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Introduction

Welcome to LYNX Enterprise. The following guide will explain the basic user functions of
LYNX Enterprise. This manual contains four sections but more will be added in the future.
Visit our website and click on the Support Tab to see when other sections become available.

Although your Administrators can change the default labels in LYNX Enterprise, for the
purpose of this guide we will use the default labeling. Therefore when referring to “Projects”
keep in mind that your organization may have changed it to something else such as “Cases” or
“Files”, etc.

When you see the word “Photos” used, it not only is referencing photo images that can be
acquired into LYNX Enterprise but all other data types that are accepted into the database as
well. This includes video, audio, pdf document, and all accepted image files. For a complete
list of accepted formats visit our website and click on Support or click on this link
www.lynxpm.com

Your ability to do certain operations in LYNX Enterprise is directly connected to your user
rights or group rights that the Lynx Enterprise Administrator (Administrator) has assigned to
your login. If you find that you can not do certain functions or use certain described features,
ask your Administrator if they can be assigned to you. NOTE: LYNX Support Technicians will
not grant any request to change rights that an Administrator in your organization has set for
you.

You can contact LYNX Technical Support directly for more information on any of the features
and options in the Lynx Enterprise Software.

E-mail: support@Ilynxpm.com Phone: 877-955-7711 x82

Thank you for using Lynx Enterprise.
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Section 1 0 — Acquiring Photos

11 Open LYNX Enterprise (Enterprise) by clicking on the icon on your desktop or by choosing
Start/All Programs/LYNXPM/LYNX Enterprise.

: File Edt “iew Options ‘window Toolz  Help

i Digplay By
MHame j

i i| Apex Demo Job
| Congtruction Site
Coroner

Doctor's Hospital

I Info Data |

<] | B

Wiew

% Both activedinactive
 Active only
£ Inactive only

Uszer: admin Flole: Adminiztrator 4
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1.1 Locating Photos for Acquiring

Open Lynx Enterprise

Click on the “Media Lab” on the Top menu Bar (looks like a small camera)
:© File Edit Vi

P14 2

Click the “Acquire Media“ Wigw Sart By
button on the bottom of the & Unfied Ral ¢ [Date added
. L il alls \
window that pops up. - " Added by b Acquie Media |
All Rolls " Roll Mumber
This will open the “Browse For Folder” window,
Browse For Folder

Choose your $0UI‘C6 location fo"?'er (i.e. camera Choose 5 drive and folder containing the photos to
drive, hard drive, etc) by expanding your “My acquire,

Computer” option then expanding your “Physical
Drive Letter” location and subfolder(s) until you
locate the source data.

[ Desktop o
D My Docurments
= Jl My Compuker

@ 314 Floppy (A

“e* Local Disk (C:)

“g# Local Disk (D)

0 .
. . D Drive (E:

Note: The source location must be a “Physical j Lru'all::I"F"l
Drive” letter such as F:\ in example to the right. __ Ty -

u . - 0 New Malurne (3:) _I
If your camera does not create a “Physical Drive
when it is connected to your computer then you o Cancel |
will need a card reader. A card reader will
create a “Physical Drive” letter. Make sure the

card reader is compatible with your camera’s card as you will be removing your camera card and
plugging it into the card reader.

If the location of your photos never change (i.e.
same camera, same folder) then this location only
has to be set once.

&

Click “OK”
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1.2 Media Roll Information

The “Acquire Data” window is now = B
open. Acquine From: C:hzample pics

The top of this window will show Added: 7/24/2008 1:00:43 PM &dded By: adrin

information about the roll of film you are Total Photos: 2 ™ Use phota file name as photo Caption
creating:

e where you are acquiring the “Photos” from (the source location)

¢ when you added this roll of film to the database

e who added this roll of film

¢ total number of “Photos” being acquired into this roll of film

When acquiring into Lynx Enterprise “Media Lab” all accepted formats of “Photos” (image, video, audio,
and pdf files) found in a source location are brought in to the roll of film at the same time. If you have
the right to “Delete” from the “Media Lab” any unwanted “Photos” can be removed/deleted from the
database after they are acquired.

e Taken by: The name of the .
person who took the “Photos”. TakenBy (Fequired] [Bob Adams
Once the name is input it will be
in the drop down menu from then
on. If multiple users have Case No. 1234
contributed to adding “Photos” in
the source location, choose one
name here. The “Taken By field
can be changed later to reflect

Fioll Drezcription [0 ptional]

v\uuu

other users that contributed to — Compression Scheme _
this roll of film. " Do not compress Test Compression Factor | oK
& & tomatic
L. . 4 b
e Roll Description (Optional): Factor J J 60 Cancel
Brief description of what the roll

of film contains. This is optional
but highly recommended especially when more than one user is acquiring rolls of film into the
“Media Lab".

e Compression Scheme: If you choose “Do Not Compress” then your “Photos” will be acquired
full size. If you choose “Automatic” your “Photos” will be compressed by a factor that you set
prior to acquiring. This is a mathematical factor not a percentage. Once you set the factor it
stays at that number until you change it again. All Exif/Meta Data included in the “Photo” image
file is retained and saved with the “Photo” regardless of whether or not you use compression.
Refer to Section 1.2.1 for more information on using “Test Compression Factor”.

Click “OK”
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1.2.1 Test Compression Factor

Compress Test Form: From this screen you will be  [ElSi R CESEINY

able to toggle between your “Original Photo” and Fhoto Selection [ABORRIEENTE Bl
“Compressed Photo” to see the difference. In “Photo =

Selection” you can choose the drop down box to Compress Factor 4| | ja
fc\;\lllltcozpﬁtl?n other “Photo” files you are acquiring in this Original Phota | Compressed F'hntu:-l

Video, audio, or PDF files will not be compressed. Any other accepted image files, except for .tiff files,
will be converted to .jpg images during compression.

