
 

 

 

 

PhotoLynx®  

Proof My Class® 

Lab User’s Manual 
 

ProofMyClass.com® and ProofMyTeam.com© allows a photographer or lab to upload the school’s 

images and corresponding data from ImageMatch© to be proofed for data corrections, final layouts, 

yearbook and admin CDs. The school goes to ProofMyClass.com®, verifies that the names and photos are 

correct, and makes changes as needed. The corrections are then returned to the photographer or lab and 

imported back into ImageMatch©. Users can also provide their schools with the images and data needed 

for yearbook and admin software without the need to burn to a CD. 

 

PhotoLynx® Mission Statement 
PhotoLynx®, Inc. strives to keep abreast of the latest hardware and software technology while continuing 

to support existing standards. PhotoLynx® places the highest value on supporting and serving our clients. 

PhotoLynx® seeks to align itself with businesses providing hardware, software and services that will 

benefit our clients in the photographic industry.  
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System Requirements 

Minimum  

 Intel Celeron or AMD Duron processor @ 1.5 GHz 

 Microsoft Windows 7 

 1GB of RAM 

 4 GB of available hard-disk space 

 Color monitor with 8 million (16-bit) or greater video card 

 Monitor resolution of 1024×768 or greater 

 CD-ROM drive 

Recommended 

 Intel Pentium 4 or AMD Athlon XP processor @ 3.0 + GHz; Duo or Quad core for faster rendering 

 Microsoft Windows 7, Windows 8 

 32 or 64 bit 

 4-8 GB RAM 

 160 GB of available hard-disk space 

 Color monitor with 16 million (32-bit) or greater video card w/64 MB of RAM 

 Monitor resolution of 1024×768 or greater 

 CD-R / CD-RW, DVD-R drive 

 Fast Connection to the Internet (including e-mail) 
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Log In 

You should receive an email from the PhotoLynx® team giving you your username and password. To log 

into Proof My Class®: 

1. Go to www.proofmyclass.com 

2. Login using your username and password that was provided to you by PhotoLynx® 

Settings 
Proof My Class® has a specific set of settings that will automatically be applied to each user. To change 

the settings for your own personal user account, click on the Change Settings link in the top left hand 

corner of your screen. Here you can decide which notifications to receive and which field names to be 

used in your Proof My Class® uploads to schools. Once you have your settings selected, press the Submit 

button to save. 

  

http://www.proofmyclass.com/
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Create Lab User Accounts 

Once you log into your Lab account, you can then set up additional users. To do this: 

1. Over to the bottom left hand side of your screen, under Lab 

Menu, click Lab Users 

2. Type in the information for the user. You will want to fill in all the 

fields, as they are all mandatory. 

Note: Be sure to write down the password and keep it in the safe 

place – PhotoLynx® does not have the ability to look up passwords 

3. Once finished, press the Create User button 

Once your user is created, Proof My Class® will automatically send an email letting your user know of 

their credentials. However, many companies will have their emails automatically send generated emails 

to their spam box. Because of this, we suggest following up with your own personal email listing their 

credentials and requesting that they mark all emails from Proof My Class® as not spam.  
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Customize Emails 

Proof My Class® is set up to automatically generate emails based on certain actions that have been done 

within the program. These emails will generate for: 

1. When a new user is added 

2. When a new job is added 

3. When a batch is approved 

4. When a job is approved 

You can customize these emails by clicking the Customize Emails link under Lab Menu. Here you will see 

the different layouts for the different email options. You can use the auto generated text here, or you 

can replace with your own. Simply type what it is that you wish your email to say.  

To the right of your email box you will see a list of supported variables which you can use to auto 

populate specific fields in your email. For example, if you wish to include the user’s first name within the 

email, you would type %userFirstName.  Once you have finished updating your auto generated emails, 

press the Update button to save.  
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Creating Studios 

To add a new studio, simply fill in the studio information under the Add New Studio option at the 

bottom of the screen, as well as enter the amount of credits to add to this studio, and press the Insert 

button. 

Once the studio is added, you will see them list in the order they are created on your main login screen. 

