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Introduction

Thank you for purchasing a copy of the ImageBase 2.0 image database software by Digital ID. This user
guide will provide a guide to getting started with the software and provide a handy day-to-day reference
for the user or administrator.

ImageBase is a flexible piece of software which allows the user o create a searchable database that
contains images as well as the more familiar textual information usually found in standard databases.

Whilst the primary use for ImageBase is infended to be the creation and issue of ID cards for staff or
visitors within a corporation, it is flexible enough fo be used for many other applications involving the
storage of images and information within a database.

This Manual

Many users of software like to ‘jump in’ to a program before reading it's associated documentation.
However, because of the size and information covered in this manual it is recommended that you start at
the section entitled "Getting Started” in order to gain a grounding in the set-up and use of ImageBase.

It should not take longer than an hour to do, will infroduce some of the main feafures of the program and
could save more than an hour's time when using the program later.



Installation

ImageBase is very easy fo install. Simply insert the ImageBase CD info the CD-ROM drive on the PCand
follow the on-screen instructions.

If nothing happens after the CD has been inserted into the drive, this may be because the PCis not ¢
onfigured to automatically run programs from the CD. If this is the case, the instructions below should be
followed for manual program installation:

First ensure that the ImageBase CD-ROM is correctly inserted info the COROM drive.

Double-click on the “My Computer” icon from the desktop, then double-click on the icon for the CDROM
drive that contains ImageBase (this is usually drive 'D:). If the "My Computer” icon is not available, you
may use the Windows Explorer program to perform this step.

Double-click on the Setup or Setup.exe file icon.

The setup program will now run and begin the installation in exactly the same way as if the automatic
start-up had commenced.

Welcome

The Wizard begins by showing the ImageBase welcome screen. At this stage nothing is required fo be
enfered so click the next button fo progress onto the next step in the installation process.

i% Imagebase Yersion 2.0 - InstallShield Wizard ,_5.{_]

Welcome to the InstallShield Wizard for
Imagebase Version 2.0

The InstallShleId(R} wizard will install Imagebase ‘Wersion 2.0 on
your compqter Ta EDnt\ ue, click Mz, |

—|rn'agebase—

VAR MING: Thls prograrl 5 protected by cnpyrlght law and
|nternat|ona| treaties,

=

ZHich I hExE > I Cancsl

License Agreement

The License agreement outlines the terms and conditions for use of the ImageBase software. To accept
this and move fo the next step in the installation, click on the circle next to the / accept the terms in the
license agreement.



{1 Imagebase Yersion 2.0 - InstallShield Wizard |

License Agreement

Please read the Following license agreement carefully, I ma ge b a Se

IMAGEBASE SOFTWARE LICENCE ﬂ

1. GRANT OF LICENCE. DigitaliD Picturs Systems grants you the tight to use the
eniclosed (ot preinstalled) software and documentation ("SOFTWARE") in the
manrier provided below:

a. A& single-user licence petmits you Ceither an individual, orif an entity, one
designated individual) to use the program designated as ImageBase
("APPLICATION") on any computer system for the purpose of accessing the
BOFTWARE.

b, Ifthe anticipated number of concurrent ugers of the SOFTWARE will exceed
il e e e e e

& T accept the terms in thelicense agresment
(™ 1 do nat accent the terms in the license agreement

Instalishieid

< Back et = Cancal

Click the next button to continue.

Customer Information

You can now specify some basic program information. Enter a user name and Organisation that will be
associated to this program. This information can be anything but typically is just your name and company
name.

fiy Imagebase Yersion 2.0 - Installshield Wizard 1 [ ll
Customer Information . b
Please enter vour information, I ma ge a SE

Lser Marme:

Organization;
Digital I0

Install this application Far:
(o -Ani_r;\'mga-'whlj ué_e_g this computer {all users)
" Orly For me {Anidre Wilsan):

InstallShield

< Back I Mext > l Cancel I

Click the next button to continue.

Destination Folder

The wizard will now present a dialog which allows customisation of the intended location of
ImageBase on the PC.

8



magebase Yersion 2.0 - Installshield Wizard x|

Destination Folder

Click Mext to'instal ko this Folder, or click Change to install bo a differt rﬂ?naege b a S e

Tnstall Tmagebase Varsion 2,0 to;

CiiProgram Filesiimagebase3z) e |

Tristallshied

‘< Back Nesct = Cancel

It is recommended that the default location for the installation is used, however the option is
provided to select a custom location by clicking on the “Change..." button.

Click the next button to continue.

Ready to Install

The installation is now ready to proceed and install ImageBase 2.0 onto the computer. To begin the
installation click the Install button.

magehase Version 2.0 - InstallShield Wizard x|

Ready to Install the Program

The wizardis ready to begin installation, [ m a ge b a S E
IF you wank to r_evl‘ew:'pr change a'n_y:i?f' ynuriné{al‘!é‘tbh 'sa:!:‘tlﬁg'_sjE_\:ﬁt‘l{‘E&El_{_.'dldt_-Ea'n_c'el ta
it the wizard,

Current Settings:

Satup Tynet

Destingtion Folder;
CH{Program FilesiImagsbassa2
User Information:
“Mame: Andre wilson
Company: Digital 1D

IretSllatiEld

cesck [ medl || o |

The install process will now commence. Please waif until this completes. When the installation is
complefe the following dialog will appear.



ﬁ? Imagebase Yersion 2.0 - Installshield Wizard il

InstallShield Wizard Completed

The Instalishield Wizard has successfully installed Imagebase
| Wersion 2.0 Click-ﬁrish rn exit the wiza'Fd.

imagebase
| | |

B8

<-Batlt (Eame]

Click the finish button to close the installation Wizard and start using ImageBase.

In the unlikely event that the installation fails to complete, the user should make a note of exactly what
happened and of any error codes that were generated by the program if possible. This will allow Digital
ID to identify the difficulty more quickly.



Getting started_Running ImageBase for the first time

Once installed, the ImageBase program may be run from the Windows “Start” menu in the “Programs”
section under "ImageBase”.

When first run you will be presented with the ImageBase welcome screen. This screen provides access to
recently created ImageBase databases as well as giving you the ability to create new or browse for
existing databases.

You should see the following screen when you first run ImageBase. For now, click the X button shown in
the fop right corner of the image below.

B welcome to ImageBase EI

Recent Datahases:

= databases you have
one again just click on
n

::‘g ‘Start 3 new database

A Open an ising dobce
HCW

[V Show \Welzame Al Startup
GBS, N

Registering ImageBase

To Register the software for full use click the Help->Register... menu option. This is shown next fo the
Window menu option above.

The Register... dialog will now appear. You will have been
provided a ‘Registered Name' and ‘Authorisation Code’ with Thie copy o ImsgeBase i urregistered ard i
your ImageBase CD package. Enter these details in the -{;ﬁ;éﬁ;g:;g;‘;f“@?‘°“'“““lﬂn"a"df&e"ﬁ’
associated text boxes as shown opposite. -
Registered Name:
In this example the details entered were (you will have your own fises
Registered Name and Code): Authafisation Cade:
| ERRRENRE]
Registered Name = Andre Al Code
Authorisation Code = 11111111 |
If you do not have your required licence information please oK Caneel

consulf your supplier for the necessary defails.

1"



TIP: You can ignore the Auxiliary Code.

Only the Registered Name and Authorisation Code provided with your ImageBase CD is required for successful activation.

Creating a database to use

The first step in configuring ImageBase will be fo create a database where your information can be
stored. The types of information to be stored in the database will vary depending on your requirements,
so for now we will concentrate on creating a standard employee database infroducing you fo the basics of
ImageBase.

There are a number of available information fields that we will nof use in the creation on this new
database. However descriptions of these and their expected uses are included in the Reference section
of this manual under the heading Database Field Types on page 150.

Defining what information is to be stored

The first step in configuring a database is deciding what information you want fo keep a record of. We
do this in ImageBase by using the Database Definition tool available via Menu options.

Select the Daftabase Definition option from the Admin menu (or press the F12 key). This will bring up the
Database Wizard, showing a number of template options. For the purposes of this example, select the
Blank Database option and click the next button (for more information on using the Database Wizard,
read Database Definition -> Database Wizard on page 145).

You must now determine what kind of database to create. There are a variety of options, but for now
select the Microsoft Access Database as shown

opposite and click the Ok button. fsaveriewnatabase
'_ro methwdalabasaﬁemmmym st fist 1ol ImagsBiase what type:
-~ ~ - of databass you are creating. Chocss the database tips from the list
To sglect El DaTabase Type click required option in Database Tope:
the list and click the ok button. Miciosolt Acosss Database
Microzoft SEL Server Database
. . . MySGEL Databaze
Dependant on the option selected a dialog will Dracle Database
appear that will prompt you for the required
details in order to create your database. more
information on different Database types can be
found in Appendix B on page 174.
N\ J
A screen will appear asking you where you wish fo
save the new database. We can use this screen to
navigate around and choose a file location to save to. | o | conce




T — alx]
Savein [ (3 Demonstiation Data H o ® o E

%Demnnstratmn Database.MDE

=il

Postcode Enabled.mdb

Fie name [sample =l s |
Saveastyps  [ImageBase and Access Databases =1 Cancel

2|

Navigate fo the location where you wish o save the new database. A good location for now might be
"c\Temp". Type in the name sample info the File name field as shown above. This will be the name of
your database and what will be used to reference when opening it.

Save Locations

ImageBase (Microsoft Access) databases can be stored in any file location that you can navigate fo. This
can be on your local machine or somewhere on your nefwork. It is important to note however that network
speed and connectivity can affect the performance of ImageBase. If you are unsure where o save the
database consult with your local IT department.

Creating your fields to hold information

Your database will be no good to you until you have created all the fields to contain your employee
information. A field is a 'place’ in the database where data can be stored. Typically, fields hold different
‘types’ of information such as text, numbers or even images.

| ® mageBase - [Database Definition [C:\Program Files\Imagebase32\Demonstration Datatmdbl] =ioixi
<) Fle Admin Window Test =18fx
<7 Ed tinds |
930 ©
31 Fiekds | 5 Card| 31 Evtormel Connestions | % Setings |
=R =

Field Type Infig
GEl AvtoNumberddentity | Field is locked

Name: id i’
Can be Deleted No
Requiedto Prnt  [No
Read Orly Yes

Card Layouts: 0



To add a new field to the database click on the Add button which is identified by the =f icon. A new field
will appear under the existing 1D field with the type defaulted fo Text and a size=80. You will also notice
the information in the bottom window pane has changed. Each field has user configurable options and
are explained in Database field Configuration options on page 150.

Note: Available options can vary between field types.

If the option is not available for a particular selected field type, it will not appear in the bottom window pane.

Edit the field by typing in 'Surname’ as shown below.

R G =
Field Type
Id Autoiurmber-ldentity F\e\dislnc_:kéd
b [Sumamd Teut Size=80

Once entered click on the ID field. This will remove focus from your newly created field, locking it into
place. You can see this by the cursor being removed from the newly created field (note the field is not
saved af this point).

More fields need to be added o our sample database to complete it. The next step in the creation of our
employee database is to create all of the fields that we will need to record staff details. In our example
this will include fields such as where in the company they work, whether they have had a card issued yet,
how many cards they have had in fotal and their image.

Because some fields cannot be changed from one type to another i.e. Image to Date field, particular care
should be taken to enfer the correct Type and associated configurable options.

"'I} To add each field, hit the add button and then enter the field name as indicated below. You will also
need to select the field type by clicking in the next column and selecting a value from the dropdown list.

i o8 =

Field Tupe
Select the type by clickingon | Autchumberidentity | Field is lacked
the type field and selecting a  fumame Test x| size=an

dropdown item Mema %

Record Creation Date
Report Title

Smal Inteier

Time
ToFrint Flag
YesdMo




Enter the following fields:

Field Type Size/Format Additional Notes and Instructions
Surname Text 80 <-This field should already exist (see previous)
Forename Text 80

Dept Text 80

Title Report Title n/a

Count Card Print Count n/a

To Print To Print Flag n/a

Card Type Card Designation n/a

Last Modified Last Modified n/a

Image Image Square(1:1)

The Database Definition should now appear as shown below:

Field Type: Info
Id AutoMurmber{dentity | Field is locked
Sumame Text Size=80
|Forename: Text Size=00
Dept Text Size=00
Title Report Tite
|count Card Print Count
ToPrint Ta Print Flag
Cand Type Card Designation
Last Modified Last Modified
P [Image Image
(MName Image
CanbeDeleted  |Yes
Aspect Ratio Square (1:1] . . . .
Ferr Field Configuration options
Fioad Orly. No for an Image
Valicity:
|Datd Sounce Imagefase
Diata Statement

Once all the fields in the above table have been created, a check should be made to see that no errors or
extra fields have been enfered by mistake.

The information that was entered for each field can be reviewed by left-clicking with the mouse on the
grey part next to the field name (where the blue arrow covers). In the image below the current item
selected is Dept.

Farename Text Size=20 Left click on the grey part
P |Dept Text Size=80 to select a record
Title Report Title
] I Mard Print [ arink




If necessary you can modify field details by clicking on the name of the field which should place a
flashing cursor inside the box (as shown when first creating a field). For example, above, if you clicked on
the letter ‘p" in Dept then this field would become editable allow you to change its details. This will also
have the effect of changing the configuration options in the bottom window pane, making them available
for editing.

x If there are any fields that do not match those listed in the table above, they should be removed by
left-clicking on the offending field with the mouse to select it, then clicking the Delefe button.

Limiting fields to cerfain data

For some types of text field, it is desirable to pre-define a set of entries that are often used within that
field. Forinstance, the Dept field of the sample database is likely to have a fixed set of entfries that are
used over and over again. These fields might represent the current list of departments within the
company.

To define these values in the sample database, select the Dept field in our list. In the field configuration
options there will be an item called Values. Click on the [None] next to this field. This will display a ZI
button towards the far right of the field. -

|[:;Bt‘a{§13'tﬂrélé . | ImageBase

"'I

Clicking the j button loads the Field Values dialog from which you can add enfries by clicking on the
add butfon and then typing in the appropriate value.

For this example enter these 5 values:

Personnel ]
Sales i
Markefing i _
Corporafte Management n
Security .
oK. Cancel
When the list of departments is complete, click the OK
button to refurn to the Database Definition dialog. -
To have the list of field values sorted ] -
alphabefically select the check box af the . =
bottom of the dialog. LR

You will notice that the [None] value previously existing in the Values field has now changed. It should
reflect the number of items in the Field list. In this case it will be showing as [5 in list].
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Saving the changes

The dafabase should now be saved again.
e o8
:& Click on the Save changes to Database button which is just under the menus at the top of

the application.

Setting up the search fields

One of the most useful functions of a database is the ability to search through the entire sef of records
to find the people or information that is needed.

With this aim in mind, the next step in configuring the sample database is to define which of the fields in
the database are going to be used for such searches.

To define a field as searchable requires altering the Indexed option located in the fields bottom window
pane. An example of this is shown in the Image below.

Although most fields have this option available, it is not always practical to assign this feature. For the
purposes of this sample database, the fields that are most useful in terms of performing searches are
Surname, Forename and Dept. Ensure the Indexed value for each field is set to yes by changing its value
as shown below.

Mame Sumarme
Can be Deleted Yes
Siee 80
Letter Case Mommal
Detaul

Fequired Mo
Fequired to Print Mo
Flead Only Mo

[ alicity

Values (Mone)
Restiict to Values | Ma

Data Source ImageBase
Data Statement
{nciudein Print Log. Mo

Once all fields have had their Indexed values changed ensure you save the database once more.

Adding card designs to the database

Card designs should be added fo a database to make it easier fo print cards and associate records to
designs. Although you can easily create your own custom designs, af this stage there are some
pre-constructed ones that we will use in order to get started.

The Database Definition should be visible with the nine fields added plus the ID field. Three of these
fields should have their indexed value sef to yes.

17



To add card designs or design from scratch now, click on the Cards tab.

Fag G
330 4 The Cards Tab.
(3] Fiekds | 3 Cards | (31 Enteinal Cornections | 3 Settings

—
LER G =
.

Field Tups
P14 Autolurber-dentity | Figld s locked

This will change the Database Definition view to that shown below. From here you will see three sections.
Before we start adding cards fo the database a brief description of the sections should be covered first.

Viewable from the Cards tab should be 3 identifiable sections.

Cards Stored on Disk
Card Designs in database
Cards Available fo print

31 Fields [T EAE 51 Etemal Connections | 1 Settings|
e ;

 Card Dsiar

o X ¥ 2 X %
Design Name. Destiphon T Coatd Stored in the Database
Name [[Sides [[User I

rds Available

Card Designs
to Print j

Cards Stored on Disk-
\

)
&

(Eards stored on disk j

Cards Stored on Disk

If you have card designs located on disk, you can use this section fo browse for them. This is done by
clicking on the folder icon located to the right of the fextbox.

From there cards can be dragged info the Card Designs view if you wish to store them in the database
permanently or they can be dragged directly info
the Cards Available for print if you wish to leave | ¢t anpin
their contents on disk. |C:\P|ogram.Fi\es\\magebasaSZ\Demonstralim‘w Data
[ Hospital Front cd|
% Hospital Reverse edl
=% vour Comipany.cdl

In the image fo the right, you can see three cards
of type .cdl stored in the c:\Program
Files\ImageBase32\Demonstration Data\ folder.

18



Card Designs

If you have card designs already stored in the database, these will appear in this section. From here you
can choose to Add , Edit or Delete stored designs. This is done by clicking the buttons located below the
Card Designs heading.

New Card Design Delefe an existing
using Card Designer Card Designer

Card D/gr_,,
i &

et Stjadine Dt [

Edit an existing design
using Card Designer

M | Sides | User |
T Hospital Front.cdl 1 Supervisor

From the example above you will see the database has one card design stored within the database,
namely Hospital Front.cdl.

Cards Available to Print

Because printing cards is an important part of ImageBase it is important that the card design used to
print is easily accessible from within the application. This is made possible by providing the Card
Designs tab where you can select and associate card designs for use within ImageBase.

|f Cards are not attached to the database, then every time a card is to be printed, you would need to
browse for that card design, either on disk, or by selecting from a list in the database. However, by
attaching these designs, printing cards can become as easy as a one click operation.

In a real database, there may be several different styles of printed ID cards used for visitors, staff,
security etc. For the purposes of this sample database we will convert an existing design on disk into one
stored in the database and then reference that file in the Cards Available to Print section

Adding a card design to the database

First we need to browse for the existing card design. To do this, click on the folder icon located to the

right of the textbox in the Cards Stored on Disk section. 2=
Directary on Disk

This will display a browse dialog. Browse to the folder as shown

in the right hand dialog and click the ok button. i canon =

153 Commen Files

[ () ComPlus Applications
1) COMERANT

|} Datacard
Once you click ok, the Cards Stored on Disk should be populated .“3?2?;3 J
with all the .cdl files located in this folder. = 1) Gemplus

|C3) HID MIFARE Developers Resource Kit
12 HTML Help Warkshop

M ) Identisys

=l |2) Imagebase32

This folder should be located in the installed directory for 55 Demanstration Data,
Imagebase, typically c:\Program Files\Imagebase\Demonstration E“"“’“Iti
Templates
Data. 26 i =
Mak New Folder o | e |




To convert a card design from being stored on disk to being stored in the database is as simple as
dragging the design you wish to use to the Card Designs section.

- Card Bresigris
5 &
.Cand.étwed in the .D-a!ah_asa
Narme | Sides | User ]
jYDur Company.cdl 2 Supervizor
Select the Your Company.cdl file from the Cards Stored on Disk
section and holding the mouse down move it into the Cards
stored in the database list.
Cards Stored on Disk:
C:AProgram Files\Imagebase325D emonstration D ata
= Hospital Front.cdl
. Hospital Feverse.cdl

This card design is now stored in two locations. Within the ImageBase database and also on the File
system. It is important to note that changes made to the Card design located in the Demonstration Data
folder will not alter that stored in the database and vice versa.

We now need fo add this design to the Cards Available to Print section to ensure the ImageBase printing
process knows about it.

Using the same drag and drop method used above, select the Your Company.cdl file from the Card
Designs section and move it to the Cards Available fo Print section. This will add a new enfry into the list,
with the Design Name set fo Your Company.cdl.

At this point a ‘Description’ and ‘Field Value' can be specified for this card design template.

Description: Is used to identify this card design within the ImageBase application. For ease of use
purposes keep this as short as possible to describe the intended use of the card design.

Field Value: Is a four character code which provides a way of referencing this card template in the
database via a field. Field Values are only used in specialised situations where card types differ between
groups of people within a corporation. We will not sef a value for now.

For this example sef the Description value as ‘My Company’ and leave the field value blank. To change
the description click in the empty square box next to the Design name labelled "Your Company.cdl'.

 Caids tvailbs 15 Pt

EE 4 b /( Click Here
Design Mame w_&/— 5l | Encode | Sides | Copies
P |our Company.cdl Al 1
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Finished

Click on the button fo save the changes made.

f_@ The database is now fully configured. All that remains is fo open it and start adding data.
-
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Entering data into the database_0Opening the database

r- = You can now open your database directly from the Database Definition window. To do this
E click on the Open Database icon which will close the database definition and load the Main
View for ImageBase.

The Main Record View of ImageBase should now be visible and ready to use for prinfing record details as
required.

W@ ImageBase T -lol>

Fie View Report Admin Window fielp Test

B Main Record View [C:\Andre\Temp'\sample.mdb]

278 B3P Nad B w
Id:
Sumame: |
Forename;
Dept.
Title:
Court |
To Prink: | No
Cord Type
Last Morifie:
Image |
Image

N Suname Forenane T Dt ::‘
=

A brief introduction to the Main Record View

The Main Record View (MRV) is the heart of the ImageBase program and so it makes sense to introduce
some of its main features at this point. A more complete reference to the MRV pane can be found in the
Program Features section on page 32.

