3 EESTUN Quick Start Guide

Are you ready for a faster, easier and safer way to send student data and access your images?
The Lifetouch Portal gives you that and more in one stop. This resource is just part of our larger
commitment to help protect your students’ information.

Now, we know that you’re busy - and that you’re also probably excited to get started. This guide
gives you everything you need to know in quick, easy steps that’ll make you a pro in no time.

GETTING STARTED

mELifetouch NN - Setting up Your Account

You've been invited to join the Lifetouch Portal. ° O pen the ema || from LifetOUCh
The Portal helps you easily manage Picture Day images and data for "H20 TEST i X X
ACCOUNT 4-Biske M5 « Click on the provided link to the Portal

If you've used kellyguiden@earthlink.net for your account for onlineyearbooks.lifetouch.com ,

mylifetouch.com or Shop.PrestigePortraits.com, use it to access the Lifetouch Portal. Use your current 1
password to log in. If you forgot your password, you can reset it on the Lifetouch Portal . M Set u p yOUI’ account as dlreCted

If you don't have an existing Lifetouch account:
1. Login to the Lifetouch Portal
2. Use this email: kellygulden@earthlink.net. . .
3. Creale a password and log in. *« Move to the Dashboard page (automatic with successful set up)

If you have questions or need assistance, contact your Lifetouch representative or call the local

Lifetouch office listed on the Contact Us page. You can also contact Lifetouch Technical Support at 1- NO TE: /f you a/ready haVe a L/fe tOUCh accoun t, use the pPass WOrd

¢ Accept the Terms of Service

800-508-2466 or Inssfieldops @lifetouch.com i

£2013 Lifetouch National School Studios Inc. Al rights reserved. you Ve Set Up-

This email was sent by: Lifetouch National School Studios, Inc. 11000 Viking Drive, Eden Prairie, MN 55344 USA

Woe respect your right to privacy - view our policy
2. Navigating the Portal . e | o 1 s | o

. . » Llfetouch Welcome, SingleSchool1 withDistrict1

Explore the Lifetouch Portal site. A Portal
Some key areas have been Ca”ed e IMAGE & DATA MANAGEMENT CREATE PRODUCTS PICTURE DAY RESOURCES DOWNLOAD IMAGESTREAM SOFTWARE
out on the Dashboard page.

@ Primary Navigation Bar Welcome to the Lifetouch Portal

contains the four main functions
of the Portal and will provide b o Your new images are now available. viEw MAGES ‘ [;_‘ Key Tasks
you access to get started as — Download Images & Dats
fast as possible. @ [15] Upcoming Events Upload Studeris & Sta Inform
(©) Alerts appear after Picture Day, - Ar— Schedie Pare Notity Ema'-l
notifying you when images, R M T W T R s Create Products
data, and/or ImageStream - I‘ : 2 ;
are ready to download 14 15 16 17 18 19 20 ﬁ Additional Resources
Upcoming Events contains o o e
scheduled Picture Day info
TODAY YBPay

for your school(s) or districts

Yearbooks Community Upload
Contact Lifetouch for your local
Lifetouch office information

Site Help is available from every # Location Information

screen in the Lifetouch Portal Nagesh Mashetty Infosys A Elementary School
8090 eden road apt 425
eden prairie, M 55344

Uploading Students &
Staff Information allows safe

and secure transmission of @ 2 Contact Lifetouch

© ® @ O

subject data before Picture Day

(9) Schedule Parent Notify Email R o .
Reminders allows you to send Fall Individual ~ TAYLOR, MATTHEV  612-826.4000 11000 VIKING DR STE 300
Picture Day and Yearbook email Consunmer Direct Dial SALES DEPARTHENT
reminders directly to your parents EOFRRARIE, M 204

Lifetouch

School Portraits




3. Picture Day Resources

trevn o= PATA MANAGEMENT

CREATE PRODUCTS

Picture Day Resources

Get ready for picture day by dovmloading your materials and uploading your student and staff information.

@ ‘ Ready to upload your student and staff

m information?

Send your information to Lifetouch safely and securely using the file upload tool.

Flyers & Reminders

©

UPLOAD NOW

——~

=~ N
PICTURE DAY RESOURCES

Picture Day materials are usually available about two weeks before Picture Day. If you don't see

the materials you're looking for, check with your Lifetouch representative.

View information for: | Countryside Elementary School

|

Fall Photography - November 12, 2015

Email Flyer View Download
Print Flyer View Download
Web Banner Horizontal View Download
VWeb Banner Vertical View Download
Fall Photography - October 8, 2015

Email Flyer View Download
Print Flyer View Download
Veb Banner Horizontal View Download
Vieb Banner Vertical View Download

© 2015 Lifetouch Inc. All Rights Reserved.