The bottom of the screen will show you the “Resolution”, “Uncompressed file size”, and “Compressed
file size”. You can see how by using compression you can save disk space but be aware that your
“Compressed file size” will now be the size of the file within your database.

|Fiesculuti|:|n: 1760 = 1168 pixels |L|n|:|:|m|:|ressed file zsize = 407835 bytes |Enmpressed file zsize = 147413

1.2.2 Compression Scheme Considerations

When you toggle between “Original Photo” and “Compressed Photo” the higher the resolution and the
larger the “Uncompressed file size” the less you will notice any degrading of the “Photo” image. This
will become more apparent if you need to export and enlarge the compressed photo file or if you use
any of the zoom features on your photo from within Lynx Enterprise. As with any photo the more it is
enlarged/zoomed the lower the visual quality the photo can become. Depending on how you use your
photos in the future, it would be wise to compare the cost of compression with the cost of a larger hard
drive.

1.3 Source Data Decision

Prior to the start of acquiring “Photos” into a roll of film you will be asked if you want to delete the
source photos after they are acquired. If visual verification of the acquired “Photos” is required by your
organization before they are deleted from the source, then you would always choose “No” at this point.

* Selecing es" il permanly delete Py |

your data from the source (i.e. camera

or ha.r(.j drive, etc.) after_lf[ IS done. ? Lo wou want to delete the source photos after acquiring?

acquiring from the specified location. :

e Selecting “No” will leave the data on the
source (i.e. camera or hard drive, etc.).
If you choose “No” and your source is
your camera, remember to manually erase the images before using the camera again. Lynx
Enterprise will not only bring in your new images, but the ones you previously took and did not
remove from the camera drive.
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1.4 Accessing Acquired Data

Now you have added a roll of film that contains your “Photos” to the “Media Lab”. Click on the roll you
want to work with, this will highlight the chosen roll in [

Media Lab

File

D ate Added | Poll#t] Taken By

| Added By | Description | Filed| Total

LEF24/2008 2:07:38 PM

Bob Adamsz

Press the “View Selected Roll” button at the bottom
of the screen or double click on the roll of film to
open it.

Next the “Photo File Options” window will appear.
This will give you three options to choose from.

¢ View without filing to a Project: This allows
you view your unfiled media without having to
choose a Project to file it into.

e File photos to an existing Project: This
allows you to file your data into a project that
has been previously created.

e Quick Add a new Project for filing: This
allows you to (if your Administrator has given
you the right to Add projects) create a project
based off of a preset template.

Caze Mo, 1234

Acquire Media |

Yiew Selected Rall *—

Photo File Options

— Ophions

" Wiew withaut filing to a Project

' Filz photos to an existing Project

£ Quick Add a new Project for filing

Click “OK” (Read below to learn more about the above options)

1.4.1 Choosing a Photo File Option

“View without filing to a Project”: Notice
on the header bar that it lists the roll

Unfiled Photos - Roll 2, Added by admin, 7/24,/2008 2:07:38 PM

number, added by, and date and time the roll of film was added to the database. This option is
normally used to view the photos in your unfiled roll of film. However, you can fill out the “Info Data”
fields (Caption, Taken by, Permanent Description, and Notes). The Search Field and Keyword boxes
will not appear on the left until you have selected a project to file to. See Section 2.2.1 for detailed

description of these entry boxes.
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“File photos to an existing Project” The projects you have rights to are
listed under the “Projects Tab” on the left of the screen. If you only have
one project when you choose to file to an existing project it will
automatically choose that one for you. However if you have multiple
projects, as in the example to the right, a window will appear that will
require you to choose the project you want to file to from a list of your
available projects.

Dizplay By:
M arne j

JApex Demo Job
Construction Site
Coroner

Doctor's Hospital

[ Info Data | Projects

e Select the Project for fiIing Select the Project for filing photos.

phOtOS by high”ghting the Look Far; ID-:u:tu:ur's Hozpital
Name of the project.
By IName j

Note: If you have a very long

i f . M arme | Mumber |
It .0 pl‘Ojeth youcan ”start Apex Demo Job Eastern

typing in the “Look for” box Construction Site 02046012

and it will take you to your Coramer Cararer

ExAMPLE

[] achar I:E: H %

project. pital

Click “OK” Clear | (1] 4 Cancel

Notice on the header bar above your thumbnails that g
the project you chose to file into is listed. This will -
help, if you have multiple projects on one roll, to see which project you are currently working with.

Unfiled photos - File to Doctor's Hospital

"Quick Add anew Project for fling”:
This allows you to (if your Administrator

has given you the right to Add projects)

create a project based off of a preset [Case 1234

template. When you choose this option a

box will appear that requires you to put in

the Project Name you wish to create. If Lemzel |

your Administrator has enabled the Y

“Require Confirm Project” Option then you will see two entry boxes and will have to retype the Project
name. When you are done Click “OK” and a project will be created based on the template that was
chosen.

........

Notice in the list of Projects on the left that your newly added project has
appeared.

{| Apex Demo Job

| Caze 1234
Construction Site
Coroner

Doctor's Hospital

| Info Data |
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Just like the “File to an existing Project”, your newly created
project name will be listed on the header bar above the
thumbnails as the project you are now filing into.

™ Unfiled photos - File to Case 1234
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Section 2.0 — Annotating Photos

2.1 Choosing Thumbnails for Annotation

Now that you have acquired your data Unfiled photos - File to Doctor's Hospital
and have chosen a project for filing, e

next you will annotate or add your -
information to the photos.

The example to the right shows that
you have twelve photos in your unfiled TrEEEO0E FrEGIE00E TER2003

roll of film and you have chosen to file it T 14 P 114 Fid 1414 B

to your “Project” called Doctor’s

Hospital. The “Info Data” fields will not | _— R [ =
appear on the right until you highlight |T|:|ta| phatas 12 |P'age'| of 1 |Fi-:||| Phota#12 selected -
one or more of the photo thumbnails.