The MRV can be split into five main areas of interest
The toolbar
The current record pane
The record list
The image box

The quick search ool

We will look at each of these elements in a little more defail:
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The Toolbar

This is the control centre for the MRV. The tools it holds allow the user to create, change and remove
records from the database as well as control common functions such as capturing or scanning images
and printing cards.

The Current Record Pane

I

‘Surname:

Forenarme;
Dept:

Title:

Count;
ToFrint: | Mo
Card Type:
Last Modified:
Image:

The current record pane is the main interface through which you enter information info the database.
Each of the fields (Surname, Forename, Dept efc) that were entered during the configuration stages can
be seen in the column on the left hand side of the pane. Information for each field may be entered in the
blank cells to the right, with the currently selected field having a coloured highlight fo show exactly
where the user’s information is to be enfered.

The Record List

1d | Sumame: [ Forename Dept [ Tile [ Count | To Pt | Card Type | Lesthodied | =|

The record list will ultimately show a portion of the database as a list of records. Currently, the list will
appear empty as shown above because no records have been added yet. However, even with no dafa, the
field names still appear as column headers.

As records are added to the database each one will appear in the record list with the relevant data for

each record appearing under the appropriate columns. The widths of these columns may be adjusted by
dragging on the vertical divider lines between them and moving them left or right to suit.
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The record list is primarily used to allow records to be found quickly and to be selected for display
and/or editing in the current record pane.

The Image Box

This is the container that will show the image stored in the
database for the currently selected record. A pop-up menu to
help with acquiring images is shown if the user right clicks on
this box with the mouse.

Further information on the image box menu may be found in the
Program Features section on page 36

Lm.‘ag'eil
The Quick Search Tool
(ﬁuiﬁkfﬁlﬁi@ftﬂd}.

| iz

The quick search tool provides a means by which records can be found quickly without the need for
navigating the record list line by line. You can search by any field that has had its indexed field sef to
yes in the Database Definition. In our example this would be the Forename, Surname and Dept fields.

For instance, selecting the Surname field, then typing the surname of a person info the
QuickSearch box will move the current record pointer down through the list of records to
the first closest record match. More information can be found in the Program Features
section on page 32.

TIP: Not all of the word needs fo be entered into the QuickSearch box to perform a search
partial words (such as ‘Smi" instead of ‘Smith’) can be entered, however the resulting record position may notf be as well targeted
as would be the case if the full name was entered.

In the previous steps, the different fields within the sample database were defined. The next step is to
enter some data fo produce complete records within the database.

TIP: Records can be thought of as being similar fo the old-fashioned record cards in
a card filing system Fields are simply the lines of information that are written on to
each card. In this way, a whole database could be thought of as a very large Rolodex-
style information system.

! The first thing to do fo create a new record within the database is fo click on the Add Record
« ol button on the toolbar of the main record view pane.
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When this is done, the top line (not including the ID field so the Surname field in this case) of the current
record pane will be highlighted in pale yellow and the cursor will be seen flashing within the field waiting
for fext to be added.

Enfer the surname as Smith and press the ‘enter’ key on the keyboard to move down to the next field.
The next field is the Forename field. Enter the name Peter and again press the ‘enter’ key fo move fields.

When Deptf is highlighted, a small drop-down button will be seen on the right of the fext entry box.
Clicking on this button allows the user to select one of the pre-defined values for the different company
departments that were sef up previously in the database definition stage. One of those drop-down
values may be used or, alternatively, a different Depf value may be typed using the same method as that
for the Forename and Surname fields above.For the purposes of the sample database, select the value
‘Sales’ from the drop-down box as shown above.

878 83B MR«

-~ Sumae: [ Smith

Forename: | Peter
Dot =

Titter [Personal

Count: [Marketing
| Corporate Management
ToPrnt |2

Caid Type:
I azt Mndifiad

The rest of the fields are not directly changeable by the user. Click on the grey Add button located fo the
left of the QuickSearch box to enter the completed record into the database.

Next, we need a few more people added fo the database by repeating the steps taken previously. Asa
reminder, the steps to be taken are:

1. Click the Add Record button (the one with the blank person image and green '+’ sign)
2. Enter the Surname, Forename and Dept values into the field edit boxes

3. Click on the grey Add button.

Add the following new records to the database:

Surname Forename Dept
Davis Sarah Corporate Management
Dowey Mike Marketing
Hussain Abed Security
Johnson David Personal
Jones Robert Marketing
Waters Nikki Sales
Meads Michael Security
Peters Sue Sales
Stevens Anna Personal
Wilburn Pat Sales
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Once all the records have been added, the ImageBase record list should look something like this (only a

portion of the records are shown here).

26

TIP: The currently selected record in the Record List pane has a triangular arrow
shown to the left of it. In the image above, the record for Peter Smith is the currently
selected one. Because it is selected, the contents of Peter’s record will automatically be
displayed in the Current Record pane.

Id Slihame “Forename: “Dept Title: | Caurt | ToPrint
1rl2  |5nith Peter Sales 0 IYes

3 Daviz Sarah Corporate Management 0 Yes

4 Dovey Mike b arketing 0 Yes

L) Huszzain Abed Securty i} Tes

E Wohnson Cravid Personal 0 Ves

7 Jones Fobert Marketing i} Wes

3 W aters Mikki Sales ] e

9 Meads tichael Secuntu 0 Wes




Adding the Images

There are several different ways that an image can be added fo record:

Video capture from a camera
Input from a scanner

From an image file on disk

Copied from the windows clipboard

For simplicity and to ensure that this example can be followed by all users regardless of the equipment
connected to their PC, only images supplied by the ImageBase installation will be used.

During the next section of this example, those users who already have a camera or scanner installed on
their PCwill find that they are able fo acquire images from that source without oo much difficulty (if they
wish to experiment). You can read more about this in the Configuring Cameras and Scanners section on
page 40

Select Sarah Davis's record from the record list by clicking on her record once. Animage can now be
added to her record.

To do this click with the mouse on the empty image box fo the right of the Main Record view. A pop-up
menu will appear from which we can select options relating fo record images.

Id {3 E-s
Sumame: | Davis I
Forename: | Sarsh GrebImage. . it
‘Dieph | Corporate Management Scan I.n'ra.g'e.-.. Ct:r;H—Q
Title:.
= Load Imags: ..
Gatoh| 0 Save Imags:.
TPt |Yes T
e Cﬂ_w-tn-cu ard:
il Paste from Clphard
Last Modified: = e —
- Guick Search fid]————————— Blank Image.
Add Barcel | ’7| - W T —
L Capture Propertiss..
Id Surname Forenarne et
2 Smith Peter {5ales EI
»iz Daviz Sarah Corporate b anagement |

Select Load Image... from the menu and a dialog will appear allowing selection of an image file from disk.
Locate the ImageBase installation directory (often c:\Program Files\ImageBase32) and select the
samplec.bmp image. The selected image should load into the picfure frame and will now appear whenever
this record is selected.

TIP: Users with a camera attached to their PC may at this point alternatively try clicking on Grab Image
to see if their camera can be used as an image source, whilst users with scanners attached may try Scan Image...

If nothing happens or a warning or error message is displayed it is likely that the camera or scanner needs fo be
configured. Please refer to the Program Reference section under the Configuring Cameras and Scanners
heading and try again.
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In the installation directory there is another image called SampleFree.jpg. Load this image into Peter
Smith's record to further practice this process.

Searching the Database

ImageBase has some very powerful search facilities that allow the user to perform complex searches for
particular records. Most of the time however, the user will simply wish to find a particular person or
group of people that are associated together.

For this reason, the Quick Search facility is available to do just that.

Huick Search (Id] The Quick Search tool allows the user to perform
’VI == searches on fields that were earlier specified in
the Database Definition.

The tool is fundamentally a box, into which the user types a sfring of text fo be compared to the contents
of one of the database fields. Once the user presses the enter key, the current record indicator will jump
down through the record list to the first occurrence of the text string.

The search only occurs on the currently selected field. This is shown by being in brackets after the
"Quick Search” title (for example, the currently selected field in the image above is the Id field).

To change the current search field, click on the Quick (Wd{iﬁﬁl‘cl’r‘_{l‘ﬂl;‘Y =

‘SearchFor..,

Search dropdown button (the small black friangle) and
select the appropriate field name. Alfernatively you \ Forenarie
can select the field column header to sef the search

field.

For the purposes of this example, ensure that the Surname field is the one selected.

You will notice a value in this list called Search For... This provides the ability fo search
multiple fields for a piece of text and is explained below in Searching multiple fields.

Once the Surname field is selected the title will change from Quick Search (Id) to Quick Search (Surname).
The records will now also be ordered in ascending order as determined by your selection. You can now
search the Surname fields of your record list.

Type infto the Quick Search box the letter ' and hit the ‘enter’ key on the keyboard. The current record
indicator (the blue triangle) will move through the list fo the Johnson record.

Duick Search [Slmame]
it | Canos] | ﬂi = | 13
] Sumane Forenams
| S Johnson Dravid Personal
¥ Jonies Raobert Markeh‘ng
9 Meads Michael Security
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Now add the letter ‘o’ to the Quick Search box so that it reads ‘jo’. Hit the ‘enter’ key again and you will

see that the current record pointer stays on the Johnson record.

Finally, add a 'n" fo the 'jo" in the Quick Search box so thaf ‘jon’ is displayed, then press ‘enter”.

Quick Search [Sumame)
#dd | Cerce! | lrli_o_"‘ = MY

| Image |

Suiname

Forename:

Dept

Jonhes

Fiobert

Marketing

Meads

hichasl

Security

Til=
-

The current record indicated will now be pointing fo the Jones record as shown above. Of course, you
could have typed 'Jones' into the search box, pressed enter and gone straight to the record. However,
using this partial approach fo finding records can be very handy in the case of misspelled names, or

names where you are unsure of the spelling.

You will also notice that the record for Robert Jones will be displayed in the Current Record pane and any
associated Image shown accordingly.

Another useful search would be to find all of the people within a given department of the company. To
perform this search, click on the Quick Search drop-down button and select the Depf field as the default
search field.

Now type in the word 'sales’ into the QuickSearch box and press the ‘enter’ key. As before, the Quick
Search moves the pointer fo a record which has the search text in the appropriate search field. This time

the poinfer will be showing the first found member of the sales department.

i DQuink Seerch (Dept)
Aidd | CanicE] | ﬁsale&{ - m

Image

I “SUmanms Forename: Dt Ti=
P12 (wibum Pat Sales =
10 |Peters Sue Sales
2 i aters Mikki Sales
2 Smith Feter Sales
(" )
TIP: when selecting a field to search on, the fields are grouped alphabetically allowing for more efficient results.
Searching a record is not case-sensitive so searching for SALES and sales will return the equivalent results.
- J

Searching multiple fields
There may be occasions when you wish o search for a record but you are unsure what field to search on.
An example of this might be when you have been given only one name but can't determine if it relates to
the person’s Forename or Surname.
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In this case you can search for the name in two different fields at once. Click on the black triangle next to
the Quick Search box fo display the list of search fields again.

Before we selected Surname that allowed us to search on only one field i.e. Surname. This time however,

select the Search For... option.

A dialog will appear as shown opposite. You will =

notice all the fields down the left with square
boxes next to them.

To search on more than one field click on a

square box next to the field name. This will
place a tick inside the box meaning that the
field will be included in the search.

In this case select the Surname and Forename
fields.

In the box below the Search For: text enter in

* A, single seaich is ene whers you just wank to laok for & simple piecs of ifomatior, Type in the

“Search For:

 Simple Search |

test vou are looking for and select which fields you want to search in. The more fields youl select
Ihie longer the ssarch will take,

Grey Test Button

[ Last Modified

Test

Search

‘peter’.

To perform a fest search click on the grey Test button. Two records should appear as shown below. One
of these is Sue Pefers and one should be Pefer Smith.

/i, General Search |

Sinple Search |

& simple search s one where you just want to |ook for & simple piece of information. Type inthe
test pou are looking for and select which fislds you want to ssarch in. The more fields you select

the longsr the zearch will take,

s

S Two records found
1 i TestResults S
= T = =| when clicking the Test
- P2 [Smith =1 Button.
Isd - 10 |Paters
urnanme
Forename
O bept
O Tite ]
O Court -
[ Card Type - ﬁ
O Last Modified J—I 4

Now click on the Search button located at the bottom right. This will close the dialog and display only the

records shown when the Test button was pressed.

TIP: To return the record list to how it was click in the Quick Search box and press the Esc Key.
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Summary

During the Getting Started section, many useful operations were covered. These operations form the
core of any ImageBase database sefup and hopefully will have provided the foundation to now move on to
creating a custom database. The operations and techniques covered were:

Running the program

Familiarity with the main controls
Defining database fields

Setting-up search fields

Adding card templates to the database
Entering data into the database
Adding images fo the database

Using the QuickSearch facility

As a next step, it is recommended that you read about how fo configure any image capture devices that
may be available on their system. Fullinstruction on how to do this can be found af

Program Reference -> Configuring cameras and scanners on page &4&.

If image capturing is not required, the section on Printing Cards on page 49 would be a good alternative
starting point.

31



Program Features_Main Record View Pane

When a database is created or opened, the Main Record View (MRV) window is displayed within
the ImageBase program window.

[ ImageBase - [Main Record View [GProgram Files\Imagebase32\ Bemonstration Batay b =|of x|
By Fis Wiew Report Adnin Windoo Help Test -8 x|
11 Main'View [Manusl Exanpleamds |
i
S .)‘ T &

Id:|1

Suriame: | Davis
Fotsname: | Saish

Dept: | Comporate Management
Title:
Count: |0
ToPrint |Yes

Card Type:
ick s ?‘ A
Add ericel ‘ [

Id Sumame
P1 [Davis

2 |Dowey

3 [Hussan

4 lohnson

5 ones

5 wWales

7 [Meads Michasl

8 |Petes Suz =
i | o/
1410 (0% [

[ [ \\DPSSERVERNOKI C7350PCL) 2

Introduction to the Main Record View

The MRV is the principal user inferface for performing data entry and record modification,
image capture and searches. The purpose of this introduction is to familiarise the user with
the names and functionality of the various parts of the MRV.

For the purposes of describing the MRV, it can be considered as being made up from several
distinct functional parts, although the functionality of each element is closely bound to the
others. The distinct parts are:

Current Record Pane
Record List Pane
QuickSearch Tool
Toolbar

Image Box

There now follows a description of the function and features of each section of the MRV:

The Current Record Pane 5

Smnarnne:
When records are being viewed, the Foiorae
Current Record Pane displays the Dot
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information belonging to the currently selected record in the Record List. The title of each
field in the database is listed down the left-hand side and the contents of those fields for the
current record are displayed to the right of each one in the field data boxes.

Additionally, the Current Record Pane is the section of the MRV that is normally used fo enter
data info the database. When a record is being added, all of the editable fields are blank and
the user clicks on each in furn fo enfer data info it (unless a default entry has been setup in
which case the field will start out with a value).

Where pre-defined data values have been configured for particular fields, a drop-down box is

—il accessiple via a small button at the right-hand end E|
of the field data box. | Octoberz005 |

Empty Date fields have a question mark button af the end of the data
entry box which pops-up a calendar dialog so that the user may select | 27 2 23 a0 1 2

3 4g8ye 7 o8 3

the date required. 1 12 13 14 15 16
17 18 19 20 21 22 23

24 25 26 27 28 23 30

- A1z 3 4 5 B
The month and year may be selected by clicking the buttons af the top | = Taday: 051072008
of the dialog w’rb the left and .rlgh’r arrows on them. The day itself is Corcel_|
selected by clicking on the desired day of the month with the mouse.
The Record List Pane
Sufhame «|  Forghame ‘Digpt Title | Court | ToPrint LCard Type Last Modified Image:

P |Davis Sarah Corporate b anagem: 0 ‘res 11/07/2005 13:56:00 | Yes

{Domey Mike Marketing il ‘es

{Huzsan Abed Security i} ‘es

AWohnzon David Ferzonnal 1} e

Jones Robert M arketing ] Yes
 IMeads Michas! Security 1] ‘es

|Peters Sue Sales i} ez

JBlevens fhna Frrennnal n T

The Record List Pane lists all of the records in the database in a tabular format. Each record is
listed on a single row of the list with each field of the database having its own column in the
list. The user may scroll up and down through the record list at will and scroll left and right to
view all of the fields (except image fields) in each record.

The Record List Pane can show either the entire database or a subsef of the database records
at any one time. This is determined either by the Record Count setting accessible through the
Database Definition (see page 158), or by any query you may do that returns a subset of data.

The order in which the records are listed is dependant upon which field has been selected as
the Quick Search field. If no Quick Search field has been sef, the default listing order is in
ascending numerical order of the ID field which also happens fo be the order in which the
records were entered. The example Record List Pane shown above has the Surname field
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selected as the Quick Search field and so the records are listed in ascending alphabetical
order according to the surname in each record.

You order in which the data is listed can be shown by the small grey arrow in the record
header. In the Image above, you will notice that the dafa has been ordered by Surname, so the
small grey arrow has appeared next to the Surname field. = Sumame +  Clicking on the field
again changes the order.

‘ The currenfly selected field is the one that has the triangular pointer activated to the left
of the record. This is the record that is displayed in the Current Record View.

Lock/Unlock Record List - The Record List Pane may be used to edit records only if
this button is set to ‘unlocked’ with the open padlock showing. Clicking on the
' button toggles the setting.

The Quick Search Tool

This tool uses the Searchable Fields which are Quick Search{Id)
created as part of the Database Definition ’7| -
process (see page 136 for a full description of
setting up Searchable Fields).

~Buick Seaioh (1] | 5 Quick Search uses these searchable fields

| ] to perform simple searches of the database.
The required field can be selected from the
Quick Search tool by clicking on the black
drop-down button and selecting the

| required field from the list that appears.

SearchFor...

| Farenarie

This currently selected field will now be displayed in the Quick Search Tool's title and from that
point onwards the record list will be listed in ascending alphabetic or numeric order of the
contents of the field. Also, any values entered into the Quick Search box will be compared fo
the data in that field and the currently selected record will point to the first occurrence of that
value.

As an example, if the QuickSearch Default -

. H : H : Not all of the word needs to be entered into the
Field is Se‘f fo the Surname ﬂEld‘ fyp!ng a QuickSearch box to perform a search - partial words (such as
surname into the QuickSearch box will ‘Smi" instead of 'Smith’) can be entered, however the returned
. H search results may not be as well targeted as would be the
|qsfanfly cguse the recqrd list fo move to the tace f the full name was enfered.
first matching record with that surname.
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NOTE: itis possible fo nof find a record if there the records found for the search term are greater than the number of records
shown in the record view. If this is the case, try doing a search using the Query Builder, or look at increasing your Local Records
Count.

The Toolbar

a ? LEIE N A s w

The ftoolbar consists of a row of buttons across the top of the Main Record View.

@& Add Record

This butfon clears the contents of the Current Record Pane and the Image Box and waits for
the user fo enter dafa and creafe a new record. Once the data for the record has been fully
entered, the grey Add button (located fo the left of the Quick Search tool and not to be
confused with the Add Record button) should be clicked to enter the new record info the
database.

If the Cancel button is clicked instead, the record is not added to the database and the data
entered is discarded.

Clicking the black arrow brings up a menu with two opfions.

Blank Record: Does the same as clicking the Add Record icon,
- BI D where a new blank record will be created.
A PRt :
= i) Duplicate Record: Creates a new record based on the
SirDuplicate recard
T information present in the currently selected record.

[ NOTE: It should be noted that images may not be grabbed or scanned while a record is in the process of being entered. j

&7 Edit Record

The Edit Record button allows the currently selected record to be edited in the Current Record
Pane. All data pertaining fo the current record is displayed ready for changes to be made.

Once the modification has been completed, the user should click the Update button (located to

the left of the Quick Search tool) to commit the changes fo the database. Again, clicking on
cancel discards the modifications, this time leaving the original data for that record infact.
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Delete Record

Delete Record will complefely remove the currently selected record from the database. The
deletion only occurs if the user responds in the affirmative to the prompt that appears asking
if the record should be deleted. A record cannot be retrieved if it has been deleted, so care
must be taken when using this function.

i@ Grab Image

Provided that a camera-based image capture system

is configured in ImageBase (see Configuring
Cameras and Scanners on page 44 for details) the
Grab Image button will cause the Image Capture
dialog fo appear showing a 'live’ view from the
camera.

On the Grab Image dialog, clicking the Grab button
will capture a still image from the capture source.
The blue lines above and below the video image
show where the image will be cropped to fit the —
selected camera aspect ratio which is set via the Opions | Brab Cancel
Options button as explained on the following page.

Select Cancel to leave the Image Capture dialog without taking a new picfure.
The Image Capture ‘Options’ button

Clicking the Options button on the
Image Capture dialog causes an

Device:
extra section of the dialog fo Eaiices | [ viden Blaster tw/ebCam 3/webCam Pl > |
appear below the image.

— Optiohg: 3224250

Farmat... Capture &spect R atio:

The options allow the user fo dic- Displav... |

tate which device is o be selected
as the video source (assuming that
more than one capture device is present) and the horizonfal and vertical dimensions of the
captured video images.

For convenience, the current Video Capture Device selection can be carried out on the Options
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dialog via a drop-down box.

The Capture Aspect Ratio of the acquired images is sef by highlighting the appropriate sefting
of Square, Portrait or Irregular. As each setting is selected, the blue bands above and below
the image show the width of image that will be captured with that aspect ratio setting. Square
sets the width equal to the image height, Porfraif sets the image height to 1.25 times the width
and Irregular captures the image at the current resolution setting.

The three buttons, Source, Format and Display are used to launch features present within the
software for the capture device being used on the user’s PC. Any functions that are not
supported by that software will not be accessible. It will be noted that the Display button in the
above dialog is greyed out because the Video Blaster Webcam software being used in this
example does not support the Display feature.

