
 

 

 

 

PhotoLynx® Flow® ID  

User’s Manual 
 

Flow® ID is a program that gives you the capability to locate student’s data and  
images to reprint necessary documents at the school. It has a robust layout creator  

that allows you to build and print different items such as ID cards and awards. Easily import  
your school's database directly from your studio, or manually import matched images and data.  

The ability to have previous year's information as well as current year's information all in the  
same program is easily accessible. Flow® ID has powerful tools to search/locate specific students  

as well as built in webcam capabilities making adding new students a breeze.  
 

 

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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Getting Started  

A quality internet connection is required to activate the software. After the software is activated, it is 

not necessary to remain connected to the internet. However, it is recommended to periodically connect 

to the internet to ensure you are able to download any necessary software updates. 

Flow® ID System Requirements 
Minimum: 

 Intel or AMD Multi core 

 Windows 7 32 bit 

 6GB Ram 

 120GB Hard Drive Space 

 USB 2.0 ports (4 available) 

 DSL or Cable Internet 

 DirectX 10 Compatible Video 

 768 pixels tall resolution 
 

Recommended: 

 Intel i7 or above 

 Windows 7 or 8 64 bit 

 8GB + Ram 

 120GB (SSD) Hard Drive Space 

 USB 2.0+ ports (4 available) 

 Fiber or Business Class Cable Internet 
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Instructions for Installing/Activating Flow® ID Software 

 You should have received an email from your lab with the installation link for Flow® ID as well as your 

activation key.  

To Install: 

1. Click on the link sent to you by your lab and download the installer from the website. 

2. Right-click on the installer and select Run as Administrator 

3. Follow the install prompts 

4. Once finished installing, right-click on your Flow® icon on your desktop 

5. Select Properties 

6. Under your Compatibility tab, check off Run this program as an administrator 

7. Click Apply then OK  

To Activate: 

1. Copy/Paste your Activation Key into the Activation window and press OK 

2. You will receive a notification that the Activation was successful and your expiration date 

  

  

http://www.flow.photolynx.com/
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Setting Up Your School Information 

When you first open Flow® ID, you will notice that it is blank. You have two different options for loading 
in your school’s information. Based off the information your lab sent you, follow the steps below to get 
your information loaded. 
 

If Your Lab has Sent You a PAF File to Import: 

1. Save your PAF file somewhere locally that is easy to remember 

For Example: Your desktop 

2. Launch Flow® ID 

3. On the left hand area of your screen, under Project Options, click Import/Export Project 

4. Select the Import Project tab 

5. Browse out for the PAF file sent to you by your lab 

6. Press the Import button 
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If Your Lab has Sent You a Data File and a Folder of Images: 

Setting Up the Project 

1. Launch Flow® ID 

2. On the left hand area of your screen, under Project Options, 

click Create New Project 

3. Under Project Template select the Basic School Project 

Template 

4. Next to School Name, click the green plus sign and add your 

school’s information and press the Add Organization button 

Note: This is a one-time set up. After you have added your 

school information the first time, you can select your school 

name from the dropdown menu for any future setups 

5. For Project Name type in your School Name 

6. For Event Name type in the school year 

7. Leave Catalog and Photographer as is 

8. The Date and Comments fields are optional, but you may enter any information here that you 

feel is fitting 

9. Check the box next to Import Data on Create and press the Create button 

Importing Data and Images 

1. Once you press the Create button, you will automatically be taken to the Data Import screen 

2. On the Data Import screen, press the Select button and 

browse out for the data file provided to you by your lab 

3. A preview of your data will be shown on the right 

preview list 

4. On the left pane, click the blue arrows to match each 

column in your data to a data field listed in Flow® ID. If 

there are any fields you do not wish to see in Flow® ID, 

press the red X next to this field 

Note: Your data should already be automatically 

matched together. Only use this option if you want to 

change this information to a different field. Keep in mind 

First Name and Last Name are required fields 

5. Click the down arrow next to Image Import Settings 

(BETA). Under the Image Field select Image Name from 

the dropdown list. Your Image Directory should already 

be populated. If this directory is incorrect, press the Select 

button to browse out for the correct folder 

6. Press the Import button to load your data and images into your project 



 

