Warehouse will email you your unique account
credentials.

3. Test your account by logging in to the Merchant Warehouse gateway and processing a payment
for $1. If everything looks good, void the test transaction.

SET UP CREDIT CARD PROCESSING IN SPECTRA

To get started processing credit cards with your Spectra software, follow these steps:

1. Make sure you've set up your Merchant Warehouse account and received your account
credentials (see above).
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Go to Maintenance > Preferences > Studio Preferences and open the Credit Card page.

Studio Info

Change how you work with credit cards

Scheduling

Calendar P

Clients |
Keyed | Swiped

Appointments X
Site ID

Sessions

Key

Invaicing

Name

m

| | Production User Name

Marketing Password

Accounting

L Phane Calls Enforce Address Validation

Enforce Security Code Validation
I Reports I

i Digital PCI-Compliance

Slide Show V| Do not store credit cards numbers in StudioPlus for PCl-Compliance
Ll )

Integration Purge Now
l Credit Cards

[l Audit Logging

Miscellaneous

e | cancel |

Enter the Site ID, Key, Name, User Name, and Password on both the Keyed and Swiped tabs.
Note: You may or may not have received two sets of credentials, one for processing keyed
transactions and once for processing swiped transactions. If you only received one set of
credentials, use them for both Keyed and Swiped transactions. You must have credentials
entered on both tabs.

Spectra provides two validation options for an added level of security. These are optional
features within Spectra that are available in addition to the security already provided by
Merchant Warehouse. Check one or both of the options to have Spectra automatically validate
the cardholders Address and/or Security Code (from the back of the card). Note: Using these
features does not lower your rates with Merchant Warehouse.

In the PCI Compliance section, make sure the option to "Do not store credit card numbers..." is
checked.

Set up a data entry validation in Spectra to make sure all credit card payments are successfully
authorized before saving.

a. Go to Maintenance > Studio > Data Entry Validations.
b. Scroll down to Payment - Credit Card Auth Code.

c. Make this a Required field so users will not be allowed to save a credit card payment
without an authorization code.

43



Getting Started With Spectra

Order - Status Azsigned Ta gl Optior

Order - Status Due Date R
Order - Wendor () MoV alidation
Order - Yendar Invoice Amount ©) Prompt User

Order - Wendor Irvoice Number
Payment - Credit Card Auth Code
Session - Assistant
Seszion - Booked By
Session - Booked On
Session - Camera Room

I:I @ Required

Y alidation options can be set for any or all available fields, requiring field population or prompting
uzer before proceeding with the saving of a record. Yalidation settings apply to all Studio uzers.

7. Create test client and invoice, and then process a test payment in Spectra.

PROCESS CREDIT CARDS

To process a credit card in Spectra using Merchant Warehouse:
1. From a Spectra invoice, create a payment and select one of your credit card payment methods.

2. Two additional buttons will be displayed — Get Swiped Card and Get Keyed Card. Click the
option you want to use.

Type ©Payment  Refund
Payment Date ' 030872012 v
Refundable
Future Payment
Payment Method  [I25] -

Payment Amount | $0.00 Open balance is $0.00

Credit Card Number
Expiration Month and Year . v

Customer Name (F.L) | Get Swiped Card |

Address . :
City, State Get Keyed Card
Zip Code Authorization Code ;_ﬁ;
Phone Number Authonization Date
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Get Swiped Card - A Merchant Warehouse window will open and you can swipe the client's
card using a card reader purchased from Merchant Warehouse (either encrypted or non-

encrypted).

Spect 2

|
Sale Amount: $1.00

2

Please swipe the card now.

Cancel

Transaction Details

Cardholder
Streex:

Zip: 94087

Order # 10866

Clerk ID / Register: TOM

Transact tion |1D- 63466B023736905159

Customer Code: 10866
Purchase Order: 10366
Tax Amaunt; 50,01

=

Get Keyed Card - Manually enter the credit card details on the Merchant Warehouse

window provided.

Spectra

|
Sale Amount: $1.00

Expiratson Dare

i
Street Address
Zip Code

Cardhoider

Submit Cancel

3. After you swipe or key in the card, a message will let you know if the transaction was approved

or declined. If approved, Spectra will automatically save the payment.

FoLLow UP...

= Read about PCl compliance and Spectra in the "Credit Card Processing" topic in the Spectra User

Guide.
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Accounting Integration

Spectra gives you the accounting tools you need to link with accounting software like QuickBooks,
Simply Accounting, or MYOB and to generate your financial reports. The accounting process starts by
performing a “posting” — a process where financial transactions like invoices, payments, credit memos,
and refunds are locked into Spectra. Reports are generated and you can export your sales and
receivables data to your accounting software.

