Instructions for Using Proof My Class® 
and ProofMyTeam©
(For the School, Sports League or Other Organizations)
Updated 7/12/2013

Introduction

You will receive an email from your photographer or studio with instructions on what to do to login to proof the work or enter data for the job.  A school, league or other organization can use Proof My Class® and ProofMyTeam© to verify that the information the photographer or studio has is correct. If not correct, the organization has the ability to make the necessary changes and “approve” the job as being correct.

The photographer or studio may also use Proof My Class® and ProofMyTeam© to upload composite layouts for proofing and approval, or group pictures where the organization will be asked to identify and type in the names of the individuals in the photo.  When finished, an email will be sent back to the studio letting them know that you have approved all changes as being correct and they can then proceed with the printing of the photos.

If a user login has been created for you that enables you to create more user accounts for your organization, this will allow you to delegate the proofing of the batches or groups to the teacher/coach/instructor for that batch.

Instructions
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To start, you can either follow the instructions sent via email from your Studio/Photographer, or you can follow these steps:
1.
Go to: www.proofmyclass.com 

(Instructions are the same for ProofMyTeam.com)

2. 
Login using your Username and Password received by email from your Studio/Photographer
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3. The jobs that require proofing are listed on the lower left side of the screen

4. The job is separated into “batches” or groupings in the main part of the screen

5. To proof a batch, click the “Edit” button
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Verify the following for each Student in the batch:
· Spelling for First and Last Name

· Correct Teacher (choose from list)

· Correct Grade (choose from list)

· Home Room (choose from list)

· Student ID (if required)
· To make changes to a students’ data, click the edit button

7. Once all students are verified, click on the “Approve Batch” button
8. Repeat above process for all Batches
9.
An email will be sent to your photographer/lab when the batches have been approved, and another will be sent when the entire job has been proofed and approved.

If new Teacher, Home Room or Grade groups are needed:
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· Click on “Modify Data Lists (Teachers, Grades, Homerooms)”
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· Here you can Add Teachers, Home Rooms and Grades for selection not included in original upload
To proof a composite layout, click the job on the left side of the window (the job names are created by the photography studio). They will inform you of the names of the jobs that are ready for proofing.  If you are unsure, call your photography studio.
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Under each composite, you have the opportunity to make notes about changes you would like to see made to the individual composites.  When you click the “approve batch” button, an email will be sent to the photography studio with the requested changes.
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For group photos, there will be spaces below that enable you to type in the individual’s names by row.  

For troubleshooting, Call PhotoLynx® Technical Support 760-787-1177