 

  PhotoLynx® Flow® ID    6 

Adding a New Student Record 

Flow® ID is set up so you can add any new students to your project as needed. To add a new record: 

1. From your Capture screen, press the green plus sign (or press F5) to Add a Subject 

2. Type in the student’s information. 

Note: First Name and Last Name are required 

3. Press the blue Save Changes button. You are now ready to assign an image to this record 

 

 

Image Capture Setup 

Camera Setup 

Flow® ID will be able to read any .jpg saved into the C:\Hotfolder folder. Use your “Camera Capture 

Software” to point that folder or manually drop images into that folder. From there you can assign these 

images to a record. See Associate Image to a Record for more information. 

Web Cam Support 

You can add images into Flow® ID using your webcam. Simply click Take 

Picture in your Capture screen. Have your subject sit in front of the webcam, 

smile and press Capture Image. This image will automatically be placed into 

your C:\Hotfolder folder. From there you can assign this image to a record. 

See Associate Image to a Record for more information. 
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Associate Image to a Record 

Before you can assign images to your records, you first need to be in your Capture screen and you will 

need to have your images saved in the Hotfolder (see Image Capture Setup). 

1. Copy your images into your Hotfolder 

2. Click on the field next to the glasses to Search for your subject’s record 

3. Type in the subject’s information to bring up their record 

For Example: Student’s last name 

4. Hover over their image in the Hotfolder click the green plus sign to assign it to their record 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: If an image has been incorrectly associated to a record, click the minus button to place it 

back into the Hotfolder 

 

 

  

Type in name 
Click to Add 

Click to go back 

to Hotfolder 
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Cropping Images in Flow® ID 

For individual cropping of student images, you can click on the cropping icon on their record in the 

Capture screen. This will open the student’s image in the Adjust Images area. 

1. Select your desired Crop Overlay 

2. Select your desired Crop Ratio 

3. Go to your image and adjust your crop by clicking on the boxes on the corners and dragging, or 

by using your mouse wheel to “zoom” in and out of your crop 

4. When you go back to your Capture screen, you will see your student’s image cropped to your 

setting 

  



 

 

  PhotoLynx® Flow® ID    9 

Holding an Image 

Flow® ID has made coming back to specific subjects at a later time simple. We call this “holding images”. 

To utilize this: 

1. Hover over the subject’s image and push the push pin changing it from gray to green 

2. You will see the Hold Counter in the top display change in quantity 

3. Once done “holding” all your images, you can then filter on them: 

a. Click on your Filter icon in the top right of your toolbar 

b. Click the bubble next to the option Images Flagged and select is Hold Image 

c. Click Apply Filter 

4. The only subjects you will see in your Capture screen are those in your Hold Image filter. You can 

now print layouts on just these subjects 

 

 

 

 

 

 

 

 

Flagging Images 
Flow® ID will assume that you are going to take pictures until you take “the keeper” and automatically 

flag the last image assigned as the Primary Image. To flag another image as either the Primary Image or 

a Yearbook Pose: 

1. Hover over the image you wish to flag 

2. Click on the flag in the top right hand corner of the image 

3. Select which pose you would like to flag this image as 

Note: This comes in handy when setting up your layouts by selecting which pose you would like printed 

on your layout.  
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Filtering in Flow® ID 

Rather than search through your entire job, you can filter your job to 

specific image and/or data requirements. To do so: 

1. Click the Filter icon in the top right of your toolbar 

2. Your filter options will appear. You can filter on:  

a.  Subject Data 

b. Images 

c. A combination of the two 

3. Once you have entered the specific filter criteria, press the 

Apply Filter button to show your filtered job 

Note: This comes in handy when batch printing layouts for specific 

students 

 

Search, Replace and Name Casing  
Flow® ID has data manipulation capabilities which allow you to search a 

subject, replace data and name case specific fields. To get started, click the 

Search icon in the top right of your screen: 

1. To Search, click the Search tab. Enter the specific data in the Find 

What column and specify which field in the drop down. Press 

Search to begin your search. If more than one result is listed, select your choice in the list 

provided 

Note: You can also search by clicking next to the eye glasses above the subject’s record 

2. To Replace data, click the Replace tab. Type the specific data to search on and the field to search 

in from the drop down. Then type the replacement text and which field to place the 

replacement text in from the drop down. Press Replace to finalize your output 

3. To Name Case a specific data field, click the Text Formatting tab. Select which field you would 

like to format in the drop down list, then select which style of formatting you would like to use. 