The benefit of this system is that Spectra is designed specifically for the photography industry, to track
your clients and your sales. Your accounting software is specifically designed to track your expenses,
payroll, and general financial reports, like your balance sheet and income statement. Linking the two
gives you the best of both. Spectra will export your sales information to your accounting software so you
get consolidated financial information without requiring you to enter your data twice.

You are not required to post in Spectra. However, if you answer "yes" to any of the following
questions, you should regularly post your financial transactions.

@ DO I NEED TO USE THE ACCOUNTING FEATURES AND PERFORM POSTING?

= Do you want to export your financial transaction to external accounting software like
QuickBooks, Simply Accounting, or MYOB?

= Do you want to print a daily report of your cash receipts that matches your deposits?

= Do you want to lock financial transactions so they cannot be modified after a certain date?

= Do you want to generate a sales tax/VAT report?

If you answered "yes" to any of these questions, you should use Spectra's posting procedures.

ACCOUNTING PREFERENCES

Note: If you're not sure which options are right for your business, we recommend you consult with your
accountant to set up these preferences accurately.

1. Go to Maintenance > Preferences > Studio Preferences and open the Accounting page.
2. Accounting Method - Choose the accounting method your company uses.

3. Accounting Link - Select how you want Spectra to export to your accounting software. If you
select QuickBooks Direct, Spectra will send the general ledger entries into QuickBooks directly
without creating a file you need to import. If you use the entries that say just QuickBooks,
Simply Accounting, or MYOB, Spectra will create an export file that you need to import into the
program you are using. If you're not using external financial software, select None.

4. Export Path - Select the folder where you want Spectra to export your data. For QuickBooks
Direct, this must be the location of those data files.
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ATTENTION!

Spectra will NOT create a new QuickBooks, Simply Accounting, or MYOB file each time you
export your data. Instead, Spectra will add each posting to the same file. Each time you import
your data into QuickBooks or Simply Accounting, remove the export file from the folder.
Spectra will then create a new export file each time. If you do not move, change, or delete this
file, duplicate entries will be created when importing into your accounting software.

Tax Agency - Fill in the name of the tax agency, if needed. Otherwise, Spectra will use a generic
"Sales Tax" entry.

General Ledger Account Numbers - Enter your account numbers or names for each line item.
The accounts Spectra will be posting to are described below:

ATTENTION!

Once an account is created in QuickBooks, it cannot be deleted. Be sure your account names
or numbers match before importing into QuickBooks. It would be a good idea to perform a
backup in QuickBooks before attempting your first import from Spectra. That way, if things do
not go as expected, you can simply restore the backup.

» Customer Deposits/Accounts Receivable - The liability account that income from unposted
invoices is credited to and then debited from once the invoices are posted.

= Sales Tax Payable - An Accounts Payable or Current Liability account for sales tax that is
credited when invoices are posted.

»  Shipping & Handling - The income account for shipping and handling that is credited when
invoices are posted.

= General Sales - The income account that is credited when invoices are posted for the sale of
any items that do not have a GL sales account specified either in the price list or on the
session type.

= Discounts - The income account for discounts that is debited when invoices are posted. Line
Item Discounts are debited from the Price List Item Discount GL Account. If this is blank,
they are debited from the Session Type GL Discount Account. If this is blank, they are
debited from the discount account listed in Studio Preferences.

= Cash Back - The account you would use for items like petty cash. When you make a deposit,
there is a space for cash back. If you deposit checks and want to get some cash back, it is
this account that will be debited the amount of that cash.

= Loyalty - A sales account used to track the amount of loyalty rewards that have been
redeemed. When a loyalty reward is redeemed, it will be debited to this account, and will
therefore show as a negative sale, like a discount.

Accounting Link Options - Enter the Class Code. Check Export Automatically During Posting if
you want Spectra to create the export file as part of the posting process. If you do not check this
option, you will have to go to Re-Export Posting Reports in order to create the QuickBooks file
later.
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DEPOSIT ACCOUNTS

To complete the accounting link setup, enter the general ledger deposit account for the payments you
record in Spectra.

1. Go to Maintenance > Invoice > Payment Methods.

2. Click Modify to open each payment method and then enter the appropriate GL Deposit
Account.

3. Click OK to save each change before modifying another payment method.

The easiest way to do perform your end-of-day close out is to use Spectra's End of Day Wizard. This
wizard will walk you through processing your bank deposit(s) and posting your invoices.

ATTENTION!
= Once you post records you cannot change them unless you have enabled User Security in

Spectra and have set the appropriate security.

= To unlock a posted invoice or payment you must log in with the proper security permissions.
Then go to the invoice or payment you need to unlock and select Unlock Invoice/Payment
from the Invoice/Payment menu. You can then make the necessary changes.