The Source button causes a dialog to appear. The contents of this dialog will, fo a great extent,
depend upon the software supplied by the manufacturer of the video capture hardware being
used on the system. The following dialogs are for the Creative Labs WebCam Plus camera, buf
may not be representative of = Egurza... ofher devices:

21 21
Camera Contick | Caplure Sourcs | Camera Conirols  Caplute Source |
Manwal ko
e T———F——am I
LContrast —i 13 ™
Saturation : . A
Sharpresss T 4 r
Hue —_—
Backight 0 3
Exposure : j—‘ 127 W
e ~ Lighting ——
ColorEnable | \
~ & Cancel Flicker
Tungsten FL Set Default
ok | ool | amy | ok | Gewel | aeny |

The dialog has two tabs, both of which are shown above. The first tab allows the user fo
change the camera properties such as brightness, contrast and colour settings, whilst the
second tab allows the video source itself to be selected. As mentioned before, these dialogs
will vary according to which brand of video capture hardware is being used. Please refer fo
your capture system’'s documentation for an explanation of the functionality.

Format | The Formaf button shows the Video Format dialog in which the user may select

the image resolution and pixel depth (and hence the overall image file size which
is a multiple of the two settings) from two drop-down boxes.
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The range of resolutions available 2lx|

will again depend upon fthe capture Sirsem Setiigs |
system available. Unless there is a -~ Digital Image Formal-
real need for detailed images, it is Resolu Pﬁe@lw Size (byte:
advisable to keep the resolution and % = =
Pixel Depth to low-to-medium
settings fo avoid the database
becoming very large.

As a reference, the size of the file is
shown for each combination of the [ ok | conce By

two seftings so that the user may
make an informed choice of resolution and pixel depth.

} Scan Image

This toolbar button activates the software interfaces of the default Twain source that is
installed on the PC system and configured within the ImageBase software. Typical devices that
use the TWAIN standard to transfer images are scanners and certain types of cameras.

The software that runs when the button has been clicked will be specific fo the scanner or
camera that is being used on the PC. This type of software is normally supplied with its own
user manual and this should be referenced if the interface is unfamiliar fo the user.

Print Card

This button will print the defaulf card for the record currently being viewed. If the option to
view a preview of the card being prinfed was selected in the ImageBase Options section (see
below) then an image of the card as it will be printed will appear before the user decides
whether fo print it or cancel the print job. Otherwise, the card will be prinfed via the default
printer.

——— e,

s 2 @S M s

Yfaur Company cdl
Sig; | Blank, Empty Encading Option
— Bioiss For Card, .

The Print Card button has a drop-down arrow next to it which, when clicked, shows a small
menu from which the user may select from card templates that are referred fo in the current
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database or browse the PC's hard disk for alternative Card Layouf files.

Holding down the CTRL key whilst initiating a card print will cause a preview to be displayed,
overriding the program opfions setting.

m Notes for Database

This button displays a freeform text e 1)
entry window which can be used fo PR,
keep any k|nd Of fexrual nOi‘eS w”.hln 10/4/2004 Added records for staff in all depaitments

. . 13/04/2004 Printed [0 cards for &l staff except Security Dept

the database. A typical use of this D20 Ciestediotof o Rl Sl det o i sl Sty D s
function may be fo log when major
changes are made fo the contenf of e
fhe dafa base or fO lOg da’res When Sarah Davis doss not like the phato we taok of het in the red hat - be sute to call het to amange & new image grabbing session

batches of cards have been printed.

J& Misc Options

This button provides quick access to a y =
number of commonly used features within —  2a¥e Image
ImageBase. To access the options list —

Load Image

) . > , Query Buildet, .
Cl.ltk on the Misc 0_|Jf|0ns icon. A menu list .ﬂ.ch:l Curmnt ﬁetﬁﬁﬁ.kﬁfﬁeﬁibjé Pi[:{éjélr. =
ndiatingthe vrious aptionsavaab Akl Recerds to Pacple Ficker,.
9 prions avafiable. _ Add ALL Records ko People Picker
Dielete Records From Database. .

Using the mouse, highlight an option fo
select it and then click the left mouse frchive Current Racard
button fo initiate the action.

Load /mage; Opens up the load Image dialog for the particular selected record. No action
is taken if no record is selected.

Save Image; Opens up the Save Image dialog so that you can save the selected records
image to file. No action is faken if no record is selected.

auery Builder: Allows you to create queries on the database, providing enhanced
searching capabilities. For further information consult the section Report -> Query Builder on
page 114.
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Add Current Record tfo People Picker FZ. Adds the currently selected record to the
People Picker control. For further information consult the section View -> People Picker on
page 125

Add Records fo People Picker...: This option allows you to select a range of records
that would be added fo the People Picker list. Selecting this option brings up the screen below
from where you can determine what records you wish to add to the people picker.

Add to List i

Add From————————— .Hmw-Many_:-
B "'II.Top_ of List 10
& Cument Racord FEEI
€ ToEnd
" Mumber
o | s || !

Add From:

Determines where the first record fo be added starts.
Top of List: Means the first record is at the top of the record list.
Current Record: Adds records from the currently selected record.

How Many:

Determines how many records to add. The start of the records to add is determined by the
Add From option described above.

10: Adds ten records

20: Adds twenty records

To End: Adds to the end of the record list

Number: You can specify any number of records the box below Number.

Add All Records to PEOP[E Picker: This option adds all the records from the current view
to the people picker list.

Delete Records from Database: This option deletes all the records in the current view from
the database.

NOTE: You cannot delete all records from the Main record view. If you wish to delete all database records from your database,
you will need fo run a query first that retrieves all database records, and then delete from that view.
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Archive Current Record: Selecting this option archives the currently selected record in the
MRV.

%> Refresh Record List

Occasionally when adding or deleting records, the contents of the Record List Pane may need
to be refreshed to re-sort and display the records in the correct order. This button performs
that function when clicked.

gfid,  Add to People Picker

When this bufton is clicked, the currently selected record is added fo the People Picker. If the
record is already stored in the People Picker, a message is displayed informing the user that
the record was not added because it is already in it.

gdg Show People Picker

This button causes the People Picker window to be displayed within the ImageBase program
window. Full details of the operation of the People Picker can be found on page 125 of this
manual.

The Image Box

This is a container in which database images are displayed. If an

image is being d|splayed it is that of the ‘currently displayed record’.
A pop-up menu to help with a

I cquiring images is shown if the user

uiwe Clicks on this box with the mouse.

Load Image...
Save Image. ..

If more than one image field is speci-
fied in a database, all of the images
Efy Sostbel will be available from the Image Box
Paste from Clipboard . . . . .

o e with each image field having its own
tab beneath the box. In the
example on the right, the tab has Image written in it which is
the name given to the image field in the sample database.

e[

‘Blank Image

Enhance Image. ..

Capkure Properties. .,
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The Grab Image... and Scan Image... options perform the same functions as the Main Record
View toolbar buftons of the same name (see previous pages for details).

Save Image... allows the user fo save a copy of the file to disk.

Load Image... allows the user o load an image from a file on the users computer into the
current record in the database.

Copy fo Clipboard allows the user to place a copy of the image info the Windows clipboard. The
image may then be ‘pasted’ info another Windows application.

Paste from Clipboard enables the user to paste an image into the current record from the
Windows clipboard.

Blank Image removes all image data from the current record and the Image Box becomes
empty.

Capture Properties opens a dialog which is for selecting the video source and the capture
aspect ratio. The facility has been provided here so that it is not necessary to perform an
image ‘grab’ before setting the video source. This dialog is detailed in Configuring Cameras
and Scanners on page 4k4.

Enhance Image... is a very useful tool. It provides a way for the user to alter the lighting and

colour of an image and to crop the image to
eliminate any unwanted feafures from if.

At any time before the Apply button is clicked to make  imase Enhancer

the changes, the Defaults button may be used to
revert the picture back fo its original state.

The Mono tab

@ This slider controls the brightness of the
-7+ image.

@ This slider controls the confrast of the
image.

This slider controls the amount of
Gamma Correction applied to the image.
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NOTE: Gamma Correction controls the overall brightness of an image. Images which are not properly corrected can look either
bleached out, or too dark. Trying o reproduce colours accurately also requires some use of gamma. Varying the amount of
gamma correction changes not only the brightness, but also the ratios of red to green fo blue.

The RGB tab

“image Enhancer

Here the user can change the colour balance of the image.
This is particularly useful for correcting colour tints in images

that have been supplied.

Save

EI

o
[y
Iy
3

H This slider changes the tint from Cyan
through to Red.

M G This slider changes the tint from
Magentakthrough to Green. C -

X

Yy AUoH

® o

B This slider changes the tint from Yellow
through to Blue.

The Extras tab

The Extras tab holds sliders that allow the image to be
sharpened or blurred and cropped.

This slider makes the image sharper or more
@ blurred as the setting is changed.

This slider sefs the size of a dofted rectangle on the
b3 - ~ - ) .
image (see image fo right). The rectangle is always | oo iieireneiens : ,fmi‘
in the selected aspect ratio of the image and is TR i T
positioned on the image by means of clicking the mouse at -

[ Minor

the position of the top left corner of the rectangle. When
the Apply button is selected, the image will be cropped to the area of the rectangle. Please
note that the rectangle will not be visible until the size has been sef to smaller than the

current image.

The Mirror checkbox provides a left-to-right mirror image of the picture when it is checked.
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Configuring cameras and scanners

ImageBase has the ability to grab images from a variety of sources including most scanners,
video capture boards and webcams. From a technical viewpoint, ImageBase can capture from
any camera or device that supports the standard capture driver model and any scanner/
camera with a TWAIN interface

What hardware is available?

There are two distinct types of imaging hardware that need to be set up if they are present in
the PCthat is running ImageBase.

[ NOTE: To configure camera devices, you must have at least one field of type Image defined in your database. j

TWAIN Sources

This group of devices covers items of hardware such as scanners and certain cameras. The
TWAIN sources are set up via the File > Select TWAIN Source... menu enfry.

'TWAIN" is a standard for reading image data from scanning or image capture equipment. If
the PCwhich ImageBase is installed on has a scanner or image capture device that is TWAIN
compatible, it can be set as the default TWAIN source allowing ImageBase fo capture images
directly from if.

Selecting this function results in the following dialog. Note that the dialog contents will likely
vary depending upon what items of equipment are available on the ImageBase PC:

Seloct Source. %]

Sources:
EPSON TWAIN L 1.10

WIA-EPSON Perfection610 1.0

Cancel

In the above instance, a standard Epson scanner is installed and two different TWAIN
interfaces are available for using it. To select a specific source, simply click on the desired one
and click on the Select button.

If no suitable TWAIN sources are available on the ImageBase PC, the Sources list-box will be
empty. Only one TWAIN source may be selected at any one time.
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Non-TWAIN sources

This group of devices covers items of
hardware such as webcams and video ‘Capture Aspect B atis:
i Square
capture boards with cameras aftached. |Portraﬂ W
These devices can only be set up only when v (e Eama 7 i |irediate Giat
affer a dafabase has been opened. * Use Standard Windows Devica
Device:

To set up a non-TWAIN source, click on the
Image Box in the Main Record View and

select Capture Properties... from the pop-up » | ’—I SN

menu.

/D1t Image Capture {w/in32]

The dialog shown to the right will appear, though the list of devices will vary from PC to PC. If
any non-TWAIN devices are present and correctly installed on the PC, they will be listed in the
Device box. The user should select the device that is to be used for image acquisition.

The user should also select a Capture Aspect Ratio that suits the style of ID cards that are
eventually to be prinfed.

Canon Cameras

ImageBase works with a number of
Canon cameras that provide an

. Genﬁfdll Prﬁlﬁingl anaiaml Fen.hs.}E!DI Databases AE Lm%‘l
programmable interface to a standard ]
Windows your PC(To see if your Canon T P
camera is compatible contact Digital 1D S %
support at support@digitalid.co.uk.
@ Use Canon Camera ¥ Dolmmediste Grab

. . . € Use Stardard Wilows Device
Click Admin->Options and select the Dw: e
Capture properties fab, or alternatively = st S0 e
click in the Image box in the Main
Record View and select Capture s

Properties ... & et

The dialog opposite shows the Capture
properties when accessed via the Admin->Options menu.

You will notice the Image fields box with the text Image in it.

Because you can configure different camera devices for different image fields, this field
identifies what image field the seftings relate to.
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In this case there is only one image field in the database called /mage.

To select the Canon camera as the image device, click on the circle located next to the text Use
Canon Camera.

Do Immediate Grab: Selecting this option means that any image captured using a Canon
camera is done so immediately upon selecting the records Grab Image option. * If you wish to
preview the image first and ensure if is in the correct place ensure there is no tick inside this
square box.

* Selecting this option will still give you the chance to re-take the picture manually once the
initial image is captured.

Canon Device Settings

i GrabMode
Press the Fresze' [ar <Retumy] to take an image

To access and change the device settings when taking
. ‘Orice o have takien t ill be given the option of
a photo you must first access the Image Capture oo et TR R

screen. This can be done from the Capture properties
dialog shown above opposite by clicking on the Test... Cameraview
button.

If the Camera is installed, furned on, and in play

mode, a dialog like the one below should appear (your
camera view will be different dependant on what your
camera is pointing at).

[Eanon Device Seftings

There are a number of
Carcel

tabs shown that allows you to adjust settings relating
to the functioning of the Canon camera. These tabs
are indicated at the bottom of the Image Capture
screen by:

Grab Area
Device

Canon Camera controls (May be specific to your Canon Camera model)

TIP: Because battery life is limited, it is recommended that all Canon Cameras are connected to a power adapter rather
than running on battery life.
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Grab Area

Provides the ability to configure the cropping area size that is used when selecting the portion of the
Image fo save to record.

These seffings can only be adjusted once the Freeze button has been pressed and the Image is captured
is returned. You will know this by the Freeze button changing to show Live.The freeze button changes to
Live to reflect this.

Calibrate Mode. By selecting this option after

taking a photo, you can adjust the size of the Image
to save fo disk by moving the Capfure Size scroll bar
left and right. When doing this you will notice the
transparent part of the screen growing/shrinking in
size.

Remember to uncheck this option after calibration is
complete.

Fixed Area. indicates that the capture area is

Live: ] ¢ Canicel | fixed and you cannot dynamically select a region to
crop..

[ Fised &rea J

¥ Calibrate Mode  Caphure Size: ‘

‘GrabAres I:Dé'\iiue' ! Canon Camera controk: I

Device

Shows what camera is currently selected for taking photos.

Canon Camera controls

Depending on your camera model, the text entered for this control may vary. For example if
you had the A60 Canon camera, the text might say Canon A60 Camera Controls.

Z00m: To zoom the camera in and out, click on the zoom button and move it left and right.
Depending on the camera version, different zoom capabilities will be available.

Exposure; You can change the exposure of the camera by clicking the down arrow and
selecting a new value.
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Device. Click the device button brings up the following dialog.

Flash Settings: Determines whether the camera will use

il S the flash when taking the picture or not.

Féa':h; Use Red Eye Reduction: Specific camera specific

10n functionality that reduces the amount of red eye when
: taking a picture.

[ Us= Fed Eve Radustion Powersave: This determines when the camera goes into
sleep mode.
Powersave:
|30 sezonds :I
m ol | T|P If you are ngffaklng.a'lof of pictures at once,orlf.fhe camera is
i HEST running on batteries then it is suggested that you set this to Immediate.




Printing Cards

Printing cards using ImageBase is simple and pain free as long as you have a design and record
information available. If you do not have these details set-up, it would be a good idea to read through
the Getting Started section on page 11 prior to attempting any card printing.

Printing a single card

First, select the record you wish fo print by clicking selecting it in the Main Record View list. Once
selected the details for that record will appear in the Main Record View pane showing in the fop half of
the screen.

SEIedmg fhe p”nfer rChtmse Card Printer

To print a card you must ensure the Card printer is Printers:

selected as the prinf output. This is easily done by ﬂi?U“S‘LEPéf'ﬁE?[?ELTmELl Image Witer
selecting the printer via menu options File -> Select HOPEOD Cord Printer

Printer. Alternativel lick rint Wn | | Apple Lasetwdriter | NTX v61.8
Alfernatively you can click the printer name sho oo ot

on the main screen status bar. WWdobe FOF
SMWHDPB2E-LE Card Printer
There may be more than one printer shown in the list box,
however you just need to select the card prinfer installed
with your system.

In the case shown opposite, the card printer selected is the
SmartDriver SP55.

Produce Previews oK ] [ Cancel

TIP: Ensure the appropriate Ribbons and cards are loaded into the printer before attempting to print and that the printer is
turned on.

This will help to avoid reprints.

Printing the card

To print the card design you need to select the design from the Card design dropdown.

@ﬁ’ B M e

Yo Somparnyicd
Sig: | Blank Empty Encoding Option
Id |20 Braiuse For Card, .,
[ CHEE - - S

Select the card design you wish to printf. If you have the Produce Card previews option available the
preview window will be displayed. If so you can preview what the card will look like before initiating the
prinf process. Once happy with the result click the Print button to send the design fo the printer.
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The card should now be printed and appear in the output hopper of the card printer.

Printing cards for mulfiple records

You can print cards for multiple records by using the People Picker list to queue up the records, and
then selecting the Print button.. For more information read the View -> People Picker section on page
125.

Selecting the records to print

First, you must determine what records you wish fo add to the people picker. Records can be added ina
number of ways.

Producing a query fo determine the record list and then adding all the queried records. Consult the
Query builder section on page 133

Using the Misc Options to select a portion of the record list. Consult the Misc Options section on page 39
Importing the data from a file which can automatically place the records info the people picker. Consult
File -> Import Data section on page 113

Selecting the card design

Once records have been added to the people picker, you must select the card design you wish to print.
This is done by selecting the design via the drop down box fowards the bottom left of the screen.

In the case below, the Your Company.cdl design has been selected to print.

Records (3) | Prints |

Card Lapaut:

“rour Company.odl F'rint Eﬁ.ﬁ_:lﬁs F'I'lﬂt HEED[L;H-

Printing the cards

Once a card design is selected, press the Print Cards button. This will spool the designs fo the card
printer, freeing you up fo use other parts of the software as required.

Printing multiple static designs

Multiple cards can be printed via Card Designer if there is no information on the card that requires
record information. This process is typically used fo print the backs reverse of cards.
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Workflow

ImageBase has a sef of features that allow you to work with records as a batch. These features are:

People Picker

A window that allows ad-hoc records to be chosen and built into a list. From here operations such as
printing cards or image enhancement can be applied fo the records.

Scan and Slice

A window that can take a People Picker list and a large scanned image containing many images. This
allows you to place a number of photographs on the bed of a scanner; make one scan and then chop up
the resulting image.

Batch Image Enhance

Once sliced with the Scan and Slice tool, the images can be adjusted for brightness and contrast with the
Bafch Image Enhancer.

Print Station
After the images have been made ready for printing the print station can manage the printing of cards.
The four parts of the workflow are all performed in individual windows all of which can be accessed via

the 'View' menu. If you have enough licensed copies of ImageBase you could have a PC for each part of
the workflow, allowing the process to be scaled effectively.

Using Scan and Slice

[ Mai i MDB] | eal B ScantSice |

3 ‘D Fead. Manage. .

et 33 840 05 09

Fezod

/ 1. Yes, Jorathan, Fel, Sales, 03/08/2005, . Yes

./ 2.Yes, Steve. Dpdd, Sales, 12/02/2002, your, Yes.
3 Yes, Ane. Wik, ...

1d 3

mage v
Forename Andr
Sumame. il
Depariment

Espiry Date

Card Dssion

Sionare

[Expiry Diate Again | 01/08/2008

Scanning individual images is a time consuming and awkward process. The concept behind Scan and Slice
is that you scan a large image, possibly generally a sheet of A& with multiple photographs placed on

51



it attached. Once scanned you then slice it up using a movable 'slice’. Each image that gets sliced is
automatically passed fo the Batch Image Enhancer so that you can adjust each image's brightness or
colour.

The basic process for performing scan and slice is:

1.Produce a list of the records info which you are going fo put the images
you have fo scan and load them into the People Picker

2.In the People Picker press ‘Scan and Slice’

3.Scan the AL sheef confaining the images

4 Slice up the sheet info images using the movable slice.

Choosing the records

You should use the People Picker to select the records for which you have photographs. It is probably a
good idea fo select them in the order they appear on the scanned page because the Scan and Slice tool
automatically moves fo the next record after each a slice. Once the scan is loaded into the People Picker,
press the ‘'Scan and Slice’ butfon. The Scan and Slice window will show the records in the top right. The
list is automatically saved and you can re-load a set by pressing the ‘Read..." button. You can delete old
sets by pressing the ‘Manage..." button.

Loading the A4 Image

There are two ways fo load the A4 scanned image into the Scan and Slice tool:
Scanner: Pressing the ‘Scanner’ button will allow you fo directly scan in the A4 page

Open Existing Scan: Pressing the ‘Open’ button allows you to read a pre-existing scan
image file. This is useful if you do not normally scan images using ImageBase.

Whether you scan the image or load from disk you should ensure the image has enough resolution to
produce a good scan. Scanning at near 3000PI is probably a good resolution fo start experimenting
at.for printing quality images.

Slicing
Slicing involves pointing af the image and clicking the mouse button. You will see on the scanned image a

> purple outline. This is the slice tool and is automatically shaped fo
3 the image field in your database.

( Purple outline defines the slice area to be captured ]

To change the purple slice selection area, move the mouse by
holding hold down the <Shift> key. The purple slice will follow the
mouse cursor, making it easy to position over a photograph on the
scan. You can change the size of the slice area by pressing the '+
and - keys. Once you have adjusted the size of the slice to one
image it will probably be good for most of them.