Press the Format button to finalize your output.  
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Display Fields 

By default, the data fields that display on your subject’s records in 

the Capture screen are the fields you imported when bringing in 

your data. To add additional fields to this display, be sure you have 

these fields mapped in with your data when importing, then press 

the dropdown that says Display Fields and check the fields you wish 

to see. To remove fields you don’t wish to see, uncheck them.  

Remember Fields 
When adding new records to Flow® ID, you have the ability to 

“remember” certain fields. For example – an entire group of kids 

from Mrs. Jones’ 2nd grade class show up. Rather than key in “Mrs. 

Jones” in the Teacher field and “2” in the grade field for each 

student, you can set Flow® ID to remember these settings from 

the first subject, and apply it to each additional new record. To 

do this: 

1. Press the green plus sign to Add a record, or press F5 

2. Key in the information for the first subject 

3. Place a check mark in the box next to the field(s) you 

wish to remember 

4. Press the blue Save button, or press Enter 

5. Press the green plus sign to Add a second record, or 

press F5 

6. You will see your data remembered from your previous record in the fields you have checked off 

Resetting Capture Screen 

You have the ability to move, stretch, hide and remove any of these screen nodes in your Capture 

screen. By default, Flow® ID will remember your preferences and save them. If at any time you hide a 

node by mistake and you need to reset your capture screen, follow the steps below: 

1. Click the word Preferences in the top right 

hand corner of your screen 

2. Click the Capture menu located to the left 

of your screen 

3. Press the Reset Capture Screen button 

4. Your Capture screen will return to its 

default preferences 
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Group Pictures 

Adding group pictures in Flow® ID is a breeze!  You will first need to place your group images in your 

Hotfolder. Once you see your images displaying in the Hotfolder on your Capture screen: 

1. Click on the icon in the bottom right hand corner with the 2 people to mark it as a group photo 

2. You will then see the image move from the Hotfolder down to the Group Photo Column on the 

bottom of the screen 

3. Once in the Group Photo Column, you can double click on the image and type in the group name 

of the image, so it is easier to identify. This is also how Flow® will name this image 

4. Once you have clicked on this image, you will see a dialogue box appear in which you can assign 

your group image. Simply select the Teacher , Grade or Homeroom you wish to assign to and 

press the green plus sign.  

Note:  To un-assign a group image, press the red minus sign next to the drop down box 

5. To assign a group image to something other than a Teacher, Grade, or Homeroom you will first 

want to Filter your data based on the field name you are assigning to 

6. Once your filter is set, you can hover over the appropriate group image and click the icon that is 

a green plus sign with two people in the bottom right hand corner of the image. This will assign 

the group photo to all subjects in the filter 

7. A message will pop up telling you that it will only apply the group image to the current filter. 

Click and confirm if your filter is correct 
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Layout Designer 

Flow® ID has a robust layout creator which makes building templates for ID cards, proof sheets, trader 

cards, etc. It has the ability to use dynamic text and images, and design features that make creating 

professional looking templates a breeze. 

