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SOFTWARE LICENSE AGREEMENT
IMPORTANT - READ CAREFULLY

Thisisalegal agreement between you (either an individual or a single entity) and Timestone Software. By keeping this
package and using the software, you are accepting the terms and are bound by the terms of thislicense. If you do not wish to
enter into this agreement, please promptly return all copies of the Software, User Guides and Hardlock devicesto Timestone
Software for afull refund. This User Guide and the software programs it describes are protected by copyright, trade secret
and trademark law. By accepting this license, you have the right to use them, subject to the terms and conditions of this
license agreement.

Definitions and I nter pretation

. Software means the Program modul es enabled and authorised for use for your installation.

. Hardlock device means the hardware device used to enable the Software to function.

. Scope of Agreement

. Timestone Software hereby grants you, the original purchaser, personal, non-exclusive license to use the User

Guide and the Software subject to the terms and conditions of this Agreement.

. Grant of License. You may use the Software on a maximum of one computer that you own or operate at a
single physical location . You may transfer the Software from one computer to another provided that you do
not use or permit the usage of the Software on more than one computer or computer terminal at atime.

. Copies. You may not copy or duplicate the Software, except as necessary solely for archival purposes,
program error verification, or to replace defective storage media, provided you keep the original and the
copies. You may not ater, decompile or disassemble the Software.

. Transfers. You may not sublicense, lease or rent or lend the Software or transfer any of your rights under this
Agreement. You may transfer the Software (together with any backup copies you have made), Hardlock
device and the User Guide on a permanent basis so long as you retain no copies, the transferee agrees to be
bound by the terms of this Agreement, and Timestone Software has authorised the transfer by written
confirmation.

. Term. The License granted in this agreement is effective until terminated. You may terminate it at any time by
destroying or returning to Timestone Software the Software and the User Guide, together with all copies, and
returning to Timestone Software the Hardlock Device. If you fail to comply with any term or condition of this
Agreement, this License will terminate and, upon such termination, you agree to destroy or return to
Timestone Software the Software and the User Guide, together with all copies, and return to Timestone
Software the Hardlock Device. Termination of this license shall be in addition and not in lieu of any other
remedies available to Timestone Software.

Limited Warranty, Disclaimer

Timestone Software warrants that the media on which the Software is recorded and the User Guide provided with it are free
from defectsin material and workmanship under normal use for a period of 90 days from the date of your original purchase.
Except for the limited warranty described above, the Softwareis sold “asis’, and you are assuming the entirerisk asto its
quality and performance. It is your responsibility to verify the results obtained from the use of the Software.

Limitation of Remedies

If during the 90-day limited warranty period, you discover physical defectsin the User Guide or in the Media on which the
Software was recorded, Timestone Software will replace them as no charge to you. Thisis your sole remedy.

IN NO EVENT WILL TIMESTONE SOFTWARE BE LIABLE TO ANY PERSON FOR ANY DIRECT,
INDIRECT, SPECIAL, INCIDENTAL, CONSEQUENTIAL OR SIMILAR DAMAGES, EVEN IF TIMESTONE
SOFTWARE HASBEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.
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Before you Begin...

Scope and audience

This manual covers both operation and technical aspects required to use NeoGroup. The
manual is divided into several chapters — see the Table of Contents at the start for a broad
summary. Alternatively, consult the Index for specific procedures.

If you' re planning to have multiple users using NeoGroup in a networked environment,
you' |l need to look at Chapter 4, License Server, for info on how the license system
works and where to put that hardlock/dongle we sent you!

Getting more help
More help is available for NeoGroup from the following places:
e Related documents such as our Color Management Guide and the Bitmap
Compare Utility Guide.
e Help pages from our WWW site, http://www.timestone.com.au
e Technical support as noted at the end of this chapter

Pre-installation requirements

You will need to following resources and information before you start installing
NeoGroup:

e NeoGroup software installation CD-ROM

e NeoGroup software user’s guide

e Hardware protection device

e ‘Unlock’ code supplied by Timestone Software

e Your computer complies with the hardware and software specifications
asoutlined in Chapter 3, Installing NeoGroup.

Learning NeoGroup
Included on the NeoGroup CD-ROM are contained the following resources.
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e |nstallation files
e NeoGroup user manual —the document you are currently reading

Getting help from Technical Support

We offer many different methods of support. However, we strongly encourage you to use
e-mail asyour primary support mechanism.

Telephone support

|:| Telephone support is available by calling Timestone Software during our business hours.
These hours are:

9:00 AM —5:00 PM Australian Eastern time
The telephone numbers are:
Voice: + 61 39570 9899

Fax support

You can fax us with questions or queries. Please address your fax queriesto Technical
— Support. The fax number is:

Fax: + 61 3 9570 9855

E-mail and WWW support

There are support pages that include links to the newest versions of the software, as well
as user documentation, and ‘ Frequently Asked Problems'.

Our WWW and e-mail contacts are;

WWW: http://www.timestone.com.au
E-mail: support@timestone.com.au
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System Requirements

Hardware requirements

The following hardware requirements are required as a minimum configuration to run
NeoGroup. You should always attempt to exceed these requirements.

If you have a choicein areas that you can afford to exceed these requirements — do thisin
the following order:

Memory

CPU class (Pentium I1, Pentium I11)

CPU Speed

Hard disk speed (Ultra, UltraWide, RAID)
Other

Minimum requirements

Intel Pentium Il processor at 350 Mhz

100 Mhz system motherboard (Bx class)

128 Mb RAM

4AMb Video card (1024 x 768 @ 24 bit - see note)
9Gb Hard Disk (see note)

10/ 100 Ethernet card

33.6k Modem

High quality (Sony, Apple) 17" colour monitor
Windows NT 4.0, Service Pack 3

Mouse with mouse wheel (Microsoft, L ogitec)

Optional Extras

6 x 9cm Graphics Tablet with pressure sensitive stylus (Wacom)
CD-R or DVD RAM drive for data backup
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Notes

Video Card: It is most important to use a high quality video card. In particular, you
should use video cards that support monitor calibration in some manner. Typically,
manufacturers such as ATI or Video Seven have such products.

Hard disk: If you are using NeoGroup on a single workstation, you should realise that
very quickly you will use 9Gb of data storage, just with the images you scan to create your
products. If your requirements are low volume, you could consider a single 9Gb hard, and
continually move images that are finished onto a CD-Rom or DVD-RAM disk. However,
if you are producing just an average number of packages, you will want to use a number
of drives. Fortunately, hard disk drive costs are relatively low today.
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Installing NeoGroup

Open the CD-ROM in Windows Explorer or My Computer, and double-click thefile,
Install NeoGroup. The installer

4 welcome E
screen appears.

‘wielcome to NeolGroup Setup program. This
program will install MeoGroup on your computer.

The installation process may
require arestart mid-way through
the process. If the installer
requests you to restart the PC,
please do so, astheinstallation is
not able to complete without the
restart.

== bt Important

The installation process may regire the PC to be restarted.
Fleaze enzure no other programs are running before beginning.

Click Cancel to quit Setup and close any programs vou have
nning. Click Mest to continue with the Setup program .

WARMIMNG: Thiz program is pratected by copyright law and
international treaties.

Unautharized repraduction or distribution of this prograrm, ar ang
portion of it, may result in severe civil and criminal penalties,
and will be prozecuted to the maximum extent possible under
law.

e Choose Next to proceed.

¢ Read the contents of the
ReadMe screen. It contains
timely information that
may be required for the
installation. Choose Next to proceed.

Cancel

e Choosethelocation for the program files to be installed to. Unless you have a
particular reason for changing the default path setting, we recommend you leave it
asis. Choose Next to proceed.

e Allow the program to create backup files for the installation. Choose Next to
proceed.

43 5elect Components

In the options list below, select the checkboxes for the options
that you would like to have installed. The disk space fields
reflect the requirements of the options you have selected.

e  Choose the componentsto
instal. If thismachineis
to house the hardlock,

¥ MeoGroup 1.0.3 17657 k
i nstal I the L | cense wver [ Hardlock Device Driver 1071 k
™ Licerize Server 213k
Component. [+ Documentation 3056 k
e Documentation and
tutorial files are installed
to the same directory as
the prograrn fl Ies Dizk Space Bequired: 21784 .
Dizk. 5 pace Femaining: F484006 k.
e Choose Next to proceed.
< Back Cancel
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e Select the name of the Program Manager group to add the icons to. Choose Next
to proceed.

e Onceyou're happy with  [EEEN ]|
all the settings, choose 4
Next to proceed, or
choose Back to change % &
any of your settings. i s

Copying file:
CAWAMMNT 445 pstem 324 M stk prp.dll

&l File

e Theprogram filesare
installed.

Time Remaining 0 minutes & seconds

e Onceall thefiles have
been installed, the
Complete screenis
shown. Choose Finish to
complete the
installation.

ZEeR| S

Installing the Adobe Acrobat Reader

If you want to view the application documentation, you will need to have Adobe Acrobat
installed. If you don’t have the software on your system, use the installer on the CD.

X Note: If you'veinstalled ‘over the top’ of ademo version, you'll find that the
documentation on the CD is likely to be a much larger file than the one you
downloaded. Although the manual is the same, the version on the CD has images
saved at a higher resolution. You won’t notice much difference viewing the manual
on screen, but you will certainly notice a difference if you print it.
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License Server

Timestone Software’s Neo applications are protected from unauthorised use by alicense
server. The license server runs as aWindows NT service, and isinstalled as a component
of theinstaller. It consists of severa components:

e A hardlock or dongle that is connected to the Server PC's Parallel port

e ThelLicense server, installed only to the server PC

e TheLicense Manager which isinstalled to the Server, or can be used on a
workstation connected to the network

e Severad support files

Understanding the License Server

When a Neo application is licensed from Timestone Software, we issue your site with a
hardlock or dongle. This hardlock contains a unique Key code that is specific to your
installation. Without the hardlock, it is not possible to use the Neo application.

It is possible to purchase single or multi-user licenses for Neo applications. When the
licenseisissued, it is‘added’ to the license server. You will then be able to use the number
of applications you have licenses for.

When a Neo application is started, it asks the License Server if thereisalicense available
to use. If thereis, the application will launch and ‘use’ alicense.

If there are no licenses available for that application, an error message will be given and
the program will quit. You will not be able to launch the application until alicense
becomes available, either by adding more licenses, or by one of the users quits their
running Neo application.

Installing the License Server

When installing the Neo application, choose the License Server component. The License
Server service will beinstalled.

= It is not necessary to install the License Server on any machine other than the one
that will host the hardlock.
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You will be required to re-start the PC. Do so.

Once the PC has been re-started, you will notice several things:
e A new control panel License Server has been added to the Windows
Control Panel
e A new service, Timestone License Server has been added to the Services
list
e A new program, License Manager has been added to the Start > Timestone
Software menu.

Connect the hardlock to the License Server’s parallel port.

Configuring and testing the license server

The hardlock can be connected to any machine in the local area network. This machine
doesn’'t have to have a Neo application installed to act as a hardlock server.

Hardlock and License Server installation

First, make sure the hardlock is plugged into the hardlock server’s paralel port. Run the
Neo application installer, and make sure that the License Server and Support Files
components are chosen. It is not necessary to choose the Neo application component if
this machine will not run the app. Allow the installer to re-start the PC as required.

License Server configuration

Open the Windows Control Panel. Locate the License Server icon, and double-click it. The
License Server control panel opens.

Enter the computer name for the hardlock server, and press Test. The License Server will
then check to confirm the presence of the hardlock on the PC. If the hardlock is correctly
detected, the control panel will report oK. If an error is displayed, confirm the following:

e Check you have entered the computer’s name correctly

e The hardlock is connected to the PC's Parallel port

e Theparalel port isfunctioning correctly

e BoththeLicense Server and Support Files components have been
installed

If an error is still given, contact Timestone Software or your distributor for support.

License Server Setup

Server Computer

Mame: |aiax

Emor: 0K

ak Cancel
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Enabling your licenses

When you purchase the Neo applications you will purchase a number of user licenses.
Timestone Software will supply a number of enable codes that will add licenses to the
license server. These files are supplied either as an e-mail to your system administrator, or
on a CD-Rom. The enable codes are shipped to you separate from the hardlock for
security reasons.

Adding the licenses to the license server

Ensure that the hardlock and server software has been installed and successfully
configured.

From the Start menu, choose, Timestone Software > License Manager. The License
Manager will open.

Pay particular attention to any errors displayed in the Last Error section. Before any
configuration has been carried out, it may display Missing/empty license code table file.
This error will disappear once valid licenses have been installed. If the error reads
Hardlock is invalid or missing, review the installation of the hardlock and License Server.

If you need to open the License Server setup control panel, click the Setup button at the
bottom of the License Manager. The License Server setup control panel will open.

=2 Tawestone Seltme Loense Hanages [ =]
Y| | Codaz |
Lint
Lt K Last Ermor
Wirring gy hears eode ksl e Hardlack iz invalid or mizzing.
C Fa :
— Setup Exit

Choose the Codes tab. If licenses have not yet been added, thislist will be empty. Any
previously entered license codes will be displayed in thislist.

To add new licenses, click the Add file... button. A File Open dialog is displayed. Locate
the license code files that have been supplied to you, and choose it in the list, then Open.
After abrief pause, the new license appearsin the list of added licenses and are available
for use.
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Each licensein thelist will note:

e The name of the licenses application
e Theversion number licenses
e The number of licensed users

If you have more licenses to add, do so until you are finished.

hlocsied  Codes |
List

2 10000 MRt 1; e
o 100EN: Mo ack 1 bt

_dse |
Sasup Eat

Configuring workstations to run

Once the license server isinstalled and licenses added, each of the workstations of the
LAN need to be configured. When the Neo application was installed, the License Server
setup control panel was also installed. On each workstation that will use a Neo application
license, open the Windows Control Panel, and start the License Server setup control panel.

Enter the computer name of the PC that is hosting the hardlock, and press Test. If the
computer could be found over the network, and its License Server was running correctly,
OK will be displayed inthe Last Error area. If an error is displayed, ensure that:

e Thelicense server PC is switched on, and the License Server is
configured and running
e [tisconnected to the network

e Theworkstation you are configuring can browse the network, and ‘ see’
the License server PC
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Close the control panel. The Neo application will now be able to launch, aslong asavalid
licenseisfound on the License Server.

Backing up your license server configuration

If you want to back up your license server configuration, thereisasinglefileto archive.
Thisfileisfound in the License Server sub-directory of the main installation directory.
Usually, thiswill mean adirectory path of:

C:\Program Files\Timestone Software\License Server\
Back up thefile:

e TsLServer.lct
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Understanding NeoGroup

NeoGroup is a highly automated creation tool for labs wanting to create traditional group
images digitally. It offerstight integration with other Neo applications, sharing name and
other data with these. There are many different ways NeoGroup can be used to create the
group jobs, each method offering additional automation and labour saving.

When creating a group image, name data is either imported or manually entered, the
groups created, then the row lists are constructed. When production is ready to be run, the
group is chosen, then atemplate selected. The template contains all the graphic elements
required to create the final group, aswell as specia replaceable ‘@' codes. This means
that you can design a series of templates at the beginning of your season, include special
text codes in the name board, as well as tagged graphic objects that represent the school
logo, or perhaps the principal’s photograph.

When the template is selected, the necessary data— such as the school name, class teacher,
the school logo graphic and other variable objectsis placed into the design. Theresult isa
finished and attractive traditional group image, created with a minimum of effort.

NeoGroup’s main features

Image Handling

Images imported to NeoGroup can be cropped, zoomed, and correct for colour, density
and contrast. The aspect ratios involved in your production is previewed on-screen by
super-imposing lines indicating the aspects. Images can be corrected quickly using either
the mouse or keyboard.

Name Data and Group structure

Names can be either imported via atext file, or manually entered. Upon entry or import,
the names are gathered into the relevant group lists for later use constructing the row lists.
The data and images are gathered together as ‘ Folders’ and ‘ Groups . Folders can contain
more folders, allowing a natural data structure be created (The ‘ Year 3' folder isasub
folder of the *Junior School’ folder), aswell as the groups themselves.

Folders have specia properties such as the * School Name', or * Principal Name' that
allows the templates to gather the required data together for a particular group
automatically.
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Template based design

NeoGroup uses a template to create the designs used for production. The templates can
contain both fixed and variable objects, which are placed into layersin atemplate. Layers
can be positioned in front or behind one another.

FE Meokack /Professional - £ Docamsents and

Layers can contain bitmap or Vector (WMF) graphiCs, ‘e e imsges | moce e

aswell as text objects. B Wiz =
Templates also support 1 bit image transparency, :;w;mi j' oy S
allowing images be placed ‘into’ another image. o _— a

Variable objects

NeoGroup templates allow special variable objects be placed into adesign. These variable
objects can be either text or graphic types, and allow a single template be designed and
used for many different schools. For example, you might place an object into a design that
represents the school logo. The logo bitmap isimported and identified as ‘ Logo’ for this
particular job. Once printed, NeoGroup fetches all the necessary variable objects, and
places them automatically.