To change this sort to Alpha, click the Organization Name header. To add additional credits, press the 

blue plus sign under Credits. To take away credits, press the blue minus sign under Credits.  
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Creating Studio User Accounts 
All the way to the right of the studio information, you will see a Login option. Click this to 

log in as the studio and set up user accounts. Once logged in as the studio you will be 

taken to their main screen when they log in. The first thing you will want to do is to set up 

user accounts. To do this: 

1. Over to the bottom left hand side of your screen, under Studio Menu, click Studio 

Users 

2. Type in the information for the user. You will want to fill in all the fields, as they are all 

mandatory. 

Note: Be sure to write down the password and keep it in the safe place – PhotoLynx® does not 

have the ability to look up passwords 

3. Once finished, press the Create User button 

Once your user is created, Proof My Class® will automatically send an email letting your user know of 

their credentials. However, many studios will have their emails automatically send generated emails to 

their spam box. Because of this, we suggest following up with your own personal email listing their 

credentials and requesting that they mark all emails from Proof My Class® as not spam.  
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Customize Help URL 
Proof My Class® has an option for your schools to get help. By clicking on 

the icon with the question mark in the bottom left hand corner of the 

screen, it will take them to whichever URL you have specified. To set up 

this information, click the Custom Help URL option under Studio Menu. 

Type in the URL information and press Save Changes. 

 

Customize Studio Emails 
Proof My Class® is set up to automatically generate emails based on certain 

actions that have been done within the program. These emails will generate 

for: 

1. When a new user is added 

2. When a new job is added 

3. When a batch is approved 

4. When a job is approved 

You can customize these emails by clicking the Customize Emails link under Studio Menu. Here you will 

see the different layouts for the different email options. You can use the auto generated text here, or 

you can replace with your own. Simply type what it is that you wish your email to say.  

To the right of your email box you will see a list of supported variables which you can use to auto 

populate specific fields in your email. For example, if you wish to include the user’s first name within the 

email, you would type %userFirstName.  Once you have finished updating your auto generated emails, 

press the Update button to save.  
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At this point your Studio is now ready to start setting up and uploading their information 

for their schools/teams on their own. As a lab, you have the ability to offer to do this step for 

your studios as well. The steps listed below are optional and only to be used if you offer this as 

a service to your studio.  

Creating a School/Team 

Once you are logged in as your Studio and have created Studio 

User Account, you can now create schools/teams for your 

studio on the main Studio Menu screen. To do this, choose 

whether this is a School or a League under Organization Type, 

enter in the Organization and press the Insert button. 

Note: Adding Schools will deduct credits from this Studio. 

Creating a School/Team User Account 
All the way to the right of the organization information, you will see a Login option. Click this to log in as 

the school/team and set up user accounts. Once logged in as the school you will be taken to their main 

screen when they log in. The first thing you will want to do is to set up user accounts. To do this: 

1. Over to the bottom left hand side of your screen, under Schoool Menu, click Users 

2. Type in the information for the user. You will want to fill in all the fields, as they are all 

mandatory. 

Note: Be sure to write down the password and keep it in the safe place – PhotoLynx® does not 

have the ability to look up passwords 

3. Once finished, press the Create User button 

Once your user is created, Proof My Class® will 

automatically send an email letting your user know of 

their credentials. However, many schools will have 

their emails automatically send generated emails to 

their spam box. Because of this, we suggest following 

up with your own personal email listing their 

credentials and requesting that they mark all emails 

from Proof My Class® as not spam.  
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Exporting out of ImageMatch© 

You should have received either a Proof My Class® or a Proof My Team® export from Photolynx©. Once 

you have matched images and data in ImageMatch©, you are ready to export for Proof My Class®. To do 

this: 

1. Open ImageMatch© - Restore a saved job (be 

sure your images and data match) 

2. Go to Export>Export 

3. Select either the Proof My Class.com or 

ProofMyTeam.com export from the export 

list 

4. Choose where to save your export. Make sure 

this is someplace easy for you to remember 

(For Example: Your Desktop) 

5. Your job will start the export process 

Note: Proof My Class® requires Record Number to ensure proper merging later. Please ensure every 

subject has a record number before exporting. 

Generating Composites or Group Photos 

The ProofMyClass.com or ProofMyTeam.com export from the Export menu in ImageMatch© does not 

need to be used in order to upload composites or group photos to Proof My Class®. Instead, the Proof 

My Class® uploader will browse out for a folder of .jpg images to be uploaded. 