= These changes will NOT be reflected in any posting or in your accounting software.

= You can unlock and change records, but you cannot un-post them. Once a record has been
posted, the posting date cannot be changed or removed.

1. To start the wizard, go to Tools > Accounting Link > End of Day Wizard.

2. Deposits - By default, there are two deposit pages in the wizard. The first deposit page
processes your credit card payment methods and the second one processes your other payment
methods (i.e., cash, checks, gift certificates, etc.).

3. Invoice Posting - This page contains a list of all invoices that are eligible for posting based on the
accounting method you've set up in your preferences (see the "Accounting Preferences" section
above).

4. Pay special attention to the Posting Date on the last page of the wizard! This date will default to
today's date, however you may need to change it (i.e., you were gone or had a holiday and are
now in a different week or month). Once a posting has been processed for a certain date, the
posting date cannot be changed. The sales tax report is based on this date, so be sure it is
correct.

‘Q) You can easily customize the End of Day Wizard using Spectra's Wizard Builder (found under
\ the Tools menu). The wizard can be customized to include up to six deposit pages, an invoice
posting page, and the final page.
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Digital Workflow Overview

StudioPlus

w Client

;:‘- i'-:r‘! M v (® & \'ﬂ / Retouch ~ Size

© Print 1 Session ¢ . T Crop ~ Show |All Images v
Image Image New Start Advance || Delete .

Viewer Groups || Composite Presentation || Status - N: Image Adjustment Group |All Images =
File i Show Actions Sales Presentation || Status Editing

g om

2 Refresh || B Invoice

Options

Status Client Name Number
Gardner, Petra 10002
Davis, Patricia 10006
\wallace, Kimberly | 10034
Erickson, Marlene | 10036
Blythe, Michelle | 10057
Smith, Lila 10068

« il

Session No: 10036

Client Name: Erickson, Marlene

Session Date: 2412010

Session Type: Portrait

Session Status: Sales Presentation Pending

Due Date:

Raw Images:

Hi Res Images:

Previewlmages:  C:\ProgramData\StudioPlus Software\Stu
Retouched Images:  C:\ProgramData\StudioPlus Software\Stu
Rendered Images:  C:\ProgramData\StudioPlus Software\Stu

2 |
- . J b : \d

StudioPius>

Workflow Hub

Spectra is more than just a great studio management tool —it's also a great digital workflow tool. You
can benefit from Spectra's digital sales presentation, digital workflow management, and image
management capabilities. Here's an overview of how to use the exciting digital tools in Spectra.

1. Schedule and shoot a photo session.
2. Capture the images from the digital camera.

3. Import the images into Spectra. This one-step process copies images from your camera card,
creates JPEG previews, and burns the images to an archive CD.

4. Open your original images in Lightroom (right from Spectra) for organization and pre-touch.
Then export the images back to Spectra, creating new previews in the process.

5. Prepare and present the images to the client using Spectra's sales presentation and slideshow.
6. Rank and group images, eliminating images the client does not want to order.

7. Compare images side-by-side to help the client in their decision-making process.



Getting Started With Spectra

8. Record the customer's order and any special notes for retouching. This process automatically
creates an invoice in Spectra.

9. Confirm the order with the client and save it.

10. Print an invoice and an image detail sheet for the client to take with them.

11. Print an optional contact sheet of all the images for the client.

12. After the client leaves, complete your digital retouching in your photo editing software.

13. Use Spectra to create a lab CD or use Spectra to FTP image files directly to the lab for printing.
14. Use Spectra to create an archive CD and a catalog of archived images for future retrieval.

15. Delete your image files to free up disk space.

Setting up the Digital Workflow
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1. You should have already set up your image path in the Preferences Wizard. For more advanced
settings you can go to Maintenance > Preferences > Studio Preferences, and then click Digital.

Studio Preferences

-
Studio Info — . L —
e Change how you work with digital images
Scheduling
Image Numbers
Calendar
Clients Use the Following Methed to Determine Image Mumber From File Name
Appointments ) Use First Characters
Sessions @ Uselast |3 Characters
Invaicing (7) Ending Characters, Starting at Position Number
() Use Entire Filename —
Production
Marketing Default Preview Images
Accounting . .
Maximum Size | 1200
Phone Calls ol |72
Reporis Quality | 100
Digital
Options
Slide Show
Integration ¥ Print Detail Notes on Image Detail Sheet
Credit Cards V| Lutomatically Create Image Folders \When Creating New Session
Audit Logging
Image Paths
Miscellaneous
File Path | C:\ProgramData\StudioFlus Software\StudioPlu
o] [

Studio Preferences — Digital
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2. For more information on the options available on the Digital preferences page, including specific
information for setting up image paths on a network, read the "Setting up your Digital Workflow
in Spectra" topic in the Spectra User Guide.