Name entry

Row lists can be constructed using pre-entered or imported name data for quick entry, or
manually typed. If the name datais available, entry is done by typing afew characters of
either thefirst or last name — or even an ID number. The names that match the characters
entered are displayed for quick entry in the row list.

If names have not been entered previously, the row lists can be constructed manually by
entering the names.

Job creation

Jobs are finally created by choosing the group, then applying atemplate from those
available. Groups can be created singly or as a group.

Using NeoGroup’s interface

Once NeoGroup has been installed, choose NeoGroup from the Start menu > Program Files
> Timestone Software. NeoGroup will start. If you are asked for an unlock code, or told
that the software protection device is not present, please review Chapter 3, Installing
NeoGroup.

There are 5 distinct modes of operation for NeoGroup. Depending on which mode you are
in, the screen contents will appear quite different. Switch modes by choosing Mode > then
the desired mode. The 5 modes are:

e Detailsmode—import and edit job name and other details

e | mages mode —import crop and color correct the portrait images

e Namesmode — add namesto row lists

e Form Packs mode —form the finished pages

e Design mode — create the templates to be used for the pages
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Image Mode
Images are imported, cropped, corrected, then allocated to groups.

R . '.-:"."-1- a2

afe oy

Figure 1: Image Mode

Details Mode
Folders are created and manipulated, name data entered or imported.

W] [ @UAE GBS S | Lo D | s oot | Yt e [ R (T

Figure 2: Details mode
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Names Mode
Therow lists for each group are constructed.
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Figure 3: Names Mode

Design Mode
Design templates for use with your group images.
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Figure 4: Design Mode
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Form Pages mode
Where the jobs are finally created, ready to be printed.

PO

Figure 5: Form Page mode

Common interface elements

Regardless of the mode currently selected, there are several common elements you will
see when using NeoGroup.

Using toolbars

Each of the NeoGroup toolbars features tooltips, and docking.

Tooltips

You can get a brief description of atoolbar button by pointing the
mouse at a button for a second. A tooltip will appear, giving a brief
description of the button.

Oueue:[Crop Image Tool |
Resizing pane windows

The three main pane windows can be resized freely. You can open a pane so it takes up the
whole program space, or close it completely to allow space for other operations.

Passing the mouse over the edge of the three panes will change the cursor to +||-> %
the pane move cursor.

Click and drag the mouse — the pane will resize as you drag.
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Figure 6: Resizing a pane

Y. Each of the panes has aminimum size. If you drag the pane past its minimum size,
it will completely close, and the other windows will expand to take its place.

Shortcut keys

There are many shortcut keys that allow quick selection of program options. These
shortcuts are either indicated within a menu selection, or within the pal ette being used.

For example, if you wish to adjust the image contrast, press and hold the Control key, then
the C key. The value in the Contrast adjustment is hilighted ready for use.

;o D

Pal ette shortcut indicated
within the palette
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Configuring NeoGroup

Setting the Program defaults

There are a number of program defaults that need to be set to ensure NeoGroup is most
useful to you. Things such as the location of various files and default fields need to be set
for your lab.

Open the Options dialog by choosing File, Options.
options x|
General | Defaut | LUTs | Paths |

—Units————— ~View size
" Impeial [inch) Size when viewing pages is

width [279 height [279

— Image editing application
EXE filename
C:\Program Files\AdobesPhotozhop 5.04Photozh J

Ok, I Cancel | Lpply |

Figure 7: Options dialog

Measurement units

From the Options panel, choose the General tab. Select your preferred measurement units,
then choose OK.

View size

When displaying a pack preview, the display is relative to the size set here. For example,
if apack is8x 8", and the View size is set to awidth and height of 20", the pack will
appear quite small when previewed. Conversely, if apack is8 x 16", and the View size is
set to 10 x 10", the pack will be clipped in the preview window.
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Figure 8: The same group with the View setting set to 20x20 (right), and 12x12 (left)

Image Editor

NeoGroup alows editing of images via an external image editor (such as Adobe
Phaotoshop). In the dialog shown above, specify the image editor to use by either entering
the path (including the program EXE) in the EXE filename field, or clicking the Browse
button, locating and choosing the Image editor’s EXE file, and click open. The Image
Editor is chosen.

. Tip: Most program files are located in the Program Files folder. For example, the
default location for Adobe Photoshop is C:\Program Files\Adobe\Photoshop\

Aspect ratios

Aspect ratios in NeoGroup are particularly important. Due to the nature of Traditional
Group photography, a single job can involve a number of different print sizes, evenin a
singlerall of film.

This means that you will probably use severa different print sizes when printing your
Traditional Groups conventionally. When using NeoGroup to create your work, you need
to allow for this possibility as well. Often, this means that you will have several different
versions of the same template, each one containing a different print size.

The aspect ratios you use within NeoGroup than should reflect exactly the print sizes
involved in your group prints. For example, you might use the following print sizes to
cover all possible printsin your production:

e 6x9"
e 06x8.5"
e 6x8

You would then define these aspects within NeoGroup.
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Determining the ideal crop

Once defined, the aspect ratios are displayed super-imposed over the top of the group

image.

Figure 9: Cropping image showing 3 different aspect ratios

As discussed later, you can jog an image by zooming the image, or moving it around.
Using these controls, you can position and size the image so that it is cropped optimally
for al the different aspect ratios.

Defining Aspect Ratios

Aspect ratios can be stored as a program default, or added to an image collection. New
fileswill automatically contain the default aspect ratios which can then be added to. Any
aspect ratios that you add to an individual file (viaEdit > Aspect ratios...) are available

only to that file.

Program default Aspect Ratios

From the File menu, choose Options. The Options dialog is displayed. Choose the Default

tab.

Options

Gereral |

| LuTs | Paths |

These are the default values that are assigned to newly
created files. You may edit them or import them from an
existing file.

Import from file I

—Azpect ratio

Edt |
— Details Field:

Edt |

Impart from Fle I

o ]

Cancel |

Apply

Figure 10: The Options Default tab
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Choose Aspect ratios > Edit. The Aspect ratio editor is displayed. Any Aspect ratios
defined here are available each time a new NeoGroup file is created.

Defining Aspect Ratios
Choose Edit > Aspect Ratios... the Aspect Ratio definition dialog is displayed.

Aspect Ratios

Description [ ficth [ Height | Color | G
|| 57, 3%x0, Woallet 5
810

Preview guide on/off

21
1:1

Aspect preview colour
Aspect ratio height

Aspect ratio width

Hew | Hemove | Cancel |

Aspect ratio name

Figure 11: The Aspect Ratio dialog

You will notice that the first time you open this dialog, there may be some aspect ratios
already defined. These are the program default aspect ratios discussed in the previous
point.

Create a new Aspect Ratio

o e
e Choose New from the Aspect Ratio dialog. A new Aspect ) i M

Ratio is added to the list. ¢

e Click inside the Description field, and type the description E—— -
of the Aspect you are defining.

e Click inside the width field and enter the width, then Height to enter the

height amount. m"'
e Click the color swatch. The color palette appears. Choose the color you s-ozafzs

wish the aspect ratio line to appear in the image preview. smmEar

e Click the on checkbox to display the aspect ratio in the cropping image mRmss
preview. If thisis checked, aline indicating this aspect ratio will appear
in the image cropping window. If thisis not checked, the aspect ratio will
not appear.

¥ You can only use whole numbers to define awidth or Height. If your print sizeis
6x8.5, multiply both values by 2, and enter 12 and 17 as the values.

Import existing Aspect Ratios

Aspect Ratios can be imported from existing NeoGroup files. Choose Import from File
from the Default options tab. A Open File dialog appears. Locate the file that contains the
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Aspect Ratios, choose it and click Open. The Aspect Ratios are imported as a program
default.

Change the list order

The order Aspect Ratiosis listed can be changed using the ﬂ
ordering arrows. ﬂ

Displaying an Aspect Ratio

Once the default Aspect Ratios have been defined, any files created will
contain these settings. To display the aspect ratio indicators, choose ‘ Crop
Image’ mode by choosing Images > Select crop & scale image tool, Of
clicking the ‘ Crop Image Tool’ button on the toolbar.

Active aspect ratios are now overlayed on the images.

Figure 12: Image showing Aspect Ratio indicators

Using the Aspect Ratio indicators

The aspect ratio indicators show the edge of the various print sizes, allowing the best crop
for the various aspect ratios being prepared to be decided. For information on zoom and
crop operations, see Chapter 9, | mages mode.

Defining default Fields

There are various information fields that are used in NeoGroup. Certain fields are best set
as program defaults. Each time anew fileis created, it will inherit the default values. You
should review the later chapters in the manual regarding these fields before changing the

settings here.

Once you're familiar with the usage of these fields, you can set the program defaults.

Adding default fields
Choose File > Options then choose the Default tab.
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Options

General

Thesze are the default values that are azzigned to newly
created files. You may edit them or impart them from an

existing file.
—Azpect ratio
Edit | Impart from Fle I
— Details Field:
E dit | Impaort from file I

,TI Cancel | Apply I

Click the Details Fields > Edit button. The default Data Fields dialog is displayed. Note
there are three tabs. Each of these tabs allows global, major item and individual data fields
to be set.

The Subject Fields tab

The Subjects Field tab contains fields that pertain to each individual appearing as a name
inarow list. Please see Chapter 8, Details Mode for more information.

Data Fields

Subiect Fields | Folder Fields | Fie Fields |

Fields

Mame [Type | Special [ |
|| Firsth ame bt first name

Lazth ame temt lazt hame

3
3

Add Hemayve | Agtags ... |

Ok I Cancel | Al |

Figure 13: The Subject Fields tab

Adding a new field

Click Add. A new line appears. Click the cursor in the Name entry area, and type the field
name.

™= Fields are case sensitive. If you define afield ‘Name', but place and @ code
‘@name’ in atemplate, the text will not be correctly substituted.
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Assigning a special attribute

Fields can be assigned a special attribute that identify it for special use within the

program. Attributes such asfirst, last or whole name identify a particular field. To assign a
field attribute, choose the field, then cluck the Special drop-down for that field. A list of

available attributes is displayed.

[Name [ Type Special | |
Firstt ame test first name ;l
Lazth ame temt

first hame
last name
middle name

birthdate
unique field
order field

Figure 14: Assigning aField Attribute

There are severa specia fields that are built-in to NeoGroup that are always identified as

aspecia field. For the Subject Fields, these special fields are:

Field Name Identified as...

FirstName Identified as a subject’s first name
LastName Identified as a subject’s last name
WholeName Identified as the subject’s whole name

The Folder Fields tab
You can define default folder fieldsin this tab.

Data Fields

Subject Fields  Folder Fields | File Fields I

Fields

Mame [Type | Special [ |
|| Teacher text [none]

SchoolType test [rare]

Bl
3

Add Hemaye | Az tags .. |

Ok I Cancel | Ay

Figure 15: The Folder Fields tab
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The File Fields tab
You can define default folder fieldsin this tab.

Data Fields
Subject Fieldsl Folder Fields ~ File Figlds |

Fields

Mame [Type | Special [ |
Principal text [none]
|| SchoalName test [rare]

Year test [mone]

3
3

Add Hemaye |

Ok I Cancel | Ay |

Figure 16: The File Fields tab

Once you have set the desired fields, choose OK.

Monitor calibration

NeoGroup alows your monitor to be standardised using the Monitor Calibration Wizard. To
enable and run the wizard, choose the LUTs tab and ensure Enable monitor LUT is checked.
If this option is enabled, the monitor calibration wizard must be run. See Chapter 13 for
more information regarding calibration.

Defining the High Resolution image and Design File locations

Images can be imported with areference to a high resolution image. In order to print with
the high resolution data, NeoGroup must be told where to find these files.

The way you set up NeoGroup to find the files can be done in severa ways. It is
recommended that you think how the image data will flow around your lab. For example,
if you are asmaller lab, you might keep all the image data on the same machine that you
create and print the jobs from. Alternately, you might be alarger lab who has several
workstations sharing both jobs and the high-resolution images and templates.

NeoGroup can also use the original location of the image files as the source. If the original
files are moved to another location, then original link isinvalid. NeoGroup will fall back
to the path searching described next to try to locate the files.

X If you ask NeoGroup to use the original file location to locate the image files, be
sure that you still put the filesin a predictable place. We strongly recommend you
keep the high-resolution image filesin an ‘Images’ directory, and each job’sfiles

NeoGroup — Chapter 6 — Configuring NeoGroup Page 25



are stored in afolder named with some identifier — perhaps the school name or
booking reference.

Setting the file locations

To set the default image file paths, choose File > Options and choose the Paths tab, then the
Image Files tab. Choose New, then enter the desired path. It is recommended that you use
UNC (Universal Naming Convention) to specify the path. This avoids configuration errors
when drive letters change un-expectedly. See a description of UNC naming later in this
chapter.

Once al the desired paths have been entered, choose OK.

Options

Generall Defaultl LUTs

Image Filez I

Whjaeh D atatmageshS ourceh @+

i
3

Usze =+ to substitute Mea job [ tnj] file name

Hew | Hemove |

Ok, I Cancel | Ll

Specifying a path.
There are severa different ways a path can be ‘filled in’ by NeoGroup. They are:
Path ‘Fill in’ type Usage

Same directory as job file NeoGroup will look for the high resolution images in
the same directory as the job file. Best for smaller labs.

Sub-directory from job file NeoGroup looks for the high resolution images in the
named sub-directory from that where the job file is in.
Good for small or large labs

Image root directory NeoGroup looks for the high resolution in a sub-
directory named the same as the job file. Best for large
labs

Absolute path NeoGroup looks for the files in the exact path as

entered. This is not a recommended method.

You should choose the method that best suits your lab’s workflow. It is possible to specify
more than one path statement, although it is recommended that you choose and use one
method only.

Same directory as job file
If the path statement is entered as:
A\
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NeoGroup will search for the source images in the same directory asthe .TNJfile.

Sub-directory from job file

Images can be stored in a sub-directory of the folder that contains the job file. For
example, the job fileis stored in afolder \Images\Jobl, and the images belonging to that
job in\Images\Job1\Source. If the path statement is entered as:

\Source
NeoGroup will search for the source images in the \Images\Job1\Source subdirectory.

Image Root directory

Using an image root directory allows all images belonging to ajob be stored under asingle
directory in its own folder. For example, you might set up a single image server named
Ajax. This server has a drive shared as Data, and all images are stored in folders under the
\Images folder.

UNC naming allows this exact directory be specified from any workstation within the
network, without using drive letters. This avoids configuration errors. The UNC name for
ashared directory is\\Server\Share\Path.

You may set your images up on this server asfollows:

\Images\Jobl
\Images\Job2
\Images\Job3

Only the root folder isrequired. In this case, The root folder is\Images. So, the UNC
name for the path would be:

\\Ajax\Data\lImages\

Finally, we need to specify the final search directory to find the source images. Using the
@+ code, NeoGroup adds the name of the .TNJfile to the search path asthe final part of
the path statement. In the above case, each of the . TNJfiles would be named Job1, Job2
and Job3.

So, if the path is entered as:

\\Ajax\Data\Images\@+
and the file currently open is called Job2, NeoGroup will search for the original source
images in:

\\Ajax\Data\Images\Job2\

Absolute path

Enter a path statement that points directly to the images. NeoGroup will look to this
directory to find the images. Not a recommended method, asit is completely in-flexible.

Adding a Design file location

Templates can be stored in various places within your local area. The location of the
templates must be defined before NeoGroup will ‘see’ them, ready for you to use.
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Choose File > Options then choose the Paths > Design Files tab. Now, choose New. A new
line appears in the list box. Enter the whole path for the location of the design files you
want to use. You can use UNC (\\Zeus\Vault\...) or mapped drive letters as avalid path.

After entering a new path, NeoGroup must be re-started before it will recognise the new
entries and so see any templates in the new location.

Options

Genetall Defaultl LUTs

Image Files Design Files |

[:4mageshTemplates

le s

Hew | Bemove |

Ok I Cancel Appli
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Using NeoGroup — Overview

NeoGroup can be configured for use in several ways. If your lab has access to name and
other data to use to construct the row lists, the construction processis very quick and easy.
You might like to configure it to use automated templates, or design atemplate for each
school. Using NeoGroup all of NeoGroup’s automation features means that you will need
to spend alittle more time setting up a particular job, but overall the automation means
that your production time and hassle levels will be lower.

If you don’t want to use the automation features, or don’t have the row lists available asa
datafile, NeoGroup still allows you to create your Traditional Group jobs quickly and
effectively.

Understanding a NeoGroup job

A NeoGroup job can start in several different places, depending wether photography has
been done, and the scanned images are available, or if you have the name data as a text
file. However the job starts, you will need to set up the file to reflect the structure of the
groups being photographed.

A NeoGroup job consists of various folders that contain the group images, matching name
data (if available) and other variable objects such as the school hame, logo image etc.