You can highlight the thumbnail by clicking on it.

. 78 Unfiled photos - File to Doctor's Hospital
Use the Shift key on the E

keyboard to choose a group RS
of photos. Do this by : ' 3
clicking on and highlighting
your first photo, then hold : .
down your Shift key and 742842008 742802008 Ti28/2008 Ti2aiz00z
click on a photo at the end 1:44:14 Phd 1:44:14 Phd 1:44:14 Phd 1:44:14 Phd
of a series you want to

select. ([ Rl (R eSS -

|T|:utal phatoz 12 |F'age 1 of1 |3 of 12 zelected v

To select individual photos Unfiled photos - File to Doctor's Hospital

in various locations on the [ SRR
screen hold down your Ctrl ' i
key and click on each
thumbnail you want
included in your group.

TRg2003 TABR2003 TR82003 TA2BR2003
14414 P 1:44:14 P 14414 PR 1:44:14 P

Ti2gi2nng Ti2asznng Ti2gs2n0ns Ti2aszeons
1:44:14 Phd 14414 Phd 1:44:14 Pho 14414 Phd LI
V.

Total phatoz 12 |F'age 1 of1 5 of 12 zelected
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2.2

Adding Data to your Thumbnails

Now that you have highlighted a photo, the “Info Data” tab comes forward and you can see the options
available for adding information to the photo or chosen group of photos.

221

Entry Fields
Caption: This field is used as a brief # —Date/Time
description or title of the photo. This field can ﬁ 142072005 4:44:22 P
be edited after it has been filed to your project. E — Caption
The field can contain up to 255 characters jl
m -
®
Taken By: The entry in this field can be 2 [~TakenBy:
changed prior to filing if multiple people have E fobitams
taken photos in this roll of film. This field can —— Project Phota Mumber: 1
not be edited after it has been filed to your Source: 35-00-0000&
Eg;a;éie;rshe field can contain up to 50 —Permanent D escription
Permanent Description: This is used for any
information that you want permanently kept —Mtes
with your photo. This field can not be added to ]
or edited after the photo is filed to your project.
This field can contain more than 15,000 L|
characters.
Search Field | Yalue |
Notes: This field is used to add any type of
information you want to include with your
photos. This field can be added to or edited
after the photo is filed to your project. This Keywords |
field can contain more than 15,000 characters.
Search Fields: This field is used to collect [ Show detal

and display specific information based on a
defined Search Field and its chosen value. Administrators can make individual fields “Required”
and/or “Restricted” for better collection of information. Each Search Field and Search Field
Value can contain up to 50 characters. See below for more details on Search Fields and
Search Field Values.

Keywords: This field is used to collect and display user defined words associated with the
photo. It was included to be backwards compatible with older versions of LYNX. Each entry in
this field can contain up to 50 characters.

Note About Keywords: Although keywords can be used it is highly recommended to use Search
Fields instead as they are more clearly defined and specific. Search Field, especially in a
network environment, tends to yield better search results than Keywords.
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o Date/Time: This displays the date and time the photo was taken. This information is
retrieved from Date Taken in the Exif Data of the photo. All other non-photo data acquired
into Lynx Enterprise uses the date and time the file was created. It can not be changed in

Lynx Enterprise.

e Project Photo Number: This is a sequential number that is automatically assigned to each
photo based upon the order in which the photo/photos are selected and then filed.

e Source: This field contains the Lynx Enterprise License Number the photo came from. If
you acquired the photo into your Media Lab and filed the photo it will have your Serial
Number as the source. If you imported the photo through a packet from another Lynx
Enterprise License then the Serial Number of the originating License will show as the

source.

2.3

Entering Search Field Values

To enter your “Search Field Value” for your photos click on the

Search Field or Value bar to bring up the “Edit Search Fields”

| Yalue |

| Search Field

window. You can also right click on your thumbnail and choose “Edit Search Fields”.

Edit Search Fields

Under the “Available Search
Fields” section you will see
what search fields have been
defined for this project. Any
field name highlighted in
yellow means that it is a
“Required” field. A
“Required” field means that a
“Search Field Value” must be
assigned to the photo before
it can be filed to the project.
If a field shows “Restricted
Field” in red under the value
box this indicates that you
can only assign a value from
the list provided. A
“Restricted Field” can not
have values added to it by a
user even if the user has the
right to add values to other

File  Edit
Azzigned Phota Search Fields

Search Field

| W alle

Available Search Figlds.. Click to add .. |

Jiea2003
1:44:14 Phd

]

Cancel |

Building Mame

Froject Manager
Status
Sub Contractar

Look for:

Search Field Value.. Click to add new |

Fhaze 1

Fhase 2

Fhase 3

Fhase 4
Fost-Congtuction
Fre-Construction

Fiestricted Field
Add Replace

fields. Available Search Fields can be both “Required” and “Restricted”.
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If a Search Field is not restricted then you can add a value. To do Search Field Value...Click to add new |
this, click on the “Search Field Value...Click to add
new” bar at the top of the value box. A box will pop
up that will allow you to type in a new value. Type in
the value you want and choose “OK”.

Add a searchfield ¥alue

IWaIter Snith|

Note: Duplicate values will be rejected and you will

get a message box telling you that the value already ﬂl

exists. -
Your added value will now show up in the value box. Sze Ll el Yelya Ll <l el e |
Julie Palella
K.enJackszon
Fobert &dams
Wfalter Smith

Note Regarding Adding Search Fields: “Search Fields” are usually set up ahead of time by the
Administrator; however you may have been given the permission to add them also. If you have the
permission, then the process would be the same as adding a “Search Field Value” except you
would click on the “Available Search Fields...Click to add new” bar. You will get an “Add a Search
Field” box and you can type in the search field label you want to add then click “OK”. Even if you
have the permission to add a “Search Field” you can not make it “Required” or “Restricted” from
here, that is done through the “Edit a Project” process which is explained in detail in the Lynx
Enterprise Administrator’'s Manual.