As you move the purple slice across the image you will see a magnified version of the area shown next to
the record's details in the bottom right. As you move this image is shown as deliberately pixelated low

quality (for speed). If you pause for a few seconds
the enlarged image will sharpen. When you have the
image as required click the mouse in the slice area
and the image will be stored in the database. The
record will have a tick mark placed against it and
the record marker will automatically move fo the
next record. This allows the process to be: ‘move’,
‘click’, ‘move’, ‘click’... Using this process, whole
sheets of images can be scanned very quickly. If you
miss-scan slice an image (i.e. click af the wrong
time), just click the record again in the list and
continue the process.

“ Curent Record

ld 1

Image Tes
FD"?"E!DT.B Jonathan
Sumare: Fell
Depariment Sales
Expiry Date 03/08/2005.
Card Design

Signature Yes
Expiy Dale Again

Each image that you slice and store in the database will automatically be placed in the batch image

enhance gueue.

Batch Image Enhance

Z Fle Vew Repart Admin Widow Help Test

8 1mageBase - [Batch Image Enhancer [C:\Program Files\Imagebase32\Demonstration Data\Demonstration

=0l
=1l ]

[£1 Main¥iew [Damonstiation Databasa MOB]| wl People Picker ()] ™ SeanSfie & Bateh Evhance 3 |

&

o]
i
2 08
3

J/08/2005 02:59:33

Cae o Pt

o Company 1 4
Haspital Card 1 s
O Haspital Card Reverse 1 A

Save

- Action List:

=T =

Ditect Command:

Duick Kezp.

Biighten +10%

Contrast +10%
Confrast -10%

Bright +5% Con 5%

Bright +50% Con +25%

Reduce YV ellow +1 0%

Autto Cortrast

[ | 4

The Batch Image Enhance tool allows you fo quickly adjust a series of images and send them for prinfing.
The current queue of images that require enhancing is shown in the ‘Queue’ list with the next image to be
processed highlighted and shown in the middle of the window.
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Queue

There are two ways for an image to gef info the Batch Image Enhance queue:
By using the 'Scan and Slice’ tool
By loading the records into the People Picker and choosing ‘Extra Utilities' -
‘Add List to Batch Enhance Queue’.

NOTE: Each image that is shown is already stored in the ImageBase database and any changes you make will occur fo
that record.

Making Adjustments fo Images

To make adjustments to the current image you should press the action buttons to the right. These make
small adjustments to the image. As you press a button a list of the actions you perform is shown in the
action list in the top right. If you perform an adjustment that you do not want you can either press
'<Backspace>' or click the Undo button above the list of actions. Once the image is shown
adjusted/processed as required, press 'Save'. The next record will then be loaded. If the image does not
require any adjustment then press the ‘Save’ button without pressing any adjustment buttons.

Printing Images

You can queue cards fo be printed by checking the card designs listed in the bottom left. One card will be
printed per record for every design checked. These prints will be queued in the prinf station.

Macros

The buttons in the Actions section can be configured to do any sequence of adjustments required. As you
press buttons, a list of the actions is built -up in the action list. You may find that on average each image
requires the same set of button presses. If you hold down the <Shift> key and then press 'Quick Keep',

the button will be assigned that set of adjustments. Pressing the button (without <Shift>) will replay the

adjustments.
Macro Effect Buttons

The 'Quick Keep' button acts as

ick f storing th t Buttons:
a quick way ot storing rhe mos Brighten +10% Macro: Bright +50% Con +25%
used sef of button presses. You Contrast +10% )

. . Contrast -10% Caption:

can reassign any of the adjust- Bright +5% Can 5% [Bright +50% Con <25%
ment buttons by pressing riht +‘-:¢C°5‘-:i-

. + U .
<Shift> followed by the button R Graen +10% Macro:
| i H Reduce Blue +10% brightness 50
|fself: More c?nfrol is aya|la,|ble P o s ortras 25
by using the ‘Button Editor”. If Auto Contrast

: : Unassigned
you press the blagk r|ghf trian- Uniassigned
gle nexf to the action list there Unassigned
; . . Unassigned
is an additional list of com- Unassigned Colour:
mands that can be issued. At White =]
the top of the menu is '‘Button
Editor’ where you can refine Use Current |
the effects performed.
Reset ok | Cancd |
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From here you can refine the macro that is performed when the button is pressed. When closed the
macros are saved o the database. The ‘Use Current’ button copies the current action list into the ‘Macro:’
edit area.

The macros themselves are stored as a sequence of text commands and you can issue them yourself by
typing+ing into the Director Command text box just below the action list in the Batch Enhance Window.

The following is a list of the valid macro commands:

Brightness pct
Changes the brightness by pct percent.
Example: Brightness -10

Contrast pct
Changes the confrast by pcf percent.
Example: Contrast 5

Gamma g
Changes the image gamma fo be g.
Example: Gamma 0.9

Red pct

Changes the amount of red in the image by pct percent. Reducing the red is the same an increasing the
cyan.

Example: Red 7

Green pct

Changes the amount of green in the image by pcf percent. Reducing the green is the same an increasing
the magenta.

Example: Green 15

Blue pct

Changes the amount of blue in the image by pcf percent. Reducing the blue is the same an increasing the
yellow.

Example: Blue-15

RGB rpct gpct bpct

Changes the red, green and blue components of the image at the same time. Has the same effect as
typing individual Red, Green and Blue commands.

Example: RGB 10 10 5

Hue pct

Changes the hue of an image by pct percent. Hue is a measure of the actual colour, so changing the hue
will change the colour of the image but not the brightness or the amount of colour.

Example: Hue 5

Saturation pct
Changes the saturation of an image by pcf percent. Saturation is the amount of colour in an image and
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behaves in a similar way fo the ‘Colour’ control on a television.
Example (convert to black and white): Saturation -100

Luminance pct

Changes the luminance of an image by pcf percent. Luminance is the amount of light in an image and is
similar to brightness.

Example: Luminance -20

Blur
Blurs the image

Sharpen
Sharpens the image

Mirror
Makes the image into its mirror image

Flip
Turns the image upside down

Rotate deg
Rotates an image through deg degrees anti-clockwise.
Example: Roftate 90

Autocontrast
Applies autocontrast fo the image

Equalise
Applies equalise to the image.

Print Station

R ImageBase - [Print Station [C:\DPS\ImageBaseADO\Test Data\BEC. mdb]]
=i Elle View Report Admin Window Help Test BEE

7 Main View [BBCmdb]| & Batch Enhancs (3) 4 Print Staton |

Process Next | Recover Failed Jobs | Delete ﬁ\ded I Process @
— ob Age

ge | User Computer Tries | Comments Design

NEON [ 0lsibmeed _|E6CIDCard I

Supervisor NEON 0 Submited BBC 1D Card N.

2273, 17898, 2. Checklang
2273, 17898, 2, Checklar

Supervisor NEON 0 Submitted BBC Pensioner
Supervisor NEON 0 Submitted BBC ID Card N.

w e

| Eftron P310 Card Prirtier A

The Print Station is a mechanism for reducing the amount of time it takes to print a card. Normally when
you print a card, a lot of work is done to create the print job. This can be mitigated by using a printer on a
network. The Print Station is part of the workflow process that starts at Scan and Slice and moves to

Batch Image Enhance. When Batch Image Enhance is used you can send jobs fo the Print Station by
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pressing Save with card designs checked in the bottom left corner.

You can see the current print queue in this window. It can be refreshed by pressing the refresh button -
although it will automatically refresh. Pressing ‘Process Next' will cause the next job in the list fo be
processed. If you check the 'Process’ checkbox then print jobs will be run automatically (i.e. you do not
have to press 'Process Next' every fime).

As jobs print, some may not succeed. For example the The printer foil may run out for example. These
jobs have failed and will be marked as such. The ‘'Recover Failed Jobs' will set each failed job fo a state
where they can be reprinted. You can remove completed jobs from the queue by pressing 'Delete
Completed'.

If you select print jobs and press the right mouse button then you will have the following options:
Reset Jobs so they will Print

This sef the jobs ready to print. A paused job will be un-paused, a failed job will move to ‘ready’.
If a job requires a reprinf you can use this menu item.

Pause Printing on these Jobs

Any jobs selected will move to ‘Paused’ and will not print.

Delete Jobs

The selected jobs will be deleted from the queue.
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card designer

(I I A N O I

The Card Designer Program Window

- Designing Card Layouts

To start editing card designs, select it from the View->Card Designer menu option. A new tab

will appear with the screen below shown.

s Card Designer =10[ ]
D EHY | +BdEX |02 BB @ e
@ il 10 20 30 40 50 &0 7o g
i Lo bbb bt besats s et b b b st Lol a s liaa s b
Gl " e
2 E
10
Al ]
i 03
L
= sl
03
o
e P
o
E;m\l___lﬁééﬁ-
|42 74.38mm 12 44.30mm | P

The window comprises of a number of different elements:-

Menu Bar

Main Toolbar

Design Toolbar
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This list of functions is shown af the top of the screen. Clicking
on the words File, Edit, View, Tools or Help causes the appropri-
ate menu of commands to drop down below the menu bar.

This horizontal row of buttons, located just below the menu bar,
has pictures representing many of the file and editing functions
that the user may select. Any functions that are nof currenfly
available will be 'greyed out’ to stop them being selected.

This vertical row of buftons has picfures representing all of the
types of graphical objects that may be added to a card design.
These objects are things like barcodes, pictures or fext. If is



located down the left hand side of the program window.

Rulers There are two rulers, one horizontal just under the Main Toolbar
and one vertical, just fo the right of the Design Toolbar. These
rulers are provided fo allow exact placement of objects onto the
card design.

Card Design The main bulk of the CardDesigner program window is taken up
with the ‘blank sheet’ of card onto which the user’s design is
placed. This is the white area seen in the cenfre of the program
window. All fext, images and other design objects are placed in
position on fhis card unfil the design is complefe.

Status Bar At the very bottom of the CardDesigner program window, there is
a bar that is used to display useful information to the user. On

the image above, the status bar is blank as the program has just
been started.

The Main Toolbar

CEHS | O R | O 2 B DS

§ | @

The ftoolbar consists of a row of buttons across the top of the tab window. These buttons pro-
vide quick and easy access to the most commonly used functions in the program. To select a
particular function, the user should simply move the cursor over the appropriate button and
click the left hand mouse button once.

Each button has fwo states - active and inactive. Any inactive buttons may be identified by
their being ‘greyed-out’. In the toolbar above, there are two buttons that are greyed-out in this
way (the Paste fool and the Redo tool, seventh and tenth buttons from the left). All the other
buttons are fully coloured and therefore available to be selected.

-
£ New Design 2ol »

Template:

Eda-gnstllcglsl:ﬁ- 2 Sldegs nee AT \nm.|:u1 =
. o egs . t b SR - ” - .
This button initiates a new card design. Smar Card & Magretec Stie -2 ide -

Height 53 98mm
If an unsaved card design is already in 26ided Mo
progress, the user is offered the possi- IS e | ndscane
- . . . Back Orientation | Landscape
bility of saving the ongoing work. This Notes Standard Card
button causes the New Card Design dia-
log fo appear as shown below: i =

59




This dialog allows the user to select from pre-defined card templates that take info account
the style of card to be prinfed on.

Choices shown in the dialog on the right include a single-sided plain plastic card, a two-sided
design on a card with a magnetic stripe, a fwo-sided design with a smart-card chip on and a
combined magnetic stripe and smart card design.

To aid in selection of the correct card template, the dialog shows the dimensions, the
orientation of the card and whether it is double-sided or not. Any additional notes that were
added when the template was created are also displayed.

When the desired template has been highlighted in the left-hand list box, the user should
simply click on the OK button.

It is important that the user should select the correct card type that matches the one to be
printed on. This is because all magnetic stripes or smart card chips present in the template will

NOTE: The smart-card chip: This small patch of metal pads hides a miniature computer which stores
important information about the owner of the card securely. It is essential that the metal pads are nof
printed upon as the smart chip may not function if this happens.

To help the user fo avoid printing on this sensitive area, CardDesigner has templates which show exactly
where the smart-chip is located for the ISO-7816 standard card format. Similar positioning markers are
also supplied for cardswith magnetic stripes as well as combinations of the two technologies.

be shown on fthe card design in the correct positions allowing the user fo avoid positioning
printable items over these sensitive areas.

Creating a new Template

Creating a new template is easy - all that needs to be done is to create a card design file as
normal, then save it into the template directory. Setting the location of the template directory
is performed by using the Tools > Options menu and is described in detail on page 61.

[== Open Design File

oeen_______________ EiE]
If the option to save designs to the database is Look in: [ Anwork s emsm-

selected, a different dialog will appear from where
you can select the design fo open.

When this button is clicked, the file
selection dialog opens to allow the user to

selecf the card design file that they wish to ..;m | - — ﬁ‘
load into CardDesigner. Flesolbpe:  [CadDmgrerFisfd) = Concel
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The exact appearance of the Open dialog will fo some extent depend upon the
version of Windows that is running on the PC. The basic elements of the dialog will be available
however.

To locate a previously-saved card design, the user should use the drop-down box at the top of
the dialog fo select the correct location in which the file was saved. In the image on the right,
this drop-down box confains a small yellow folder icon and the text “CardDesigner Files".

Once the correct directory has been located, a list of ImageBase compatible card design files
will be shown in the main list box on the dialog. To load a particular file, the user should select
it by clicking on it once in the main list box, then click on the Open button.

Note that only the newer version card
design files (with names ending in .cdl or Card Desigrer Filss % cdl]

.cdt) are shown by default. To display any 0id Style Card Designer Fies [*ccl]
older card design files from earlier versions of Card Designer, the user should click on the
"Files of Type"” drop-down box at the bofttom of the dialog and select the option “0ld Style Card
Designer Files (*.ccl)”. These older files will then be visible in the main list box.

Filez of type: IEard Designer Files [*.cdl) j

k4 Save Design File

This button is used whenever the user wishes to save their work-in-progress to a file on one of
the computer’s disk drives. It is only active if there are some new changes to the card design
that require saving.

E If 3 loaded card design has not been modified since the last fime it was saved, then the
Save button will appear in its ‘greyed-out’ state as shown on the left

This button performs two slightly different functions depending on whether the design has
already been saved or nof:

If the card design has already been saved and the Save button is clicked, the current work is
saved to the same file name without any further 6user intervention. The user will know that
the work has been saved successfully as the Save button will become greyed-out immediately
after the save operation.

If the card design is new and has not previously been saved, then the button will act as though
the user had selected the “File > Save As...” menu function and a “Save As..." dialog will appear.
This dialog is almost identical to the Open dialog mentioned above, except that the user should
enter a new file name into the “File name" box once the correct directory has been selected. To
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save the file, the user should then click on the dialog's Save button.
=3 Print Card

This button is used fo initiate the printing of the card currently being displayed in the Card
Design area. It causes the Print Card dialog fo appear as shown below:

All printers installed on the PC on which . print Card Design x|
ImageBase is running are displayed in this [ G e
dialog in the Printer list on the right hand side. -

EPSOM Stylus Phato 315

Copies: -
Eltron P420 Card Printer
. . & Eltron P310 Card Printer
The printer that is currently selected fo be the Eltion PZ10 Card Printer
F it Hoth Sides deskPDF =

Windows defaulf printer will automatically be
highlighted at the top of the list. This will be the Print Cancel |
case unfil a new defaulf card printer is selected
from the File>Select Prinfer... menu option (see page 95 for defails).

The user should select the appropriate printer on which the card should be printed by clicking
the required one once in the printer list. The desired printer will more often than not be a
plastic card printer of some sort, but the ability to print to standard inkjet or laser prinfers is
built-in and could be used to make prints of cards onfo standard paper for testing or
administrative purposes.

The Sample Mode checkbox has been provided to allow users to print copies of card designs
without incrementing the built-in serial number if one is included on the card design. See page
107 for details on including automatic serial numbers on cards.

Mulfiple copies of a card may be created by selecting the desired number of copies using the
Copies drop-down box. Up to 150 copies of a card may be printed in any one batch.

For card designs that are two-sided, the optfion to print both sides of the card is provided by
the Print Both Sides checkbox. This checkbox is only selectable if the design being printed is a
double-sided one.

» B O 8 Editing buttons Cut, Copy, Paste and Delete

A set of four commonly-used editing buttons has been provided for convenience on the main
toolbar. These buttons allow the user to perform common editing operation on the graphical
and textual objects that have been added fo the card design.

Typically, before being able fo use these buttons, an object such as an image, barcode or fext
must have been selected on the Card Design area by being clicked on using the mouse.

As soon as an object has been selected the object will appear highlighted around its edge,
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resizing and movement ‘bubbles’ will have appeared on the object and the editing buttons on
the toolbar (with the possible exception of the Paste button) will become active.

-*l Cut This button will remove the selected object or objects from the design and place a copy on the
computer's clipboard.

ij!l Copy This button makes a duplicate of the currently selected object(s) and places the copy on the
clipboard without affecting the original object.

TJ Paste This button copies the contents of the Windows clipboard onto the current card design as a

graphical or textual object.

: Delefe  This button deletes the currently selected object(s) from the card design. Any object that has
been deleted by mistake may be recovered by using the Undo button (described on the next
page) provided the design has nof been saved since the deletion occurred.

Full defails on how to select and manipulate objects may be found on page 70.

Y Undo

This button is a powerful tool that can be used to rectify mistakes that have been made when
designing a card. If the user modifies a card design and wishes to backtrack fo an earlier
stage, then the Undo button may be used fo remove recent changes one at a time. Changes may
only be removed back to the point at which the card design was last saved - any modifications
that were made and then subsequently saved cannot be undone.

i3 Redo

The Redo button works in the reverse way to the Undo button. If a recent change was removed
by using the Undo button by mistake or too many times, then the user may re-implement the
last change that was undone by clicking on the Redo button.

TIP: Here is one simple example of the use of the Undo and Redo buttons:- A user places five objects onto a card design then
decides that only the first three are required. The user then clicks the Undo button to remove the last fwo placements, however
the button is clicked three times by mistake removing one of the required objects. The Redo button may then be used to place the
‘undone’ object back onto the card. In fact, if the user wished, they could click on the Redo button two more times after that fo
restore all five objects.

& Pick Colour

This button activates the colour picking tool. This tool allows the user fo click on any object or
pixel (graphic point) on the card design and set the current colour value to that of the object
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that was 'picked’. The colour value that was picked is displayed on the CardDesigner program
status bar.

Also, holding down <Ctrl> and clicking on the Pick Colour button will change the Sef Colour
button fo the colour of the selected object. For instance, with a yellow box selected, holding
down the <Ctrl> key and clicking the Pick Colour button will change the Set Colour button to
yellow.

B - Set Colour

This button is slightly different in operation to the others on the foolbar. This button has two
elements - the main Sef Colour button (shown by the red square on the image above) and the
drop-down selection menu indicated by the downward-pointing black triangle.

The main Set Colour button can be used to quickly set the colour of an object currently on the
card design. The colour that the object is set to is indicated directly on the button. The image
shown above has a red square and so any object that is selected will have its colour changed to
red if this button is clicked. For instance, if a '‘Box’ object is selected on a card design, clicking
the Set Colour butfon will change the colour of that box fo the colour that  —rpjaus

is currently indicated on the button. H BB

B - HN
The drop-down selecfor causes a menu fo appear that has a mini palette of N | |
commonly-used colours that the user may select from. Each colour is indi- N
cated by a coloured square which, when clicked, sets that colour as the cur-

B
rent one. .- .

More...

At the foot of the mini colour palette is a button labelled “More..." This
button takes the user fo a more powerful colour selection dialog which allows the user to fine-
tune the colour to exactly the hue required.

Colour Selection

Clicking on the More... button on the pop-up mini palette displays the Colour Selection dialog.
This dialog has four tabs af the top. Clicking on each one of these tabs allows the user fo

select from a huge range of colours as follows:
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The "Named” tab

Pelete] BEB] CMy Mamed | Tigieh
Marmed Colours:
Pastel Blue B

Peach

Peru

X

Fine Forest Green Sample:
Pink.

Plurri

Powder Blue

Powder Blue (lighter] E=)

F'ro;less Blue

Purple:

Red =

ok | Ceneel |

The "Palette” tab

Clicking the Palette tab shows a ‘rainbow’ palette
of colours within a large box. This palette allows
direct selection of over 64,000 different colours.

To select a colour, the user simply has to click on

the palette with the mouse and the colour

underneath the mouse pointer will be selected

and displayed in the Sample box.

‘Original;

® Colour Selection
i

=l

et

1 bt Dt 8

Clicking the Named tab displays a list box that
shows all of the named colours that the computer
has available for selection.

This list is very extensive and the use of a named
colour ensures that the user can easily recall and
duplicate any colour that was used in a card
design.Clicking on a name in the list box causes the
selected colour fo be displayed in the Sample box
on the right of the dialog. The Original box above it
shows the colour that the Set Colour button is
currently set to. This allows the user fo compare
new colours with existing ones on the card design.

% Colour Selection ’El

AGE] Chey ]| Hamed |

The “RGB" tab

Colours may be defined by the amounts of Red,
Green and Blue light that each contains. This RGB
way of defining colours is often used to accurately
determine colours on computers and so the RGB
tab has been provided to allow users to select
colours using this method.

Each of the component colours (red, green and
blue) has a slider with a numerical reading
alongside if. Moving each slider changes the
amount of that colour that is present in the Sample
displayed on fthe right.

A value of zero for a colour signifies that there is none of that colour present in the sample. A
value of 255 indicates that the maximum amount of that colour has been added to the sample.
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The “CMY" tab x|
o Paletts| R { WY Hamed | Diiginal
In a similar way to the RGB tab, the CMY fab allows -

the user fo select colours by means of their Cyan, | )
Magenta and Yellow components. This method of S
colour definition is often used within the printing —

profession and so has been included for those who il Bl i
are familiar with it. _J*
Each Cyan, Magenta or Yellow component, has its

intensity set by the appropriate slider bar. The

colour-coded numerical readout to the right of |
each slider indicates the exact value that the
particular component has been sef to. Changes fo
the CMY components are reflected in the Sample colour box as soon as they are set. A value of

zero for a colour component signifies that there is none of that colour present in the sample. A
value of 255 indicates that the maximum amount of that colour has been added to the sample.