NeoGroup presents these folders and groups in a similar manner to Windows Explorer. In
the example below, we are working on a school, ‘ Provident School’. This school has two
major campuses, ‘Junior School” and ‘ Senior School’. Years 1 to 7 belong to the Junior
School, and share a common Head Teacher, who has no relationship to the * Senior
School’. Years 8 to 12 belong to the * Senior School’, and they have their own Head
Teacher.

Both the Junior and Senior school share the same Principal, School Colours and Logo.
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Unallocated
B[] Groups
B- | Provident School
B[ 1 Junior School
B[] Year 1
2] [feariB
o] Year 1A
----- | Year 2

----- IRCEN
=1 Senior Schoal
----- IRCEE

----- ] veard
----- | ear 10

----- | rear 11
----- | Tear12 EI

Figure 17: An Image attached to a group

Once a group has been created, it can be dropped into a Year folder and associated with a
particular folder. Now, that group inherits all the special attributes of that folder, and those
upstream from it. For example, in the above image, we are viewing the * Year 1B’ group.
Year 1B isamember of the ‘Year 1’ folder. Upstream from the Year 1 folder, we see the
“Junior School’ folder, then the ‘ Provident School’ folder, and finally the * Groups' folder.

Any information dropped into the * Year 1’ folder is available for use for groupsin that
folder. Similarly, and information dropped into the ‘ Junior School’ folder is also available
to the Year 1 thru 7 groups. However, any information dropped into the ‘ Junior School’
folder is not available for use by ‘ Senior School’ groups.

Using this folder structure, it is possible to define data, text or graphic objects that can be
available for a specific group only, to amajor gathering of groups like the ‘ Junior School’
folder. Likewise, you can define global properties that belong to all groups being created
by thisfile.

How to structure a job

Generally, you will structure your filesin two ways, depending how automated you want
your production to become.
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Full automation

If you want to use al the automation functionality NeoGroup offers, you will need to set
up afolder structure that exactly mirrors the structure of the groups you are

photographing.

----- - Unallocated
EI 1l Groups

B | Pravident 5chool

B~ | Junior School

] ear1
] Year 2
] Year 3
] Year 4
] Year 5
T Yearb
] Year ¥
e [] Mear 78
[ Year 7B
] Year 7T
=] Year 7D
-] Senior Schoal

LJUULJLLL D,

" A e ma e - AN AR

Figure 18: A tightly structured NeoGroup file

Loose automation

You will always need to use some automation features when using NeoGroup. For
example, the group name printed in the final product is always taken from the group
name. However, if you don’'t need automatically placed abjects, and don’t need complex
board name information, you can place groups loose under the ‘ Groups’ main folder.

Figure 19: A loosely structured NeoGroup file

However, the automation features add so many possibilities, you'll want to use them.

Using Templates

NeoGroup jobs are formed by applying atemplate to a group. A template contains all the
graphic objects, text and the various placed objects, and so determines how the final job
looks. The various images and text objects are placed in the designer, and saved as afile.
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When a group is ready to be printed, the template is applied to the group image, and any
of the necessary objects are automatically gathered together and placed on the image.

Variable objects can be placed into atemplate, allowing the automation functionality of
NeoGroup. The sorts of variable objects that can be placed include:

Variable object Description

Text or graphic Text or graphic information that is common to all the groups. For
object — File example, the school name, or school’s logo.

Text or graphic Text or graphic information that belongs to a sub-group of the whole
object - Folder job. For example, a year grouping (Year 7), or a school campus

(Junior School). Folder graphic objects might include a Year's mascot,
or the photograph of the ‘Senior School’ head teacher.

Text object — Group | Text or graphic information belonging to a group. For example, the
group name (Year 7A) or the name and photo of the group’s teacher.

In the following example, you can see severa placed objects, both text and graphics:

‘Provident High School —2000" A

‘File’ placed object /7
/

Phillp [ones, Andrew 'Aison, James Phelps, B Da /s, Guy Williams, Séephen jells, Andreas Geliz

M5, Carslive Witson, Ml Lewss, Martie Sells, Tar Lewe, Licy Sdamton, Andeea Lewis, Cangling Chisolm,
Bedie Davis, Sue Fnch, Febdn ee, Miss Angela Been

Sophie Canr, Susan Mackle, Canding jones, Mary Delabgnily, Gabrielle Dickson, Dors Lees, Angela Hewsian,

Drgea Asdil, Alce Wilkams, Cand Barson

Teacher: Mrs Sally Oriel

Princlpal:
Mirs. W Heffner
\ Principa’s photograph. A Group Teacher’s name. Logoimage. A ‘File
‘File' placed graphic object A ‘Folder’ placed text placed graphic object
object
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The template that creates this image might appear like this:

,
d@File =8 choolame= - @File=Vears
@Group

@File:=Logo=

First Row  First Name, Second Name, Third Hame, Fourth Hame

e:=<Principal Second Riowr First Hame, Second Name, Third Hame, Fourth Hame, Fifth Hame, Sixth Hame, Seventh Hame, Eighth Hame
Third Bowr  First Mame, Second HMame, Third Hame, Fourth Hame, Fifth Name, Sixth Hame

Fenrth Fionar Fivst Mame, Second Name

e O i

Benefits of using templates

Using templates to form the Group images offers great speed and flexibility for your |ab.
Design your templates at the beginning of the season, create the row lists with the
photography data, then apply atemplate.

Importing Name data

NeoGroup alows existing name data be imported and used to construct the lists. If you
don’'t have this data, it is possible to enter the names manually. However, the task is much
easier and quicker if the name data is available from some other data source. Even if the
data source is not completely up to date, you should attempt to use such a source.

Data sources

Most schools around the world have some name information available in digital format
that you can use with NeoGroup. It is possible to import name data from a text file, either
delimited or fixed length.

Typically, the datafile would contain the first and last name, group and perhapsan ID
number. Importing the text file creates al the necessary folders and places the member
names into those folders.
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A portion of atypical file would look like:
"Any", "Batchel or", "Year 7"

"WIIliant, "Brownl ee", "Year 7"

"Ton¥,"Carr", " Year 7"
"Amy", " Coad", " Year 7"

"Janes","Cristofaro", "Year 7"
"Cat heri ne", "Hodge", "Year 7"

"Mandy", "Hooper", "Year 7"

After the names have been imported, the
following folder structure is created in
NeoGroup:

The names are now available for selection
when constructing the row lists. If you don’t
have a data source for therow lists, it is
possible to enter the names manually either in
the Details mode, or in the Names mode.

Constructing the Row Lists

o B an

=8 "_|| Falders
=S 1 Pravident 5 choal

- Junlor Schoal

Subjects |

FirstMame

| Lazth ame

Mitchel
Ay
“williarn
Tom
Ay
James
Catherine
Mandy
Brae

Bamett
Batchelar
Brovinles
Carr
Coad
Cristofaro
Hodge
Hooper

Jeszep

Once the groups have been photographed, and you have received the row lists, itis

possible to begin constructing the rows.

Constructing Row Lists from imported data

If name datais available, constructing the row listsis aquick operation. After choosing
Name mode, the group you wish to work on is selected. The group image is displayed,

along with the name entry panels.

e b Yo fe bl
=1

W] (B UAN GBS | Yoo eribs [ v § i Bt |

Specify the rows

The first task isto specify the number of rows involved in the group image, and the
number of people in each row. In the above example, there are 4 rows, with 6 peoplein
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the back, 8 in the second, 8 in the third and 5 in the front rows. As each row is named, the
number of peoplein the row is entered, and the necessary number of row positionsis
created, ready to receive names.

Row | Caunt | Position | Mame
Back Row E 1
Second Row
Third Row

o oo

| N
I | | | P2

Adding names — automatic

If the names are available from the database, click in the position where the nameisto

appear. Decide how to search for the name. In this case, we are using the last name as the
search field.

Asthelast nameis typed, names matching the entered characters are displayed. The more
characters you enter, the more accurate the names displayed are. When you see the name
you need, choose it and press Enter. The name is added to the list, and you can go on to
add the next name immediately.

~ A v st
-
Bed [2
| Cay Minter
e Hodge

Chririopher Monash Chake Bk

Croig Faseci

Calan Colawnan
oy B

oy Bilasci pacycad
Coyores Tredall
Cwolres Clstbeag
Ny e

T E B ] L

Figure 20: Adding names from the database. Choosing the name from alist, and the name added

Adding names — manual

Entering names manually starts in the same manner as the automatic method. Instead of
choosing from the list of available names, the nameis directly typed in.

Posbon | Hame |
dacis g ||

| || e | | | =

Forming Pages

With the namelists
constructed, it is possible
now to create the final
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group image. Thisisdone in Form Pages mode. Here alist of the available groupsis
displayed, along with the templates. Creating the group is a matter of choosing the group
or groups, then the required template. All the necessary pieces are automatically
assembled, and the image is ready to be printed.

Figure 21: A group image completed and ready to print

The NeoGroup workflow

Having seen broadly the pieces involved when using NeoGroup, it is useful to understand
how the workflow is structured.

Pre-season

Before you start the season, design the templates you will want to use during the year. If
the templates are well thought-out, there should be no reason to change the templates over
your whole season. However, it is possible that you will do some fine-tuning of the
templates as you proceed through the season. Things such as customising the background
coloursto mirror a school’s colours, add another logo and such.

Pre-production

Get whatever name data you can from the school and import it. Thiswill construct the
folder structure, making image allocation easier. Enter any of the variable data such asthe
school and principal’s, place any variable graphics such as the school logo.

Actual production

After the images have been scanned, or the digital camerafiles are available, import them
to aNeoGroup job file. Allocate the images to and name each group. Construct the row
lists using the imported data or manual keyboard entry.

Crop and correct the group images, then apply templates. The jobs are ready to be
proofed. After proofing, enter any corrections required and print the jobs.
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Details mode

Folders

@ code data

In Details mode, the basic structure of the name datais laid out, and various special pieces
of information relevant to the job are entered. If you have name data to import, or want to
manually enter the data as a database, the process is done in Details mode.

After starting the program, create or open a NeoGroup file by choosing File > New or File >
Open. Now, choose, Mode > Details or press F4 on the keyboard.

The Details screen isdivided into 3 major sections:

Name details

Wm| BUANSGHBINE | [Eeetiem o St etk s |

Defining the fields
The fields displayed in these panes are defined as a program default, or for each individual
file. There are three different types of field groups:

e Filefidds

e Folder fields

e Subject Fields

Subict Pt | Foier Frbds i P |

File fields

File fields are objects that are common to all the
groups involved in the current job. Things like the
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school name, the Principal’s name, and the school logo are good examples of File fields.

To add a default File field, choose File > Options, then choose the Default tab. Now, click
the Details Fields > Edit button. The Data Fields dialog is shown. Choose the File Fields tab
and choose Add. A new line is added to the list of fields. Enter the name of the new field

you want to use, then choose ok. T ———

) Subct Pty Foer Pl | P e |
Folder fields

Folder fields are objects that are allocated to a
particular folder, or a parent folder of a sub folder.
Useful fields include the campus name for a school
campus, a group teacher’s name, or ayear’'s mascot.

To add a default Folder field, choose File > Options,
then choose the Default tab. Now, click the Details
Fields > Edit button. The Data Fields dialog is shown.
Choose the Folder Fields tab and choose Add. A new =) o]
line is added to the list of fields. Enter the name of
the new field you want to use, then choose OK.

Subject Fields

Subject fields are that details you want to define for each individual person in the group
photographs. Details such asthe first and last names, ID, date of birth etc. If you have data
that includes information that you don’t need to use in agroup job, it is still recommended
that you import the data, as it may be useful for other ‘Neo’ jobs. In this case, you should
define the ‘extra’ fields such as Date of Birth, ID, Sport etc. in addition to the NeoGroup
essentials of First Name and Last Name.

When defining subject fields, you can identify afield type by clicking the Special drop-
down and choosing from the types available. The current selection includes:

Type Explanation

Whole name The subject’s entire name — do
discrimination of first, last etc.

First name The first name

Last name The last name

Middle name The middle name

Birthdate The date of birth

Subiact Finkd: | Fokdn Finkn | Fin Fch |

To add a default Subject field, choose File > Options, i)

then choose the Default tab. Now, click the Details [ i —
Fields > Edit button. The Data Fields dialog is shown. = = —r

Choose the Subject Fields tab and choose Add. A
new line is added to the list of fields. Enter the name
of the new field you want to use, then choose OK.
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Creating a folder structure

If you are importing name data, the folder structure will be created for you from this data.
It is possible to add, move or delete folders once they have been created, and you might do
thisto better mirror the structure of the school you’' re working on. For example, you might
want to move all the junior school classesinto a*Junior School’ folder.

If you don’t have data to import, you can create folders and enter data manually.

Creating new folders

When creating folders, you should first consider the school you are working on. If there
are several campuses involved, you might want to add these campuses to your folder
structure, and nest the classes under the campus folder. This becomes especially important
if you are attaching a specific logo or using the campus name in your templates.

To create anew folder, click the parent folder, and choose Edit > Create new folder. A new
folder is created, ready to be named. Type the folder name and press Enter.

Moving, deleting or renaming folders

Folders can be moved, renamed or deleted. To move afolder, click and drag it to the place
you wish to move. To re-name afolder, click the folder and choose Edit > Rename. Type
the new name. To delete afolder, choose the folder you want to delete then choose Edit >
Delete. You are asked to confirm the deletion. If you choose Yes, the folder is del eted.

= If you delete afolder that contains names, the names are not deleted, but added to
the Unallocated list. Any folder details that have been attached to the deleted folder
are lost.

Importing name data

If you have name data to import, the required folders will be automatically created by the
import process. The file to be imported should be atext file, wither delimited or fixed
length. Ideally, each record should contain:

e First Name

e | ast Name

e Group

e ID (optionaly)

A typical text file might contain records similar to this:

"Amy", "Batchel or", " Year 7"
"WIIlian, "Brownl ee", "Year 7"
"Tom',"Carr", "Year 7"

n AW" , n Coadll , n Year 7"
"Janmes","Cri stofaro", "Year 7"
"Cat herine", "Hodge", "Year 7"
"Mandy", "Hooper", " Year 7"

NeoGroup — Chapter 8 — Details Mode Page 39



Prepare the import process
ot submoct dotads tent feimpan ________________________H|

Create anew file, or open the file you wish Tron e Inpomeciowsing wie et
to import the data to. Choose Details mode L A F:::I"T:M""“
by choosing Mode > Details Or pressing F4 on Fekipe : T
your keyboard. Choose Subjects > Import Fate == .
text file... The Text file to import details T e g Mt
dialog is displayed. Locate and choose the R T Lt sk
text file that contains the data. il Moy
The contents of the file being imported -
needs to be specified. Choose Setup from [= ] o= |
the Text file to import details dialog —the
Setup subject details text file import dialog is shown.
Specify the import type

" by tab

Choose wether the file being imported is a Fixed or Tvpe
Delimited file. If you are importing a delimited file, {
specify the delimiter — either choose by tab or by and enter
the delimiter character.

i & Delimi
Fixed Delimited ol I—

Map the fields
Specify which field matches your data. You might have afile that |ooks similar to:
"Any", "Batchelor", "Year 7",”15568","”260172"

The fieldsin this record are:

Record Field Field #
Amy FirstName 1
Batchelor LastName 2
Year 7 Folder 3
15568 ID 4
260172 Date of Birth 5

Enter the relevant field number for each availablefield. — Feo2®

Position | Fielatt |
. i . Folder 3
Updating existing data Image-d (numberttag)
FirstH ame 1
If you have already imported some details, it ispossible  [iname 2
to update the imported datain various ways. In order to ID 4

D ate af Birth

update existing information, you need to specify a
unique field that NeoGroup will use to identify the
record to update. You would want to use an absolutely
unique field such as an ID number to match on.

Choose the unique field by choosing from the Unique field drop-down.

Now, choose how the datais to be updated from the list available. When NeoGroup finds
arecord that it can update, it can:
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Choice Description

Leave existing details | The record will not be updated with the new data in any way

Always replace A matching record will be replaced completely with the new

existing details data. If the new data contains a blank field for a record, the old
record’s field will be replaced with the new blank field.

Replace existing A matching record will be updated with the new data only if it is

details only if blank empty.

Update existing A matching record will be updated with the new data. If the

details new data contains a blank field, the old record’s field will retain

its current information.

— Irported/existing subjact details

Find the same subject if it already exists uzing
this: field:

Unigue: field: [none] - don't zearch

‘wihien importing details for subjects that already
have details set:

" Leave existing details
7 Always replace existing details

(% Replace existing details anly if blank.

' Update existing details

Import the name data

Once you're happy with the settings, choose OK to dismiss the Setup subject details text
file import dialog, then select the text file and choose Open. The dataisimported.

Editing the details and folders

Often you will find that the data you import will not completely suit your needs for
NeoGroup. For example, you might want to sort the folders created by the import into
senior and junior school groups.