3. Open the Slideshow tab to set up any title slides you want to show at the beginning or end of
your slideshows. The slides need to be JPGs, can be any size, and should have a black
background. You can have up to four title slides at the beginning of the show and one or two
slides at the end of the show.

. ) Studio Preference:
Studio Info . . i
Change the default settings for new slide shows
Scheduling e
Transitions
Calendar
I Clients Faster I_j Smoother I
Appointments )
At Least How Many Seconds Between Slides | &
Sessions
en Automatically Adjust Transitions Based on Music Length I
Inveicing
Title Slides L
Production =i
Show These JPGs at the Begining of Each Show
Marketing H
Accounting
Phone Calls
Feports ||
Digital Show These JPGs at the End of Each Show i
Slide Show |
Integration I
Credit Cards
Music
Audit Logging
Song 1
Mizcellzneous
Song 2
Corn i

| ............ OK ............ | | Cancel |

Studio Preferences — Slide Show

4. Click OK to save and close the Studio Preferences window.

FoLLoOw UP...

» To dig deeper into the digital workflow features in Spectra, read the "Setting up your
Digital Workflow in Spectra" topic in the Spectra User Guide.
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Using Spectra's Digital Workflow

S [BLET Client Name

Present Images Gardner, Petra

Retcuch Images Davis, Patricia

Produce Images Wallace. Kimberly

Upload Images
Blythe, Michelle

Archive Images
Smith, Lila

Delete Images

Digital Workflow Stages

The Workflow hub is set up so that you can manage your digital workflow as effectively as possible. On
the Workflow hub are seven stages, representing the typical digital workflow: Capture, Present,
Retouch, Produce, Upload, Archive, and Delete.

The Digital Workflow is integrated with session, invoice, and production order records.

1. Create a session, either by double-clicking on the calendar or by clicking New
Session/Appointment on the ribbon.

2. The new session will start out at the "Session Pending" status until the day of the session. On
the day of the session, open the session record and change the session status to "Capture
Images Pending."

3. The session should now appear at the Capture stage in the digital workflow.

The first step in the Digital Workflow is to capture your images and create preview files to be used in
Spectra. Once you have completed your session you will want to import the images into your computer.

1. Spectra can copy the images off your camera card onto your server, create preview JPGs, and
archive all the images right from the Capture stage of the Workflow hub. Select the session

from the list and click Import Images | ™.
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On the Copy tab of the Import Images screen, select the Copy From location (your camera card
drive). The Copy To location can be either the raw or hi-res folder that Spectra created for this
session. Select your renaming options.

Select the Create Previews tab and choose your resize options (our recommendation is 1000
pixels, 100 JPEG quality and 72 DPI).

Select the Archive tab and choose which images you want Spectra to burn to an archive CD for
you —raw, hi-res and/or previews.

Click Import.

Now that you have captured the images for this session, click Session Status to advance the
session to the next status (Spectra may have already prompted you to advance the session
status).

¥ Impart Tmag es 20143 Tia Anderson e g |

Source &[] Copy Images (2 [#] Create Previews |® [7] Archive Images | (5[] image Meta Data |
C:\Users\sarahp\Desktop Previews Folder
Copy To: | C\Images\20143\Preview

Resize Images

@ Do Mot Resize Previews
() Resize Previews to a maximum pixel count of:

JPEG Compression

Quality: | 90 U
DRI |72 U
Defaults
Crop To:  None - Auto Rotate Images

Unsharpen Mask
Amount: | 40 U
Radius: | 6 U
Threshold: | 128 {J

Mo Images Found
Color Adjustments

J2 Magnify || Exclude || < Previous || Mext Brightness: | 0 r’}
Contrast: | 0 F)

Import Cancel

Import Images - Create Previews Tab
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The Present Images stage of the digital workflow is set up for you to prepare and present a slide show of
the images to your client with a professional look and feel. You can set up and run slideshows from the
Workflow hub or from the Session record.

Sales Presentation

PREPARING TO PRESENT IMAGES

1. Start out by setting up your presentation.

2. Open the Present Images stage in the drop-down list on the Workflow hub. Select the session
from the session list. Your session images will appear to the left of the session list.

3. Click on animage. Then right-click the image to rotate the image, permanently delete the
preview, colorize or crop the image, or view the image properties. Several additional options
may be available.

4. To select multiple images, click on an image and press Ctrl and click on another image. To select
a series of images, click on an image and press Shift and click on the last image in the series.
Then make changes to all of the images that you've selected.

5. You can add image groups. Click Image Groups ¥ in the Show group of the ribbon. The image
groups will appear on the right. Right-click in this section to add a new group. Drag images into
your groups.
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Use the drop-down boxes in the Options group of the ribbon to change the size of the previews
and to view images with a certain ranking or those is a specific group.