2.4 Assigning Search Field Values to your Photo

In order to add a Value to your

. . . Azzigned Phota Search Fields
photo,_ hlg.h"ght a field and Search Field | Walue | [ available Search Fields... Click to add ... |
then hlgh“ght a value and Building Mame Anderson Building Building M ame
choose “Add” or double click Phase Phase 2 Phase
on the value. This will add the e
information to the “Assigned 5ub Corttractor
Photo Search Fields” list at
the left.
Once you choose a field and a Look for:

value it automatically goes
down to the next search field.

Search Field Yalue... Click to add new |

TSERZ003
1:44:14 Phd

Walter Smith

] 4 | Cancel Add Replace
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The “Look for:” box allows you to start typing information you are ivailable Search Fields. .Cick to add .. |
looking for in the value list. Whether you type just the first letter or a —
. . . L . Building Mame
whole word the first matching choice will highlight a little. Then you | ppace
can click on the choice and choose “Add”. This is especially helpful | Praject Manager

when your value list is long. Status
Sub Contractor

Loak for:
[ Childrer]

Search Field Value. . Click to add new |

Anderzon Bulding
Cancer Treatment Center
Carzton Center

Children's Clinic
Emergency Center
Wiomen's Health Building

Add | FReplace |

You have the ability to choose more than one value for a search field. To choose multiple values you
can hold your “Ctrl” key down on your keyboard and click on the additional values. When you have
them all highlighted, click on the “Add” button and the multiple values will appear on the “Assigned
Photo Search Fields” list.

If you want to add another choice at this point highlight what you want and choose “Add”. If you want to
change the entire list highlight what you want and choose “Replace”.

Search Field | W alue | Ayvailable Search Fields...Click to add ... |
Building Mame Anderzon Building Building Mame

Phaze Phaze 2 Phaze

Project k anager K.enJackszon Froject M anager

Status On Schedule Status

Sub Contractor Walt's Electric Sub Contractor

Sub Contractaor Ace Plumbing

Sub Contractar Regal Construction Group Loak. for:

Search Field Value. . Click to add new I

When you are finished Assigning your Values to your photo then Aee Plumbing

click “OK” Anchor Construction

Bob's HWAC

Fiegal Construction Group
Yalue Concrete and Paving

k. Caricel Aidd

FReplace
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Now you will notice that the Search 4 E® Unfiled photos - File to
Fields and the Values you have & | Search Field | value |] | ==
chosen are listed in the Search Field & | Building Mame Anderzon Building
Section on the “Info Data” tab. & | Phase Phase 2
= Project Manager Ken Jackson
n"ﬂ Status On Schedule_
= | Sub Contractor Walt's Electnc
t | Sub Contractor Ace Plumbin
—_| 5ub Contractor Regal [:Dnsll'_:ll.l[:t... :4'38:;203&

2.5 Assigning Search Field Values to a Group of Photos

To assign values to a group of photos the instructions will be the same only
when you highlighted and chose multiple photos you will see one difference in
the “Edit Search Fields” window. Now you will notice under the photo thumbnail
are “Previous” and “Next” arrow icons and under that an “Auto Repeat” check

box.

If you click on the “Next” arrow icon you can toggle though the photos you have Ti23I200%
chosen. As long as you kept the “Auto Repeat” box checked then any values 1::14 P
you assign will be applied to all the photos in this group. e | 3 |

¥ Zwto Repeat

2.6 Working with Unfiled Rolls of Film Information

Wh.en gnnqtating an unfiled roll  FrmerpT
of film it is important to know
that Search Fields and "-. If wou close this Roll panel, all Search Fields andjor Kevwords will be cleared.

u ; e Search Fields and Keywords are specific to a Project, and cannot be assigned to
Keywords are “Project SpeCIfIC ° a photo unless that phota is Filed ko a Project,

unlike all other field entries. So

if you are working with a set of TIP: File all photos that have Search Fields/Keywords assignedbefore closing.
images and you've filled out
search field information you
must file them before exiting
the roll of film. If you do not
you will lose any search field or
keyword information you have entered.

Do o wank to close this Rall panel?

Yes Mo

When you delete photos from an unfiled roll of film they are permanently removed from the database.
This is important to know especially if you selected “Yes” to delete from the source and you do not have
another copy of the photo saved anywhere else.
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Section 3.0 — Filing Photos

Assuming that you have all Unfiled photos - File to Doctor's Hospital
the other information fields
filled in (Caption, Taken By,

Now that you have annotated your photo or group of photos you are ready to “File” them to your
Notes, etc) you will notice
that after clicking on “OK” in

project.
the Search field window W

FRAL2008 FREEL2008 FREAL2008 FREES2008
your photo, or group Of. 1:44:14 Phd 1:44:14 Phd 1:44:14 Phd 1:44:14 Ph
photos, thumbnail is still

highlighted.
rione ([l (W Veem -

|T|:utal phatoz 12 |F'age 1 of1 |3 of 12 zelected v

A R R R SRS R T

Now you can right click a highlighted thumbnail to get a box that will
allow you to choose “File selected photos”. File selected phaotas

Select new Praoject Far filing. ..
Cuick Add new Project For Filing. ..

Wiz ralarkad nhakac

When you open your project you will now
see the three photos you selected for -
filing.

If you did not fill out the other information
fields first or if you need to add to another

field you can fill them in then go back and 742812008 THE003 7/2872008
highlight the thumbnails of the photos you 119 Fid i1 P 1414 Fi
want to file.

All required search fields must be filled in on every photo you |

are going to file. If any one of the photos are missing _ _
required search fields you will get a message box informing i l) Selected photols) did not contain

ired Search Fields for this Praject.
you that at Iefastf_cl)_ne of the photos does not meet the rE'Z?t”ELEE SEE;:;E,.I Fijdsst,;:rm;ﬁ|igec
requirement for filing.
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4.1

Section 4.0 — Printing Photos

Selecting Photos to Print

In order to print a photo or
group of photos you must
again first select the
thumbnail(s) that you want to
print.