After the import has been completed, you can add, edit or move the folders to suit your
needs. You can add, rename or move folders by clicking, dragging and dropping them as
you normally do in Windows Explorer.

s Al - e All
= o Folders Sl I El e Folders Sulsets |
" Year 10 Firstiare | LastMame : Senior Schoal FirztM ame | Last ame
Year 11 w Year 10 Claie Fanki
Year 12 Year 11 — z
Vear 7 | Alana Enzinger Year1? | Aann Melzon-tatk
Year B Alice Yopages Vear T Adam Jackzon
Year 3 | &melia Elliott “ear & | adam Scarlett
| Angus Hewitt Year 3 | dam Phillipz
| Anthong Hahn duriar 5 chool | Adele Beagley
| Bradliey K.right | Adele Mears
| |Damien | Oliver [ Aimee Thomas
Daniel Lade | Ainzleigh Skeels
N David Phillipzan | Alana Enzinger

Figure 22: Folders after importing data, then after editing the folder structure
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Allocating File and Folder details

As previously discussed, it is possible to enter special details to the wholefile, or to
individual foldersin afile. This datais used when the templateis‘filled in" when finishing
jobs. The details are entered by choosing the file or folder, then typing the data into the
field.

Adding File details

File details are aglobal property. Things such as the school’s name, the year of
photography, or perhaps the school’slogo are File details. To allocate File details, choose
All in the folder treelisting. Note that the fields available in the Field / Value section
change to match those defined for thisfile.

Choose the field you wish to name, and enter the data.

o BN
=1l Folders
Senior Schoal
o Jurior School
Field [valus |
Principal Mrz. Wwilson
N SchoolMame  Provident High S chool
e EE

Adding Folder details

Folder details can apply at several levels. For example, you might have afolder ‘ Senior
School’ that contains all the senior groups. You might want to use ‘ Senior School’ as a part
of the final group image (the board might read ‘ Provident High School — Senior School —
Year 10A’). Rather than create atemplate that contains ‘ Senior School’ written as plain
text, you can include a special code that instructs NeoGroup to look for the text it should
insert. So, your template could be used for the Junior School, as well as the Senior School
without changing it.

Similarly, ayear group could include the teacher’s name for inclusion in the final image.

NeoGroup uses a ‘ searching’ mechanism that allows you to specify information that
belongs to a number of groups, as well asinformation for an individual group. In the
below example, Year 10A isamember of the Year 10 folder, which is a member of the
Senior School folder. Clicking on the * Senior School’ folder reveals that the fields,
‘Teacher’ and ‘ School Type’ are available. In the case of the * Senior School’ folder, click in
‘School Type' and enter the name that will appear in the template.

Now, for anindividual group, we want the teacher’s name to appear. Choose the
individual year group, and enter the teacher’s name.

When the job is run, NeoGroup will place * Senior School’ into the template for all the
Senior School groups, and the teacher’s name for each individual group.

To enter the information, click the folder, and then the value for the field you need. Type
the data.
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= Al = || Folders =]
= _|| Folders [+ Seniar School
-] Serior School LB Year 10
e Jumior Sehool L) Near 104 J
] Year 11
] Year 12
] Year ¥
| ear 8 ;I
Field Yalue [value |
L Teacher Teacher M3z, Angela Campesis
SchoolTupe  BEgE gyl N SchoolType

Multi-line Value entries
Field values can contain a carriage return, allowing a single value to be spread over
severa lines. Thisis done by entering a special code in the Value field.

To enter a carriage return, type the first line, then either:

e Press<Control> <Enter>
e Pressthe Numeric Keypad <Enter> key

The carriage return symbol is placed into the text.

Field Walue
SchoolMame  |Provident Girls CollegefiPrinceton Campus]
FrincioalPic

Inserted Carriage return

Provident Girls College
Princeton Campus - Senior School
Year 10A, 2000

Tagged graphic objects

NeoGroup templates can include referenced images that are placed into the final design.
These referenced images are created in Design mode for either the entirefile, or
individual folders. Thisis especially useful if your template designs include a school logo
—you can include atagged object in the template that references the logo image which

you place here.
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Creating a Tagged object field

To include tagged graphics into a template, you must first create a specia * Graphic’ field
to contain the images. It is best to set these fields as a program default. Choose File >
Options, then choose the Default tab, and click Data fields > Edit. The Data Fields dialog is

displayed.

Choose the tab you wish to use — either Folder or File. See the earlier discussion about the
difference between these fields.

We will use the example of a School’s logo for this example.

Creating a File graphic field

Choose the File tab, then click Add. A new lineisinserted to thelist of fields. Type the
name of the graphic field. In this example, type SchoolLogo. Now, click the Type drop-
down and choose Graphic from thelist.

Choose oK. The graphic field is now available.

Schoollogo
tewst

integer ho.
d

Adding a graphic to a graphic field

Once the graphic field has been set as a program default, choose File > New to create a new
filewith thisfield, or add it to the file by entering Details mode, then choosing Edit >
Fields... and adding the graphic as before.

You will seethe new field in the list of available fields when All is chosen.

E| |l Folders
B+ Junior School
LT Year 3
-] Senior Schaal

Field Value
Frincipal Mrs. Caroline Wiliams

SchoolMame  Provident High School

[ [ vear 2000
Sorooto: |
FrincipalPic

Double-click inside the value for SchoolLogo. The Open Graphic dialog is displayed.
Navigate through and find the graphic file you wish to import.

Set the import options

As when you normally import images to use within NeoGroup, you must import the
tagged graphic objects in order to use them. There are several options available to you
when importing the objects that allow NeoGroup to find the high-resolution images when
they need to be printed. For information about this, please consult the following chapter,
Image mode.
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Choose the import option you wish to use, then choose Open. Thefileisread, and the
Graphic value dialog is displayed.

[Graphic valun |
R S | = [Fecife_]| 0irsgetTombest SourosCrest arg

Dok oo e barede b ek, £Bcd For iranapal ency il

Flapsne  [Cocipng [ geen |
Flenolipe [Giaphe e | Careal
[ % Oy p——— ory, whan rirking rigiral e

= Hereenber he sciusl pali ol the ik
™ Discard the path s semsch b the s shen egaed
|t tam amaech pathiz] for Flae in Fils, Olptions. Pathe, Inager)

= If you wish to use a transparent background for your logo, you will be able to
specify a colour that will be transparent. When designing your logo graphics, you
must be very careful how the image is prepared to avoid halos or other un-wanted
artefacts within the image. In particular, you must not use images that have been
JPEG compressed. JPEG compression will introduce artefacts at the edges of your
logo. We recommend you use PNG compression instead.

Choosing the transparent area

Once the graphic is displayed, you can choose the area to be transparent. In this example,
we want the background white areato appear as transparent. Using the mouse pointer,
click the white area. The transparency isindicated by the hashed area. If you have
previously set a colour to be transparent, but then don’t want to use a transparency mask,
click No mask.

™. Make sure you design your logo graphics carefully. Any areathat is the same colour
asyou click will appear as transparent in your design. In this example, if the colour
of the banner ribbon was also white, it would appear transparent in the final job.

[Gezctfie || O 4magar'T smplates' 5 cuscet Const prig

Dk or th bilmap o pck: colo for kareparency mank
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Once you are happy with the settings, choose oK. The dialog is dismissed, and the graphic

object now is named in the field value in Details mode tree view.
Allocate graphic objects in the same manner for Folders. The graphic object is now

available for use in a NeoGroup template.

EI 1 Junior School
L Year 3
-] Senior Schaal

Field Walue

Principal Mrz. Caraline ‘Wiliams
SchoolMame  Provident High School

[ vear 2000

Schoollogo  SRIEEERTh]

FrincipalPic
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Images mode

Once imported, Group images can be zoomed, cropped, and adjusted for colour, density or
image contrast. Images are also ‘ dropped’ into groups for use in a group image. These
operations are carried out in Image mode.

Entering Image mode

After starting the program, create or open a NeoGroup file by choosing File > New or File >
Images that you want to use with NeoGroup need to be imported to ajob file. This process
creates a smaller version of the high-resolution image that is used when creating the
NeoGroup jobs.

There are several ways images can be used by NeoGroup. Either create alink to loose
images on a hard disk, or import the images to a single image file. Once the images have
been imported to NeoGroup, they can be cropped, jogged, the colour or density corrected,
and then added to a package queue.

Open. Now, choose, Mode > Image or press F5 on the keyboard. The Image screenis
divided into 3 major areas:

Image Preview

1 o \ |}
Folderstree

Corrections toolbar
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Importing images

Images you wish to use for group images need to be imported to the NeoGroup file you're
working on. There are a number of operations that can be applied to images as they are
imported.

Adjusting the Image Preview quality

When an image is imported to the NeoGroup file, the high-resolution image is sub-
sampled for display purposes. If you want a higher quality preview image, you can adjust
the size of the preview image created.

With afile open, choose File > Properties. Choose the Bitmap sizes tab, and enter the
desired preview sizein the Stored size of bitmap used for previewing entry box.

¥ Adjusting this amount will not change preview images aready created. You must
re-import the images to see the changed setting.

Import the images

Once the various file options have been set, you can
import images to the job file. With the job file open,
choose Images > Images from disk. The Images From

Disk dialog is shown. ] e R
o e Lat g
mpod Sishn

Configuring the import

There are a number of options that are available to you
when importing images.

[ wm | I P wpming rida

e Choose the files to be imported

e Specific arange of filesto import

e Rotate and flip images as they are imported
e Apply aLUT correction

e Apply image sharpening

Set the import options

From the Images from disk... dialog, click the Setup button. The setup dialog opens. Click
Setup. The Images From Disk Setup dialog opens. The dialog is divided into 4 main areas
that control the various options available to you.
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Set the import type

Decide wether you want to import the preview only, or the whole image data. If you want
to import the preview only, make sure the Import preview only checkbox is checked. Now,
choose from the two options to specify how NeoGroup will locate the original image files
when printing or exporting images.

e Remember the actual path of each image — NeoGroup remembers the
original location of the high resolution images

e Discard the path... — NeoGroup uses the image search path specified asa
program option to locate the high resolution images

For more information regarding these options, refer earlier in this chapter.

v |mport preview only, when printing or exporting accezs onginal file

% Bemember the actual path of each image

" Dizcard the path and zearch for images when required
[zet the search pathiz] for images in File, Options, Paths, Images]

Set the image rotation / flip
If the images you are importing need to be rotated or flipped, choose the rotation here.

. Note: If you import images by preview only, choosing an option here will cause
longer print times as the image will be rotated or flipped at print time. To ensure the
shortest possible print times, ensure the images are in the correct orientation before
they are imported.

After import
Fotate: & 0° ¢ g0° ¢ 180° ¢ 270"

Mimor. [~ Wertical [ Horizontal
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Set the image LUT

Images can be corrected using the built-in LUT editor. For information on using the LUT
editor, see later in this chapter. Choose the LUT you want to use from those defined in the
drop-down list. For information in making a LUT, please see Chapter 10, Calibration.

Gamma 1.3 :J
nare [
Farmma 1.8

Set the image sharpening

Images can be sharpened as they are imported. The algorithm used is an un-sharp mask
algorithm, allowing good quality sharpening.

|:f-‘~pply LuT

v Sharpen
kKemel Strength I 100

The setting rangeis:

Kernel: 3,50r 7
Strength: 10 - 600

Generally, the larger the kernel size, the stronger the sharpening effect. Likewise, the
higher the strength, the stronger the sharpness. The higher the kernel value, the longer it
will take to apply the sharpening effect.

Thereisno ‘correct’ sharpness value — the values you will use depend on how sharp the
original images are. You should try importing a sample image with different sharpening
settings to find the correct value for you. Be aware that increasing the sharpness of an
image too much can result in harsh and unpleasant images.

= Whenever you apply a correction such asimage sharpening, you will increase the
time taken to print an image. If your scanner or scanning software supports image
sharpening, you should try to use these controls rather than applying a sharpening
amount within NeoGroup.

Once all the settings have been made, choose oK. The dialog is dismissed.

Choose the files to import

There are two ways to choose the images to import to a NeoGroup job file:

e Import images using a mask
e Import selected images
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Import images using a mask

If you have arange of images to import, NeoGroup can choose the images to import, as
well asidentifying any important information embedded in the filename using the Import
From Disk Masked dialog.

From the main Images from Disk dialog, click Using mask... The Import From Disk Masked
dialog opens.

Choose the image directory

Enter the path to the image files you want to import. You can click the Browse button to
open aBrowse diaog.

Specify the file range to import

NeoGroup can use a mask to select the files to import, as well asidentify important
information embedded in afilename.

For example, a set of files might be named:

Image 1 Image001exp.tif
Image 2 Image002exp.tif
Image 3 Image003exp.tif

Imagexxxexp.tif

These filenames consist of a prefix, the unique number, then a postfix:
e prefix:img
e number: 001 —xxx, 3 digitslong
e postfix: exp
e extension: tif

The important information can be imported along with the image data by specifying the
location of the data within the filename. In this case, you would enter:

e ‘Image’ asthepre entry

e 3astheno-width entry

e ‘exp asthepost entry

e ‘tif’ astheext entry

With these settings made, any files that don’t conform to this filename mask will be
ignored. If the pre, no-width and post fields are left blank, any eligible bitmap files found
in the specified directory will be imported.

Specify afile range limit

You can choose to import a range of images from the valid range. For example, if you
want to import image 20 to 40 out of 100 valid image files, you would enter 20 and 40 in
the Limit from image no... to image no boxes. Image files 20 through 40 will be imported.
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Once you have made all the settings, choose OK. The Images From Disk Masked dialog is
dismissed. Note that in the main Images From Disk dialog, you will now see alist of the
filesthat will be imported according to the entries made.

Import From Disk Masked E
Path: |D:\Images'\8amples\Kids\ Browsze. .. |
 Filename: format . : Setup .. |
pie + no-width + post + est Files o impaort s
Iimage |1 I . Iipg nplestRids\Dudes jpg
: : D:4magestS ampleshkidshGameE oy jpg
eq. image3.jpg D:\magestS amples'Kids'Horse jpg

Mote: Leave the no-width field blank for filenames with D:\mageshS amplesiiidsh T eddyl jpg
no image numbers. D:MmageshSamples\KidshTeddw?. jpg

D:\magestS amplesiKidsh Tinni.jpg

— Lirnit

from image na I toimage no I

0 | Cuea | —— 2
el | Ermpty list | Add files: {Usingmask | selected .

Import selected images

If you want to import a number of selected image files, you can choose the files to import
using the selected... dialog. Click Selected. The Import From Disk dialog opens. Choose
the files you want to import. You can use the standard Windows modifier keys to select
the various file ranges. These modifiers are:

e <Shift> click first then last file in arange — selects a block of files.

e <CTRL> click each file you wish to import — selects the files to import
individually

Choose the range of filesto and choose OK.

Import From Disk HB

Lookin [ Kias = &
Dudes.jpg =

List

GameBoy.jpg £
Horzejpg
Teddyl.jpg
Teddv2.jpg
Tinni.jpg

Files of tupe: |Bitmap files [*.bmp:*.pna;*.jpa:* tif] j Cancel |

Specify the image import order

Open the Import Options panel by choosing Image > Import options panel... Note the status
of the Incoming images section of the Import Options. If the file currently open is indexed,
the options will be unavailable. If the file currently open is sequential, the options will be
available.
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Images Import Options Panel B Images Import Options Panel B
W Pausze importing W Faollow imported images W Pausze importing W Faollow imported images

Incoming images [for files with zequentially numbered images)

r f+ - i [~ Reverseorder % Toend  Inset O Replace
Unavailable Image options for an Image options available for a
indexed file sequentia file

Bitmaps imported to a sequentia file are numbered internally with a sequential number.
The images are imported in order according to the parameters set in the Import options
panel dialog.

Once images are imported to a sequential file, they will have numbers alocated from 1 to
however many images arein thefile (1, 2, 3, 4...)
There are various import options that available:
e Reverse order: Importsimages in reverse numeric order (999 firgt, to
001)

e Toend: Appends all new images to the end of existing images. If Reverse
order is selected, images are appended before the first image if it exists.

e Insert: Insertsimported files from the currently selected image (only
available if images have already been imported).

e Replace: Imported files overwrite existing images from the one currently
selected (only available if images have already been imported).

_ If Insert is selected as the import option, images are inserted from the point of the
image currently selected. If you select a new image during the import, the insertion
position is retained. If you want to specify a new insertion point for imported
images, pause the import by choosing Pause import, the new insertion point, then
click Insert once again in the Import options panel. The new insertion point is set.

Start the import

Once al the various settings have been made, choose
Start. The images are imported. Choosing Stop during
the import process will stop the import after the current
file. The import options dialog can be hidden by

choosing Hide. The images will continue to be A
imported until the last eligible file has been processed, e { e
or the import process is paused or cancelled. .

rpot Stk
Pl 1ad§

Pausing the import
If you wish to pause the images as they are imported, ' | S | ey
check Pause import. The image import is paused until
the checkbox is unchecked.
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Using linked job files

Once images have been link-imported to the job file, the original hi-resimages are not
required until the jobs are printed or exported to the hard disk. It is not possible to edit
images with an image editor directly from NeoGroup when using linked files. This means
that the smaller .TNJfile can be sent anywhere without the source images for image
colour correction, cropping and pack creation.