Click on an image thumbnail and then drag it to a new location to rearrange the order of the
images.

To change the slideshow settings for an individual slideshow, click Change Slide Show

Settings " in the Sales Presentation group of the ribbon. See the "Setting up Spectra for Digital
Imaging" section of this chapter to change the default options.

You can use MP3 or WAV files in your slideshow. Select between zero and five songs for each
slideshow. After the last song is played, the sequence is repeated. Click OK to save and close the
slideshow settings.

10. Now that you have prepared the slideshow for this session, click Start Presentation .

GIVING THE SALES PRESENTATION

When you are ready, you can sit down with your client and give your sales presentation. During the
presentation you will show your slideshow, create a new invoice, and record your client's order.

1.

From the Present Images stage of the Workflow hub, select the session and click Start
Presentation .

A new Sales Presentation screen will open. You will see the preview images on the left portion
of the screen and the image viewer in the center of the screen. Move your mouse to the top of
the screen to access the toolbar.

Use the toolbar to adjust the size of your previews, to hide the image viewer, to display your
image groups, or start a slideshow.

Click Start Slideshow ... to begin your slideshow. A black screen will appear.

Press the spacebar to start the show and the music. Use the Sales Presentation Hot Keys
(shown below) during the slideshow.

Press Esc to end the show. Click Stop Music Hif you wish to stop the music.

Now go through your images one-by-one and rank them using the red, yellow, and green
buttons below the image viewer (red for "Not Selected," yellow for "Undecided" and green for
"Selected" -- or simply tell your client "Yes," "No," or "Maybe").

To compare multiple images use Ctrl-click to select multiple previews on the left side, or use
Shift-click to select a range. The image viewer can display up to 6 images at a time.

Once you have ranked all the images as either "Not Selected," "Undecided," or "Selected," open
the toolbar and View Your Undecided Images. Then go back through these images one-by-one
and rank them as "Not Selected" or "Selected."
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SALES PRESENTATION HOT KEYS

1,2,3 Rank images -- 1 = Selected, 2 = Undecided, 3 = Not Selected
Left Arrow, Right Arrow Next image, previous image

Control-click Select multiple images

Shift-click Select a range of images

Control (in cropping mode) | Inverts the crop

Shift (in cropping mode) Allows for a free crop

Alt-1, Alt-2, Alt-3, etc. Assigns the selected image to the corresponding image group

(i.e., Alt-1 assigns the image to the first image group).

RECORDING THE CLIENT’S ORDER

On the Sales Presentation toolbar, click Order Information. The order information will appear
on the right.

On the toolbar you may want to select View Selected Images only.

To order products, select the image so that it appears in the image viewer. Then select the
products from the price list. For packages, double-click in the image number column to assign
the selected image to that package line item.

Click Save to save the invoice. Click New Payment to record the client's down payment.

After recording the client's payment, click Print to print an invoice and image detail sheet for the
client.

See the "Working with Invoices" chapter of the "Spectra User Guide" for more information.

Now that you have captured your images and completed your sale, you may need to retouch your
images. Set your session to the "Retouch Images Pending" status and it will appear in the Retouch
Images stage of the workflow.
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1.

2.

Highlight the session in the session list.
Choose Show Ordered Images Only to display your ordered images.
Hover over the images to view what products and services have been purchased for each image.

Click Edit Image to edit the image. Spectra will create a copy of your original hi-res image, save it
in the session's "Retouched Images" folder, and then open that image in Photoshop (or your
preferred photo editor) for retouching. See the "Working With Digital Imaging" chapter of the
"Spectra User Guide" for more information.

Complete your retouching in your photo editing software.

Save the image in the session's "Retouched Images" folder.
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7. To update your preview images in Spectra, right-click on the image and select Make New
Preview.

8. Repeat steps for all remaining images.

9. Change the status of the session to the next status when your retouching is complete for each
image in the order.

The next step in the Digital Workflow process is to produce images. Spectra gives you multiple options
to send your image files to your lab (via CD, DVD, or FTP) or allows you to print them internally using
your own imaging software. You may move your sessions through different statuses at this stage (e.g.,
"Order Entered," "Sent to Lab," "Order Received from Lab," etc.).

1. When you have completed your retouching, you are ready to send your images to a lab.

2. Determine if your vendor prefers a CD or an FTP. Spectra has the ability to create either one.

SENDING OPTIONS

Use this feature to send your images to lab by either burning a lab CD or FTP'ing your images to a lab. In
addition to including all necessary image files, an Adobe PDF or an XML file of the order can also be sent
to the lab. Check with Spectra support or your lab to see which labs currently accept the StudioPlus
Spectra XML order export.