 

Creating a New Layout 

To create your own layout: 

1. Click Layout from your top menu bar 

2. Underneath the Flow® icon, click the New button 

3. You may change the size and color of your background underneath the Properties menu 
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Import an Image/Graphic into Your Layout 

After you have your layout size and background color selected, you are now able to start adding 

graphics and text to your layout. To add graphics: 

1. Click on the Portrait button on the top right hand side to insert a graphic or image 

2. The browser will ask you which image you want to import 

3. Select the image and click Open 

4. Click on the image in the preview area (or select from the Objects List) and click the corner of 

the image to stretch it to a bigger size 

Note: Image will not skew when stretching the image 
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Editing Your Graphic 

Flow® ID offers several options to help bring your graphics to life. To edit your graphic: 

1. Click on your image object inside the Objects list on the top left hand 

corner 

2. Your Properties box will give you various categories to edit your image 

a. Object Proportions will allow you to adjust the size and 

    angle of your image 

b. Image Properties will tell you where your image came  from 

  Select Subject Image and choose which pose if this is 

    the subject’s image 

 Use Crop if you want to use the crop set in Flow® 

 Transparent Background if you want to drop the 

green background out of the subject’s image and make 

it a transparent background. Note: If unselected and 

using a green screen job, the default background will be 

used. 

 Use Ordered Image if Available will replace the static 

image with the image that was selected in package 

entry, including which background selected if this is  a 

green screen job 

 Use All Subject Images is a quick and easy way to set  

up proof sheets. Just select how many images to show 

in the amount of columns and rows, and Flow® will auto 

populate 

3. Effects offer several options: 

a. Stroke handles the outer line of the image and the color of the 

outer line. If you wish to change the color of the stroke, click on 

the color wheel and select the desired color 

b. Opacity changes how solid the image appears to be 

c. Drop Shadow has options for you to edit the Depth, Opacity, and Direction the shadow of 

the image will be displayed 

d. Blur controls how blurry you want to make the image appear 

e. Color can change your image to Black and White, Sepia or Color 

Note: For best results when working with multiple layers, always click the layer inside the Objects list 

when you intend to edit 
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Creating Dynamic Graphics in Your Layout 

There will be scenarios where you will need to have layouts created where the graphics will swap out 

depending on data inside your subject’s record. A good example of this is a school that requires a 

different background for each grade on their ID cards. To set this up: 

1. Save your dynamic graphics in a sub folder in graphics directory found here: C:\Program 

Data\Flow\Graphics 

2. Create a placeholder image save it as “[Field Name].png” 

For Example: If you want your background to change out based on the grades in the grade field, 

you would name your placeholder background image as [Grade].png 

3. Rename your selected graphics to match the data that will be entered into the corresponding 

field 

For Example: With the [Grade].png as the placeholder image, rename the other images to be the 

grade numbers – 9.png, 10.png, 11.png   

 

Setup Your Layout with Your Dynamic Graphics 

Once you have your graphics saved properly, you are now ready to set up your layout to dynamically 

change its graphics. 

1. Load your layout in the Layout screen of Flow® ID 

2. Add your placeholder graphic to your layout and reposition it to the correct size you wish it to 

display on your layout 

3. Check Show Preview to see your results (arrow through several subjects to be sure all your 

graphics are changing accordingly) 

  
Helpful Hints: Be sure you name your graphics in the correct subfolder of your graphics folder to be the 

exact same way you will enter the data inside of corresponding field in Flow® ID.  If your graphic does 

not display in your preview then the data field you are trying to pull from either has nothing in it or 

does not match the name of the image you selected. 
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Import/Edit a Text Object 

After you have your layout size and background color selected, you are now able to start adding 

graphics and text to your layout. To add and edit text objects: 

1. Click on the Text icon located right next to the Portrait icon to import a text box 

2. To edit this text, click the text layer inside the Objects list 

3. Your Properties box will give you various categories to edit your text 

a. Object Properties will allow you to change the location, size and angle of your text 

b. Text Properties offer several options: 

i. Text will be the actual text displayed. To import dynamic text from a field in 

Flow® ID, see Setting up Dynamic Text 

c. Color will allow you to change the color of your font. Just click the color wheel and select 

which color you wish to use 

d. Font Family will you allow you to change the font used for your text 

e. Font Size will allow you to change the size of your font.  