Missing image files
If the original image files are not available when printing or exporting the images, an error

is shown. Either fix the problem and choose Retry to retry the job, or Abort to abort the
current operation. Fix the problem and try again.

NeoPack

& Cannot find bitmap image file filr 1710, brp

Eetryl 1gn0re|

Specify the image import order

Open the Import Options panel by choosing Image > Import options panel... Note the status
of the Incoming images section of the Import Options. If the file currently open isindexed,
the options will be unavailable. If the file currently open is sequential, the options will be

available.
Images Import Options Panel B Images Import Options Panel B
¥ Pause importing W Faollow imported images ¥ Pauseimporting ¥ Follow imported images
Incoming images [for files with sequentially numbered imagesz)
r f+ - i [~ Reverseorder % Toend ( Insett © Replace
Unavailable Image options for an Image options available for a
indexed file sequential file

Bitmaps imported to a sequential file are numbered internally with a sequential number.
The images are imported in order according to the parameters set in the Import options
panel dialog.

Once images are imported to a sequential file, they will have numbers allocated from 1 to
however many images arein thefile (1, 2, 3, 4...)

There are various import options that available:

e Reverse order: Importsimagesin reverse numeric order (999 firgt, to
001)

e Toend: Appends all new images to the end of existing images. If Reverse
order is selected, images are appended before the first image if it exists.
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e |nsert: Insertsimported files from the currently selected image (only
available if images have already been imported).

e Replace: Imported files overwrite existing images from the one currently
selected (only available if images have aready been imported).

[ If Insert is selected as the import option, images are inserted from the point of the
image currently selected. If you select a new image during the import, the insertion
position is retained. If you want to specify a new insertion point for imported
images, pause the import by choosing Pause import, the new insertion point, then
click Insert once again in the Import options panel. The new insertion point is set.

Other import sources

NeoGroup aso allows images to be imported from several other image sources. The
import panel can be hidden after starting the import by choosing Hide. Any eligible images
will continue to be imported until importing is paused or the source unchecked.

Setting up the import
Choose setup from the Images From Hot Source dialog. The setup dialog is displayed.

Images can be rotated and flipped as with importing images from the specified source.
These settings are discussed earlier in this manual.

Images From Hot Source Setup

After inmport

Mirar: [~ Vertical [ Haorizontal

Apply LUT

|[none] ﬂ ﬂ
’Tl Cancel |
Specify a LUT

NeoGroup alows image corrections to be applied as images are imported. For example, if
you know that a particular source of images needs to be brightened, the correction can be
applied asit isimported.

Choose the LUT that you need from the Apply LUT drop-down. For information in making
aLUT, please see Chapter 10, Calibration.

Apply LUT————————
IGamma1.3 _'J
none

Gamma 1.8
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Importing from the Windows clipboard

If your have an application or scanner that can place the images into the Windows
clipboard, NeoGroup can import these images directly.

Choose Image > Import from hot source... The Import from hot source dialog opens. Make
sure Clipboard is checked, and Pause importing is unchecked. Any images that appear in
the Windows clipboard will be inserted to the currently open file. The images are inserted
according to the options set in the Options panel as previously discussed.

Importing from Kinetic bitmap devices

Some other imaging applications use this method as an image interchange. If your device
is compatible, images will be inserted automatically according to the settings made in the
Options panel. If you're not sureif your device is compatible, check with Timestone
Software.

Images From Hot Source

1~ LaztImage -

Setup...
I Pause imparting Hide
Figure 23: The Images from hot source panel.
Soace Lt Image
' Liphoerd
I e by desazes
e |

Mode: The cunent e hat ndesed
iagen. Inages: vl ol inpor wnket
ihel e provachi: an Fnage runke

M Bass wpoiing Hids

Figure 24: Import panel with indexed images

Editing images while importing

It is possibleto edit (zoom, crop and colour correct) images whilst images are being
imported. During the import operation, the editing operation is not as responsive as it
would normally be, and we recommend that you use the keyboard to perform the edits.

The image import can still be controlled, even though you may have hidden the main
image import dialog by choosing the Hide button. Open the Import options panel by
choosing Images > Import options panel.... This small panel can be positioned on the
screen so the image import can paused or restarted.
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Adding images

Images can be added to afile, or can over-write existing images within afile. Images are
added by using the Images > Import from Disk dialog. The options available vary according
to wether afileisindexed or sequentially numbered

Add new files to the end of an existing file

Choose Images > Import options panel... The Images Options Panel opens. Choose To end
asthe Incoming images selection. Specify the files to be imported as previously discussed.
Images will be appended to the end of thefile.

Incoming images [for sequentially numbered image files)
’VI' Reverse order (eI Taend € lnset € Beplace

Insert or replace files within a file

To add images somewhere in the middle of an existing file, first choose the image where
the new images are to be inserted or replaced, then choose Images > Import options panel...
The Images Options Panel is shown. Note that the options Insert and Replace are available.

Images that are imported with Insert selected will be added from the selected image.
Images imported with the Replace option selected will overwrite existing images from the
selected image.

™ Reverse order ¢ Toend (:E‘Inserﬁ " Replace

"Incoming images [for sequentially numbered image filez)

Deleting images

To delete images, you must first choose All in the tree view. After selecting All, choose the

image you wish to delete, then press the Del key, or choose Edit > Delete. A confirmation of
the deletion is requested, then the images are removed. Choose OK — the image is del eted.

Any groups that used deleted images will not be removed

& Are you sure you want to delete these images’?

Closing and compacting files

Close afile by choosing File > Close, or by clicking the File Close button in the toolbar.
The current fileis closed.

Images are stored in NeoGroup's database type file. As images are deleted in the program,
they are not physically removed from the file, although they are no longer available. One
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result of thisisthat the file size will remain the same, even if al the images are deleted

from thefile.

The deleted image space is ‘ freed up’ by choosing File > Edit View Images Quew
Close & Compact. This process takes alittle time to New Chieh
perform, and also requires some hard disk space (at Open ChleDl

least as much as the new file's size). Once done, thefile
will only contain the essential image data, and be as
small aspossible.

Cloze

Cloze & Compact

It isrecommended that afile is compacted after many images have been deleted, or before
being archived.

Allocating images and creating groups

Once images have been imported, they are allocated to the various groups and folders for
use with the group images. This is done by dragging and dropping un-allocated images to
the required group.

How you identify images to be allocated will depend on your
circumstance. In many cases, the group images will have a
board in the photograph, aiding identification. You may also
have a shoot order that will serve as akey to the group. By
choosing Images > Show Tags, NeoGroup will display the (7| Protodjpa
original image filename that was imported, making this match process easier.

NeoGroup ‘Groups’

A Group in NeoGroup is a very important object. As we have seen, Folders can be created
by importing name data, or manually creating them. A folder

needs to have a group created within it in order to produce a E-L ear 7

group job. You can think of the folder as the container that . Year Fh,
holds all the necessary components (the names, the group '

image...) that will finally form a group image. Groups can be created by either manually
creating a group, or by dragging and dropping a group photograph onto a folder.

The group’s name

The name you give agroup when it is created is most important. The name typed hereis
the name that will appear in the centre board in the final NeoGroup job. For example, if
you name a group ‘Grade 7A’, thisiswhat will appear in the centre board if called for.

Manual creation of groups

If the image file to be used in a group is not yet available (the film may be being used
elsewhere), you can create a group manually, and fill out row lists.

+IEI To create a group manually, choose the folder that will contain the LB fhetedted
group, then choose Edit > Create new group, or click the New Group =1 Provident School

icon in the toolbar. A new group is created. Type the group’s name, T

then press Enter.
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Drag-drop creation of groups

After images have been imported, they can be allocated to folders by drag and drop. Click
Unallocated in the tree view to see all the images that have yet to be allocated to afolder
or group. Choose the image you want to allocate to a particular folder or group, click it,
and hold the mouse button down. Now, move the mouse to hilight the folder or group
required and release the mouse button. The image is dropped into the folder or group
selected.

If you dropped the image onto a folder, anew group is created ready to be named. If you
dropped the image onto an existing group (perhaps created manually as discussed before),
the image is added to that group.

If you have more than one image of a particular group (perhaps one with identifying name
tags, the other the actual group photpgraph), drop al the images belonging to the single
group onto the same group photograph. You can choose which image you wish to use
later.

Note that after the drag and drop operation, the selected image is moved from the
Unallocated group at the top of the tree view to the group you created. Choosing
Unallocated will show that the image is no longer available to be allocated.

=1 Unallacated

Bl Groups

B Senior Soe

; gar 10

] Year 11

| rear 12
| ear 7
7] Year 8
) Year 9

-] Groups
E| ] Senior Scool

E| ] Vear 10
i D@

e ) Year 11

) Year12

[T Year 7

) Year 8

e | Year

Figure 26: After the drag and drop, name the group
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Allocating multiple images

You may have several images that belong to a single group. Perhaps one image has each
person holding up a name tag, with the other the actual group shot. You can allocate
several images by dragging and dropping them into a folder or onto a group.

Allocating multiple images to a folder

To allocate several imagesto a single new group, select the images required, then drag and
drop them to the folder. The images are allocated to a single new group. Type the group
name and press Enter.

Allocating multiple images to an existing group.

To allocate several imagesto an existing group, first make sure you can see the target
group in the tree view. Do this by clicking the + icon next to the containing folder. Now,
select the images required, then drag and drop them to the folder. The images are added to
the existing group.

Setting the default image

When severa images are allocated to a group, you can set one image to be the default.
The default image will always appear first when viewing of the images, and will always
be printed. When editing the images, you would always choose the best image to be the
default.

Choose the group that has several images. Either double click the image you want to be
the dafault, or choose Images > Make the selected image primary. The selected imageis
moved to the first position in the list view.

Editing and displaying images

After the group images have been imported, you can edit them for zoom, crop, colour
density and contrast. You can aso control how the images are displayed on-screen for
convenient image editing.

Changing the image display
You can control the number of images displayed on-screen using the image pane controls.
These are located at the bottom of the image preview pane.

Image set controls
Choose the number of images you wish to display using the controls

e Choosing Single Image changes the image display to a single image.
e Choosing Multiple Images changes the image display to the image table.

ofa &

—// \ ¥ Lock display
Multiple images Number of images
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Figure 27: Image preview in single and multi image modes

Changing the number of images displayed

Clicking the Number of images button pops up a sizeable grid.
Moving the mouse increases or decreases the number of

images displayed in the image table. ...

Editing Images
Once images have been imported to NeoGroup, they can be changed in various ways:

e Zoom

e Jog (x-y movement)

e Color, density and contrast corrections

e Image editing via an external image editor

There are many shortcuts available to achieve the various corrections, as are there many
different ways to change the size and number of images being displayed.

Selecting images

It isfast and convenient to select and navigate through images in the image table. First,
choose an image by clicking on it with the mouse.

Action Keyboard

Select the first image Press the Home key
Select the last image Press the End key

Show the next screen of images Press the Page Down key
Show the next screen of images Press the Page Down key
Move to the Left image Press the Left arrow key
Move to the Right image Press the Right arrow key
Move to the image above Press the Up arrow key
Move to the image below Press the Down arrow key
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Zoom and jogging images

Images can be moved and re-sized to create the best cropping for various aspect ratio
prints. When in cropping mode, NeoGroup displays any enabled aspect ratios. |mages
should be cropped so that each of the different aspect ratios will appear pleasingly

cropped.

There are many different ways to zoom and crop images. Zoom and crop values ultimately
are displayed in the Image Corrections palette. If the Image Corrections paletteisn’t
currently open, choose View > Image Corrections. Choose the image crop editing mode by
choosing Images > Select crop & scale image tool.

Note that all images displayed in the image table now show the enabled aspect ratios.

Cropping images
Choose an image. The image can be cropped by:

Action

Move an
image left

Move an
image right

Move an
image up

Move an
image down

Keyboard

Hold the Control key
and press the = key

Hold the Control key
and press the € key

Hold the Control key
and press the A key

Hold the Control key
and press the W key

Zooming images
Choose an image. The image can be zoomed by:

Action

Make the
image larger

Make the
image smaller

Keyboard

Hold the Control key
and press the Page
Down key

Hold the Control key
and press the Page
Up key

Mouse

Click and drag the
mouse

Click and drag the
mouse

Click and drag the
mouse

Click and drag the
mouse

Mouse

Hold Control key
and turn the scroll
wheel or, hold the
Shift key down and
move the mouse
up

Hold Control key
and turn the scroll
wheel or,

Hold Shift key
down and move
the mouse down

Image Correction palette

Click inside the ‘X’ value box,
or Press <Control><X>.
Decrease the value or press
the W key

Click inside the ‘X’ value box,
or Press <Control><X>.
Increase the value or press the
N key

Click inside the 'Y’ value box,
or Press <Control><Y>,
Decrease the value or press
the W key

Click inside the ‘X’ value box,
or Press <Control><Y>.
Increase the value or press the
A key

Image Correction palette

Click inside the 'S’ value box,
or Press <Control> <S>.
Decrease the value or press
the W key

Click inside the ‘S’ value box,
or Press <Control> <S>.
Increase the value or press
the A key
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Moving images outside the image area

It is possible to move the images outside the image area. This might cause white borders
in the finished packages. If you move an image too far, you will seeindicators. The
indicators show where the image has been incorrectly moved.

Out of image areaindicators

Zooming and jogging in practice

Adjusting the size and position of images for the various print sizes to be printed is a most
important task. If many images are to be adjusted, it isimportant to perform the task as
quickly and accurately as possible.

In practice, some operators will prefer to use the keyboard to make these adjustments,
whilst otherswill prefer to use the mouse and keyboard.

Using the mouse and keyboard.
e Select theimage to be corrected
e Hold the Control key down and use the scroll wheel to zoom the image.

e Release the Control key, click and drag the mouse to adjust the image
position.

e Click the next image and repeat the operation.
e When you need to see the next screen of images, turn the scroll wheel.

X Notethat the control panels associated with scrolling mice often allow the scroll
wheel to move a certain number of lines per ‘click’. You should set it to suit your
needs. If the scroll wheel isset to ‘1 line’, the image tableis moved 1 row per
‘click’. If it isset to 3 lines, the image table is moved by 3 rows per ‘click’.

Using the keyboard
e Select thefirst image by pressing the Home key.
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e Choose the image to be adjusted with the Arrow keys.
e Hold the Control key down and use the Arrow keys to move the image.

e Hold the Control key down and use the Page Up or Page Down keysto
zoom the image.

e Usethe Arrow keysto choose the next image to be edited.

e UsethePage Up or Page Down keysto see the next or previous page of
images.

Adjusting the image colour, density and contrast

Image colour, density and contrast can be changed using the image density controls. The
corrections can be applied across a group of images, or individually.

If you find it cumbersome using the mouse in this situation, there are a number of shortcut
keys available:

Action Keyboard shortcut
Increase brightness | Type <Control><I> and press the A key. The ‘I value increases

Decrease brightness | Type <Control><I> and press the ¥ key. The ‘I’ value decreases

Increase contrast Type <Control><C> and press the A key. The ‘C’ value increases
Decrease density Type <Control><C> and press the W key. The ‘C value decreases
More red Type <Control><R> and press the A key. The ‘R’ value increases
More cyan Type <Control><R> and press the ¥ key. The ‘R’ value decreases
More green Type <Control><G> and press the A key. The ‘G’ value increases
More magenta Type <Control><G> and press the ¥ key. The ‘G’ value decreases
More blue Type <Control><B> and press the A key. The ‘B’ value increases
More yellow Type <Control><B> and press the ¥ key. The ‘B’ value decreases

Exporting images

You can export images from NeoGroup and thus make them available to other
applications or for other purposes — for example, you might need to supply the imagesto
the printer who has been commissioned to publish a yearbook which features all the
imagesin a particular job file.

NeoGroup gives you control over the following parameters of the export:

o |If the subjectsin your job file are arranged into folders, you can use these folder
names to create directories for the export so that exported images are divided
neatly into adirectory structure. Alternatively, you can use the existing folder
names in the filenames which are created during the export process.

e Subjectsin a NeoGroup job file have fields associated with them (names, ID
numbers etc) and you can use any existing field in the filenames which are created
during the export process
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You can apply an LUT to the whole batch of images you are exporting.
You can apply sharpening to the whole batch of images you are exporting.

You can resample each image in the whole batch to different size

e ...and, of course, you can export in any of the most commonly-used file formats,
JPG BMP, PNG, TIF, TGA, PCX or PCT.