CD Burning

To burn to a CD you can either use a third-party CD burning software, such as Roxio's Easy CD Creator
software, or the integrated CD burning in Windows XP and Vista. See the "Workstation Preferences —
Miscellaneous" chapter in the Spectra User Guide for more information about setting up your options. If
you are using a CD creation program like Roxio's Easy CD Creator, then you must enable the CD to be
writable before making the lab CD in Spectra. See the documentation on your program for information.

DVD Burning

To burn to a DVD you can either use a third-party DVD burning software, such as Roxio's DirectDVD
software, or the integrated DVD burning in Windows Vista (Windows XP does not have integrated DVD
burning.) See the "Workstation Preferences — Miscellaneous" chapter in the Spectra User Guide for more
information about setting up your options. If you are using a DVD creation program like Roxio's Easy
DVD Creator, then you must enable the DVD to be writable before making the lab DVD in Spectra. See
the documentation on your program for information.

FTP Images to the Lab

You can also use Spectra to FTP an order to your lab over the Internet. To set up the FTP process,
complete the FTP information in Maintenance > Production > Vendors with your lab's FTP information.
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SENDING IMAGES TO THE LAB

1. Insert your blank CD/DVD and prepare for writing, if necessary.

2. From the Produce Images stage of the Workflow hub, highlight a session that has images ready
to be sent to the lab and click Send Images to Lab. Or, from a session, invoice, or production
order, open the Action tab of the ribbon and click Send Images to Lab.

= T ﬁy
s Send Images to Lab ‘L@ i
4 Options
{ 2 a | = | 2 H }
0l ® @6 ® | |-
Start Create Lab Export to Image Add Add Advance
Export CD/DVD  Lab FTP Site Selector v Folder  File Status
Action Lab Export Methods Selections Additional Files Status
— Image Preview
®- [C]§E) Previews £
18 Raw
&[]k HiRes

[@]& Schultz70031-001.jpg
@] Schultz70031-002.jpg
[l Schultz70031-003 jpg
7] Schultz70031-004.jpg
[ Schultz70031-005.jpg
[ Schultz70031-006.jpg
@] Schultz70031-007 jpg
[l Schultz70031-008.jpg
[Z]& Schultz70031-009.jpg
[@]a Schultz70031-010,jpg
[@]& Schultz70031-011.jpg
[V Schultz70031-012,jpg
7] Schultz70031-013 jpg
[@]a Schultz70031-014jpg
7] Schultz70031-015.jpg
~ Schultz70031-016.jpg
~ Schultz70031-017 jpg
~ Schultz70031-018.jpg
[l Schultz70031-019.jpg
[Z]& Schultz70031-020,jpg -

m

File Selection Info
30 Files Selected
26 MB Selected

Send Images to Lab

3. Onthe Send Images to Lab screen, select the files that you want to send. Use the Image
Selector menu on the toolbar to choose which images to send, or check the images individually.
The ordered images will be selected by default. Click on an image file to view a preview on the
right side. In the lower left side you'll see the number and size of files selected.

4. Use the Add Folder or Add File buttons to add additional files that are not in the session image
folders.

5. Use the Advance Status button if you want the session status to be automatically advanced to
the next status upon completion.

6. Toburnalab CD/DVD, click Create Lab CD/DVD. Select the drive and include a Purchase Order
PDF file and/or a Purchase Order XML file to send with your images.
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7. Tosend images via FTP, click Export to Lab FTP Site. Select the vendor that you are sending the
images to, enter the vendor's order number, and select Include an Order XML file to send with
your images.

8. Click the Start Export button to begin the export to the lab.

9. If you are burning to CD and there is not enough room on the disk you will be prompted to
insert another disk after the first disk is done burning.

Spectra can upload your images to the web so that your clients can view their images and place an
online order. You will need to have an InSpiredByYou.com account with StudioPlus in order to upload
images. Go to www.StudioPlusSoftware.com for more information. For complete setup instructions go
to the "InSpiredByYou" section of the Spectra User Guide.

1. To uploadimages to the web, open the Upload Images stage on the Workflow hub and highlight
a session that has images you want to upload.

2. Click Upload to InSpired to launch the session uploader.

C) InspiredByYou Session Uploader - StudioPlus Spectra == x|

i Images | JE Online Groups | (8] Session Info
Upload the Following Images

Included Images With The Following Rating:
[¥] Undecided
[] NotSelected

Include Images From The Following Groups

[] All Images
[] Ungrouped

E;'gUpload to InspiredByYou

InSpiredByYou Session Uploader
3. Select the images you want to upload.
4. Set any Online Groups you would like displayed.
5. On the Session Info tab, verify the client's User Name and Password, Days Active, and Price List.
6. Click Upload.