If using ProComposites©, set your print options to print to a .jpg file. Typically group and team photos 

are already saved on your 

computer as .jpg files. If not, be 

sure to convert them accordingly. 

Place your .jpg images you wish to 

upload into one single folder (no 

subfolders) and proceed to the 

uploading process. 

Note: The maximum file size that 

can be uploaded to Proof My 

Class® is 3mb. If your .jpg exceeds 

this amount, be sure to resize 

before uploading to avoid any 

conflicts. 
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Uploading to Proof My Class® 

After you have your export completed and/or your group/composite images in their own folder, you are 

now ready to upload your images and data to Proof My Class®. You should have received the install for 

the Proof My Class® uploader from PhotoLynx®.  To upload: 

1. Right click on your PMC Uploader icon on your desktop and choose to Run as Administrator 

2. Click the Login button 

3. Enter your studio Username and Password 

4. Click the Login button and wait for the Organization selection to become active 

5. From the Organization drop down, choose the school/team that corresponds to the job you are 

uploading 

6. Click the Choose Batch button to browse out to the location of your exported ProofMyClass.com 

or ProofMyTeam.com folder (or folder of images if uploading groups/composites) 

7. Type in the Job Name (For Example: Fall Portraits 2015) 

8. In the Job Type drop down, select one of the following: 

a. Individual Photos (choose this option to allow the user to verify the student name, 

teacher, grade, etc.) 

b. Group Photos (choose this option to allow the user to type in the names of the 

students on individual rows) 

c. Final Layouts (choose this option to allow the user to provide comments and request 

corrections) 

d. Exports (this option will only be available if you have purchased the option to upload 

Exports, this will allow the user to download their admin CD’s directly from Proof My 

Class®) 

9. Click on the calendar button next 

to Due Date to choose a date when 

the school needs to have their 

proofing completed 

10. Click on the drop down button 

next to Group By  to choose how to 

group your images and data (Note:  

Typically this is Teacher) 

11. Click the Upload Files button to 

begin the upload process 
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Individual Photos 
 

Group/Team Photos 
 

Final Layouts 
 

Exports 
 

Proof My Class® Job Type Examples 
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Modify Data Lists 

By default, once you upload your export to Proof My Class® the data fields available for the school to 

choose from are those that are in your exported data file. You, or the school, have the ability to add or 

remove these fields. To do this: 

1. Log into Proof My Class® as the school 

2. Select the job you wish to modify 

3. At the top of the job screen, click Modify Data Lists 

4. To add a new Teacher, Grade or Homeroom simply type this information into the corresponding 

field and press the Add button 

5. To edit a Teacher  field highlight the one you wish to edit and press the Edit button 

6. Type in the new name for the teacher and press Update 

Note: Renaming a teacher will update the records for all students in this teacher’s class with the 

new teacher name 

7. To remove a Teacher, Grade or Homeroom field highlight the one you wish to remove and press 

the Remove button 

Note: If any of these fields are currently in use by any student you will not be able to remove 

these fields 
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Importing Corrected Data into ImageMatch© 

Once your school approves their batches on Proof My Class®, you will be notified by an automated email 

of any changes that need to be made. For individual photos, you will receive a data file in which you can 

merge into your ImageMatch© to automate this process. To do this: 

1. Download the text file that is attached to the email notification 

Note: You can also download this text file by logging into the 

school’s Proof My Class® page and clicking the Download 

Changes link listed at the top of the job 

2. This data file will list the changes the school has requested. It is 

recommended that you review these changes for completeness 

and make any necessary data entry changes 

3. Open ImageMatch© and restore the corresponding job 

4. Go to File>Import Data and browse out for the text file you received 

5. In the Import Wizard Step 1 of 4 change the Header to True and change the Text Format to 

TabDelimited and click Next 

6. If you see a Step 2 of 4 screen press Next. If not, move on to the next step 

7. For Step 3 of 4 make sure all of your headers are mapped in correctly and click Next 

8. For Step 4 of 4 place a checkmark in the top two boxes at the top of the screen that begin with 

Do not merge… and place a checkmark in the box next to Record Number 

9. Click Finish to merge the corrections in with your ImageMatch© job 

10. You will receive a Verify Results window explaining how many records will merge and how many 

will be added. If these numbers look correct, press the OK button 

 