To export images, make sure you're in Image mode, then choose Images, Export. The
Export images dialog box appears — all you can do here is specify a path and start the
process. Not much will happen, however, unless you first click the Setup button and

specify how you want the images exported:

X

— Filenamne format
pre + nowidth + post  +ext
[ fes
ed. 3jpg
— Bitmap Format
Type: |JPEG LPG) =l

Color. €% 24-bit © Shit

Size: (¢ Same size
7 ToSize [width % height]

| 100 HI 100 piselz

—&pply LUT

I [hone] Ll _)I

1 Sharpen

Kermel Strength W

ak I Cancel

Figure 28: Images Export Setup dialog

Shown above are the default settings.

= Note: If you change the file format from the default of .jpg, make sure you change
the extension (in the Filename format area of the dialog) to match. This doesn’'t
happen automatically, and if you don’t change it you may end up with BMPfiles

that all have .jpg extensions.
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10

Names mode

Construction of the name row listsis done in Name mode. After groups have been created,
names can be allocated to arow. Groups don’t have to have images allocated to construct
the rows, nor do you need to have imported name data.

However, you must have created a group in Images mode in order to create the row lists.

Creating the row listsis done by either manually entering each name in the row, or by
selection from the names entered in the database.

If you want to create group images without names, you don’'t have to define any of the
row lists. To create ‘ no-names’ groups, check the next chapters, Printing and Creating
Templates.

The Names mode interface

Enter Names mode by choosing Mode > Names. The names mode window is shown. The
window is divided into 4 areas:

Group image preview

Row list /

i =
Find names

Row names
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Selecting the group

Thefirst step when creating the row listsis to choose the required group. ]
Click the select Group icon in the toolbar. The Select Group dialog is

displayed.
Click the group you wish to use and choose OK.

List Image

Mear 7 -ear 7A
Year 7 -Year 7B
ear 7 -Vear 7C
Year 7 -Year 7D

Cancel |

Creating the rows

After selecting the group, the first step in creating the row list is to define the number of
rows. Then, the number of people in each row is defined, then the names inserted to the
correct position.

Define a row

Click the cursor inside the first entry in the Row pane. Type the name for the row. Now,
count the number of people in the row from the preview image and insert this number in
the Count box. The required number of positionsis created ready to insert names.
Continue entering rows until they are completed.

= You don’t have to enter the number of positionsin arow. As names are entered to a
roe list, the count will automatically increment. However, it serves as a good check
when entering names that the correct number of names has been entered.

Row | Count | Position | Mame
Back Row [ 1
Second Row
Third Ravs

oo o

| N
| [0 IS PR )
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Adding absentee or other special rows
If you want to create an Absent or other special list, create and name arow appropriately.

Whatever is entered for Row is the text that will appear as the Row label. These special
rows can be handled exactly asif they are anormal row.

Moving the row position

After arow has been created, you can change its position by moving it up or down in the
list. This can be important if you have created the rows in a mixed order.

To move arow, select it, then choose Edit > Move row up or View Mode Hebp
Move row down. You can aso use the short-cut keys: ETGE fo

Inzert pozition for name  Chrl+l

[ ] Move arow Up — Shift + Ctrl + Left arrow Delete name position  Cirl+D

Empty name posiion  Ctrl+E

e Move arow down — Shift + Ctrl + Right arrow

IEve fame up Sttt
Move name down Shift+Ctrl+Diown

Move raw up Shift+Ctel+Left

I nse rtl n g n am eS towe row down Shift+Clrl+Right

Names can be inserted to arow position by either typing the name manually, or by
selecting them from the database. A single row list can contain manually typed names, or
those selected from the database. This meansit is possible to enter namesto alist that
don’'t appear in the database if necessary.

Manually entering names

If you don’t have access to a database of names, you can enter them manually to arow
position by clicking in the position, then typing the name.

Names that have been entered manually are displayed as black text on awhite
background. Names inserted from the database are displayed as black text on agrey
background.

= If possible, you should use imported data, or enter the names in Details mode. This
makes the names entered available to other Neo applications, as well as for further
use within NeoGroup. Any names entered manually to arow position can only be
used for that position. If aparticular individual appearsin severa different group
images — perhaps a sports picture as well as a class photograph — the name must be
typed in for each group.

Position | Mame |
1 faleciaBridgd [

~d| o] | e
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Inserting names from the database

When names are available from the database, they can be quickly located and inserted to a
row position. The insertion is done by starting to type the name into the Find box.
NeoGroup searchesthe list of available names and displays afiltered list of names that
match the characters entered. Choosing the name with the arrow keys, then pressing Enter
adds the name to the current position.

It isalso possible to search using a unique ID number, meaning you can use a bar-code
reader to create the lists. Thisis useful for some third party applications that construct the
row lists, and can print a sheet in row order, along with the barcoded ID number.

Setting the name display

By default, when the results of a name search is displayed, al the fields defined in Details
mode are shown. If you have many fields defined, this can mean un-necessary detail is

displayed.
You can control how the find results and row positions are displayed by editing the
program defaults.

Choose Edit > Options > Default tab > Edit Details Fields if you want to make a global
setting, or switch to Details mode, then choose Edit > Fields if you want to change the
settings for thisfile only.

The Data fields dialog is displayed. Choose As tags... The Details tag text dialog is shown.

You can control exactly what details for each name are displayed in Names mode by
entering the field and order in the box here. Fields must be prefixed by the ‘' @’ symbol.

For example, ajob file has the following fields available:

e FirstName

e LastName

e |ID

e DateOfBirth
o Allergy

Without a specific entry in the Details tag text dialog, each name displayed will show all 5
datafields. However, thisistoo much detail, and can be confusing to the operators when
selecting the names. By entering:

e @FirstName @LastName, @ID

H A Add name lisk H
Ibn ththeeé?!S Z;gitse)(t L sAefttt?:mgrgal;g%;Z%K
0X
. - FEind |r
refined to contain only Bra [ and return to Names
these three fields. Hekiiokeang mode if necessary.

Micole, Rowley, 12937
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If you made these settings to the Edit > Options dialog, you will also need to change
the same options for thisfile in Details mode > Edit > Fields... Any new files created

will inherit the settings from the Default dialog.

Finding a name

When you are ready to insert a name from the database, click the
row required, then the position. Now, choose which field you want | s

Add name list

v First ame

to use to search with from the drop-down box. Click in the Find ing | I

entry box. Type thefirst character of the find field. You will notice

two lists of names are displayed — those above aline, and those below aline.

Those names above the line indicate names that Al
belong to the current group folder. Those below e
the line are the rest of the names entered in the Bnd [

database.

For example, if you are working on aYear 7
group, all the names above the line have been
entered in the Details mode Year 7 Folder. The
names below the line are al the other names. As
you enter more characters of the name, the more

Penelope, Thomas
Nicholas, Thomas
Leigh. Ting

Alice, Tovey
Harinah, Tracey

Anneka, Taborsky
Kara, Taylor

Kate. Taylor
Rhiarnon, Templetan

Alexander, Thimm

accurate the list of names displayed.

Inserting the name

Once you have entered enough charactersto find the correct name, use the Up or Down
arrow key to select the name and press Enter. The name isinserted to the row position.
Note that nthe inserted name is displayed in alight grey background. Thisindicates the
name is from the database.

Pasition | Mame r— Add name list
1 Penelope Thomas Via
2 Find ItH
3
4 Ferelope Thomas
5 Micholas Thomas
& Alewander Thimm
7 Aimee Thomaz

Continue entering names until all the positions for this row are filled. Now, choose the
next row and continue adding names.

Duplicate names, adding or deleting rows or inserted names

If the same name is added to a group severa times, the fact isindicated by the PC
beeping, and the nameis displayed in Red. If you see ared name, check your row list
source and correct the problem by inserting the correct name.
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Position | Mame |
1 Ainzleigh Skeels
Jacgueline Clingan

Penelope Thomas |
Miranda Friend

Melanie Green

(=0 IS I A oK

Louize Hellzren

You can add, clear or delete name positions by choosing the position, and choosing the
appropriate action:

To... Then...

Add a position to the list | Click where you want to add the position, and choose Edit >
Insert position for name, or type Control-I, or click the Insert
Position icon on the toolbar.

Delete a position from Click the position you want to delete, then choose Edit > Delete
the list name position, or type Control-D, or click the Delete Position
icon on the toolbar

Clear a name entered in | Click the name you want to clear, and choose Edit > Empty
a position name position, or type Control-E, or click the Empty Position
icon in the toolbar.

JE @ i Clear Position

Moving the name position

After arow has been created, you can change its position by moving it up or down in the
list. This can be important if you have created the rows in a mixed order.

Insert Position

Delete Position

To move arow, select it, then choose Edit > Move name up Or Move name down. YOU can
also use the short-cut keys:

e Move aname up — Shift + Ctrl + Up arrow L Mo Lis

Hemoye v,

e Move aname down — Shift + Ctrl + Down arrow

Inzert pazition for name  Chil+l
Delete name position  Cirl+Dr
Empty name positionn  Cl+E

. - - I v manmeiE Sttt
ChOOSIng the Image dlsplayed Move name down Shift+Chrl+D o
If you have allocated more than one image to a group, s et R ks

you might like to switch between the images whilst
you' re adding the names. For example, you might have one image with the subjects
holding up a name banner acting as the key for the name row lists.
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Switch between the images

Choose the group you want to use, then choose View > Next group image (Control-<Pg
Down>) Or Previous group image. (Control-<Pg Up>).

. Regardless of theimage selected here, the final printed group uses the Primary
image defined in Image mode.
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11

Design mode

NeoGroup uses templatesto create its jobs. A template is a collection of graphic, text and
other objects that you place into a design. When the template is chosen in the main
application, the design is recalled, the group image placed into the design along with any
other text and graphic objects that may be required by the template.

Many of the objects you can place into a NeoGroup template are referenced to various
images and text for a particular job. For example, atemplate can contain a graphic object
that is the school’s logo, the Princiipal’s photograph as well as atext object that fetches
the school campus name. When the job is run, the template fetches the school logo and
Principal images, then the campus name for this particular job. All these elements are
placed onto the page automatically. The result isthat you can design a standard set of
templates at the beginning of your season and use them for all your production.

Using the template designer

The template designer is atool that allows you to place the various text and graphic
objectsinto a design. There are no built-in graphic creation tools, meaning you must
create all the graphics you want to use in another application like Adobe Photoshop or
CorelDraw.

The designer isintegrated with NeoGroup. To use it, start the program, then choose Mode
> Design. The template designer is displayed. Note that most of the available options are
dimmed and un-available. Choose File > New to create a new template design and gain

access to the tools.
i

o e e

TR = am [y oo & [ =l = =07 il

AN The Dimensions and units toolbar

The main toolbar

The Design canvas area
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The designer toolbars
There are a number of toolbars that allow you to set various options when designing
templates.

The File toolbar
Thefile toolbar gives you quick access to the normal File menu options.

u
0= |
A\ N\ Save the currently open template
Open an existing template file
Create a new template

The Place Object toolbar

The Place Object toolbar allows you to place the various objects you wish to use in the
template. There are 4 objects that can be placed into a template:

Image Object Defines where the images you import in the main application will appear
in the template. Images appear behind, on top of or inside other objects
in a design.

Name List object | Defines where the name list will appear

Graphic Object Defines where various graphic elements will appear in the template.
Graphic objects created with this tool are static. Graphic objects can be
bitmap, WMF or EMF type

Text Object Defines where text will appear in the template. Text can be static, or
contain a special variable ‘@’ codes. Text automatically scales to fill the
defined text box.

Barcode Object Defines where a barcode will appear in a Layout. Note that the barcode
object is not available when creating a Design template.

All objects, with the exception of the Barcode Object can be used in either a Layout or a
Design templ ate.

To place an object, click the desired button, click inside the template canvas area and drag
the mouse. The object will be placed into the template ready to be accurately sized and
positioned.

d
\ Place atagged graphic

Place a barcode object

Place an image hole object
Place a Name List object

Place a graphic object Place atext object
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The Object Layer toolbar

Objects placed into atemplate can be positioned in layers, making it possible to make the
various objects appear behind or in front of each other.

To change the layer order of an object, select it, then choose the desired layer order button.

@¥
Send the selected object to the back
Brina the selected obiect to the front

Send the selected object down 1 layer
Bring the selected object up 1 layer

The Graphic Scaling toolbar

When placing image objects into a template, you can control how the graphic is scaled
within the object box. Thisis useful if you need to ensure that an image is completely
displayed, and is not distorted.

There are three scaling options available:
e Clip theimageto fill the box maintain aspect ratio)

e Fit the whole image in the box (maintain aspect ratio)
e Fill theimage in the box (distort the aspect ratio)

The options are set using the Scaling options toolbar.

K Distort image to fill box

Fit image to box
Clip imageto fill box

Preparing and using graphic images
There are severa stepsinvolved when creating and placing graphic objects.
e Designing the graphic object in an image editor
e Placing the graphic into a NeoGroup template
e Define any transparent areas in the graphic

There are anumber of important things you need to keep in mind when designing graphic
images for usein atemplate.

Bitmap or Vector?

There are two quite distinct types of graphic images that can be used in a NeoGroup
template:
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e Vector graphics from applications like Corel Draw
e Bitmap images from applications like Adobe Photoshop

The two types are completely different in both the way that they are created, and also in
thelook of the final printed image. A vector graphic is formed by drawing a series of lines,
then applying blocks of colour to the objects drawn. The result is a graphic that is well
suited to many logos and other design elements, but that has a cartoonish appearance
when drawing real-life images. On the other hand, a bitmap image can create realistic
images for use in atemplate.

The big difference between a vector and bitmap graphic is that a vector isvery small and
quick to print, whilst a bitmap can be very large and slower to print.

Bitmap file size

If you want to use a bitmap background, you can optimise printing time by using the
smallest background image possible. If your background has alot of very fine detail —
such as afine texture — you will need to use alarger file. If the background has many
abstract objects, or if image clarity is not particularly important, use asmaller filesize. In
general, you can use the following guide as a good starting point to determine your quality
requirements.

These recommendations assume a maximum print size of 8x12" @ 300dpi

Background detail Use this file size

Detail not important at all 2 —4Mb

Detail somewhat important 4 — 6Mb

Detail important 6 — 8Mb

Detail very important 10 — 20Mb — requires testing.

Image file format

NeoGroup offers 1 bit transparency support to blend images. This meansthat asingle
colour in the bitmap image can be defined as transparent in a template. For example, you
might design the areas that are to be transparent to be white— R = 255 G = 255 B = 255.
Any pixelsin the design that have this value will become transparent.

When saving the background image, you must use afile format that does not change this
value relationship. For example, JPEG format will distort the white pixels close to a
darker areain the image, resulting in ‘flecks’ through the merged image. Use either PNG
format for compressed images, or un-compressed TIFF or TARGA images for your
backgrounds.

Do not use JPEG format for background images.

Merging images

NeoGroup alows the images you import to be placed into adesign by allowing
transparency in the background images. You design a colour that will be transparent in the
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background image, then define that colour when the background isimported. You can use
either bitmap or vector style graphics. Both formats allow image merging.

Transparent areas in bitmap images

The 1 bit transparency support means that you must carefully build-in a colour that will
appear as transparent in your background images. First, choose a colour that you will use
to indicate transparency — perhaps white or R=255 G=255 B=255.

When designing the image, make sure that only transparent areas use this colour. For
example, select the areas that are not to be transparent, and use the Photoshop (or similar)
Levels command to limit the maximum pixel value for these areas to say R=250 G=250
B=250. These areas will not be considered as transparent.

e

Areas that will be transparent in the design

It isalso important to carefully prepare the edges of the transparent areas in your design.
Many image editors use anti-aliasing when placing selections. Anti-aliasing is a process
that softens the edge of a selection, making it blend well into the image. However, this
anti-aliasing means that the edges of your design can appear as a halo when used in
NeoGroup. Likewise, a drop shadow effect that falls onto the transparent area will be seen
asahalo. In the below example, adesigner has created an attractive effect by placing a
drop-shadow under alogo. This drop shadow results in a halo appearing around the logo
in the finally formed page.

> & ) &
_“-——-—IJ_

Transparent areas in Vector graphics

Vector graphics can contain areas that are a hole as a native part of their design. NeoGroup
will reflect the hole in the design, allowing you to create transparent areas in a vector
graphic aswell as a bitmap.

How aholeis created in a vector depends on the drawing application you are using. For
example, with Corel Draw, draw two objects of different colour, and place them one on top
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of the other. Choose Arrange > Combine to combine the two objects. One of the objects
will form aholein the other.

Consult your applications user manual for more detailed information regarding combining
objects for this effect.

The Object Dimensions toolbar

Objects placed into atemplate can be positioned and sized exactly using the Objects
Dimensions toolbar. To set the size and position of an object, select it, then enter the
desired values to the toolbar. Once done, click the Apply button to set the values.

The Offset values set the position of an object’s top left corner.

foset"‘ijl 000 b 000 sie ] 60030 400 [ A |
Set the template \ Set the object Offset \ Set the object size

measurement units

Creating templates

Once you have all the various components, you can design a new template. Start
NeoGroup, and choose Mode > Design. The template designer is displayed. Now, choose
File > New tO create a new template.