7. Once you have completed the upload, update the status of your session.
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StudioPlus recommends that you archive your images to ensure you have a safe backup in case of a
server or hard drive failure. You can archive to a CD/DVD, a folder on your computer or network, or
both. To archive to a CD/DVD, you must have a CD/DVD writer installed on your computer and you
must have enabled the CD/DVD to be written if using a program like Roxio‘s Direct CD.
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1.

2.

3.

If your archive will include a CD/DVD, insert your blank CD/DVD and prepare it for writing (using
software such as Roxio's Direct CD).

Open the Archive Images stage on the Workflow hub and highlight a session that has images
ready to be archived.

Click Archive Images to open the Archive Images screen.

ns
D ) a i ol E o E} =p || coove DA\ (HL-DT-ST DVD+-R) » e Auto Assign €D Number M 8 Browse For Folder
o ) _—

~~ Use Previous CD Number 70001 || Folder
Sart Archiveto | Archiveto | | Multiple  Image Add  Add Advance || [ Include Summary Text File ) User Assign CD Number
Archive ||{ CD/DVD | Folder ||| Sessions Selector~ || Folder File Status i Include Summary File
Action Archive Methods Selections Additional Files. Status €D Options. D Numbering Options. __ Folder Archive Options.
Image Preview
" Previews
' Raw
VIE HiRes
I Rendered
& Retouched
File Selecson Info

100 Files Selected
124 MB Selected

Archive Images
On the Archive Images screen, select the files that you want to archive.

Click Archive to CD/DVD and/or Archive to Folder to open new groups on the toolbar where
you can select specific options such as CD/DVD Drive, CD/DVD Number, and Folder Options.

Click Start Archive to begin the archiving process.

You can add multiple files to your archive, just use the same CD/DVD number or folder for each
session archived.

Once you have finished adding files to your archive, use your CD/DVD writing software to burn
the CD/DVD, if you're using that option.

When you have completed archiving your images, update the status of your session.
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When you're sure you no longer need to work with your images and after you have archived them, you
can delete the images off your server. We recommend that you wait several weeks after the client has
completed their order, in case you have reorders. However, you can retrieve the images from your
archive if you need to.

1. Open the Delete Images stage on the Workflow hub and highlight a session that has been
archived and is ready to be deleted.

#

e
; Don't delete your preview images so that you can continue to view them in Spectra.

2. Click Delete Images to open the Delete Images window.

® I Previews TIP: Don't delete the previews. Detets Images
¥ jm :

# ™ HiRes Clase
W

Select the files to be Deloted ‘

Summary
100 Files Selected
124.2 MB Selected
OME Avalable

L —

Delete Images

3. Select the images you want to delete.

ATTENTION!
Warning! All the images will be permanently deleted!

4. Click Delete Images. Spectra will ask if you are sure you want to permanently delete the files.
Click Yes to delete them or No to cancel.
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Modifying the Digital Workflow for Your Studio

Remember that with Spectra you can set up status types and workflows to suit your studio — there isn't
one right way to do it. Work with Spectra to find the best way to make the digital workflow work for
your studio. Here are some different ways to set up the digital workflow.

ARCHIVE IMAGES AFTER CAPTURE
If you want to archive your images immediately after you capture your hi-res images, enter a session

status of "Archive Images Pending" after "Session Previews Pending" and associate it with the Archive
Images stage of the digital workflow.

PRE-SALES RETOUCHING
If your studio does retouching before you present the images to the client then set up a session status of

"Pre-Sales Retouching Pending" after "Create Previews Pending" and associate it with the Retouch
Images stage of the digital workflow.

NO RETOUCHING
If your studio doesn't do retouching in-studio you can remove the production status of "Retouching."

However, you may still want to include a step where you make production notes about the retouching
the lab needs to do.

PRINTING INTERNALLY

If your studio prints images internally, we recommend that you set up a new production status called
"Image Printing Pending."

NO SLIDESHOW OR PRESENTATION
You may not use Spectra's slideshow and presentation features as part of your sales presentation.
Remove the "Prepare Slideshow Pending" and "Sales Presentation Pending" statuses in the session

status maintenance. Replace them with the sales process that you use. These may not be associated
with a digital workflow stage.

No WEB UrPLOAD

If you do not upload images to the web, you will not need to use this digital workflow stage. You can
remove the "Upload to Web" session status and then simply skip this workflow stage.
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Appendix

KEY POINTS

. always involve the cameral
Any other meeting is an
(linked or unlinked).

. are always
created from the session record and the
invoice type may be Session Fee, initial
Order, or Re-Order.

. are always
created from the clientrecord when
there is no session. The invoice type will
be Generic.

L] and may be
created from either client- or session-
based invoices.