B - Alignment Tools

The Alignment tools are provided fo easily line-up multiple objects on the card design. This is
often useful when objects on multiple layers need to be overlaid precisely. Clicking on the Align
Tools drop-down button (the downward-pointing arrow to the right of the alignment button)
causes an extra toolbar fo appear as shown below:

toolbar highlights each alignment ! I];) O o [ O] o (=) @] @[{

button and a pop-up description of each
one will appear if the cursor is allowed fo hover over it for a moment.

Moving the mouse cursor over this mini "f-\lign

It should be noted that the alignment fools will only be available on the toolbar if at least one
object is currently selected on the card design.

Another important thing to note is that the first object fo be selected is always the one fo
which the others are aligned and can be identified by if having a thicker border around ifs
bubbles than the other selected objects. This 'key’ object may be changed by pressing the ‘N’
(for Next) and ‘P’ (for Previous) keys on the keyboard to cycle between the selected objects.

For more information on selecting objects, refer to page 67. In all the alignment icons shown
below, the first-selected object is assumed fo be the larger of the two boxes.
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The different alignment buttons are:

&

—

==
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Align to left-most edge.
Moves all other objects to line up with the left-most edge of the first-selected object.

Align to right-most edge.
Moves all other objects to line up with the right-most edge of the first-selected
object.

Align to fop-most edge.
Moves all other objects to line up with the top-most edge of the first-selected object.

Align to bottom-most edge.
Moves all other objects to line up with the bottom-most edge of the first-selected
object.

Align to horizontal centre of object.
Moves all other objects to line up with the centre of the first-selected object in the
horizontal direction only.

Align to vertical centre of object.
Moves all other objects to line up with the cenfre of the first-selected object in the
vertical direction only.

Align to centre of object.
Moves all other objects to line up with the centre of the first-selected object in both
the horizontal and vertical directions.

Align to horizontal centre of card.
Moves all objects to line up with the centre of the card design in the horizontal
direction only.

Align to vertical centre of card.
Moves all objects to line up with the centre of the card design in the vertical
direction only.



=% Notes

Clicking this button displays the Notfes dialog. The Notes dialog is simply a free-form text entry
box which allows the user to enter any fextual notes that need to be associated with the
current card design. This allows the designer of a card to inform other users of pertinent
information that could be useful if the card is ever re-worked or modified.

In the example on the right, notes have been enfered to describe the differences between the
current card design and another standard one that is used within the company concerned.

After typing, clicking on the OK bufton commits the notes to the design. Subsequently saving
the design using the Save button will store the notes along with the card design file.

9% Snap To Grid

To aid in positioning objects on the card design, the Snap To Grid function has been provided.
When this bufton is selected, all objects placed onto the design will automatically have their
centres aligned to a Tmm increment grid. All previously-positioned objects will remain in their
previous alignments unless they are moved or resized after the Snap To Grid has been
selected.

e Refresh

Sometimes, items displayed on the Card Design area may have been modified outside of the
ImageBase program - for example an image or company logo may have been changed by an
image editing program while ImageBase was running with the card design loaded and visible
on screen. If that has happened, the image or logo shown on the card design will be the older,
unmodified one. The Refresh button has been provided to ‘refresh’ the content of the card
design and display any changes made to the objects on it. Clicking it will ensure that all
displayed objects are representative of the current versions.
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The Design Toolbar

> pe 1 &

The design toolbar consists of a row of buttons stacked vertically down the left side of
the program window tab. These buttons provide quick and easy access to graphical and
textual objects that may be placed on the card designs. They give the user a full sef of
building blocks that may be used fo create any number of card designs suitable for
many different purposes.

; Each button has fwo stafes - ‘available’ and 'selected’. All buttons are always available
||]| for use (unlike the main toolbar which sometimes has buttons disabled) with the
bﬁ currently selected tool having a darker background to indicate that the button has

~ | been 'pressed".

In the image to the left of the design toolbar, the top-most button - the Select Mode tool - is
currently in use and is shown as ‘'selected".

J:g Select Mode

The Select Mode tool is the default tool that is active whenever the Card Designer ufility is
started. This tool does not place an object onto the card design - rather it is a general
purpose manipulation tool that may be used to change the positions and dimensions of objects
on the design as well as selecting objects for subsequent modification or editing.

To use the Select Mode tool, the tool must first be chosen by clicking on the button. Also, there
must be some objects already on the card design for the tool to be used with. Here are some
examples of the use of the Select Mode tool. In each case, the fool is assumed to have already
been clicked and appropriate objects have already been placed on the card design:

Selecting objects
i ] 10 20 ] :
i LT 1
: G s
LI g -
¢ E ]
A TD% - 2 1{]_5
A ] Al 3
i ... 3 '
An object is on the card and the Select Mode tool is The mouse cursor is moved over the object and the
chosen. left button is clicked. The object is now selected

and has coloured ‘bubbles’ around its edges and
in its cenfre. The blue bubbles are used to re-size
the object, the green one is used fo move it.
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Multiple objects may be selected by clicking and dragging the mouse cursor to form a dotted
box around all of the desired objects. Alternatively, holding down the <Ctrl> button on the
keyboard while clicking on successive objects will select each one cumulatively. Clicking again
on a selected object when holding <Ctrl> down will de-select the object. In this way, multiple
objects can be selected accurately.

When multiple objects are stacked on top of each other, they may each be selected in furn by
hovering the mouse cursor over them all where they overlap and then holding the <Shift> key
down on the keyboard whilst clicking to select successive objects in the stack.

[l ) Copying objects

With the object selected, the Copy and the Paste buttons on the main toolbar may be clicked in
succession to create a duplicate of the purple box. This new box will be superimposed exactly
over the top of the other box, ready fo be positioned.

The main indication that a new box has been created - -
is to be found on the status bar at the bottom of the Box pasted from clipboard,
application window:

Moving objects

The green bubble allows the selected object to be moved around
the Card Design area.

o
= B
=
)
e

-

"I" When the mouse pointer is placed over the green ‘move’ bubble, the cursor changes
to a four-pointed cross.

There are two ways of using a move bubble:

Left-click the bubble and then hold the left mouse button down while dragging the object
around the screen

Left-click and release the button, move the object, then left-click and release again fo drop the
object.

The green bubble on the duplicate purple box was clicked and the box
.1 was moved alongside the original one.

- It is noticeable that the box which was moved is still selected after the
104 . . move is completed (the bubbles are still visible).

When an object is being moved, the cursor position is indicated
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on the horizontal and vertical rulers by a moving line. This feature allows the object fo be
positioned accurately on the card design.

It is also possible fo move an object by holding down the <Shift> key on the keyboard and
clicking any of an object’s bubbles. This is useful for positioning objects by means of their
edges rather than their centres as the moving marker on fthe rulers represents the bubble
position.

When mulfiple objects are selected, they may all be moved together using the same methods.

Moving objects using the keyboard

The keyboard may be used to move items around the card design area. Using the cursor keys
(up, down, left and right) on the keyboard will move a selected object (or objects) around the

screen in small increments. For precise control, the <Ctrl> key may be held down whilst using
the cursor keys to perform finer movement.

Re-sizing

The blue bubbles on the selected object allow the user to re-size the object in different direc-
tions. The bubbles that are available on the corners of a selected object allow size to be
changed in diagonal directions. Certain objects - images for example - can be sef to always
keep the same aspect ratio and so fthe relative size of the height to the width remains the same
for those objects.

The bubbles aftached to the middles of the horizontal and vertical faces of the object are used
to change the width or height of the object individually. This changes the aspect ratio of the
object when changes are made. These bubbles are not present on any fixed-aspect ratio
objects.

The cursor style will change depending on which bubble is selected on the object:

The top-left and bottom-right bubbles get a top-left to bottom-right diagonal O= ~
Cursor.
The top and bottom bubbles on the horizontal edges get a cursor that points DN
up and down.
The bottom-left and top-right bubbles get a bottom-left to top-right diagonal o=
cursor.

0= e«

The left and right bubbles on the vertical edges get a cursor that points left
and righf, The colour-coding above shows the styles
of cursor that appear for each bubble.
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Changing an object’s Properties

For all objects that have been placed onto the card design, extra settings are available and
may be changed by the user. For example, once a fext object has been positioned, the text itself
may be changed. This is done by selecting Propertfies for the fext object.

The box on the right of the pair of purple boxes is here shown having been
o resized to be larger. This was done by clicking on the bottom-right button
and dragging the edge of the box o the desired size.

During the dragging operation, the new edge positions of the box were
visible and markers were seen on both rulers to aid accurate placement.
After the resizing operation, the object remains selected and ready for
more changes.

All objects have this ability to be changed. There follows a step-by-step example of a text object
being edited. Note that the “properties” dialogs for the various types of object are all
different and will be described in detail in the subsequent sections - this example is simply to
show the procedure used to display the properties dialogs.

1| 12345678

Here, a text object has been placed on a card
design.

21 T,
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The user then moves the mouse over the
selected object and clicks the right mouse
button to display a pop-up menu. The
Properties function is then selected on this
menu.

12

=

2 R .
l:_l 1}
1| 12345678
i

The text object has now been selected by
clicking on it with the mouse cursor

x
L Tewt Font | S| ‘ian| Angle| Shadow|
Fort Sie:
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Flemember that any variable information e,
[ |

The Text Object Properties dialog then appears
and allows access to a whole range of setfings
that can change the appearance of the text.



The Properties dialog for any object may also be accessed by selecting the object and then
pressing the E key on the keyboard.

Locking an object

Selecting the Lock function from the pop-up
"Properties” menu disables the movement and
resizing bubbles for the selected object.

The bubbles will subsequently appear grey if the
object is selected while the Lock is on and the
object will not be able to be moved, resized or
edited while it is locked.

0=

The image on the right shows the greyed
bubbles, the disabled Properties function on the
pop-up menu and the check-mark next to the Lock menu item that indicates the object’s
“locked" status.

204

To remove the lock, simply re-select the pop-up "Properties” menu and re-select the Lock
function fo remove fthe lock.

Selecting an object and pressing the L key on the keyboard toggles the lock status of that
object.

Layers

One problem when laying-out different kinds of objects onto a card design is determining what
is printed on the card if objects overlap.

Overlapping objects may be desirable - for instance, a background image may be wanted for
the whole card with other objects appearing overlaid on it. The computer does not ‘instinctively’
know that the background image is meant fo be ‘behind’ the other objects, so the other objects
may be obscured by it.

One way of making sure that all objects are correctly positioned in the foreground or
background is to think of a design in terms of being made up of different ‘layers’ like different
sheets of clear acetate being overlaid - each with different images on - to create a design
based on the superimposed images.
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An example of layers in action

LAYER: 1

LAYER 2

LAYER 3
LAYER 4

Four box objects have been placed on a card
design, each of a different colour and each set fo
be on a different layer of the design. The layers
used are 1, 2, 3 and four.

The Yellow box is then right-clicked to show the
pop-up Edit menu and the Layer option is selected.
LaxER 2 - . )
LAYER 3 This in furn displays the available layer numbers
M Laver s for the design.
Mon Printabls
1 Layers are numbered from 1 to 10. The lowest
& positioned printable layer is layer 1, the uppermost
s is layer 10.

LAYER 1

Properties... E

On the left, the current layer (3) of the yellow box is marked by a check-mark in the list of
layers. In this example, the layer is to be changed to a higher one - layer 5.

Now that the yellow box has been changed fo be
on layer 5 rather than layer 3, it appears on top LAYER 1

of all of the other box objects that are on lower LawvER 2
layers. LavER 5

LAYER 4
In the same way, users may compose complex
multi-layer card designs with background
images, superimposed photos and text. They can
also ensure that barcodes and other important
information on any cards designed with
CardDesigner will nof be obscured by other graphics when prinfed.

TIP: There is another layer listed in the Layer pop-up menu - the Non Prinfable layer

The Non Printable layer is a layer that is typically used fo identify features of the card that need to be taken into account when
designing a card, but which will not be printed when the design is printed. For example, the magnetic strip or a smart-chip on the
card may be shown on the Non Printable layer.

The user may place any object on the Non-Printable layer, but once placed there the object will no longer be selectable or editable
because this layer is ‘locked’ by default. The Non-Printable layer may be ‘unlocked’ by selecting the Layers... option from the Edit
menu - this will then allow objects on this layer fo be selected and edited. It is strongly recommended that the user refrains from
unlocking the Non-printable layer unless absolutely necessary as this may allow pre-defined templates to be accidentally
changed.




|:[ Box tool

The Box ool allows the user to place square

or rectangular box-shapes onto a card design.
Typically boxes may form a shaded area onto
which other objects such as fext or barcodes
may be placed.

> 0+

Card Designer
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All boxes have a black outline when created
and the default colour for the box within the
outline is ‘transparent’. This allows boxes to be used as a 'frame’ for other items on a card
design.

To place a box object onto a card design, the Box tool button on the toolbar should be selected
and then the left mouse butfton clicked in the position on the design where the first corner of
the box should appear. The mouse is then moved and the left button clicked (or released if
dragging) when the outline of the box is the desired size and shape. The box object will then
appear and be selected automatically in case further positioning is required.

It should be noted that the <Esc> key can be used to abort any box placement as well as most
other operations if required.

Properties of Box objects

Right-clicking on @ Box object and selecting 'Properties’ will display the properties dialog for
the selected Box object.

x|| There are three tabs on the Box Properties dialog. The
first one, General, is provided to allow the colour of the

General | Barder| Shadow
| | | box to be changed.

Colour:

To change the box colour, the Change... button, located
Chainia below the Colour box, must be clicked fo display the
colour-change dialog. The desired colour for the box may
then be selected as was described in the Sef Colour
section of this manual on page 64.
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The second tab is the Border tab. The settings available x|

on the Border tab allow the thickness and the colour of
the border of the box object to be selected. The default
thickness is ‘Hairline’ and the default colour is black.

The thickness is changed by clicking on one of the presef :
thicknesses provided in the list box. The colour of the ] e =l
border is changed by clicking on the Change... button
located below the Colour box. As with setting the colour of
the rest of the box, the colour-change dialog is used fo

General 'Eordvarl Shadowl
Thickhess: Calaur:

Change..,

1] 4 | Cancel

sef the colour and this is described in full on page 64.

Gereral| Border  Shadow |
[~ Enabled Colour:

¥ Shadow is sbove
- Bﬁadhw,i_s_f'bo_;l_éft

Shadow Offset:

0. B0y N
0. 75y

x|

oK | cancel

The final tab allows a Shadow to be shown for the
selected box. This property allows the shadow o be
turned on or off via the Enabled checkbox.

It also allows the shadow to be orientated vertically and
horizontally by means of the “Shadow is Above" and
"Shadow is to Left” checkboxes. If the shadow is not
‘above’ then it is sef fo be 'below’ instead. Similarly, if it is
not sef to the ‘left’ then it will appear on the right.

The Offset of the shadow may be sef to different
measurements. The larger the offset, the more

pronounced the shadow of the box will be.

The colour of the shadow may also be set by clicking on the Change... button.

16




2 Image tool

The Image tool allows the user to place an image of
the card-holder onto the card design.

To place an image object onto a card design, the
Image fool button on the toolbar should first be
selected. The mouse may then be used fo draw the
outline of the image on the card design either
using a “click to start drawing - click fo stop
drawing” technigue or a “click, then drag and
release” technigue. Both methods of using the ]
mouse will result in a box being drawn on the card 20
design info which a default image will appear. This

image is simply a place-holder and will be replaced when card printing is performed using data
from an external database. The image may be positioned and resized as required as with all
other objects, however some restrictions to the shape of the image may be encountered
depending on the properties assigned fo the object (see below).

I FEpk]>

_

Images are freated differently from standard graphic files placed on the design. They are
assumed to be photographic images that are refrieved from an ImageBase database rather
than being a fixed graphic to be used unchanged on every card. This use of database confent
(text can also be drawn from those databases as will be seen later) allows a single card design
to be used to print cards for many different people.

The images placed using the Image fool can be taken automatically from the ImageBase
database provided that the database field name to be used as the source is referred-to in the
card design. For instance, if an the database keeps its images under the title “ID_Photos"”
then specifying this name in the “ImageBase32 Field” setting for the image on the card design
will ensure that the correct stored image is printed for each card produced. For simplicity, a
field name does not need fo be specified if there is only one Image field in the daftabase.

11



Properties of Image objects

Right-clicking on an Image object and selecting ‘Properties’ will display the properties dialog
for the selected Image object.

There are three tabs for the properties, the first of which #; Bitmap Properties
is the General tab. The General tab allows the aspect ratio
of the displayed image to be set. The options are: Gererl |
Aspect Ratio:
Square -  both the height and the width of the image Fiee
are equal. If the height is changed, the Sec i

width automatically changes to match and vice- (£, images\CAFD DESIGNER g
versa.

Porfrait - the image is faller than it is wide in the ratio
of 4:3 - the same format as most passport
photos. Changes fo height cause a corresponding change in width to keep the 4:3
rafio automatically.

ae |

Free - the user may set the height and width of the image to any size required. Changing
the height of the image does not affect the width af all and vice-versa.

The other property that may be sef on the General tab is the ImageBase32 Field name. The
name used for the field containing images in an ImageBase database is entered here. Once
entered, the image from the current record open in the ImageBase database will be displayed
in the Image object automatically within the CardDesigner tab.

The Image properties dialog has two ofther tabs available - the Border tab and the Shadow
tab.

5| The properfies on fhese |

two tabs are used to set 2
General BDrdafl Shadowl Squrc;ar.l Genera]' Barder  Shadow l qursar.l

the border colour and
Thickness: Colour; . [~ Enabled Calour;

thickness as well as ;

E ¥ Shadaw is Abave
setting the colour and [ S hadoiiisis Lol
prominence of any Shadow Offset Change. ..
shadow that is to be G =

A . L, M
used behind the image hd
. object. _
ok | cocel | ok | cael |

The workings of these two tabs are identical to those of the Box tool property dialog details of
which may be found on page 64.
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; A Text tool

The Text tool allows the user fo place fixed text and database field names onto a card design.
When selected, a dialog instantly appears allowing the user to enter the text and change how it
looks when placed on the card design. The dialog has six tabs, each with different sets of
properties that may by changed to customise the appearance of the fext.

The Text tab provides a fext-enfry box x
info which the text fo be displayed is Somple: Tost| Fos] S| ] Anl] Shadom]
entered. If the Instant Refresh checkbox
- . Test %
is ticked, the text enfered will
aufomatically be displayed in the Sample
display box on the left of the dialog as it
is typed.
7;::% that any varisble information i & ¥ Instant Refresh
fields) should be enclosed in square bracksts.
aK | Cancel I

_# ﬂ - Three buttons are provided above the text-entry box providing the
= familiar Cut, Copy & Paste facilities that are useful when editing text.

Ei Text Properties s x| The Font tab allows the font style and
Sanple Text Font| Sule] aian| Ancie] Shasew] | TONT Size fo be selected from two list
Farnt: Size: boxes.

TEST | &k

CartersHand
CantesUisplapSSK.
CartesSSK

Caslan LT Std Antique.
CasOpenOutaCantrolS:
Castanet5CapsSSK.

The fonfs available on each PCwill vary
to some extent. More fonts may be
installed if they are required - confact
your system administrator if more fonts
ok | wa | | 2rerequired.

i~ Hint
Remember that any vanable infarmation e,
fields) should be enclosed in squars bracksts.

CastilaDisplapsSk. > [33

In the example to the leftf, the font style “Comic Sans MS" was chosen and the font size was set
to 23 by clicking on the desired settings in each list.

The Sample screen automatically displays the new font in the new size when the selections are
made. In this way, the user may check each font style to find an appropriate one for the card

design.
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Linking fields to the design

Fields can be linked to the design by entering the fieldname info the fext box enclosed in
brackets. For example, if you had a field called Forename in the database, then the design can
be linked to display the information in that field by entering the value [Forename] info the

design.

An example is shown below:

X
Sample: Test | Fort| S| Aln| Anle]| Shazom]
FORENAME | ~ =%

\[Forename]
_'r;;:mmw-atmy watiable informatian [i & ¥ Instant Refresh
helds] shauld be enclased in-square brackets.
oK | Cancel |

Applying specific properties fo text

Within the text properties box you can apply custom attributes to help format the design layout.

Attributes that can be applied fo the text include beld, ifalics and underline.

To apply the attributes to a particular word, requires wrapping that word within tags, much like html
formatting. The following fags include:

Property StartTag End Tag

Bold <b>
Italics <>
Underline <u>

The Style tab allows the appearance of the

text to be changed further.

B 7 U

A mini toolbar allows the ftext to be set to
be Bold, Italic and/or Underlined. In the
example fo the right, the text has been

set to be italic.
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Example

<b>text entry</b>
<i>[Forename]</i>
<u>Title:</u>

This is not underlined

</b>
</i>
</u>

Output

fext entry

Andre

This is not underlined

Fil Tent Properties B

i‘

Saile: Test| Font  Sule | Afgn| Anle| Shadon|
ool
T Rty chisgon Chatige
Character Width:  Character Gap:
38 | |5 -
3 J -4 J
40 =1 B
a 2 b
42 -1
7~ Hint - -
Alemernber that any varisble information [i.e.
fields) should b enclosed in square brackets.
ak I Cancel




It is possible fo set an opaque background colour (the default is that the background is
transparent). To do this, the checkbox “Background is opaque” should be set. This then
enables the Change... button which, in turn, allows the colour for the background to be
selected. This colour selection process is identical fo that described on page 64.

The width of the characters and the gaps between them may also be sef from this dialog. Each
of these settings is performed by clicking on the desired entry in the Character Width and

Character Gap list boxes.

In the example above, the Character Width has been set to 43, making the letters wider than
normal. Any changes made are shown instantly in the Sample box if it is enabled.