After highlighting your
selection you can right click
on a highlighted thumbnail
and choose “Print selected
photos...” from the list or you
can click on the “printer” icon
on the toolbar at the top of
the screen.

The Print Options Window will
open from here you have many
choices for printing.

U |j|ﬂ|#E|HE|5°“EB“ mﬂ|1}|mv : Browse

| Info Data | Projects

Dizplay By:

=

M amne

Apex Demo Job
Construction Site
Coroner
:Doctor's Hospital

1

Prinkt Options

File  Fonks  Options

Total pha

B

20 TOpy o clipbmard

Save selected photos Lo File

Ti2gs20nng

e
File selected photos

1:44:14 Pr

‘Wiew selected photos
Pri ted pho

Delete selected Photos. ..

“reake nhatn albnim

—Photos/Page

v iinclude Letterhead [zee (pbons)

il

—AlignText

I Bottom vI

v Include Selected Redline Lavers
v Include Photo Info

Copy/Move selected photos  #

e TEN |

|3 of 26 sele

Print.._. |

Cancel |

— Columns/Page — Photo Info
Iﬂ [T Date/Time
[~ Caption
[~ TakenBy

[~ Permanent Descripton
[~ Additional Descripton
[~ SearchFields

Print Setup._. |
Print Preview._ . |

[T Keywords
Header: I [~ InclDate in Heades
Footer: I [ InclPage Humbers
MHotes:
Pl Mame Style Size
Header: Microzoft Sans Sernif Bald 12
Photo Info:  Microsaft Sans Senf Fegular g
Footer: Microsoft Sans Senf Regular g

4
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4.2 Print Options

Photos/Page: This allows you to choose up to eight photos per page. — Photos/P"
The more photos per page the smaller the image will be on the page.
This is especially true when including additional information with the
photos such as Captions and Notes.

Click here
for more
choices

Click here
for more
choices

Align Text: This allows you to choose where to align additional text Align Tex
information in relationship to the photo you want to include on your

Click here
printout such as Captions and Notes.

for more
choices

Header/Footer/Notes: This Header: | ™ InclDate in Header
allows you to add a Header,
Footer, Notes, include the
current date, and include page Notes:
numbers on your printout.

Footer: | [ InclPage Mumbers

Fonts: This allows you to change fonts for the Header, Photo Info, and Footer kel

on your printout. Choose “Fonts” from the Menu Bar at the top and then File  Fonts  Options
choose Header, Photo Info, or Footer and a font window will open that will

allow you to change to a font of your Fonts

choice. Hame Style Size
Header: Microzoft Sans Serif Bold 12

Photo Info: Microzoft Sans Serif Fegular g

Footer: Microzoft Sans Serif Fegular g
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Include Letterhead (see Options): This allows
you to select this option by clicking on it to put a
check mark in the box. You will be able to put your | Photos/Page | ¥ Include Letterhead (see O plions)
company logo or letterhead at the top of the

File  Fonts  options

printout.
Choose Options on the Menu Bar, then  Libkkialiil e
i ' ptions |
choose Leterhead Setting... File  Fonts  Options R
ellernea ettings... | p—
i phons]

The Letterhead Option indow wil

now open. This gives you the option
of changing the default image to your

company image. Click on the Browse D=t SN B (T Program Files Ly MPSLyns E nterprize’)
button to change the path to the image
you want to use. Image Height |1 a % of the page height
You can change the amount of space Aligr
the image takes up at the top of your = Left
printout by changing the Image Height. " Certer
. " Right
Then you can choose the location of ,
the letterhead image by choosing
where you want it aligned. /
’ ’ o o |
Click “OK” 2
Include Selected Redline Layers: This allows you to print out a W Include Selected Hedline Lavers

selected redline layer that you created for a photo. Even though you can have multiple redline layers
on a photo you can only print one at a time. You must be viewing the redline layer you want to print in
the Viewer screen prior to printing. To learn more about redlining options in Lynx Enterprise see the
Redlining Section of this Manual.

Include Photo Info: This allows you to choose what additional v inchide Photo Ink

information your want included with your photos. Check the “Include — PhotoInfo

Photo Info” option to open the “Photo Info” choices. Check all of the [ DatefTime

photo info options you want to include on the printout. Remember the I” Caption

more options you include the smaller the photo will be on the printout, [~ TakenBy

especially if you have multiple photos on a page. I~ Permanent Description
[ Additional Descripton
[ SearchFields
[ Kepwords
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Print, Cancel, Print Setup, and Print Preview: These buttons give you the I
standard Windows options.

e Print: Lets you choose your printer, print range, and number of copies. Print...

e Cancel: Allows you to cancel out of the print window. Cancel

e Print Setup: Lets you choose your paper size, orientation, and margins Print Setup___
e Print Preview: Allow you to preview your printout prior to printing. Print Preview. .
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Section 5.0 — Searching

5.1 Searching for Images Within a Project(s)

To Search your project or projects first click on down arrow next to the | - | |:
search icon, then choose “Search Projects”.

Search Projects

et a zaved zearch...