Focused on your success

Studio 11>
SPECTRA QUICK REFERENCE

Last revisad: 062613

KEYBOARD SHORTCUTS)

F1 = Help

F2 = Home

F3 =Workflow*

F4 = Calendar

F5 = Ciients

F6 =Sessions

F7 = invoices

F8 = Phone Calls

F9 = Messages

F11 = Tosks

F12 = Production

Ctri+D = New Task

Ctr+E = Mew Emaif

CtrlH = New Quick Sale

Ctrl+L = Client Search

Ctri+M = New SMS Text Message
Ctrl+N = New Client

Ctrl+P = New Appointment/Session
Ctrl+S = Session Search

Ctrl+T = Time stamp, Time clock
Ctrl+U = Change User

Ctri+W = Sove & Close

ALT = Displays shortcuts in record

* While adding a client, F3 is used to
prevent auto-capitolization.

HOW DO,

From anywhere in Spectra, click File > New > Client (or Ctrl+N). Or,
from most Spectra hubs, just click Client on the New group of the ribbon. You can
also enter a new client on-the-fly as you create a new appointment or session, as
well as when you change the “BilkTo” person on an invoice. Client records can also
be imported using the Import Clients ufility.

Open the Clients hub and enter your selection criteria in the
Search group of the ribbon. Or, from anywhere in Spectra, click File > Client Search
{or Ctrl+L).

Double-click on the desired date and time on
the calendar to launch the Scheduling Wizard. Or, from anywhere in Spectra, click
File > New > Appointment/Session (or Ctrl+P). From inside a client record, click
either Appointment or Session on the New group of the ribbon.

Locate the session on the calendar or open the Sessions hub
and enter your search criteria in the Search group of the ribbon. Or, from anywhere
in Spectra, click File > Session Search (or Ctrl+S). Another option is to find and open a
client or invoice, and then select the Sessions tab.

Find the session that the invoice is related to by using the options
described above and then double-click to open the session. Click Session Invoice on
the New group of the ribbon. You can also create a new invoice by beginning a new
sales presentation from an open client, an open session, or from the Workflow hub.
If a purchase is not related to a session, as in the case of an a la carte frame
purchase, you can create an invoice directly from the client record.

If you know the invoice number, open the Invoices hub and
enter the invoice number in the Search field at the top of the screen. Or, find and
open the client or session and click on the Invoices tab.

Use the options above to find the invoice for which the payment is
being received. Open the invoice and click Payment or Refund on the New group of
the ribbon.

When you click Payment or Refund, Spectra will
automatically offer to apply any outstanding client deposits.

Open the invoice with the credit balance. Open the Invoice
menu by clicking the round invoice icon in the upper left corner and select Transfer
Credit Balance. You'll be prompted to select which invoice to apply the credit
balance to.

BASIC STEPS)

With or Without Digital Presentation
Follow Steps 1-3

WITH Digital Presentation
Continue with Steps 4-6

#1 ADD CLIENT - From any hub, click File » New Client, or dlick Client on New
group of the ribbon, or use Crl+N. Vou may choose to skip this step and add the
chient later os you create the session ar appointment with the Scheduling Wizard!

#2 BOOK SESSION - tipen the calendar for the photographer you are
scheduling. Double-click the date and time to launch the Scheduling Wizard to
create your session, session fee invoice, and additional future appointment(s),
Cr, youmay open aclientrecord and dick New Session on the ribbon to create
a new session (with or without the wizard),

#3 CREATE INVOICE - Create a session fee invoice in the Scheduling Wizard
as you create the session. Youmay also create the session fee irvoice from the
session record. Open the session by double-clicking on it from the Sessions hub,
from the Sessions tab of the dientrecord, or from the calendar. From the open
session, dick Session Invoice on the New group of the ribbon to create your new
session Tee, initial order, or print order invoice,

#4 CHECK IN - When the client arrives for their session, double-click the
session on the calendar to open it First verify the client, session, and invoice
information. Then advance the session status to “Capture Images Pending.”

#5 CAPTURE IMAGES - Go to the Workflow hub and select the Capture
Images stage from the drop-down list, Clidk once to select the session from the
list and then clid Import Images on the ribbon. When prompted, advance the
status to “Sales Presentation Pending.” {Using the Workffow hub to impart
irages Js advised, but nat required. You can alsa Import imoges directly into an
open session using the Action tab on the ribbon.)

#6 DIGITAL PRESENTATION - Open the Present Images workflow stage and
select the session fram the list. Prepare the images for your client. Then click Start
Presentation to begin the sales presentation. The Order Info button is also on the
drop-down toolbar that appears at the top of the screen, (Using the Workfiow hub
to give g sales presentation is advised, but not required, You can also begin g sales
presentotion from an open session record.)
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Spectra Data Model
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