Placing objects

Once the new layout screen is displayed, click on the background page. Note that the page
handles become active.

When designing alayout, the actual final print size is being specified, so it isimportant to
enter the correct page size. Note when the page is chosen, the Size entry area becomes
active. First, ensure that you have the correct units selected by clicking the units drop-
down. Now, enter the page size you wish to use, then Apply. The page size changes.

NeoEmup

File Edit Layer:
[D=al HEEEE [T aE
| =1 =] size 11000 g 200 | Aol |

Figure 29: Selected background page with handles

Placing an image

Images can be placed anywhere in the template, and in layers. This allows you to place
images behind and if front of one another, allowing complex and attractive images to be
created. When an image is placed into the template, you can define the transparent area, as
well asthe size, position and image scaling options applied to the image.
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Choose the Place graphic object button in the toolbar = The cursor changesto the Place
Object cursor. Position the mouse over the area on the page where you want the hole to
appear. Click and drag a box over the page. It is not important to be accurate at this point.
A File Open dialog is displayed. Choose the file you wish to place and choose Open.

Figure 30: The file Open dialog to place a graphic object

Thefileisread, and the object appears in the template. Now, the Set Bitmap Mask dialog
appears. Click the colour you wish to appear

astransparent. In this case, we will click the — EEEIUZILEES
centre Whl te area Of the bmkground If you Click on the bitmap to pick color for transparency mask
don’t want to set a transparent area for the Beset |

graphic, press Cancel. The graphic will still
be placed, but no transparent areas will be
Set.

If you make a mistake, press Reset to reset
the selected colour.

Once the transparent area has been set, you
will see the transparent areaindicated by the

grid pattern. |

Set Bitmap Mask
Click on the bitmap ta pick color for tranzparency mask POSltl on | n an d SIZ | n ano b 1 eCt
Reset | g g J

Click the abject. Hold the cTRL key down if
necessary (if several objects have aready
been placed).

Either click and drag one of the handles, or
drag the object to scale and position of the
object with the mouse. If you need more
accurate placement, click the object, then
enter an absolute origin and size in the Object
== Dimensions toolbar, then choose Apply. The
object is positioned and sized exactly.

NeoGroup — Chapter 11 — Design Mode Page 79



Defining the Image Hole

The areain your design where the images you import are to appear is called a‘hole’. As
mentioned before, this areais defined by colouring the areas of the graphic a P
specific colour. In this example, the area has been defined by pixelsthat are ™=
R=255 G=255 and B=255. After the graphic has been placed and positioned, click the
Image Object button . The mouse pointer changes the Place Object pointer. Click and drag
the mouse over the template where you want the image to appear. It is not important to be
accurate at this point.

When the object is placed, it will be sitting over the top of the background.

Figure 31: The Image Object placed over a Graphic Object

With the Image Object selected (the handles are visible), click the Send down 1 layer
button. The Image Object is moved down 1 layer, and is now behind the transparent area
of the Graphic Object. Note in the picture below that it is possible to see the full design,
along with the whole name board.

Figure 32: The Image Object placed behind the graphic object's transparent area

Placing additional graphic objects

As many graphic objects as you need can be placed into atemplate. To add afurther
object, repeat the above process.
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= If agraphic object that is placed over the top a hole has the transparent colour, it
will be merged is described above. Be sure that for objects that you don’t want to
merge, you choose Cancel at the Set Bitmap Mask dial og.

Controlling image scaling

When placing image objects into atemplate, you can control how the graphic is scaled
within the object box. Thisisuseful if you need to ensure that an image is completely
displayed, and is not distorted.

There are three scaling options available:

e Cliptheimagetofill the box maintain aspect ratio)
e Fit the whole image in the box (maintain aspect ratio)
e Fill theimage in the box (distort the aspect ratio)

The options are set using the Scaling options toolbar.

(] |
,B8

/ \ Distort image to fill box
Clip image to fill box

Fit image to box

Position and size the object

All objects can be positioned and sized using the mouse, or very accurately with the
Object Dimensions entries on the toolbar. Choose the object by clicking it. Note it hilights
by showing handles.

NeoPack+

File Edit Orientation Mode Help

Figure 33: A selected object
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Sizing and positioning objects with the mouse
To re-size the object with the mouse, click one of the handles and drag it in the desired

direction. To move the object, click and drag inside the selected object. The object moves
as you drag the mouse.

Sizing and positioning objects with the toolbar

Exact size and position for an object can be specified using the Object Dimensions
toolbar. Choose the object you wish to edit, then click the value you want to adjust.
Pressing the Tab key switches to the next entry area. Once all the required changes have
been made, click Apply.

Note that the measurement units can be changed by clicking the units drop down.

| Cineh ] onset o[ B[ 722 see 8] 7% 30l 552 i |

Figure 34: The Object Dimensions toolbar

File Edit Orientation Mod
D= W [ e g [ =

| [inch ] ofiset=mf 000 5[ 000 sie &) 700 sg[ 500 iy |

Figure 35: An Image Object after re-sizing

Placing multiple objects in a Template

Templates can contain multiple objects. This means that products from simple packages to
complex designs that include multiple graphic, text and barcode objects.

Place several objects

Create a new template by choosing Mode > Design then File > New. A new design is
created.

Place and size the first image
Click the Image Object tool in the toolbar. Click and drag the object on the page. It is not

important to be accurate at this point. Choose the object with the mouse, and enter the
print size and position in the Object Dimensions. Click Apply.
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Place the second object

A second object can be added by following the previous instructions. You can also copy
and paste an object by selecting it, then choosing Edit > Copy, then Edit > Paste. The object
is duplicated.

Choosing objects in other layers

When severa objects are placed within atemplate, you can cycle between objects using a
keyboard modifier with the mouse. For example, if you want to select the background
page that is completely covered with objects (perhaps to adjust its size), click any object
on in the template. That object is hilighted. Now, hold the CTRL key on the keyboard.
Note that the mouse pointer changes to the Object Cycle tool. Click the object again, and
note that the object in the next layer below it is hilighted.

Figure 36: Cycling between layer objects

Changing the layer order

Objects can be positioned in front or behind each other. The order of the objects can be
changed with the Object Order toolbar. The layer order of an object can be changed by
selecting the object, then choosing alayer order tool in the toolbar.

Jayeiay=]

Bring an object up 1 layer Send an object to the bottom layer

Send an object down 1 layer Bring an object to the top layer

Place two Image Objects on the page, and make sure that they overlap each other.

NeoGroup — Chapter 11 — Design Mode Page 83



Figure 37: The selected object in the top layer

Click the send down 1 layer tool. The selected object is sent down 1 layer, and will now
appear behind the other in the finished print.

Figure 38: The selected object 1 layer lower

Using text objects

Text objects in NeoGroup are avery powerful tool. Fixed text can be entered and stylised
with font, style and colour, appearing always the same in the final printed result. Text can
also contain variable codes, allowing atemplate to pick data from the job file and
automatically adding it to the printed job. This means that you can design templates that
can be used for all your jobs, and have them customised automatically for each client. For
example, atemplate might include a reference to the school’s name, principal name, and
even an individual group teacher’s name. When the job is run, the datais fetched from the
database and placed automatically into the printed job.

Fixed and variable text
There are two types of text that can be placed in atemplate:

e Fixed: The text appears the same in each job
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e Variable: The text changes for each image according to information
entered for the image.

Variable text is defined using an * @’ symbol at the beginning of the text placed into the
template. When NeoGroup seesthe ‘@' symbol, it looksto seeif it has the necessary
information for that image, and usesit if it does. If no information is available for the
image, the ' @' codeisignored.

Placing text objects

Create anew template — either a Layout or a Design. Choose the Text Object tool %1
from the toolbar. Click and drag over the template where you want the text to appear. The
text entry dialog opens. Enter the text you want to appear in the template.

Edit Text
al[===
)@World School Photography, 2000

] I Cancel I

Figure 39: Text entry dialog box

Figure 40: Text placed into atemplate

Controlling text formatting

Text — wether fixed or variable — can be stylised using font, colour and style. To apply
some text styling, choose the text you want to stylise, then choose the Font, size, style
colour or alignment from the Style Text toolbar.

/B 7 U =
/

Text colour

Times New Baoman

Text size buttons
Font Style buttons

Text alignment
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Variable text objects

NeoGroup alows various data fields be defined for the various groups in your job. For
example, there are some things that are common to a whole school such as the school
name, principal and so on. It is then possible to gather the school’s groups into sub-
categories. For example, the school might have a senior and junior campus. Years 1 —7
belong to the junior school, 8 — 12 to the senior school. You can allocate a name to both
the campuses, and have the correct campus name inserted to the name board for each
particular year group.

Detail types

As discussed in the previous chapters, Details mode and Image mode, it is possibleto
define and allocate various data fields to the foldersin ajob. There are three major details
groupings:

e 'File’ details—global information such as the school name, principal
name etc.

e ‘Folder’ details—information specific to afolder or sub-folder such as
the campus name, group teacher name etc.

e 'Built-in’ details— built-in information that are pre-defined in NeoGroup.
These include the group name etc.

In order to place the correct code into atemplate, It is important to understand how these
codes are used.

Creating a variable code

Variable codes are inserted to atemplate using aspecia ‘@' code. The‘ @’ codeis
inserted as normal text, including text style and colour, but contains special characters that
identify it as text to replace to NeoGroup.

The specia code takes the form:
o @Type’<Field>

Where ‘Type' is either ‘File' or ‘Folder’, and Fieldsis any of the field names you have
defined in Details mode. The NeoGroup built-in codes take the form:

e (@code

Where ‘code’ is the specified code as listed later.

Using ‘File’ details

‘File’ details are pieces of information that are common to every group in the current job.
A File detail is set by choosing Mode > Details, then clicking All in the tree view. At the
bottom of the Details screen, the available fields are displayed. Consult the Details mode
chapter on information defining these fields.

In our example, we created several fields:

e SchoolName — the name of the school
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e Principal —the name of the principal
e Year — The year of photography

o BT
=] Folders
Senior School
e Juniar School
Field | walue |
Frincipal Mrz. Wilzon
N SchoolMame  Provident High School
e EE

Figure 41: 'File' details set in Details mode

We want to create atemplate that will place the text * SchoolName — Year’ in the name
board. The details * SchoolName' and * Year’ are global details, and so are a‘File' detail.
The codes you would enter to the template would be:

e @Filei<SchoolName> - @File<Year>

Edit Text E

(@File:<SchoolName= - @File<Y ear]

ok I Cancel I

In the above example, the printed job would contain the text:
Provident High School — 2000

Using Folder details

‘Folder’ details are pieces of information that are specific to afolder, or sub-folder in a
job. Sub-folders of amain folder (Year 8 — 12 folders of the Senior School campus for
example) inherit any fields defined in the parent folder. For example, you can define
folder fields:

e School Type — The campus name
e Teacher —A group’s teacher

In Details mode, choose the * Senior School’ folder, and enter the name of the campus.
Now, move all the Year 8 — 12 groups into the Senior School folder. Each of the years 8 —
12 are now apart of the Senior School, and so will inherit the information typed in for the
Senior School folder.
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; = Folders

= Folders E| 1 Seniar Schoal
-] Senior School C B[ Year 10

“e 7 Juriion School P Year 104

] Year 11

T YWear12

] Year ¥

P Year 8
Field Value Field [vale
Teacher

|| Teacher Ms. Angela Campesiel

|| SchoolType  ElgEgelgel] SchoolType

SN

S0, the group folder ‘ Year 10A" has the following details:
e Teacher - ‘Ms. Angela Campesie’ from the * Year 10A’ folder
e School Type —‘Senior School’ from the * Senior School’ folder

In our previous example, we placed the school name and year of photography into a
template. Now, we want to add the campus and group name. By adding the codes:

e @FilexxSchoolName> - @File:<Year> - @Folder:<School Type>,
@name

Edit Text

(@File:<SchoolName=> - @File<Y ear>
(@Folder=SchoolType=, [@name

ok I Cancel I

In the above example, the printed job would contain the text:
Provident High School — 2000

Senior Campus, Year 10A

Using Built-in details

There are anumber if pre-defined codes that are always available within NeoGroup. In

Image mode we created a number of named groups. The name that is given agroup hereis
the text that is used in the final job when using the @name code.
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Available built-in @ codes
The following built-in @ codes are available:

@ Code | Description

Name The name of a group entered in Image mode

Name list object

Names are placed into the template with the name list object tool in the tool bar £33, To

place a name list object, click the button in the toolbar, then click and drag where you
want the names to appear. It is not important to be accurate at this point. Release the
mouse button, and the Group Names Setup dialog is displayed.

At the bottom of the dialog, note the sample text. This text will reflect the changes you
make, and uses real data.

o — s me ) | -
-[—J : udum_—l
e [e——— ]

s [ E 7 b

Lot
O I [ ™ S
el o [ B o BTSSP L |
Lo [ Hx TN (|

Setting the Font

Font settings are available for both the Row list Labels, and names. Choose the font, style
and colour for both the label and names. You can choose to use the same font and colour

for both if desirable.

Fant

Labels: Times New Homan| EI il gl
Set the row Label font / Names: &Times Hew Roman =l Elilgl - __ Setthe Label font

style and colour
W Same bpeface Same color W
Set the Names font

/
Choose to use the same font / \— Set the Names font

style and colour

for Label and Names
Choose to use the same

colour for Label and Names

Setting the maximum font size

NeoGroup automatically scales text to ensure al the names are displayed, regardless of
each row’s length. You can define the maximum size afont will appear in the name row
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list by setting a size in the Maximum size box. You can also choose to scale only the
names, or both names and labels.

Size
M aximumn size: |1 4.25 _IQ ' Soale names only
/ f\ Scale names and labelz

‘ J \; Choose to scale names only, or

names and labels together

Setting the Layout
You can set many aspects of the name row list layout. Take note of the sample text as you

make adjustments.
Layout
Labels alignment: ILeft VI Fow-Row vertical extra gap: 20 _:I 4
Mames alignment: ILeft 'I [ Overall harizontally slignment; ILeft 'l
Labels-Hames gap: |1DD _I? @ Overall vertical alignment: Top -
Control Effect
Labels alignment Changes the alignment of the label from left, centre or right aligned.
Names alignment Changes the alignment of the names from left, centre or right aligned.

Labels — Names gap Changes the size of gap between the Label and Names lists

Row-Row vertical Adjust the gap between rows

extra gap

Overall horizontal Adjusts the alignment of the entire list of rows horizontally
alignment

Overall vertical Adjusts the alignment of the entire list of rows vertically
alignment

™ If you want to create a group image without any names, design a template that
doesn’'t include a Name list object. It is still possible to include @ codes to format
the centre board. A group that uses this template will print without any names.

Using barcode objects

NeoGroup has powerful support for barcodes, making it a very flexible and powerful tool.
Information to be encoded is included as you place the barcode asan ‘ @' code. Any
information entered for that particular @ code will be coded into the barcode.

For example, you might place abarcode using * @ID’. The fields you have set up for the
images you import would include ‘ ID’. Any information entered to the ID field will
appear in the barcode.
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Placing a barcode object

icon. Click and drag the mouse over the area in the template where you want the barcode
to appear. The Edit Barcode dialog appears.

Edit Barcode [ %]
Barcode type: Code 39

Test to encode: |@ID|

Characters/inch: |1 4
ITI Cancel |

Figure 42: The Edit Barcode dialog

There are severa different styles of barcode that are supported:

e Code39
e Extended Code 39
e Code 128

The Characters per inch can also be set.

You will need to consult with the people who will be reading the barcodes as to how to set
these values.

Enter the text you wish to appear in the barcode in the Text to encode field. You can
include fixed text by entering the text directly. If you want to include variable text to
encode, add an ‘' @’ code here. For example, ‘ @ID’ to code the ‘1D’ data entered for an
image.

Tagged graphic objects

When you design your templates, you can place a‘ Tagged’ graphic object to simplify your
production workflow. When creating the template, you might want the current job’s logo
to appear in the final image for each school you book. Rather than re-designing your
templates to include each school’s individual 1ogo, you can place a special box with a
reference to the logo file. When you are creating the work for a particular school, you
import the logo in Details mode. When the job is run, the logo is positioned in the design
as specified by the template.

Creating and positioning a tagged object
To place atagged object, open the template you wish to use, then choose the Tagged

object button in the toolbar k... . Click and drag the mouse in the template where you
want the object to appear. It is not necessary to be accurate. The Edit Attribute dialog is
shown.
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Entering the @ code

Depending on how you create the jobs, you will have defined some default itemsin
Details mode. In the previous example, we created graphic objects for the school logo, and
the group teacher’s photographs. The ' @ Code is decided by the fieldname entered here.
For example, ‘ @SchoolLogo’ references the School’s logo, and ‘ @TeacherPic’ references
agroup’s Teacher picture.