@ Uploading Student and Staff Data
Go to Picture Day Resources

school by clicking on the dropdown, if viewing

Click Upload Now

Select the file(s) you wish to upload

or drag and drop the file(s)

Changes to your original file are
possible - just upload the revised file again

District users can upload files for multiple
schools or the whole district at one time

(b) Parent Notify: Schedule Picture Day email
reminders using Parent Notify. Choose a

as a district user.

HOME | ACCOUNT DETAILS SITEHELP | LOG OUT

Welcome, School

DOWNLOAD IMAGESTREAM SOFTWARE

parentnotify ®

Simplify Parent
Communications

Parent Notify is an easy tool to help your
school schedule email reniinders for
Picture Day or Yearbook orders in one
place and at one time.

Select the school you'd like to schedule
reminders for:
| Select location v

)

| Al

To schedule reminders for additional
schools, return to the Lifetouch Portal
and select a different location.

Lifetouch.com | About Us | Contact Lifetouch | Site Help | Terms of Service

Picture Day Resources

Eﬁ Upload Student and Staff information @ Questions on
Uploading Data?

Drop files here

Visit Site Help

or-

'SELECT FILES FROM YOUR COMPUTER

@ Upload History

File Name
Lifetouch.csv

Lifetouch - Staff.csv.

pretend file_09-09-15 12:20-23-456.xlsx
pretend file_09-09-15 12:19-41-681.xlsx
pretend file.xisx

Lifetouch Staff_03-09-15 08:11-08-166.xIsx
Staff 2015.xlsx

Lifetouch Staff.xlsx

Lifetouch15-16.xlsx

Uploaded &

09/10/2015
09/10/2015
09/09/2015
09/09/2015
09/09/2015
09/03/2015
08/27/2015
08/26/2015
08/26/2015

parentnotify

Simplify Parent
Communications

Parent Notify is an easy tool to help your
school schedule email reminders for

Picture Day or Yearbook orders in one
place and at one time.

'SCHEDULE EMAIL REMINDERS

@ Flyers & Banners: View/download your school’s flyers and
web banners 2-3 weeks prior to Picture Day by clicking on
the Picture Day Resources tab. Information is available for 30
days after Picture Day.




AFTER PICTURE DAY

TOWE | ACCOUNT DETAILS | STEHELR | L0G

IMAGE & DATA MANAGEMENT PICTURE DAY RESOURCES

Image & Data Management

Questions about images and data? Visit Site Help to find answers about using images in yearbooks, adding new students, and more.

Yiew information for:

Spring 2015-2018 = |

Welcome, SingleSchool1 withDistrict

DOWNLOAD IMAGESTREAM SOFTWARE

IMAGE & DATA MANAGEMENT

4A. Accessing Fall/Spring Picture
a Day Images and Data with

Show: Changes since: Record Status: Grade: Homeroom: Classroom: Image & Data Management
o Students | Select Date Active Only = | | AllGrades = | All Homerooms = | | All Classreoms v/
z « Look for an email alert after Picture Day,
1 : - : - @@ = notifying you that images and data are
Select: oisplay: [ = Actions: (QEEr"VET/ I More
ready for download
Showing: 1-25 1 MEXT »
¢ Go to the Images & Data Management
& JILL, CHRISTIAND, GEORGE, COOK,
E i, = = m., tab on the Portal
Grade: 1 Classroom: Classroom: b4 Classroom:
Classroom: N . . N .
e LD il » Edit subject’s data or add new subjects
QYA QWG V2046 VYA

¢ Select images and click Download
(a Download Options window will appear)

Choose from these two options for downloading images:

a. Select Pre-Set Format, which provides a
selection of pre-set student information
system (SIS) download options

b. Click Download
(a yellow Download Progress box will
show the download progress)

c. Downloaded file is labeled
Datalmages.zip

DOWHLOAD IMAGESTREAM SOFTWARE

a. Select Create a New Format to make a
custom format to be saved, reused and
shared with others

OR

b. Click Download Now for a one-time use
that will not save

c. Click Save Format from the Select
Format dropdown for a permanent save,
click and start the download process

Wowe | ccounToETALS | STEmELS | 106 ouT
elcome, SingleSchool{ withDistrict 1

IMAGE & DATA MAMAGEMENT CREATE PRODUCTS PICTURE DAY RESOURCES DOWNLOAD IMAGESTREAM SOFTWARE

4B. Accessing Fall/Spring Picture
Day Images and Data via
ImageStream Download

e Look for an email alert after Picture Day,
notifying you that an electronic version
of ImageStream is ready for download
(pre-ordered by your Lifetouch rep)

¢ Go to the Download ImageStream
Software tab on the Portal

¢ Read and accept the Lifetouch
ImageStream License Agreement

¢ Choose which ImageStream download
you need

e Click Download

NOTE: ImageStream will only be available
for downloading if your local territory office
ordered it for you to use

4l the functionality of the Imagestream €D
is now available to install on your computer.
Download the software to get access to:

el

Common Questions
ClreToueH

IMAGESTREAM,
+Wwhat is Imagestream?