Choose your Project or Projects Select one or more Projects to search.

to search
Lioak, for: I
If your list of_pro!ects is long you By: |Name =]
can start typing in the “Look for”
field. This will take you to the Name | Mumber | Selected ltems)
first occurrence in the list of what Apex Demo Job Eastemn Dioctor's Hospital
you type in this field. Case 1234 2
Construchion Site 02046012
o " Coroner Caraner
Click “OK Dractaor's HIZI:E:I:IitEﬂ ExaPLE

[ Select Al Clear | (1] 4 Cancel

Note: You can search multiple projects by holding the “Ctrl” key down and clicking on each individual
project you want to select. If you want to search all your projects then click the “Select All” option
located under the project list. Clicking on the “Clear” button will clear your entire list of selected items.
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A “New Search” box
WI” Open' ThlS WI” Searching._. Doctor's Hospital
allow you to choose
the criteria for your
. DateR Al Save As...
search by choosing Sz d Er
one of the three SearchFields
search options | == =] =]
Caption/Notes/T aken By/Source/Photo Mumbes Add |
The three options can | - = =]
not be combined with Keywords k]
T - - -
each other | - =i = o
* And
Clear |
oK | Cancel | y
Option 1: Search Fields: This is the most effective search method because you can do a
combination search based on your predefined search fields.
Option 2: Caption/Notes/Taken By/Source/Photo Number: This allows you to do a combination
search within these specific fields.
Option 3: Keywords: This allows you to do combination searches based on Keywords you have
entered.
Each of the above options allows you Search Fields
to search using the eight types of filters | =] =] =i
listed at the right. T —
< Mot equal
» Greater than
»=  [areater than or equal
¢ Lessthan
<= Lezs than or equal
% Contains

Does not contain

~
o
e

Unchecking the “Date Range” will allow you to narrow DateRt s | ErEme
down your search options within specified dates. detiange L8 2

Manually enter the dates or click on the down arrow at

the end of the date box to get the calendar option to Sun Mon Tue Wed Thu Fri Sat
pop up. The arrows before and after the Month, Year P R
will allow you to scroll backwards or forwards one 12 12 14 15 16 17 @Ew
month at a time. 19 20 21 22 23 24 25

2 27 28 29 3 3N 1
2 3 4 &5 6 7 8

<2 Today: 10/18/2008
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Using Option 1: Search  SearchFields
Fields click on the drop | ~| m | |
down arrow at the end : :

of the first box and

choose a “Search Field”  |Praject Manager
Status
Sub Contractor

Then click on the drop SearchFields

down arrow at the end of  |Building Name ] B
the third box and choose

a “Search Field Value”.

Cancer Treatment Center
Carzton Center

Children's Clinic
Emergency Center
YWiomen's Health Building

When you have your
criteria chosen you Searching. .. Doctor's Hospital

will click on the “Add”
DateRange [V Al Save As...l

button to add it to
your criteria box

Search Fields
IBuiIding Hame j |= j I.-’-‘mderson Building
Note: Notice that the Caption/Notes/T aken By/Souce/Photo Number
other search options =] i B R
are now grayed out. Keywords
You can not choose ~ —#| Ef [ =

criteria from them to
combine with option
one.

Building Hame = Anderzon Building

OK | Cancel | Y
The last choice you make is what type of search this will be. ~ o
“Or" searches will give you all items that meet any of the criteria '
“And" searches will give you all items that meet all criteria * And

Continue to choose your criteria adding it to the criteria box until all your choices have been made for
this particular search.

Click “OK”
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The results of your search will be FH Results...Doctor’s Hospital
displayed. This includes all media
that met the criteria you choose.

41985 48311985 41985
33652 P 33638 PR 33632 P
|T|:|tal photog 3 Phaotoz dizplayed 3 i

5.2 Creating a Saved Search

Following the same [

procedure asin Searching. .. Doctor'z Hospatal
section 5.1 before

clicking on the “OK”

button you would

click on the “Save As” Search Fields

button. Building Marne ﬂ |= ﬂ I.-’-‘«nderson Building
Caption/Notes/T aken By/Source/Photo Humber

DateRange [v &l

A-Save Search box wil appear

allowing you to enter a name for

your search you want to save.

The drop down arrow will also Select [or enter a new name] far this search...
allow you to choose a previously
saved search. A box will open
telling you the search already |My SearcH =
exists and if you want to overwrite

it.

Click “OK”

This takes you back to the “New
Search” box where your “Saved Ok I Cancel | y
Search” is listed at the bottom. &

Click “OK” to see your results.

Lynx Enterprise User Manuall Page 23 of 33 Manual Edition 5.4.0.2



LYNXPM, L.L.C.

Secure Digital Photo Management Systems
BYT7-955-7711 ext. 82
support@lynxpm.com

~LVEX

LYNX Enterprise - Users Manual

5.3 Retrieving a Saved Search

To run, edit, or delete a search that you have saved click on the dropdown | m = | [
arrow on the Search icon and choose “Get a saved search”

Search Projects

et a zgaved zearch...

The “Saved Search Options” box will pull up. You can highlight
your search that you want to work with. Then choose what you

Saved Search Options |_ O]

want to do next. B B
o @0 X
[d “Run selected search” This will run your search and return cmarch Name [Owner |
the results on the screen. . .
Arccident admir
. . L ) adfasfdas badams
[} “Copy search link to clipboard”: This will copy the link to the bob's hvac admin
clipboard where you can then paste it into other case 123 admin
programs/documents as a hyperlink. This can only be used if your | CESt
Lynx Administrators have setup Universal Link and all the : ""':""" .
requirements needed for it to work. el e

#] “Edit a search™: This will pull up your search in the “Saved

Search” box allowing you to change and overwrite the criteria, or add to the criteria to run or save
additional searches.

XK “Delete a search”: This will allow you to delete any saved searches you no longer need.
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Section 6.0 — Redline

A Redline Layer in Lynx Enterprise does not change the photo, it is just a layer of information you can
place on top of your image. It would be like taking a photograph and placing a piece of clear plastic
over it then writing on the plastic. Lynx Enterprise allows you to create multiple Redline Layers but you
can only view and print one at a time.

Note about Redline Rights: Using Relining in Lynx Enterprise is a right granted to you by your
Lynx Administrator. If you do not have the ability to perform any of the below functions then
check with your Lynx Administrator to see if you have been given the proper rights for using
Redline.