Tagged graphics use the same naming as discussed in the Variable text objects section
earlier in this chapter. Considering this naming procedure, the correct code for both these

objects would be:

Object Code
SchoolLogo @File:<SchoolLogo>
TeacherPic @Folder:<TeacherPic>

o BN
Bl Folders
B[] Jurior School
S Year 3
[~ Senior School
Field Yalue
| Principal Mrz. Caraline “Williarns
SchoolMame  Provident High S chool
| Year 2000
| PrincipalPic

Controlling Tagged graphic object scaling

Images placed into atagged graphic can be scaled exactly as for anormally placed
graphic. Choose the scaling you want to use by choosing the appropriate scaling from the
toolbar.

Lﬁ@@

/ \ Distort image to fill box
Clip image to fill box

Fit image to box

Using the Tagged graphic
Once the codes have been entered to your template, and images associated to the relevant
fields, the graphic objects will be placed into the final job created in Form Pages mode.

Saving templates

Once you have designed the template, you must save it to the templates directory on the
hard disk. The templates directory is set as a program default. Choose File > Options and
choose the Paths tab. Now, choose the Design files tab. Enter the path to the directory that
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will hold the templates you design. You can define more than one location for the
templatesif required.

Any valid template files stored in this -
directory will be available to use with group ——
|mmes. Generall Defaultl LUTs E

Image Files D'esign Files |

D:hmagesh T emplates

= If you are designing new templates, you must
quit and re-start the program before the new
files are available to the program.

New I Hemnye |

ak. I Cancel Sl
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12

Form Pages mode

Creating and printing the final NeoGroup jobsis donein Form pages mode. Here, you can
choose the groups to print, apply templates and actually print the jobs.

Form Page interface
The Form page user interface consists of three main panes:

e Thegroupsavailableto print
e Thetemplates available for use
e A preview of the finished page

i

M 2
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Creating a page

Creating a page is done by first choosing the group or groups, then choosing the template
required. The pages are automatically formed, ready to be printed.

If you wan to select more than one group, use the usual Windows key combinations of
shift and Ctrl to select blocks of groups.
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Printing the pages
Once al the pages have been formed, they can be printed. Choose File > Print Setup. The
Print Setup dialog opens.

NeoGroup uses standard Windows printer drivers to create the package bitmaps.
NeoGroup also alows the packages to be rendered on a different workstation to allow the
operator to continue creating packages without having to wait for the longer rendering
process.

When printing to a Timestone Software printer that supports long-roll paper, NeoGroup
also automatically sets and configures the page size, meaning effective automation of the
production process.

Configuring printers
Printer setup is done from the print setup dialog. Open this dialog by choosing File > Print

setup.
Choose the printer type: Timestone print job
file or standard Windows print driver "\ Fiint TD Open Printer properties

\r' Timestone print job file i
Choose the printer: only available if Windows e Pl dialog

printer is chosen

* ‘wWindows printer

. - - - MHame: IJF'EG £] j Properties | |File OUtpUt OptiOﬂS
Automated print functions: only available if e
supported by the print driver. h i

tomatically adiust arientation [ Print ta file

™ Individual file for each page

Index line controls —\ ™ Use custom paper sizes orly ™ Separate pages [don't batch)

— Coxgent & Amrangement
Align |centered - I Index line on Configure |
-~ Qutput flename Output file naming
ormat: prefistt(copies) ext Fort use: & |ace nom/ Opt|0n5
e
i gkl imdaeiag

Output file naming

ext: |ir-g Z >
Output LUT selection £ Sequentialno
APPDRT
|[none] j _}l
0K I Cancel

Figure 43: The Print setup dialog

There are three main options that can be used when printing from NeoGroup:

e Printing to a standard Windows printer
e Printing to a‘bitmap’ style printer such as Zenographics SuperPrint
e Printing to aTimestone Print Job file

Printing to a standard Windows printer driver

When using a standard Windows print driver, NeoGroup behaves in the standard way you
would expect.
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Choosing the printer

To choose the Windows printer driver, choose Windows printer from the Print to section of
the dialog. Choose the desired printer by clicking the arrow in the Name drop-down, then
choose the printer from the list.

Set the printer properties

The Windows printer properties can be set by choosing Properties from the print setup
dialog. Once the printer properties dialog opens, follow the manufacturer’s instructions to
set the necessary parameters.

In particular, ensure that the page size is able to print the packages you have designed.

When using most printer drivers, the option Pick best paper size will be available. In this
case, it is not necessary to choose a paper size, asthisis controlled by NeoGroup. This
feature requires some configuration to function correctly. See later in this manual.

Printing to a file

If you wish to create aWindows .prn fileinstead of printing to the printer, choose Print to
file. A filewill be created for the job instead of printed directly to the printer. Thisfile can
be submitted to the printer at alater time. See your Windows documentation for this
procedure.

Printing to bitmaps

The option Individual file for each page is used when printing to bitmaps instead of to a
printer. See the following pages for more information.

Automatic paper orientation

When printing to a‘normal’ printer, NeoGroup will automatically adjust the orientation of
the printer’s paper to match the package being printed. Enable this option by choosing
Automatically adjust orientation.

Automatic orientation of a ‘bitmap’ printer

As discussed previously, NeoGroup alows you to ‘print’ to many new digita
photographic printers by printing its jobs to bitmap files. These files are then submitted to
the digital photographic printer by a server software. These printers often require that the
image be presented in a particular orientation (portrait or landscape), meaning that the
orientation of the printed bitmap must be changed as required.

When printing to Zenographics SuperPrint drivers, NeoGroup will print the filein the
orientation the bitmap driver is currently set. For example, if the packages have been
designed in alandscape orientation, but the printer driver is set to portrait, NeoGroup will
print the image in a portrait orientation to match the driver.

= Thisrotation can take a number of seconds to perform, depending on the size of the
final print. To avoid thistime, make sure you design your packages in the correct
orientation for the printer.
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Automatic paper size selection

NeoGroup can automatically choose the most appropriate page size for an image being
printed. If you have different size group images within a single file, choosing this option
will cause the most suitable paper size be selected when printing the job. You muse ensure
that the correct paper size is available to work exactly.

When using standard Windows printer drivers, the physical printer must of course be able
to automatically change the paper size to use this feature. In the main, thisfeature is best
used with Zenographics SuperPrint bitmap driversto send to a photographic style digital
printer that can automatically vary the paper size.

Using best paper sizes

Choose File > Print setup... The Print setup dialog is shown. Enable best paper size
selection by choosing Pick best paper size from the Printer options section. With this
option enabled, NeoGroup will check all the available paper sizes, and chooses the closest
match for the page currently being printed. This check is performed for each job, meaning
that a queue can contain different size prints — the best paper size will be selected for each
page being printed.

Use custom paper sizes only

Most print sizes NeoGroup is required to create are not standard (A4, Letter) sizes. Printer
driversthat allow custom paper sizesto be created alow you to design sizes that are
exactly correct for NeoPrint prints. In this case, it is not desirable to allow NeoPrint to
automatically choose a standard paper size, as it may not be exactly correct.

Choose Use custom paper sizes only. NeoPrint will only consider custom paper sizes when
automatically choosing the one to be used.

. When using this feature with the Index line enabled, be sure to allow enough room
for the index line when defining the paper size dimensions. If the paper sizeistoo
small to include the index line, the next larger size will be chosen, resulting in un-
predictable results.

Printer option
v &utomatically adjust orientation [ Print to file
2 ize
™ Use custom paper sizes orly ™ Separate pages (don't batch)

™ Individual file for each page

Using printer corrections

NeoGroup alows printer corrections by applying aLuUT to theimage asit is printed. This
is especialy useful if you have more than one printer in use, and you switch between
them. It isalso useful to calibrate your printer to the computer’s monitor.

To choose a correction, click the Apply LUT drop-down box, and choose from the available
corrections.

See chapter 11 for more information regarding using and constructing corrections for use.
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Print the pages

Once al the various options have been set, choose File > Print. The print dialog opens.
NeoGroup presents you with alist of available jobs that can be printed, and options for the
print quantity selected.

Choose the groups you want to print, the quantity options, then Print. NeoGroup starts
printing the job.

Setting the print quantity options

NeoGroup automatically determines the number of prints to make based on the number of
names entered for that group. You can make standard adjustments of the quantity selected,
or you can enter your own guantity. The options are:

Choosing Prints...

Copies The automatically determined quantity. Type your own number here to
manually over-ride the selection

One only Prints one only of the page

As indicated When enabled, the print quantity is the automatically determined

number, plus and additional number of prints that you enter here.

If printing to afile or abitmap printer driver, specify the output path for the file. The next
sequence number can be specified if desired by entering a number in the Next sequential

number bOX.
Print
— Pritater
JPEG 2] Setup,_ |
— Groups and copies to print Opens the pl’l nt Setup dlalog
| Groups [select to print) Copies | For sach group, .
[FSedicr Sohadl, Year 10 Vear . print copies: Choose the number of prints to make
[ Seniar SWE o Qné orﬂy/ | |
O Senior Schoal, Vear 12 - Group O as jndicated Choose which groupsto print
[ Year 7 - Group 0 plusiar 9”_”‘3
[ Year & - Group 0 opis: Over-ride the automatic print quantity if required
[ Year 9 - Group 0
Quick group selection keys

Select Al | Select Hon/ Specify the output path if printing to a bitmap file

— Output ta file option:

Path: ID MmageshPrinted Brawse |

Mext zequential humber: |24

Ok | Cancel I

Figure 44: The Print dialog

Printing to a bitmap file

Normally, an application uses a standard Windows print driver to print a page. However,
some of the newer photographic digital printers will only image bitmap files. Most of
these printers don’t have Windows printer drivers available at all.
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If your printer isin this category, it is possible to ‘print’ to a bitmap file using printer
drivers such as Zenographics SuperPrint™. These are a set of Windows printer drivers
that create bitmap files instead of printing to a physical printer. These bitmaps can then be
submitted to your printer.

Timestone Software has a so devel oped a number of Windows printer drivers for some of
these photographic digital printers.

Configuring a bitmap printer driver

If you're using a bitmap style driver like SuperPrint to print to your printer, you need to
understand how your printer needs to receive the final printed bitmap files. Thisinvolves
understanding the desired page size, and the resolution (dpi) that the printer is set to.

SuperPrint also has some useful image enhancement features when imaging the resulting
files to a photographic style printer. Fore more information on configuring SuperPrint, see
chapter 11.

Making general print settings

Most of the settings required are identical to those already discussed. However, when
printing to a bitmap file, choose Individual file for each page in the Printer options section
of the Print setup dialog. With this option checked, the Output filenames settings become
available.

Setting the output filename options

Choose the bitmap driver you wish to use, and check the option Individual file for each
page IS enabled.

When printing with these settings, each pageis printed to an individual file. There are
various options available to control the filename allocated for each page.

Output filenames

Format: prefist{copies). ext For # use: % |mage no

: - - " Original i t
prefis: |.-‘-‘-.IInH|gh ext: |||:|g 1l |rnage_ag
" Sequential no

There are three options to choose from:

e A prefix: characters always at the beginning of the filenames

e Animageidentifier: information that identifies each printed file
e Number of copies: the number of copies requested

e Fileextension: theimage file extension

Prefix

The prefix isthe first characters of each filename created. Each file created for a particular
job will start with whatever is entered here.

Identifier
There are severa options available that control the image identifier within the filename.
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Option Description

Image No. NeoGroup uses the image number — either the sequential or indexed number
to name the file. If multiple packages are created, a sequential number is
appended for each pack with the same image number.

Original NeoGroup uses the special image tag, if used when importing the images, to

image tag name the files. If multiple packages are created, a sequential number is
appended for each pack with the same image number.

Sequential NeoGroup creates its own sequential number to name the files. Different

no. packs from the same image are gathered together sequentially, but will be

named different one to the other.

Copies
The chosen number of copiesisautomatically entered.

Extension
The characters used as the file extension.

Using printer corrections

NeoGroup alows printer corrections by applying aLUT to theimage asit is printed. This
is especialy useful if you have more than one printer in use, and you switch between
them. It isalso useful to calibrate your printer to the computer’s monitor.

To choose a correction, click the Apply LUT drop-down box, and choose from the available
corrections.

See chapter 11 for more information regarding using and constructing corrections for use.

Timestone print job files

NeoGroup can print to a special file that contains only the instructions required to create
the pack. This means that print times for the operator creating the job is very short. The
print job files can then be sent across the network to another workstation, where
Timestone Software’s PrintTime product is running. is printer queuing software, and can
open these files directly. Once open in PrintTime, the packs can be colour corrected, the
final quantity adjusted, and then printed. This means that the time-consuming task of
rendering the packages can be off-loaded to an un-attended workstation whilst the
operators continue to create packages.

Creating a Print Job file

Open the printer setup dialog by choosing File > print setup. Choose Timestone print job as
the target printer. The file naming options discussed previously are still valid. Please
review the previous section for thisinformation. Once all the settings have been made,
choose Ok.

= If an Index line or printer LUT corrections are chosen when creating the TISfile,
these settings will be applied when the fileisfinally printed from PrintTime. The
Index line can be overridden, but not the LUT corrections. For this reason, be very
careful when creating TISfileswith LUT corrections.
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Create the Print job file

Choose File > Print. The Print dialog opens. Choose the range of packs to be printed as
previously discussed. Specify the output path for the script file. This can be a network
path. Choose Ok. The packages are printed. Please consult the PrintTime manual for
further information regarding finally creating the print from these script files.

When the TISfileis created, amatching .TIB file is also created in the same directory as
the .TISfiles. The .TIB file contains batch information for the job being printed. Thisfile
isused in hot folder operation, and will automatically add files to a batch when it is seen

completed in a hot folder.

Print Index Lines

NeoGroup alows creating a page Index Line that can be positioned at a particular position
on each page printed. The Index Line can contain information such as the sourcefile,
corrections, image number, and a number of other options.

D:\Images\Rigel files\Manual.tnj D46 1+2/CO/RO/GO/RO

Figure 45: A page Index Line

Printing Index Lines

Enabling Index Line printing

Choose File > Print setup. The Printer setup dialog is shown. Enable Index lines by
choosing Index line on in thisdialog.

Image alignment

Normally, if the paper size chosen is bigger than required, the alignment of the printed
image on the page can vary according to how the printer driver handles the mismatch.
Using the Align setting, the image can be aligned to a specific position on the page.

Choose the desired alignment by clicking the Align drop-down, then choosing from the
available alignments.

Align Itop.-"left 'l V' Index jine on |}

" Content & Arrangement

Configuring the Index line
Click the configure button. The Index Line setup dialog is displayed.
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Indes Line
Line height iz I 12| ptz [height may reduce ta fit]
Leave a gap of 29 2 of line height between image & line

Bosition Iright or left vl and align Icentered 'l

Tewt [@f @D @T @n @a Gp d

Ok I Cancel |

Figure 46: The Index Line options panel

Setting the Index Line options

Setting the Height

Choose the height of the Image Line in Points. The Image Line text will be automatically
scaled to fit within the height.

Lire height is I 12 pts [height ray reduce to fit]

Specify the gap to the Index Line

Specify the gap amount to |eave between the Package print and Index Line. This amount
is specified as a percentage of the Index Line height.

Leave a gap of I 100 % of line height between image & line

Set the Index Line position

Choose the position for the Index Line to appear. Choosing Anywhere allows NeoGroup to
automatically choose the most appropriate position for the Index Line.

right or left j

anEwhere

below or above

Set the text alignment

Choose Left, Centred or right alignment for the Index Line text.

centered | ¥ I

Pab-Thsre T

. . s =2
Choosing the Index Line content b &
There are a number of items that can be included in the Index Line. lusgapnke  fin,
These options can be added to the current Index Line by clicking the e
Text options drop-down. A list of pre-defined codes appears. Choose E:-E_ E
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the desired code, and it is added to the end of the current text selection. It isalso possible
to enter text to the Index Line.

Option

Path + Filename
Filename

Date

Time

Image Number
Image Tag

Image Corrections
Pack

Queue

Description

Source NeoGroup filename and the path to that file.

Source NeoGroup filename

Date the job was printed from NeoGroup
Time the job was printed from NeoGroup
Pack’s Image Number

Pack’s Image Tag

Colour and density corrections for this pack
Package selected

Originating printer queue

hd
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13

Calibration & Color Management

= Note: Timestone Software’s Neo family of products use the ICC color management
system that Microsoft has built into Windows 2000. If you are using Windows
2000, you should use the ICM-2 color management system in preference to taking
the steps described in previous versions of this manual.

ICC color management involves creating ‘ color profiles' for every display or output
device on your system, and is considerably more sophisticated than the previous
method.

However, the * calibration’” method of color management, and the creation of LUTs
(Look-Up Tables) to achieve consistent color correction is still valid if you have not
yet upgraded to Windows 2000, and both methods are now described in our
separate Color Management Guide, which should be available on the same CD-
ROM that this manual was on — or you can download it from our website at:
http://www.timestone.com.au
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