Note: Auto Size Font will automatically fill the font to fit the text box you have created 

f. Style will allow you to choose to have your font be bold or italics 

g. Alignment will allow you to left-justify, right-justify or center your text within the text 

box 

4. Effects offer several options: 

a. Stroke handles the outer line of the image and the color of the outer line. If you wish to 

change the color of the stroke, click on the color wheel and select the desired color 

b. Drop Shadow has options for you to edit the Depth, Opacity, and Direction the shadow of 

the image will be displayed 

Note: For best results when working with multiple layers, always click the layer inside the Objects list 

when you intend to edit 
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Setting Up Dynamic Text 

Flow® ID gives you the ability to have static text and dynamic text. Dynamic text is text that is in the 

subject’s data that will automatically update on the layout depending on which subject is being printed. 

To set this up: 

1. Under the Insert Data Field drop down box under Text Properties select which data field you 

would like to pull from to display on your template (for example – First Name) 

Note: Be sure you delete the words “New Text” first 

2. Your field name will be displayed in the Text box surrounded by brackets (for example – [First 

Name]) 

3. To insert a barcode object, you must select your barcode font in the Font Family drop down box 

after you choose which field to create the barcode with (for example – Student ID) 

Note: For many barcode scanners to accurately scan the information, you must place asterisks 

around the brackets surrounding the field name (for example - *[Student ID]*). It is suggested 

you do a test scan with your barcode scanner to make sure it is reading your barcode fonts 

properly  
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Saving and Loading your Layout 

Once you have completed building your layout, you 

will want to save it. Do this by pressing the Save 

button on the top left hand side of your menu bar.  

Choose Save As to name your layout and save 

it for the first time. Choose Save to save any 

updates to your already saved layout. 

To load a saved layout, click on the Load button 

on the top left hand side of your menu bar. From there you will see a dropdown list of all your saved 

layouts. Simply click on the name of the layout you wish to load.  

Exporting and Importing your Layout 

An easy way to share layouts among other 

Flow® ID stations is to export them out of one 

station and import them into another. To 

export your layout, be sure to load the layout 

first and then press the Export button. Browse for 

an area to save your layout (desktop is best) and press the OK button. This will saved a zipped folder 

named after your layout. 

To import a layout into Flow® ID, save this zipped file in a place that is easy to remember, such as your 

desktop. (Note: Do not unzip the file) Open Flow® ID and go to your Layout screen. Press the Import 

button and browse out for your saved zipped file, and press Open. Your layout will then import into your 

new Flow® ID station. 

Preview Your Work 

As you are building your layout, or before you send your layout to print, you may choose to preview 

your design. To do this check the Show Preview box in the middle of your menu bar. To use grid lines for 

careful spacing when building your layout, you can check the Show Grid box and adjust your grid sizing.  
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Batch Printing 

To print a specific layout for multiple subjects, you can 

set up your filter and then do a Batch Print from inside 

your Layout screen. To do this: 

1. Press the Print Setup button in the top left hand 

corner of your menu bar 

2. If printing to image, select your Image Format, 

DPI and which folder you would like to save 

your images to 

3. If sending directly to a printer, select your 

printer by pressing the Choose Setup/Printer 

button 

4. Press Batch Print and your layouts will begin 

printing for your filtered subjects (or ever record 

if not filtered) 

5. To print one individual at a time, press the Print button  

Note: You may want to preview your work first to ensure you are on the correct subject record  

Auto Printing 
One of the most popular features of Flow® ID is the ability to print onsite. Examples include ID cards, 

proof sheets, etc. To set this up: 

1. You first need to have a Layout created 

2. In the Capture screen, under the Layout Preview section: 

a. Select which Layout  you would like to print by selecting 

the Select lyt button 

b. To preview your layout, check off the Show Layout 

Preview button 

c. From here you can push the Printer button to manually 

send to your printer  - OR – 

d. To automatically print, check off the Auto Print button 

and select the Pose Number to start printing on 

e.  The first time you send to print you will get a pop 

up asking if your layout looks correct. If so, press 

Yes. If not, press No to make your changes in the 

Layout screen and send to print again. Once you 

hit Yes the first time this pop up will no longer 

come up 