6.1 Creating Reline Layers

To create a Redline Layer on an image you will have to open the image in the Photo
Viewer this is done by double clicking on the thumbnail of the image you want to
create a layer on. You can also highlight the thumbnail, right click, and choose
“Veiw Selected Photos”

31951936
25700 Phd

In the Photo Viewer screen is where
you will now find the Redline Layer
Toolbar

ELa_I,IersEI (mane]

Click Here to Create
Hew Layer

The “Layer Properties” box will open Layer Propetties

and you can give this layer a name by Give this
typing it in the “Caption” field. You will Owner |admin 'ﬂf‘:&a
also be able to add notes to this layer

that allows you to describe what this Caption |Sample Layer 1

Iayer may contain. Mates | This iz my zample laved
This also tells you who created this

layer by the user that is listed in the

“Owner” field. The “Source” field tells

you what Lynx Enterprise Serial Source 330000080
Number this layer was created in.

Click “OK” Ok | Cancel |
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You will now notice that the “Layer -
Toolbar” has more information and : Lapers 1 Sample Layer 1 ~
icons available.

EIRIRRE R

Layers 1 o ici imi
1 This indicates how many layers you have on this image. You can create unlimited

layers but can only view and print one at a time.

Sample Layer 1

This is the layer that you are viewing and/or working with.
Use the dropdown arrow to switch between layers you want to view. Choosing “none” will allow
you to view the image without any Redline Layer showing.

‘—1 Properties: This will allow you to open the property box again. From here you can edit
the Notes and Caption of the chosen layer.

u New Layer: This allows you to create new and additional layers to your image.
M Edit Current Layer: This allows you to edit a previously saved layer.
E Delete Current Layer: This allows you to delete the currently chosen saved layer

EI Save Current Layer: This allows you to save the layer you are currently working on. You
must save the layer after you have made any changes or edits. The icon is grayed out until you
start working with the layer.

Once you choose to work with a layer, you will also get a ! ek Tl 'Ol T O] 2] 1K1 21 T
“Drawing Toolbar” that will give you a basic set of drawing  * e ll —I —I QI —I EI c—l EI i

and text tools to use to create or edit your layer.

II “Text”, EI “Ellipse”, EI “Rectangle”, QI “Polygon”, il “Line Arrow”,

EI “Polyline™, ‘il “Freehand”, EI “Stamp”
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By clicking on the “Text” icon ll you can click on an
area of your image and start typing. The size and

resolution of your image will determine the initial text
size. You can right click on the text box and get a list Pen color...
box of available options that you can use to edit your Text color...

text box. Back color, .,
Pen width

Font...
Backskyle
Locked
Moveable

Texk arienkakion
Sizeable

Text locked
Hatch skyle
Haktch color., ..
Text justification

Cuk

Copy
Delete

By clicking on the “Line Arrow” icon il you can draw straight Ren calar...
lines on your image. Click on the line to choose it then right click Pen width
on it to get a list box of available options including changing the Lacked
“Line End Style” to an arrow head. Maoveabls
Pen style
You can also move where the line points to by clicking on the 2 Pen fill style

line to choose it and placing your cursor on either end of the line. . Sizeable
Click and hold down your mouse button, then drag the line end
to where you want it.

Mudge up

Mudge down

Bring ko Fronk
Send ko back,
Cut

Copy

Delete

Line End ! Line
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By clicking on the “Stamp” icon and then clicking on your
image you will get a text box that says, by default,
“Approved”. You can right click on the Stamp box and get a
list box with available option to use for editing this box. Pen calar. .
o Text colar. ..
You can also change the “Set Stamp text” by clicking on that Biack calar. .
option. The “Text Edit Form” box will open and you can Pen width
change “Approved” to something else. For example “Draft”. S—
Backstyle
Locked
Mo eable
=5 Texk arientation
IDrafd Sizeable
Hatch style
Cancel | Hatch colar...
y Mudge down
Send ko back,
Click “OK” Cut
Capy
Now click on the “Stamp” icon again and then click on your Celete

image. The Stamp box will now be set to “Draft”.

Set Stamp text. ..

Note: If you were editing this layer, remember to click on the “Save Current Layer” icon to save
your changes on your image

B —

Sample Text

Based on the above instructions, the layer will look like
this.
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Right click on the screen and choose “Close Photo Viewer” or click on the “Close

Photo Viewer” icon at the end on the Viewer Toolbar it will take you back to the
main screen and your thumbnails. Notice now that the thumbnail of the image you
just added a layer to has a red hash mark below the image and to the left of the

thumbnail information. This lets you know that a redline layer or layers are created 3191998
for this image. 357:00 Ph

6.2 Printing Redline Layers

To print a redline layer with your image, make sure that you are viewing the layer you want. Do this by
opening your image in the Photo Viewer screen selecting the layer you want printed. Right click on the

image and choose “Print”. The “Print Options” box will open (for detailed descriptions of these options
see “Printing Photos” Section of this Manual).

Note: If you are printing multiple images with redline layers then go to each image in the Photo
Viewer screen and make sure you are viewing the layer you want. You can then exit the Photo
Viewer screen and highlight and print multiple images from the thumbnail screen.

In the “Print Options” box choose “Include Selected Redline Layers”
when printing. You can also click on “Print Preview” to see if the layers
are properly selected and ready for printing.

[+ Include Selected Fedline Layers

You can also click on “Print Preview” B Print preview H=
=l button to see if the layer or & &2 ~ | [ [0 & (B @ Page | 12
layers are properly selected and ready for
printing
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Section 7.0 - Create a Photo Album

Creating a Photo Album in Lynx Enterprise allows you to create a slide show of selected images. The
file created is a .zip file that you can then send anyone to unzip to a folder then play the slide show by
clicking on the enclosed .html file. This file will use their default web browser like Microsoft’s Internet
Explorer to open the Lynx Photo Album that you created.

Note about Creating Photo Album Rights: Using the Create Photo Album feature in Lynx
Enterprise is a right granted to you by your Lynx Administrator. If you do not have the ability to
perform any of the below functions then check with your Lynx Administrator to see if you have
been given the proper rights for Creating a Photo Album.