Fil Text Properties

Samiple:

ZEST

- Hint

Remember that any variable infarmation [i.e.
fields) should be enclosed in square brackets.

F x| The Align tab has been provided mainly
Te] £ont] S Aim| dnge] Shadsu| | TOT When longer sections of fext with
Es= multiple rows are to be added fo a card
I Shrink text ta fit limits dESign'
et NN == =
b oo = A
Line Spasing
70% -
s - . .
% 3 The text alignment mini toolbar allows

ok | s | the ftext to be aligned fo the left,

cenfrally or fo the right by clicking on

the appropriately positioned button.

There are four checkboxes provided fo perform different alignment functions:

Shrink text to fit limits

Word Wrap

Don't let text print
Outside limits
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This reduces the point size of the text to fit the size of the text
object that is on the card design. This is a very useful feature for
text objects that are being used to display database field contents.
For instance, if a [Name] field is extracted from a database, the
text object will fit “Alan Smith" and “Michael Schumacher” in the
same sized fext object by shrinking the text of the latter name to a
smaller font.

This makes fext occupy multiple lines rather than being placed all
on the one line. This is useful for when longer fext strings, either
fixed or from a database, are used on a card design.

This function crops any fext that would stray out of the bounds of
the text object that is placed on the card design. In the
previous"shrink to fit” example with the two names, the latter would



be truncated if this option was selected and the text object was oo
small fo display the full name at the requested font size.

Automatically alter This changes the positions of the resizing bubbles and the
Grab points move bubble to accommodate the new size and shape of the text i
the object.
The Angle tab allows the text in the text  EiEIm=STS d El
object fo be prinfed at any angle on the Sample Test| Fort] Sule] Aign Angle | Shasou|
card. S’I e B8 oo O
_ L
e T: | Q
A mini foolbar is the main control on this ',Z?;’m-‘mmw@wmmmm 1 dagress =
dialog. The buttons allow fext to be e L oK Barcel |
drawn af fixed angles or at a custom
angle.

The buttons functions are as follows:

AR Normal orientation - text is printed horizontally and the correct way up.

I=
M  Boftom fo fop - text is rotated 90° anti-clockwise.

o

DB%  Upside down - text is rotated 180° anti-clockwise

o
% Top fo bottom - text is rotated 270° anti-clockwise
Custom orientation - the list of angles below the toolbar is enabled and the user may
| Q select any angular orienfation for the text. The angles range from 0° fo 359° all

measured anfi-clockwise from the normal, horizontal text position.

In the example above, the text has been sef to an angle of 25°.
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Pl Text Properties

~ Hint
Remernber that any varisble infarmation [Le.
fislds] should b enclosed in square bracksts.

¥ Enabled

¥ Shadow is Above
¥ Shadow is to Left
Shadow Dffset

1.50 points -
1.75 points

2.25 points
2.50 points

- |

Calour:

Tost| Font] Suyls] Algn] Angls Shadon |

Change...

x|

ok |

Canoel

The Shadow tab allows a coloured shad-
ow to be created for the text in the text
object. The shadow can be turned on or
off at any time by means of the Enabled
checkbox.

The default position of the shadow is
below and to the right of the text itself.
This orientafion may be changed by
setting the Shadow is Above and Shadow
is fo Left checkboxes.

The colour of the shadow may be selected by clicking on the Change... button below the Colour
box. The colour dialog can then be used fo change the colour of the shadow. The operation of
the colour dialog is covered fully in the section on page 50 of this manual.

The amount that the shadow is offsef from the fext affects the overall effect of the shadow.
The greater the offsef, the more noticeable the shadow is. The Shadow Offset list box offers a
range of different values of offsef for the shadow. Clicking on the desired one selects that
value. A value of 1.50 poinfs has been selected in the ongoing example shown above.

et 7 . E
O “1r
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Ml Barcode tool

When the OK button is eventually clicked, the user is
free fo place the text object in the correct position on
the card design if it is a new object.

The final resulf of the example worked-through on
the previous pages is shown here.

The Barcode fool allows a wide range of different barcode types to be printed on a card

design.

To place a barcode object onto a card
design, the Barcode tool button on the
toolbar should first be clicked.

The mouse may then be used fo draw the
outline of the barcode on the card design
either using a "click to start drawing - click
to stop drawing” technigue or a “click, then
83
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drag and release” technigue.

Both methods of using the mouse will result in a box being drawn on the card design info
which a default barcode will appear. This barcode is simply a place-holder and may be changed
by means of the barcode properties dialog. The barcode may be positioned and resized as
required as with all ofher objects

Properties of Barcode objects

Right-clicking on a Barcode object and selecting 'Properties’ will display the properties dialog
for the selected barcode. There are three tabs on the Barcode properties dialog - General,
Detail and Text.

The General tab is the most impor- =
tant tab as it contains the entry box ™= el | petl] 1]
ibtiepeniwibivvesn R I ||| [ e
. Code:
for the type of barcode that is fo be 12345
Barcade Type: - Code 33
used. 206 =] | [Commorly used
It =1 | |alehanumeric code.
miataPos Kb i
. Codsbar s )
The code number that the barcodeis _ Coce 11
to represent is enfered into the igoa st fes
Code box. Beiche Pos
i | Eancel | EAN-128 =l

A field name may also be used in the Code entry box so that the barcode values may be
assigned from ImageBase database records.

Field names are always enclosed within square brackets - if the barcode was generated from
the "EmployeeNo” field, then [EmployeeNo] would be entered into the Code box.

The Barcode Type determines the encoding method and appearance of the barcode that is
displayed on the card. It is essential that the correct format of barcode is used to match the
barcode-reading equipment to be used with the cards.

The desired barcode type is selected by clicking on it in the Barcode Type list box.

A detailed description of each barcode type is beyond the scope of this manual. For some of

the more popular barcodes, a brief description of the barcode will appear in the yellow panel
on the right of the dialog.
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It should be noted that certain barcode types require a
specific number of digits in order for them to be created.
If an insufficient number of digits has been entered in

the Code box, the display in the Sample box will appear as

shown on the left. When a valid number of digits has been entered, the barcode will be dis-

played.

[ Barcode Properties -

Sanple:

~Hint

Remember thal any wariable infarmation [ie.
fields) should be enclosed in square brackets,

ok | Cancel

=l The Defail tab allows the orientation
ol B | of the barcode to be changed as well
\:':E'DNMW i as the relative widths of the bars in
5 the barcode.

¥ Has check digit
The Wide fo Narrow Ratio setting
alters the ratio of a Wide line to the
Narrow lines in a barcode. This has
an impact on the machine-readability

of the barcode and certain settings

will be better for certain barcode

readers than others. The manufacturer of the barcode reader may specify an appropriate
rafio or the best-performing ratio may be determined by testing the different ones out on a
printed card. To set the correct ratio, the appropriate value should be clicked in the list box.

The orienfation of the barcode is selected by means of four orientation buttons:

ABC. Normal orientation - barcode is printed horizontally with any text the correct way up.

E Boftom to top - the barcode is rotated 90° anti-clockwise.

8% Upside down - barcode is rotated 180° anti-clockwise and so any fext is inverted.

o

; E Top fo bottom - barcode is rotated 270° anti-clockwise.

The two final property settings on the Defail dialog are both checkboxes:

Has Check Digit
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A check digit is a mechanism for checking that a barcode has been
read correctly. It adds an extra digit info the barcode which is
dependent on the code itself. It should only be used if the barcode
reader is configured fo use if.



The use of the check digit does not affect the code that is refurned
by the barcode reader - it is used purely to make sure that the code
was inferprefed correctly.

Print text This setting allows the code to be reproduced in textual format
beneath the barcode. It is sometimes useful fo have the code in a
human-readable formaf for those circumstances where a barcode
reader fails to read the code correctly. This way the proper code
may be entered into a system manually.

T Barcode Propeities : = The Text tab allows the font style

R Genead] Dot To| and font size to be defined for any
(AR AP P text that is displayed beneath the
< 0123456 > rehebaeContssk

barcode. Both the Fonf and Size are
selected from the lists provided by
clicking on the desired settings.

ArcheCondSSK
ArchiesHand
ArdieysHand
ArenalapsSSE

AraotDisplayCaps55k.
&-i

B
e 5 D\
Remember that any variable information [i.e. ¥ Frint test
fields) should be enclosed in square brackets,
ok | Cancel |

B J A mini toolbar is also supplied to give quick access to functions that
: E make the text Bold, Italic or Underlined.

bﬁ Bitmap tool

The Bitmap fool allows a standard image file to be placed onto the card design. Clicking on this
tool causes the Load Picture dialog to appear which allows the desired image to be located and

selected from the PC's disk drives.
fLoadpictore 2l

Loskin: [/l My lmages | «e@EekEr

The Load Picture dialog is a standard
Windows file opening dialog and as such
will vary in appearance depending upon
which version of Windows is being used on
the PC.

In the example shown on the right, the Forams [Foweia | |
operating system being used is Windows Fleooltpe:  [adimage Fies 5 =1

XP Professional. With all of the Windows
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operating systems from Windows 95 onwards, the main navigation controls will be similar and
located af the top of the dialog.

Once the desired file has been located and clicked on, the Open button on the dialog will select
that file and the outline of the bitmap will be shown on the card design area ready to be
positioned. Effectively the bitmap image is in ‘Move' mode and may be moved around the card
design using the mouse before the left mouse button is clicked to place if.

Once placed on the card design, the image may be selected, re-sized and re-positioned as with
all other objects.

TIP: Using the Load Picture dialog to place images onto the card design area is fine, but it is sometimes quicker fo ‘drag & drop’
an image into the card design from Windows Explorer or an open directory. Simply click on the required image in the directory,
holding the mouse button down and drag the image across onto the card design area. There, the image may be dropped and then
selected, moved and resized as required.

Right-clicking a Bifmap object shows an extra menu item - Resize fo Fill Card. Selecting this
menu item causes the bitmap fo be changed in

size fo cover the enfire card design area. The T : Py ZFJ P
bitmap is also moved to layer 1 of the designand O °] ¥
this layer is then locked to prevent the 2 ]
background from being selected. Before the A
image is locked however, the user may make "

changes to the position and size of the bitmapto "B ]|a
ensure it is correctly placed on the card design. ‘&

When a new card design is saved for the [save JEd |

first time, the user is prompted to see if the .\5) iy s stk il - gy snsigred
bitmap images used on the design should N R HCd SO R e tone '

be saved o the same directory as the card e | w |
design file.

This allows copies of all of the files necessary for editing and printing the design fo be kept
together in one place.

] @ If abitmap is delefed or otherwise becomes unavailable fo CardDesigner
(for instance if the bitmap is stored on a network drive and the network
connection is lost) then the ‘Nolmage.gif’ placeholder (shown left) will be
seen in place of the original bitmap. To restore the original bitmap, restore
access fo the original file or right-click the placeholder and select

= Properties to search for an alternative source file.
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Bitmaps and resolution

Many card prinfers are able fo print at 300 dpi (dofs per inch) resolution (or 8 dpmm in mefric).
For optimal appearance, bitmap images used on card designs should be scanned at the same
resolution.

This would mean that a 10mm square image should ideally be "80 dots by 80 dotfs" resolution.
Other resolutions may be used of course, but the printed output may display some distortion
or aliasing effects where lines or jagged edges are seen on the prinfed image.

Properties of Bitmap objects

Right-clicking on a Bitmap object and selecting 'Properties’ will display the properties dialog
for the selected bitmap image.

% Bitmap Properties x| The Bitmap Properties dialog allows the Aspect
Rafio of the image fo be fixed or freely changeable
and also allows the location of the bitmap file to be
seen and changed if required.

Source File:

The Aspect Ratio is sef to Proportional by default to
keep the relative height and width of the original
bitmap constant. Setting it to Free allows the bitmap
to be strefched both horizontally or vertically.

]C\N‘!ylmages‘\mHD DESIGNEH.ipg ']

0K | Cancel |

a The ‘browse’ button af the right of the Source File text box pops-up a standard

Windows File Open dialog which may be used to locate and open any compatible image
file. File formats typically used include the BMP (Windows Bitmap) format, GIF (Graphical
Interface Format) and JPEG/JPG (Joint Picture Expert Group).
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E Magnetic Encoding Options

It is possible with cerfain plastic card prinfers to e EEm e r————————— E x|
perform the printing and the encoding of the

. T . . -~ Track Data
card's magnetic stripe in a single operafion. =
race 1!
. . : - Jama} W Erabled
The Magnetic Encoding Options facility has been
. . . s Track 2;
provided for such printing operations. With it, 15t Nember % Enabled
data may be written in up to three tracks on the = '
A Track 3
magne’rlc sfripe. |eard designer card ¥ Enabled
Each track on a magnetic stripe may be enabled @ Enabled ak B

or disabled by means of the checkboxes on the
right of each Track data entry box.

Each track has its own data entry box which may contain specific textual or numeric data or a
combination of both. It may also contain database field names for linking into an ImageBase

database. All such field entries must be enclosed within square brackets [].

If magnetic encoding is nof required for certain print jobs, then the encoding of all tracks may
be disabled by clearing the master Enabled checkbox located at the bottom-left of the dialog.
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CardDesigner Menu Structure

Because CardDesigner is such an important part of the ImageBase program, when this option
is selected and active, the menu options change to accommodate specific options. To aid the
user in understanding all of these options, the following section will describe each menu
function individually.

Main menu sections (the File, Edit, View, Tools and Help headings) will be shown before each
sub-menu fo help identify where the particular sub-menu is located. This will be shown in the
form <Main menu> to <sub-menu> in the sections below.

One example of this notation would be:

View > Refresh —

|'-.-'iew Admin  Help

which would require the user to first click on the “View" menu t Refresh
then on the "Refresh” sub-menu item as shown in the picture to ' o Grid Ckrl+3
the right.

Object Lisk F11

The File menu

W imageBase
e (AR The File menu contains all of the familiar file manipulation

M., Chrl+n . . . .
_rg:iu_mn i ey | functions associated with most Windows programs such as
ER— cwo | Creafing new files, opening existing files, saving files and
Close: awltF4 | printing them.
Save As... . .
sy , | Ofher feafu res such as closmg the CardDesigner fa.b .
Exportto.., »| changing the ‘page’ properties of the card such as ifs size and
Expart For Wb Bureau,., colour are also included.
Prink, Chrl+p
e ssaslonstio There follows a complete guide to each function in the file
‘Select TWAIN Source, .,
Page Setup and Information, .. menu.
Exit Alt+F4

File > New...

The New... menu function instructs CardDesigner to

create a completely new, blank card design to use asa | file Edt Wisw Admin Help
starting point for a new design.

ey Design Wwindow

[ V- oA
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If a design is already in progress and is currently
unsaved, a prompt will be issued to the user to allow
the existing design to be saved before the new, blank
design is started. This ensures that the user does notf
lose any work-in-progress if the New... function is
selected by mistake.

x|
.\Fp) IF you continue you will LOSE any unsaved changes.
' Do you wank b save this design first?

v | me | e |

. Y

When the New... function has been selected and  T,pae
any existing work saved, the New Card Design Wagnelr Sitpe -2 SHes [l

) . . Smart Card & Magnetic Stripe - 2 Side: width 86 Bmm
dialog will be displayed fo allow the user to e Heigh 5338
select from a range of standard templates for i::ﬁ;ﬁmﬂn [';dw
different styles of card. Bk Disslon | Lendsoaps

Moes Standard Card

The required card style is selected from the =

‘Template’ list box and it will be applied when
the OK button is clicked. The new, blank card design will reflect the style chosen. Selections
available are standard blank card (the ‘None' template), a double-sided card with a magnetic
stripe on the back, a smart card (single-sided with smart-card chip position marked) and
double-sided with both a magnetic stripe and smart-card chip.Once the template has been
chosen, the blank card is shown, ready for the design to be started.

File > New Design Window

This function creates another fully-functional card design window to appear. It effectively
allows two or more copies of the program to run side-by-side. This is particularly useful if the
user wishes fo copy Fis Edt WView Admin Help

sections of an existing card design from one card to .. Gtk
another.

The Copy, Cuf and Paste commands may be used fo duplicate or move sections of one card
design over fo the other design window.

File > Open...

The Open... function allows the user to select a Fle Edt Wiew Admin Help
previously-saved file from disk to be opened for Maw, ., M
modification or printing in the card design editor. Mew Design indaw Chrl+
This function may also be selected by pressing the < Cirl>

and O keys simultaneously on the keyboard. Clase Chi+F4
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When this function is selected, the Open... dialog appears to allow selection of the previously-
saved design file.

O sixf| The precise appearance of the Open..
ook [ o 5 emcE dialog will depend upon which version of
= B e e 41 windows (2000 or XP) that ImageBase is
ligerice: loyaley membership - sample bar.cdl  staff id.cdl B .
o o o v running under, but the basic

student id.cd| test,cd| testl.cdl wisikar id.edl MUK COM H
ot of Windows.

> X 0 -
w EEE T The navigation bar af the top of the

e s 5 5= || dialog allows the user fo locate the disk
Fiesolype:  |CudDedgrm Flss o) =] el || drive and directory in which the desired
file has been stored.

o T . T T :lfuncfionalifyisfhesameforallversions

Once the file has been located, it is opened by using the mouse to select it, then clicking on the
Open button with the mouse. The design file will then be loaded info the card design editor.

File > Close

The Close function is used when a card design is File Edt View Admin Help
completed or the user wishes to cease work on a design. Hew, ., Ctrl+
hew Design Window ChelHW

This function may also be selected by pressing the <Cfrl> Oper... o
and Fk keys simultaneously on the keyboard. Note that F& £k
is a single 'function’ key located at the top of most
keyboards.

If changes were made fo the current design that have not yet been saved, the user will be
prompted to save the design before the design workspace is cleared. Once the Close command
has been completed, the card design workspace will be blanked with no card displayed. The
user will then need fo select either File > New or File > Open to continue using the program
with a new or existing card design.
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File > Save

The Save function is used when the user wishes fo save [Fie €4t view dvin Help

changes to a previously stored card design. i EEL
N Desigr Windaiw el
This function may also be selected by pressing the <Cfrl> B ctrl+o
and S keys simultaneously on the keyboard. Close: Crl+F4
| sae  cCults
The Save function is only enabled in the menu when there Saveds...

are currently changes to be saved to the design. If no
changes were made and the saved file is identical fo the one in the design window, then the
Save function will be ‘greyed out’ to indicate that the stored file is up-to-date.

When a Save is performed, the design file being worked on is updated to reflect the present
state of the design. At this point also, the Undo and Redo buffers are cleared and any
changes that were previously applied fo the design file cannof then be removed or re-applied
by these automated functions. Once the design is saved, the Save function in the menu will
become greyed-out until more changes have been made to the design.

The Save function assumes that the design has already been assigned a file name. If this is
not the case - for example in the situation where a design has been started from scratch - then
the Save As... dialog will appear automatically to allow the design to be given a file name.

File > Save As...

The Save As... funcfion is essenfially the same as the Save  [Hjg Edt view Admin Help

function except that it allows the user to specify a new file Mew, ., Crrkeil
name for the card design under which the design will be New Design Window Cheb
stored. Open... Chrl+0
Close Chrl+F4
This function is used when a new design is first saved or Save Chel4S

when the user wishes to make a copy of an existing card

design under a different file name.

. - 2| \When the Save As... function is selected, the
3 T G =1| Save As... dialog appears allowing the location
%ﬂ “'ié%’fp n::? “ st?m of the new file and the file name to be selected
o s s e and entered respectively.
testcdl testl,cdl visitor id.ed| your comp
s T The intended location of the file is selected by
B b =| means of the standard Windows navigation
:wmwd‘ ﬂ I;"_:_ toolbar at the top of the Save As... dialog.




Once the location has been selected, the new file name should be entered info the ‘File name’
textbox near the bottom of the dialog and the Save button clicked. This new file name should
be different fo all other files in thaf directory unless the new file is to replace an earlier one.

TIP: 1f the file name that is entered already exists, a message box will be displayed warning of this and asking if the new file
should overwrite the one that is already stored. Selecting the YES button on the message box replaces the old file with the new
one. Once a file is overwritten in this way the older file is irretrievable, so care must be taken whenever this message appears.

Also, if the card design has bitmap images on it and the design is being saved for the first time, a dialog will appear asking the
user if the bitmap images should be copied into the same location as the card design file. This allows all of the files associated
with a card design fo be kept safely in one location on the disk drive.

File -> Import From

Allows you to directly overwrite an existing design by loading a pre-configured .cdl file from
disk.

Clicking the Import From option will bring up a dialog from where you can browse for the
existing .cdl file. When you select that file, the old design will be overwritten with the new

contents as specified in the new file.

Once imported you will need to save your changes before they will take effect.

File -> Export To

Provides the same kind of functionality as the Import From mentioned above but instead of
loading the import file saves it elsewhere.

This provides a convenient method for transferring design files between ImageBase
databases, or providing a method from which fo extract any file to disk.
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File > Print...

The Print function will send a card design to be printed on [Fie Edit view Tocls Help

any prinfer that is available to the PC that is running Mew. .
ImageBase. Mew Design Window
Qpen,..
This function may also be selected by pressing the <Cfrl> i
and P keys simultaneously on the keyboard. Save
Save As...

Selecting Prinf causes the Print Card Design dialog box to

appear as shown below: elslie 3l

This dialog allows the number of copies of the
printed card design and the printer used to

£ Print Card Design

x|

& Printer

HOPB25 Card Printer «| | print fhe copies to be selected.
‘Topies: EPSON Stylus Phota 915
m Eltron P420 Card Printer J

Eltron 310 Card Printer H H N

— e T e There is alsp the option for the prlnhng to be
F= Prrt Buth Sides deskPDF | performed in “Sample Mode". This checkbox,
Pint Cancel | when set, does not automatically increment any

serial numbers that are normally printed on
the cards. This ensures that new card serial numbers are only created for completed card
designs.

Printing may be directed to standard ink-jet or Laser printers to evaluate designs or to
professional plastic-card printers for final card printing.