* Dirsctories and 1D replacement
= additional Certificates
itional formats for exporting data to

+How do | import information into my

sis?
= Seating charts and more
M\ 1magestream download works on the
following systems:
® windows 7 and above
* Mac 05X 10.3 and above

+what happened to the c?

see all help topics
@ Installation Instructions
@ Using ImageStream with the Portal

Pleas read and agree to the Lifetouch Imagestream License Agresment before downloading

LIFETOUCH WAGESTREAM: LICENSE AGREEMENT -

THIS 15 AN AGREEMENT BETWEEN USER AND LIFETOUCH NATIONALSCHOOL STUDIOS INC. LIFETOLCH), I:l
BY CLICKING THE "ACCEPT” BUTTON AND DOWNLOADING THE IMAGESTREAM APFLICATION, THE USER
AGREES TO BE BOUND BY THE TERMS OF THIS AGREEMENT. IF USER DOES NOT AGREE, DO NOT
DOWHLOAD THIS PRODUCT.
-
QAT NF IWCEWSE Toieie o 5 = F

By checking this box and downloading this seftware, | acce

gb; the Terms and Conditions of
License on behalf of the school or school district as its authori: i

riz=d representative

Ficture Day ID.
Creation date: Jan. 12




AFTER PICTURE DAY (continued)

CREATE PRODULCTS

Welcome, Single:

-
" ' Lifetouch
| s

IMAGE & DATA MAMAGEMENT CREATE PRODUCTS PICTURE DAY RESOURCES  DOWNLOAD 1AL,

5. Creating Products

Create Products

A. Creating Award Certificates

contificates | 1 cara

st B S R * Click Personalize, then follow the prompts

T’? = to complete

) i B. Creating ID Cards
» Select an ID template designed for
your school
e o T * Choose a subject, (or add a new subject), edit
» I Llfetoggg Welcome, SingleSchool withDstrict the record as needed and print. A PDF file will

download with your ID card ready for you to print.
(NOTE: Any changes made to the subject’s record

IMAGE & DATA MANAGEMENT CREATE PRODUCTS PICTURE DAY RESOURCES DOWNLOAD IMAGESTREAM SOFTWARE

Create ID Card < BACK TO CREATE PRODUCTS ’ - -
s e il o s o ooy i from this page will not persist on the Image & Data
After you create your ID, select Print ID Card. This creates an ID Card PDF that you can print or save. Managemen t page)

1D Template: .

= = * When you print your ID card PDF, make sure to

First Name: Lt et choose the option to print “Actual Size”

PETERSON ADRIAN . .

* If you don’t have an ID design through Lifetouch,

Farods contact your Lifetouch Representative

) Don't use a photo ~|

Select new photo:

oy
o PRINTID CARD SELECTANOTHERRECORD  [ENSSS S

MANAGING YOUR ACCOUNT

6. Managing Site Users

UPLOAD 1
e

mS ACCOUNT DETARS >rrm£l= 1 106 ouT
WeTcome, 5choo:

(for Primary Users Only) Heh
@ |nvite Additional Users IMAGE & DATA MANAGEMENT CREATE PRODUCTS PICTURE DAY RESOURCES DOWNLOAD IMAGESTREAM SOFTWARE
¢ Enter the email address of the additional Account Details
user and click Send Invite
Lifetoudorfal Manage Site Users
(®) Pending Invitations Yoorprofe @ P —
Location Profile
. . . . Email Location Invite Sent
* View Pending Invitations, these can be — " i e e 2
resent or deleted Contact Us P — o120t
| apeetergptetast (o Test Account 5 08/11/2015

(©) Accepted Invitations
¢ View acceptors and Accepted Invitations @

can be removed Accepted Invitations

NOTE: District Users can invite users to individual Wame  Emai ocation T Lsttonin
schools instead of the entire district O G I est oot 5 13 oor020ts
> f;{’;';“"“ pemseggeetoom  Test Account 5 177 08/12/2015
O Chris Gallaty g WIS oot Account 5 3 03212015

Invite Users
To grant site access to additional users, enter an email address and send them an invite. They

‘will receive an email invitation with instructions to create an account.
Email

SEND INITE

Need help? See the Site Help in the top right corner, contact your local Lifetouch Representative,
or Lifetouch Technical Support at 1.800.598.2466.

70541PDF © 2016 Lifetouch National School Studios Inc.