7.1 Selecting Images for your Album

To create a photo album select the image or images you want included in your album.

Use the Shift key on the keyboard to ¥ Doctor's Hospital
choose a group of photos. Do this by
clicking on and highlighting your first photo,
then hold down your Shift key and click on
a photo at the end of a series you want to
select.

. r . . ThAgsz00g Tr2asz008 7 3191998
To select individual photos in various 1:44:14 Phd 1:44:14 P 3:57:00 Fh

locations on the screen hold down your Ctrl
key and click on each thumbnail you want
included in your group.

351995 48,1995 451995
3:42:35 P 33738 P 3:36:52 P
|T|:uta| photos 23 |F'age 1of1 |4 of 23 selected >
Next Right Click on one of the highlighted thumbnails and choose “Create CopyfMove selected photos  #
Photo Album” Delete selected Photas. ..

Create phato album, ..

aroup Edit Captions. ..
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7.2 Album Options

The “Album Options” [ Album Options M=] E3
window will open.
From here you will —Phato Dptions —Alburm Laga
_select Whaf[ you want ¥ Include Selected Redine Layer |C:ADOMB.pg |
included with your —
. ™ Include Yoice Files
images, the photo — Phetaln
size, and if you want ¥ Include Phata Info B TS
to password protect [ Do not resize phatalz) P .Eaptiu:un :
the file. _ ¥ Taken By
—Phota Size .

. . ¥ Pemanent Dezcription
Betl_ow 1S exptl]alne?[l the Resize to: 20 2 of original V¥ Maotes
options you have 1o ¥ Search Figlds
choose from. m N » W Kepwords
When you are done [T Password Protect

Click “OK” ]4 I Caticel |

Include Selected Redline Layer: You must first make sure you have that redline layer loaded in the
viewer screen. Refer to the “Redline Layer” section of the User Manual for instructions on view a
redline layer.

Include Voice Files: Allow you to include any voice recording files associated with your image or
images.

Include Photo Info: Allows you to choose any of the information listed under the Photo Info section to
the right. Uncheck any of the information you do not want to include.

Do not resize photo(s): By default the image is set to resize by 25% of the original. This is the
original size within the Lynx Enterprise Database. If you are sending your Alboum by CD/DVD then size
may not be an issue and you would choose not to resize your photo(s). However if you are planning on
emailing your Album then size might matter and choosing to resize can be helpful. Keep in mind
though, if you use compression when acquiring your images into Lynx Enterprise then you may need to
test the result of resizing it even smaller and adjust it accordingly.

Password Protect: This allows you to add a password to your
Album file. Check the box and a entry field will open so you can
enter a password. You will have to give this password to anyone |1
you send this file to in order to open it.

¥ Paszsword Protect

Album Logo: By default this will be the LYNXPM, L.L.C company logo but you can change it to your
company logo or any other .jpg image file. Browse to a location that contains the jpeg image you would
like to use. This location will be added to your preferences and stay that way until you change it.
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7.3 Building, Saving, and Sharing the Album

After choosing your option — ;
and clicking u(g)%n the P |Eu|||:||ng the album... |D|:u:t-:|r's Hozpital
information bar at the

bottom of the screen will say “Building the album...”

When it is done building a Save As EHE
“Save As” window will open
allowing you to save and
name your file.

Save in: I_." Lyrx Alburm Files j =) i Efl-

Once you have created and
saved this .zip file you can
share it with others. Put it
on a CD, DVD, flash drive,
etc. or you can attach it to
an email and send it to your
chosen recipient.

Remember if you password
protected this file to give
the password to the

recipient. ‘g
P

My Computer

File: hamne: r-J ovPhotod b j Save I
Save as type: IZip files (" zip™) j Cancel |
4

Your or the recipient you have sent this album to will just unzip the files & NovPhotoalbum  [[=] B3

to a folder on a hard drive location. The folder will now contain two '| : _ |
items, an “assets” folder and the “LYNXPM_Album_Viewer.html” file. | E'E _______ Edit  Yiew i

It is recommended that the file be unzipped into its own folder especially & LtxPM_album_viewer bt
if you or the recipient is going to save the album as a monthly record or
link the .html file of this album to another program. For instance other
software programs you might use for Daily/Monthly Reporting, Project Planning, Construction
Management, etc.

Both the html file and the assets folder of the same album must be in the same exact location (i.e. its
own folder) for this to run properly.
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7.4 Viewing the Album

Double click on the “LYNXPM_Album_Viewer.html” file to start the slide show in the computers default
browser (i.e. Microsoft Internet Explorer, Mozilla, etc.) The images will display with all the information
you have selected to be included with the album.

On the top right is the buttons to toggle through your images individually or you can click on “Start
Slideshow” to play the images. You can play this show in a loop and also adjust the “Display Speed”.
If you checked “Include Selected Redline Layer” when creating your album then any image meeting
that choice will show with the layer on the image. Below the image is the ability to “View Full Screen”
and “Hide Information”. To the left of the image will be the name of the project this aloum was created
from. Under that is the images title that is taken from the “Caption” field in the database. If you do not
put a caption on your images in Lynx Enterprise this list will be blank.

The custom logo is located at the bottom right. If you changed the .jpg image when creating the album
the image will display here instead of the default LYNX logo.
[ Loop Jl Display Speed: (2.5 |sec. E

|EJ E B @ Istarl: Slideshow [

Crane Tower

East Construction Site
3D AutoCad Drawing

Corridor between Buildings

| View Full Screen ] Hide Information ]
Caption: 30 AuteCad Drawing [a
[ DateTaken: 3/19/1996 3:57:00 PM |
Y TakenBy: Steve Jarrel|
* Project: Doctor's Hospital
_ Notes:

| En terprlbe AutoCad 30 Drawing exparted fram Cad wsing Plot to File (Tilf) command, then imported into. | o

| Powered by Lynxpm . umxem  1s7ress7m
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