File > Select Printer...

The Select Printer... menu item allows the user to define 'File Edit Wiew Taols Help

which card prinfer is to be used by default when Mew. ..

printing cards. Mew Design window
Open...
Close

Selecting Choose Printer... causes the Choose Card Cave
Printer dialog to appear as shown below: Save As...

Print...

Select Printer ...

All of the printers that are currently installed on the PC on which ImageBase is running will be
listed in the Choose Card Prinfer list box. Any printer that is currently selected as the card
printer will be highlighted.
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x| It should be noted that the default card printeris

Printers: not necessarily the one labelled as the ‘Default’

L e +! printerin the list - the word 'Default’ in the list

SMDUEL > refers to the Windows Default Printer which is
icrozoft Office Document Image 'Wiiter ) o .

v typically a standard inkjet or laser printer.

HDP&25 Card Printer

Eﬁig{;asz%kéiihgfﬁgs The list of printers will, of course, depend on which

Eltian P210 Card Printer ~| printing devices are connected to the PCand so will
oK | Cancel. | not be the same as the list shown in the example

dialog on the left.

To select which printer is fo be used as the defaulf one, the desired printer is highlighted by
clicking with the mouse before selecting the OK button.

Defining a default prinfer in this way is convenient when printing as the user can simply hit

the Print button without having fo select the correct printer each time a card design is fo be
printed.
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File > Page Setup and Information...

This function is used to change the basic properties of a card design such as its size, number
of printed sides, background colour, orientation and any printing margins that may be

applicable.

Selecting the Page Setup and Information... menu option causes the following dialog to appear.
The dialog has four different 'tabs’, each showing different settings that may be used to
customise the card design:

General Tab
The General tab shows the basic size and printing
Geneal| Front | Back| ptiors | Info | margin seftings for the current card design. The card
width and height are displayed in millimetres and may
E‘;“’"M ET’U"W be changed directly by changing the figures in the
' N ™ || Card Width and Card Height display boxes.
Prink Left Dffset: Pt Top Oifset
ID:U mm ID:U mm . .
FE ; The Print Left Offset and Prinf Top Offsef values may
be edited in a similar fashion fo offsef the position of
ik | — | the card on the printed media. These values allow the
- printed design to be moved horizontally and/or

vertically to align the printer output correctly on the printer’'s media. For example, printing
onto a self-adhesive label rather than a plastic card may require that the offset is changed fo
centre the card design on the label.

One other important feature on the General tab is the "2 sided design” checkbox. This
checkbox determines whether both sides of the card are to be edited within the design window.
If this box is cleared, a single-sided design is selected and the “Back” tab on this dialog will be
disabled. If it is set, the card design area will show a Front and Back tab to allow editing of
both sides.

Front Tab
Page Setup and Information
: The Front tab allows the orientation of the card
Back | Options | Inte | . . .
design for the fronf side of the card to be sef fo either
Orishtation: Fill Colour: Landscape or Portfrait.
Fortrait
w = Landscape orienfation is with the longer side of the
ik card horizontal as is common with most credit card-
style designs.
St st _| Portrait orientation has the shortest side of the card
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horizontal. This format is often used for ID-card designs.

The Fill Colour for the front side of the card may be set on this tab. The fill colour is effectively
a background colour for the card and is set to ‘transparent’ by default. Note that thisis a
printed colour and not the colour of the plastic.

To change the fill colour, the Change... button beneath the Fill Colour box should be clicked to
display the standard Colour Selection dialog (covered in defail in the ‘Set Colour’ section on
page 49 of this manual).

Once a colour has been selected via the selection dialog, the Fill Colour box is changed to

display the selected colour. The fill colours selected for the front and the back sides of the
card are fofally independent.

Back Tab

Page setup and Information . The Back tab is only accessible if the "2 sided design”
| checkbox is set on the General tab (see previous

General| Frant
page). It allows the orientation of the card design fo
Dristation: Fill Colour: be sef to either Landscape or Portrait for the reverse
Partrait .
h_ side of the card.
LChange...

Landscape orientation is with the longer side of the
card horizontal as is common with most credit card-
style designs.

oK | cac |

Portrait orientation has the shortest side of the card horizontal. This format is often used for
ID-card designs.

The Fill Colour for the back side of the card may be set on this tab. The fill colour is effectively
a background colour for the card and is set to ‘transparent’ by default.

To change the fill colour, the Change... button beneath the Fill Colour box should be clicked to
display the standard Colour Selection dialog (covered in defail in the ‘Set Colour’ section on
page 49 of this manual).

Once a colour has been selected via the selection dialog, the Fill Colour box is changed to

display the selected colour. The fill colours selected for the front and the back sides of the
card are fofally independent.
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Info Tab

Page Setup and Information

Eanalﬂ]l Fran{l ankl Optios |,

Filename:
Template:
Creat

ed: 26/10/2005 10:11:35

This tab displays information regarding the origins of
the card design.

It shows the name and location of the current file, any
template that was used to create it as well as the date
and time that the file was originally created.

= 4 This information may be used to identify a specific
variant of a card design by means of the file name and
ak Cancel . .
date/time of creation.
File > Exit
The Exif menu option is used to completely close the [Fie Edit tiew Took Help
design window. hew. ..
Mew Design window
This function may also be selected by pressing the Open...
<Alf> and F&4 keys simultaneously on the keyboard. g
Note that F4 is a single 'function’ key located at the save
top of most keyboards. kst
Prirk. ..
When the Exit function is selected and there is a card S ke
Seleck TWAIN Source. .,

design in progress that has been changed, then the
user will be prompted fo see if the work should be

saved before exiting.
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File> <list of most recently used files>

At the boftom of the File menu, a list of the most [Fie Edt view Took Help

recently-used files is shown. This list is often New. ..
convenient as the user can open a particular card ew Design Windour
design file with a single click of the mouse rather than pen. .
having to browse for the file using the File > Open Close
dialog. Saye

Save As...
The list will display the last eight files used within Prirt...

Select Printer. .,

CardDesigner with the most recently used at the top of et

the list and the rest in descending order of usage.
The files are numbered from 1 fo 8 in the list and
these numbers may be used as keyboard shortcufs to

Page Setup and Information. ..

Exit

open the files. For example, when the File menu has 1, C:\Desktaplcampany.cd|
been opened the '1" key could be pressed to load the most recently used file instead of clicking
on it with

the mouse.

The Edit menu

Edit uiew Tools Help The Edit menu contains many functions for manipulating the various
Undo Resize _ Ctrl+Z graphical and texftual objects that go together fo creafe a card design.
Redo Move Chrl+y
Ezf"cate EE:::E Typical features of many standard Windows programs are found in this
& o menu such as the Cut, Copy and Paste clipboard functions as well as
Raste Chrl+y more specialised functions that determine card serial numbers or
pecte el control the multi-layering characteristics of CardDesigner.
Select Al Chri+a

i il There follows a complete guide to each function in the Edit menu.

Snap ka Grid Fz

Setial Mumber, .,

Edit > Undo <action>

The Undo <acfion> menu function allows the user fo remove the g Wiew Tasls Help
last change made to the card design. All changes right back to the

Undo Resize Crl+Z
last time that a file was saved or originally loaded may be undone Redn Maove Ctrl+y

one-by-one.

100



This function may also be accessed from the keyboard by holding down the <Ctrl> key and
pressing Z.

The text of the Undo menu function will change fo give an indication of the last modification
that may be rescinded. For example, in the menu shown above, the last change made was an
object being resized. The menu enfry automatically shows “Undo Resize" fo reflect this. Every
change made fo a card design since the last Save operation may be undone. The changes are
undone one-by-one in the reverse order of their implementation.

Eﬁ For most users, the convenience of using the Undo toolbar button will mean that this
menu option will not be the primary method of using the Undo function. The next
change fo be undone may be seen by hovering the mouse cursor over the button unfil a
‘tooltip' appears that shows similar information fo that listed in the menu.

Edit > Redo <action>

The Redo <action> menu function allows the user to re-performa  |gge IView Tacks Help

change that was previously removed by the Undo function. All Undo Resize  Chle?
changes right up fo the first time an Undo command was used may Redn Mave ey
be redone one-by-one provided that they are redone straight away.

Redo may also be accessed from the keyboard by holding down the <Ctrl> key and pressing Y.

The text of the Redo menu function will change to give an indication of the change that will be
re-done to the design if a Redo is performed. For example, in the menu shown above, Redo will
re-implement the movement of an object. The menu entry automatically shows “Redo Move" to
reflect this. Every Undo operation made to a card design may be re-implemented by the Redo
function. The changes are re-done one-by-one in the reverse order of their previous removal.
For most users, the convenience of using the Redo toolbar button will mean that this menu

NOTE: one limitation of the Redo function is that it can only redo an operation if no other operation has be carried-out on the
card design. For example, the user may redo an Undo that was only just carried out. However, if that Undo operation was carried
out and then the colour of a box was changed, the Undo could not be redone again because the previous Undo has been
committed to the design by the performing of the new operation.

m option will not be the primary method of using the Redo function. The next change to
be re-done may be seen by hovering the mouse cursor over the button until a ‘tooltip’
appears that shows similar information to that listed in the menu.
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Edit > Duplicate

The Duplicate function is used to create identical copies of an Edit “iew Todls Help
object on a card design. This feature is effectively a combination Undo Resize  Chrl4z?
of the Copy and Paste functions combined info a single command Redo Mave Chrley

for convenience. One other advantage that the Duplicate function
has is that it does not overwrite the contents of the Windows
clipboard.

Duplicate Chrl+D
Cuk Chrl+i

Duplicate can also be performed by using the keyboard shortcut <Ctrl> D.

For the Duplicate function to be activated, there must be at least one object on the design that
has been selected (see page 69 for details on selecting objects). If no objects have been
selected then the Duplicate function will appear greyed-out in the menu and will be disabled.

Having selected an object and then duplicated it, the card design window will appear
unchanged because the new duplicate object has been positioned in exacfly the same position
as the original object and is now on top of the original and is automatically selected. To use the
new duplicated object, it should be moved to its infended position. The original object will then
be seen when the duplicate has been moved away from it.

Edit > Cut

The Cut function is used to copy a selected object (or objects) to  'Edi | Miew Tools Help
the Windows clipboard and then delete that object from the Undo Resize Chrl+Z
design. The object(s) may then be pasted from the Windows Redo Mave Chrl+

clipboard o another card design window. _
Duplicate Chrl+Dr

Cuf may also be performed by using the standard Windows
keyboard shortcut <Ctrl> X.

Copy Chrl+C

The Cut function will be disabled and will appear greyed-out in the menu if there is no object
currently selected on the card design (see page 69 for defails on selecting objects).

Edit > Copy

Edit View Tools Help

The Copy function places a copy of a selected object onto the
Unda Resize Chrl-Z

Windows clipboard. The object may then be pasted from the

Windows clipboard fo another card design window. bl gl
Duplicate Chrl+D
Copy may also be performed by using the standard Windows cut Chrl+s

keyboard shortcut <Ctrl> C. Chrl+C
102



The Copy function will be disabled and will appear greyed-out in the menu if there is no object
currently selected on the card design (see page 69 for defails on selecting objects).

Edit > Paste

If an object has previously been copied fo the Windows clipboard g5 wiew Taols Help

by using the Cuf or Copy functions, then the Paste function will Undo Resize  Chl4z

be enabled. Redo Mowve Chrl+Y

When used, Paste places a copy of the object that is in the Dupbcats il
Cut Chrl+3

clipboard directly onfo the card design.

Copy Chrl4+C

Paste may also be performed by using the standard Windows
keyboard shortcut <Ctrl> V.

Edit > Delete
The Delete function removes any previously selected object from | gdit |view Todls Help
the current card design. If multiple objects are selected, then all Undao Resize Chrl+Z
of them will be deleted when Delete is selected. Reda Move ChrlY
. Duplicate Chrl+D
The keyboard shortcut for Delete is the Del key. cut Chrly
Copy Chrl+C
Once deleted, objects may be restored by use of the Undo feature Bl Chely
which is described on page 63). Delete
Select Al CtrlH+-A
Edit > Select All
The Select All function highlights all objects currently placed on | Edit  Yisw Tooks  Help
a card design so that they may all be cut, copied, delefed or Undo Resize  Chrl+2
moved af the same time on the current side of the card design. Reda Mave Chrl+
Duplicate CkrHD
Select All may also be performed by using the standard Windows Ut Chrl
keyboard shortcut of <Cirl>A. Copy Chrl+C
Paste ChrlHY
Delete Dl

Select all Chrl+A

103



Edit > Precise Control

The Precise Control function allows any currently selected object to  Edit Wiew Tools Help

have their size and position changed quickly. Undo Resize  Ctrl+2
Redo Move Chrl+
Precise Control is always accessible if at least one object is selected  pypicats CHID
and may be initiated either from the Edit menu or by pressing the X = cut k4
key on the keyboard. Capy ChrlH-C
Paste Chrl4Y
When Precise Control is initiated, a dialog appears. This dialog has Do o
Select: All Chrl-A

two tabs that are used to change the object - one for position and
one for size. Precise Contral

The Position tab

The Posifion fab allows the user fo specify the location of the current selection in several ways.
First of all, the location of the selection may be measured in Relative or Absolute
measurements.

Relative measurements are used when the object |
concerned needs to be moved from ifs current position Positon | 6ize |

by a known measurement. This allows changes like SREie & X

moving an object 2mm to the right very easy. The  dpsoe [F19% om 0500 o

relative changes are simply entered into the X and Y

. L . Buick Pastion Changes:
boxes in positive or negative format.

. . . . Battom edge of design -
Since X is horizontal movement, a negative X value Cenire Horizartaly
. . . Cenire Vertically ﬂ
moves the object to the left, a positive value moves it to
the right. Cancel |

Similarly in the Y direction (vertical) a negative value moves the object upwards and a positive
one moves it down.

Absolute measurements measure the location of the object with respect o the lop-left of the
card (at position Omm x Omm on the rulers). Using this method of specifying an object’s

location is useful if the exact position that the object should have is known.

All absolute measurements should be entered as positive values otherwise the object will be
positioned either partially or completely off the card design area.
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A "Quick Position Changes" list is provided so that pre-set locations on the card design may be
used fo align objects with a single selection. The presef alignments are:

Left edge of design
Right edge of design
Top edge of design
Boftom edge of design
Cenfre horizontally
Centfre vertically
Cenfre

As each Quick Position Change item is selected, the new position that the object would take is
shown in numerical format in the Xand Y boxes with the values either relative or absolute

depending upon the current positioning setting.

The Size tab

The Size tab allows the user to specify the dimensions
of the current selection in several ways. First of all, as
with the location, the size of the selected object may be
changed using Relative or Absolute measurements.

Relative sizing allows the size of the object to be
changed by simply adding or subtracting from the X
(horizontal) or Y (vertical) dimensions of the object. For
instance, an entry of -5 in the Width box will decrease
the width of an object by Smm from its present value.

x|

& Relaive  Widhe Height
~ Abssliis 0000 e (0000 mm

Quick Size Changes:

50%

150%

200%

Cresign 'width

Diesign Height

Design Full Area

ok Cancel |

If the value entered attempts fo set a negative value for width or height, a message will nofify

the user that the value entered was not valid.

Selecting the Absolute sizing method immediately displays the current dimensions of the
selected object in the Width and Height boxes. If the size that the object should be is known,
then it may be enfered directly in those two boxes. Again, any negative values for width or

height are notf accepted.
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A "Quick Size Changes” list is provided so that pre-set size changes may be applied fo objects
with a single selection. The preset size changes are:

50%

150% TIP: Multiple objects may be selected and any increase in size will be
implemented on all of the objects in relation fo their sizes.

200%

Desig n Width Also, if an object is set to be ‘proportional’, then the resize may not appear

as was expected.

Design Height
Design Full Area

As each Quick Size Change item is selected, the new size that the object would have is shown in
numerical format in the Xand Y boxes with the values either relative or absolute depending
upon the current sefting.

Edit > Snap to Grid
To aid in positioning objects on the card design, the Snap To Grid ~ [Edit ¥iew Admin Help
function has been provided. When this function is selected, all Undo Add Box  Ctrl+2Z
objects placed onto the design will automatically have their centres an't Reda el
aligned to a 1'mm pitch grid. All previously-positioned objects will Duplicats ChI+D
remain in their existing alignments unless they are moved or all: Chrl+3
resized after the Snap To Grid has been selected. Copy Ctr+C
Paste CErHY
When frhls opfion has.been §elec’red, a "rltlf' will appear next o the Z::::ml Eterllm
menu item (as shown in the image to the right) showing that Snap
to Grid is active. The Snap to Grid button on the main toolbar will A= Canlysl 6
also be shown in the ‘down’ position when Snap fo Grid is active. v Snap to Grid

Snap fo Grid is also selectable by pressing the F2 function key on the keyboard.
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Edit > Serial Number...

The Serial Number... function allows each card to have its own Edit Wiew Admin Help
unique number based on a format that the user can select. Undo Add Box  Chr+Z
Canit Reda e R
The serial number that is configured does not just apply fo the one Duplicate D
card, but defines a sequence of serial numbers that will apply fo all Zut Zhrl+
cards printed from the current design. Copy ChrhC
Easte e
Delete el

This allows just a single card design fo produce printed cards with
sequential serial numbers without having to manually change the
card design for each new number.

Select Al Chrl+a

Erecise Contrall =

v Snap ko Grid Fz

Serial Mumnber, ..

When selected, a dialog box appears to allow the serial number to
be fully defined:

Three enfries are available fo create the
Nest Serial Nurber: .}:La B BT P A9 base and formaf of the ;erlal number
: field me S erialblumber. sequence as well as the increment between
|
Ircrement: e each number.
|1— string, For example, it you wanted a six digit
‘rumber with lsading zeros, sat the pattem to
F;“D‘E‘gq i Using fthese setftings, the serial number may
[ooooad
g Concel | be sef to most commonly used styles.
Next Serial Number This is the next value to be used in the sequence of serial
numbers.
Increment This is the value which is added to each successive serial number
to produce the next in the sequence. For example, with a Next
Serial Number value of '1', an increment of 1 will produce serial
numbers 1, 2, 3, efc. A value of 5 will give serial numbers 1, 6, 11,
16, efc.
Pattern The pattern forces the serial number to be a particular number

of digits for uniformity. For example, the pattern value 00000
would force the serial numbers to be 00001, 00002, etc. Letters
and decimal points may also be used to further customise the
format.
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To place the serial number on the card design, a text object with the value [serialnumber]
should be added. When printed, the cards will have sequential serial numbers.

When printing cards, it is possible to stop the serial numbers from being incremented if
required by setting the "Sample Mode" checkbox on the Prinf dialog. Further details of the
print dialog may be found on page 95.

Edit > Layers...
The Layers... function allows the properties of the different layers g4 | view Admin  Help
of the card design to be configured. Can'k Unde Chrl+Z
Zan't Reda kel
Each layer has three properties that are furned on or off by setting Dunlicais hrlD
or clearing the respective checkboxes. Each one may be Locked, ol b+
Visible and/or Printable. Copy Chrl+C
Paste Chr| 4
A list of all of the available layers is provided in the dialog that Ezllz:ml E:rllm

appears when the Layers... function is selected. Each layer may be
individually selected in the list to display the current property

settings for that layer. There are eleven layers in fotal with the ¥ SnapkoGrid  FZ
Non-Printable layer at the bottom and layer 10 at the top.

Frecise Cantral %

Serial Mumber . ..

By default, all layers except the Non Printable layer are set o be
not Locked, Visible and Printable.

The Non Printable layer is sef to be Locked, Visible and not Prinfable by default.

_ A Locked layer does not allow changes to be
made on any objects that are placed on the
Layet: layer. This includes changes tfo size, position or
W N B to the objects themselves. More importantly,
2 I~ Locked the objects cannot be selected when they are
3 ¥ Vishle on a locked layer - this is particularly useful
Em [ Frintable to prevent background objects from
7 interfering with the selection of objects in the
g foreground.
10
New objects may be assigned to a locked layer,
kK Cancel but the layer must be first unlocked to allow
any objects to be removed.
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The Visible checkbox allows entire layers of objects to be hidden from view within card d
esigner. The objects on layers that are not visible still exist and will be prinfed as normal
provided that the layer is still sef to be Prinfable.

This feafure is useful for particularly detailed card designs where entire layers may be made
invisible fo allow the user fo see other objects on other layers more clearly.

The Printable checkbox relates to what information will be seen when a card is printed.

All objects on a layer that is sef to be printable will be output when a card is printed.
Non-printable layers do not appear on a prinfed card at all.

Setting a layer so that it is not printable is useful if design notes or femplate guidelines need
to be placed on the card design, but are not wanted on the printed cards. One application of
this is the black magnetic stripe shown on the “Magnetic Stripe - 2 Sides” template used in the

example in the Getting Started section of this manual on page 91.

A detailed description of Layers and their uses can be found on page 73 of this manual.

The View menu

| View Admin  Help The View menu contains several functions that affect how the card
Refresh  FS design area appears.
v i5rid Chrl+i3

The View menu maly be activated by pressing the key combination
Chjeck List of <Alt> V.

There follows a complete guide to each function in the View menu.

View > Refresh

The Refresh function is provided to allow the card design area fo
be re-drawn on the screen if the need arises.

|'l.-'iew Admin  Help
Refresh

) ) ) ) ' (Grid Ctrl+G
Sometimes, items displayed on the card design area may have been

modified outside of the ImageBase - for example an image or Objeck List F

—

1

company logo may have been changed by an image editing program
while ImageBase was running with the card design loaded and visible on screen.

Another common reason for refreshing the card design area is for when a new record has

been selected from the ImageBase Main Record View and the data fields displayed on the card
design need to be refreshed to display the new data.
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If that has happened, the image or logo shown on the card design will be the older, unmodified
one. The Refresh function has been provided to ‘refresh’ the content of the card design and
display any changes made to the objects on it. Using Refresh ensures that all displayed objects
are representative of the current versions.

