Student Picture File for Photographer and Uploading Pictures

Step 1: Run Student ID Report

Once logged into FACTS please select Report Manager from the Left Side |
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Select Report
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Select Create A Report > Create a Student Report
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Category Reports
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Click the Double Arrows to move all Students to “Selected List” and Click View Report

Year Filter Selection List Selected List
2020-2021 v [ District wide _Doe, John = _Doe, John

[ Next Year Abraham, George Abraham, George
@ Status ALL- Allison, Gabrielle Allison, Gabrielle

Allison, Sebastian Allison, Sebastian
O Homeroom Dua Eeit Alvarada Hannah Alvarado, Hannah
U Class Bl d Alvarado, Theodors
o Graduat ¥

O Activity !n;aciiii,e - Select Report . Alvarez, Ellie

O Admissions

Distance Learning =

Manager

Advanced Filter

Andersen, Zun

Atwood, Sadie
Bachman, Andrea
Bachman, Kayla
Barnett, Alexandra
Bamett, Josephine
Bates, Leo

Benavides, Grayson -

Records: 372

Alvarez, Raelynn
Andersen, Jade
Andersen, Zuri

Euil Dgy Andrews, Damian Andrews, Damian
Grade: 01 ! i : i
Grade: 02 Andrews, Diana Emilia Andrews, Diana Emilia
Grade; 03 - Andrews, Nicholas Andrews, Nicholas

Atwood, Sadie
Bachman, Andrea
Bachman, Kayla
Barnett, Alexandra
Barnett, Josephine
Bates, Leo
Benavides, Greyson

Records: 372
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Click the
| Double Arrows

]

Create a Report
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Select “Export to Excel” to provide copy for your photography company

Back to Filters Export to Excel

Student ID (System) LastName, FirstName Status
Allison, Gabrielle
Bachman, Kayla

1. 1201491
2. 1201492

Select Export

to Excel
Grade Level
Enrolled 07
Enrolled o7

Step 2 Send Student ID Report to School Photographer

*Please Request from your School’s Photographer

Step 3 Multiple Picture Upload

Title Picture Only with the Student’s Person ID i.e., Student ID
Title Staff Pictures with Person ID
Use JPEG or Gif File Format and Pictures should be 172 x 228 Pixels

Select System from the Left Side Menu, then click Configuration

Security

System

Configuration

< FACTS

Select System >
Configuration

Select Multiple Picture. The “Multiple Picture Upload” screen displays. Select Person ID i.e., Student
ID (Format requested from School’s Photographer). Click Browse for Files

Select Multiple
Pictures
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Multiple Picture Upload

You may upload pictures for a group of students, family individuals or staff and faculty members by
using Multiple Picture Upload. Pictures should be provided in either JPG, PNG or GIF file formats at
172 % 228 pixel for best results.

Match photos based on:
O Person ID %l seIeCt
Person ID
Valid Filename wvalid Fil
Click Browse
lear Photos . q Browse for files Upload
for Files




Locate the files to upload, use “CTRL key + letter A’ to select All Files then select Open

@ File Upload

1 » This PC * Desktop » Lifetouch Photos

Organize » Mew folder

FACTS Document; *
Lifetouch Photos

@ OneDrive

3 This pC
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[ Desktop

S

= Documents

1201749

4 Downloads

D Music

[= pictures

B videos

i Windows-SSD (C
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Chloe smith

L R i

1201874

File name: |"1201574" "1201749" "1201874" "1202385"

=sswusbleagm v | All Supported Types |

Select
Open

Search Lifetouch Photos

=+ W @

AT

1202395

1202534

Cancel

Pictures accepted for Upload appear in the Valid Filename Column. Pictures named incorrectly appear

in the Invalid Filename Column.

Multiple Picture Upload

You may upload pictures for a group of students, family individuals or staff and faculty members by
using Multiple Picture Upload. Pictures should be provided in either JPG, PNG or GIF file formats at

172 % 228 pixel for best results.
Match photos based on:
(®) PersoniD (C) School UDID

Valid Filename

Kane Henry | 1201749.jpg
Sexton Leah | 1201874.jpg
Smith John | 1202395.jpg
Smith Tim | 1202534 jpg

Valenzuela Addison | 1201574.jpg

Select Clear Photos
to remove Photos demmp cicar Photos
and Start Again

X X X X X

Invalid Filename

Chloe Smith.jpg D

Wrong File Name Used.

, Change File name to Student’s

Person ID and upload again

Browse for files

Upload




Once Pictures are validated Select Upload

Multiple Picture Upload

You may upload pictures for a group of students, family individuals or staff and faculty members by
using Multiple Picture Upload. Pictures should be provided in either JPG, PNG or GIF file formats at
172 % 228 pixel for best results

Match photos based on:

(® PersoniD () School UDID

Valid Filename Invalid Filename

— Henry | 1201749.jpg

Valid Filename
Column

Logan Chloe | 1201529 jpg
Sexton Leah | 1201874.jpg
Smith John | 1202395.jpg

Smith Tim | 1202534 .jpg

X | X X | X | X | X

Valenzuela Addison | 1201574.jpg

Select

Clear Photos W Upload
Upload

Confirmation received when Pictures are Successfully Uploaded

Pictures are
Successfully Uploaded

& Files uploaded.

Multiple Picture Upload

You may upload pictures for a group of students, family individuals or staff and faculty members by
using Multiple Picture Upload. Pictures should be provided in either JPG, PNG or GIF file formats at
172 x 228 pixel for best results.