This function may be performed at any time by hitting the F5 function key on the keyboard.

View > Grid

The Grid function toggles whether or not a fine, visible grid | view Admin  Help
appears in the card design area. Having a grid on the design area Refresh S

is often useful when positioning and aligning objects on a card v rid Chrlt
design.

Object List F11

The grid may also be toggled on and off using the keyboard
shorfcut of <Cirl>G.

Using the grid simply provides a reference for the designer - it does not affect the card
design af all and can be turned on and off at will. In addition, the grid will not appear on any
printed cards whether it is currently on or off.

To aid in positioning objects on the card design, the Snap To Grid function has also been
provided to force objects to align on the same grid points. (Snap To Grid is accessible from the
Edif menu and is described in full on page 68).

View > Object List...
On a card design, there may be Several Layers of objects overlap- | View Admin  Help
ping, this function allows the user fo select an object easily. Refresh  FS

v (Grid Chrl+G

Once selected a window will appear listings the fype of placed objects
within the design, position, size and a short description. Just simply Object List
tick or untick the objects from the list that you wish to select.
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Program Menu Reference_ImageBase Menu Structure

To aid the user in understanding the functions of the ImageBase program, the following
section will describe each menu option individually.

Main menu sections (the File, View, Report, Admin, Window and Help headings) will be shown
before each sub-menu to help identify where the particular sub-menu is located. This will be
shown in the form (Main menu) > (sub-menu) in the sections below.

One example of this notation would be:
File Wisw Report | Admin Window Help

; ﬁ? This Database 3
L]

Compact & Database,

| Id: I ] Options. .,

Admin > Database Definition...

which would require the user to first click on the "Admin” menu then on the “Database
Definition...” sub-menu item as shown in the picture to the right.

TIP: Where an underlined character can be seen in the dropdown menu items, this indicates that a keyboard shortcut is avail-
able fo call that item directly without using the menu. For main menu items, hold down the Alt key and hit the appropriate letter
key. For sub-menu items, press the appropriate letter key.

Sometimes the shortcut keys are listed after the menu items as can be seen in the above image where the user may hit the F12
function key fo select the Database Definition... function.

Context-dependent menus

The ImageBase program menu is ‘context dependent’. This context dependant behaviour has
been put in place to simplify the menu structure for the user by presenting only those
functions that are currently available for use within the program at that particular fime.

In the case of ImageBase, this means primarily that the menu changes its content and
structure dependent upon whether there is a database currently opened or not.

Certain functions, such as Database Definifion... for example, are only available for use when
there is no open database (this is to avoid corrupting a database that is currently being used)
and conversely, the View and Report creation menus are hidden when there is no database
open because these functions require a database to operate on.Functions that are currently
unavailable will either be greyed-out or missing from the menu structure.
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File Menu

The File menu may be accessed by either clicking on the File menu header or by holding down

the Alt key and hitting 'F'.

B ImageBase

| File: Admin SWindow  Help
Open Database. .,

Close Batabase

Chrl+0

Impore Brats, ..
Image Batch Irnpork.. .

Select Printer. .
‘Seleck TWAIN Source,.,

F11

Set Password For Supefvisar, .

et Superyisor a5 the Default Wser

Set o database as the default

1, €y sampledatabased.mdb
2, CikestsampleS. mdb

3. T employees, mdb

4, Cihtiest4, midb

5, Ci\sampledatabase.mdb
&, Ciitestsample, mdb

7. CilbestEmdb

8, Ciitestzimidb

9, Citest.mdb.

Exit

Alt-F4

This menu is concerned with the control of database files, data import from other databases,
printer selection, user access and image acquisition. It also shows a list of the Most Recently

Used dafabases that were accessed by the program.

File > Open Database...

To select and open a database for use within the
ImageBase program, the user should select the File
menu then click on Open Database.

You should already be aware of what type of
database if is that you wish to open. The following
dialog will appear from which you can select the
database type. From there the database specific
open dialog will appear.

For more specific information Database Types, see
Appendix B - Database Types on page 174.
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‘To open a database you must tell ImageBase a few details about. First,
choose the lype of database it is.

Diatabase Type:

EMictosoft Access Database
Microsoft SOL Server Database
Comma Separated Vaniable (C5Y]
hySOL Databaze

Oracle Database

Canoel




File > Close Database

This option is only available when there is a database already open within the program.
When selected, the current database is closed and the Main Record View pane disappears
along with any supporting windows such as the People Picker etc.

After a couple of seconds the Welcome screen will appear from where recently opened
databases can be accessed.

File > Import Dafa...

This option is only available when there is a database already open within ImageBase.
It allows the user to add records from another data source into the currently opened
ImageBase database.

To Import Data you must first create some Import settings so that ImageBase knows how fo
import the data and convert it info a readable format.

Select the Import Data option. The following dialog below should be displayed. If you have
imported data before any saved seftings will show in the list. In the image below, there is one
saved Import Setting called myData.

import x|
Stared |mport Settings:
myD ata Ho

‘Edit.. | Delete. . I | et

Canc

|

Create the Import Settings

Click on the New... button fo load the Import Settings dialog. ImageBase can import from all
database formats (as support by ImageBase only), so you must first determine which format
you wish to import from.

After selecting the data source from which you will import from, the following dialog appears.
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13| Uinioue key| Dats Mapping|
Diata Sources in Database:

Mame | Tupe: |
myDatattosy TABLE

Save | Canael I

Within this dialog are 3 fabs. These tabs will be used in configuring the information required
to Import from the data source.

Source Table or View:

"% Import from C:\Documents and Settings' krevor.DIGITALID.O00Y Desh

# indicafes the dot character
and can be ignored.

Diata Sowices in Database
Mame | Tupe: |
myDatatesy TABLE

This tab shows the data sources from where you can import from. If you have imported data
before, these will appear in this list along with your newly specified import source.

You must select the name of your import source before attempting fo configuring the rest of
the settings to ensure the correct information is imported.

In the case above we have selected the ImageBaseData#csv which represents a (SV Import
Source of ImageBaseData.csv (the dot has been replaced with a # for ImageBase compatibility).
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Unigue Key:

Ei Impork from C:Documents and Settings' trevor.DIGITALID.ODDY Desktop' test.mdb . d,lmﬂ

Source Table orview  LUnique Kep | Data Mapping

Unique Key:
Mame | Tupe: | G
abi Bus Urit Text(255)
12 Ent Integer %
ab, FORENAME Text{255) ﬁ
ab 'SURNAME Text(255)

Yo rised to tel ImageBase which fiskds i the extemal data

-make up & unique key for each tecord, ImageB ase will use
this to match up records in ImageBase and the extemal
data,

Mormally one field is sufficient for & unique key and you would
Indicates the source “not narmally need mare than two fields.
data field type.

[~ Delste Recards fram ImagsBase i they do nat exist in import table

The list of names shown above (Bus_Unit, Ext etc) indicate the columns in the source data as
being available for importing.

In this dialog, you should specify if any of the fields are unique, so that if the record exists the
data is added to that record, rather than added as a new entry (to avoid duplicate data entries
in subsequent imports)

- % Adds fthe currenfly selected field to the Unique Key list.

X Removes the currently selected Unique Key from the list.

gL, Doesa test of the source data to ensure the Keys specified
i in the Unique Key list are in fact unique.

For instance, it may be beneficial fo Import using a field that contains a company payroll number as every
instance would be unigue. This would mean that only genuinely duplicate records (ones with defails on
the same person, not just with the same 1D number) would be overwritten. Of course, this would only work
if the payroll number field was used in both the target and the currently open ImageBase database.

115



Data Mapping

=R Impaort from C:

‘Documents and Settings' trevor.DIGITALID.000! Desktop' kest.mdb

Saurce Table m'VIEw-I Unique Key  Data Mapping l

Select how figlds from the extemnal table are mapped onto fields in your Ima?aB'asa database,

ou do MOT have to map all fields, just those required. You MUST map all

e fields you have:

chosen as unique.

~loix

Forename:

FORENAME

Sumame:

SURMAME

Bus Unit:

Bus Unit

Ext:

Bus Unit
FORENAME

SURNAME
ADDRESS_(LINE_1]
ADDRESS_[LINE_2]
ADDRESS (LINE 3

Auta Select Deselect Al

Cancel. |

This tab allows you to map fields between the source data and the ImageBase database so that
any imported data is placed in the correct ImageBase fields.

The fields stored in the ImageBase table are identified in the grey area (shown above) down

the left side of the screen. The source data fields are available as a list next to each

ImageBase field. You can use this list to select the data you wish to have mapped fo the
relevant ImageBase field.

In the example above, the following fields are available and mapped for this Import.

ImageBase Field  |Mapped fields from data source
Forename Forename

Surname Surname

Bus_Unit Bus_Unit

Ext Ext

If 3 required field from the source data is not required to be imported, do not map that field fo

an ImageBase
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CAUTION! Importing records from other databases is a one-way process and if a mistake is made by the

user, there is no easy way to separate the original records from the newly merged ones, short of manually delet-
ing the unwanted ones one-by-one.

For this reason, it is wise to exit the program and make a full backup of all ImageBase database files before per-
forming any database imports.

Normally, the user will not wish to merge the ID fields between data sources because the ID
field is not determinable by the user and so may cause undesirable merge effects. In the case
above, the ID field within the ImageBase database is an Auto-Increment field so cannot be
mapped. When a new record is created, this value will instead be given a new value.

If you wanted to import the ID field from the source table, you would have to create a new field
in the database of type Infeger to specifically map the source 1D to.

In this way, each import field will be given an ImageBase field fo place the dafa info.

Note: The entire contents of the database to be imported will be added to the currently open one using the
Unique Field as the comparison to see where the data goes. Any duplicate records will be overwritten resulting in
a fully merged database. If a Unique Field is not selected in the target database, then the records will simply be
added and none overwritten (This could lead fo duplicate record entries).

Saving and Import settings
Once configuration of the Import settings is complete you must save the settings before run-

ning the Import.

To do this, click the save button located down the bottom right of the screen. When prompted
for a name to save as, assign something relevant to the source data.

If the Import settings are valid you will notice the Valid column (shown below) now contains a
Yes. If there is @ No here, then you cannot import the dafa until the problem is resolved.

T ]

Stored Import Settings:
Hame | Valid |
myData s
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Running the Report

To start the Import process, click the Import button shown on the bottom right of the screen.
ImageBase now attempts to query the data source and identify the validity of the content.

Once this is complete, three tabbed windows will appear that shows the correlation between
the data being imported and the current database.

[nImport x|
New Records (25) | Existing Records [0) | Linmatched Records (0]

TempRecid ~ FORENAME
M atthes:

[»|w

1
2 Patricia
2 M ajorie
4 Dauglas '

Amanda
Pauline
%Fred

|Kate
Hilary
a |shley
k] Pwilliam
i 17 [Tharifir
‘ ! [

Deleting old impart data
Trying fo connect to data source

Connection made, tiving to open requested table
Table open

Querving data Source

Copying ImageBase recard ids inta temporary table
ing at ODBC records

ezzed Ih tokal

T~ Create Peaple Picker List Updaie:

[ Note: No information is imported until the Update button is pressed. ]
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The Tabs:

New Records: This identifies the imported data records that have not been matched up to
existing records in the ImageBase database. Records appearing in this tab will be created and
added to your existing database.

Existing Records: Identifies records that currently exist in the database and will be overwrit-
ten by the Import.

Unmatched Records: Identifies existing records in the database that do not appear in the
data to be imported and will be unaffected.

Update:

Once you are happy with the data to be imported, click the Update button fo complete the
import process and update your ImageBase database.
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File > Image Batch Import...
The Batch Image Import function is a feature available o allow large batches of images to be

added to database records with a minimum of time and effort.

The Batfch Image Import requires that the filenames of the images o be imported uniquely
match the contents a current ImageBase field.

The tool scans the specified field |
and where a file name matches Impoit Locatiors o
the contents of the field, the A ] o Cancel
R H Files (location invalid]:
image is added fo that record. T remmamaww

i i sampie.bmp (Thu 10 Nov 05 at 12:49
The imported image can fhen be o s
moved, deleted or left as is. SemplPst /PG [ Load penpie picker st upon completion

VPSEWWHLEMD Uriqus Field:
. I =

In the example shown in the Destinaton mage Fisg
image to the right, the Surname [mage =
field has been specified as the
Unique field.

This is fine for the purposes of
giving a clear example of how the
field type and the filenames are
linked. However in practice the
Surname field would not be a T st v

good choice for Batch Image ':z:::z::ﬁ;;?i:gm
Imports because Surnames are & Eii’ﬁ?;?.?;ﬁﬁbf;i
not necessarily unique for each |
person in the database.

=

A much more practical field would be one where the contents are definitely unique such as a
payroll or personnel number. The images for each person should then be saved using the per-
son's payroll or personnel number as the file name.

/mporf Locafion: You can use this to browse for the directory where your images are
located. To browse, click on the folder icon o located next fo the drop down box.

People Picker Table Name: when you import an image you may wish to automatically
locate those records created or changed. This may be because you wish to immediately print
cards, or simply fo go through and ensure the details are correct.

By automatically adding each record to the People Picker, you can accomplish this.
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However, if this is not a problem, you can remove this functionality by clicking on the ticks
shown in the image above. This will ensure no people picker list is created on Image Import.
For more information on the People Picker read page 125

The name given to the People Picker list is identified | Paople Ficker Table Names:

in the text box. In this case it would be Thu 70 Nov 05 = [Thu 10 Nov 05 at 1243

at 1249 If you wish o assign a more relevant name ¥ Creale.a peaple picke lit .
for better reference, simply click in this box and o AR R Sy
change fthe details.

Unique Field. This identifies what field in the database is used to match up the images
being imported.

Destination Image Field. it you have more than one Image field in the database, then
this identifies which field to insert the data info.

General Seftings: There are a number T #dd recerd if required
of options available for use when importing
data. These opfions typically relate to the .
Image being imported and are shown " Donot move or delete image files
opposite. (# Delete images that are used
" Move images to this location:

¥ Donat cvenaite if record has image

Note: . If you select the Move images to this I ﬂ e
location, you must specify a valid disk location

using the box below.

Importing the Images

Click the OK button located at the top right of the dialog to initiate the import process. Because images
can be quite large and may be spread over a network, this may take a while.

File > Select Printer...

Printers:
This selection allows the user to select the printer that will \E;gl;%}é}%huna\m C73E0PCL)
be used to print any 1D cards from ImageBase. [l R
The following dialog is displayed which will allow selection

Matica Chica
of the correct printer:

EP!
Eltran P420 Card Printer
) ) ) ) ) Eltran P310 Card Printsr
Only printers that have been installed into Windows prior S b o Db
) X ) o 1E8.0ATK]
to operation of ImageBase will be listed in this dialog. Nohona\) CTS0PCL

Many devices which are considered by Windows to be types

of printers, such as faxes or software utilities, may also be _ .
listed alongside any real prinfers as is the case in the vt 3 || S |
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image above.

Alternatively to select the printer for oufput, click on the printer option in the bottom right of
status bar.

Product Previews: The Produce Previews checkbox should be selected if a preview of the card
to be printed is required to be shown before printing occurs. This is useful when festing a new
card layout with real data from the database.

File > Select TWAIN Source...

'TWAIN" is a standard for reading image data from scanning or image capture equipment. If
the PCwhich ImageBase is installed on has a scanner or image capture device that is TWAIN
compatible, it can be set as the default TWAIN source allowing ImageBase fo capture images
directly from it.

Selecting this function results in the following dialog. Note that the dialog contents will likely
vary depending upon what items of equipment are available on the ImageBase PC:

Sources:
EPSONTWAINL 1.10

WIA-EPSON Perfection610 1.0

Caneel

In the above instance, a standard Epson scanner is installed and two different TWAIN
interfaces are available for using it. To select a specific source, simply click on the desired one
and click on the Select button.

If no suitable TWAIN sources are available on the ImageBase PC, the Sources list-box will be
empty.

File >Set Password for (username)...

This function is linked to the User Accounfs... section of the program which is accessible via the
Admin menu. In User Accounfs... it is possible to assign user names and passwords for those
users to ensure that only authorised personnel have access fo the data within the daftabase.

If 3 user has logged-in to the ImageBase program, they may change their password using the
Set Password for <username>... operation. When it is selected, the following dialog is shown:
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Change Password for user: Superyisor e

Please type in the password pou wish Pleasaredppe the patsward pal wigh
bo s, Fjsqss-HﬂE'Enl'a[ key when pou touse Thieie to confim vour did not
hiave finished, make & Wping mistake Fress the

Enter key whan vou have firdshed

Mew Password: Fazaword again

I xxxxxxxxxxx |

Cancel |

In this example, the user 'rob’ is asked to type a password info the left-hand box and press the
‘enter’ key. Because the password is obscured for security reasons, the user is requested fo
re-type the password into the right-hand box to v23erify that the password was typed correctly
the first fime.

It should be noted that passwords are ‘case dependant’. This means that upper-case letters
are considered to be different to lower-case ones. The password “theword" is therefore not
the same as 'TheWord'.

If the two new passwords mafch, then a message will pop-up confirming that the password has
been changed. If the passwords do not match, then the option will be given to retry entering
them or to cancel the operation, leaving the password unchanged.

File > Sef (username) as the Default User

When this menu option is selected, the user who is currently logged into the ImageBase soft-
ware is sef to be the default user. The following confirmation pops-up after selection showing
the username that was selected to be the default. In this case the user logged-in was ‘rob":

users S|

t‘\i) Default user set o ‘Supervisar'

Now, whenever the ImageBase software is started up, the username ‘rob’ will automatically
appear in the password request box to save the user having fo type the username in. They
then are just required to type in their password.

If no password (or a blank password) is sef up for the defaulf user, the ImageBase program
will automatically bypass the password request box and go straight info the program. This is,
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of course, only suitable for situations where the data in the ImageBase database does not
need fo be protected from unauthorised access.

File > Set (Database) as the default database.

Using this option allows the application to automatically load a desired database when it is
starfed.

This can help when ImageBase is used fo only access one database, bypassing the need to
select your database each time ImageBase is starfed.

If no database is loaded the menu option reverts to ‘Set no Database as default’ allowing the
defaulf o be turned off.

File > Exit (Alt + F4)

This opfion closes the ImageBase software immediately. No dafa will be lost when exiting as all
changes made to the database within ImageBase are saved automatically during the operation
of the program.

File > (MRU list of databases)

Located af the bottom of the File menu, the Most Recently Used file list (or MRU list) is a useful
shortcut that displays a list of the last databases that were accessed by ImageBase.

: Selecting one of these Most recently

* E'wmﬁmeamﬁ used databases opens if without having
g E:tmwﬁh to use the Open Database... dialog to

W, C:ltﬁﬁ'&.fﬁ&; load the database manually. If the entry
T P E——, is greyed-out, this is because the

&, C:\testsample.mdb database can no longer be found af

7. T best3mdb that location.

8, Ciikest2imdb

9. Critest.mdb

Exit
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View Menu

The View menu may be accessed by either clicking on the View
menu header or by holding down the Alf key and hitting V.

This menu provides access to:

People Picker

Scan and Slice

Batfch Image Enhance
Print Station

Card Designer
Archived Records
Notes

View > People Picker

View Report  Admin  Wwindow  Help
i Shift+F2

People P

Scan and Slice
Batch Image Enhance

Prink Station

Card Designer

Archived Records

Mokes Chrl+m

The People Picker is a very useful utility within ImageBase that allows the user to creatfe a separate list
of records from those within the currently open database. This list can then be used to print cards or
prinfer.

create printed reports to a standard paper
Features of the People Picker

-The People Picker record
list may be ‘pruned’ by selecting one of
the records and clicking the Remove
button

-The People Picker list can be
cleared by clicking on the Remove All
button.

-The current list of entries in
the People Picker may be saved fo disk
by clicking on the Save... button. The
dialog shown below appears when
Save... is pressed.

-You can add all the records
in the people picker fo the Bafch
Enhance queue giving the ability fo
quickly go through each image and

M people Picker [ Documents and Settings = IQJ *[
Id Forename: [ o I
1| Matthew
2| Patricia Remave |
3| Majone
4| Douglas Remove Al |
Bl Amnarda
B| Pauline :
8| Kate i
9| Hilary
10| Ashley Load... |
1] william
12| Christine Manage:.. |
13| Christian
;l; Chiistopher Bobot '
Scarvand Slice
4 » -
Evtra ilies |
Records [14) | Pints

Card Layout:

IMuHi-eard configuratior

=] PiniCads | PintRepor.. |

adjust quality as required.
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Saved People Lists
Saved Lists:
Mame Save Date | User | Records |
New Name:
IF'rint Later

-To save the list, simply enter a file name info the New Name box (or select an existing one to
overwrite the file) and click on the OK button. In the image above, the current People Picker
list will be saved as 'Print Later”.

-Any saved ‘pick lists’ may be refrieved by selecting the Load... button. This will display a
dialog showing a list of all the pick lists that were saved previously. Simply select a file name
from the list and click on the OK to load that list into the People Picker.

Saved People Lists

Saved Lists:

MName

SaveDate.

-U_gr

Frint Later
Print Maow

New Name:

114112005 14:23.00
11/11/2005 14:23.00

Supervisar
Supervisor

IF‘rinl Maw

-The Manage... button allows the user to rename or delete any saved 'pick lists' that are

shown in the dialog.

To delete a saved list, click once on the name to be deleted, then hif the Delefe button.

To rename a particular saved list, click on the desired name to highlight it, then click on the




Rename button. The dialog shown in the image below will then appear allowing the user to
enfer a new name. Clicking OK will then implement the change.

Manage People Picker Lists — s

Pecple Picker Lists

MName T [T T = & il

Pt Lot ok _ oo |

Pt A ——r 1
0K Caricel

-

At the bottom of the People Picker are the Card Layout selector and the Print Cards and Print Report
buttons.

The Card Layout allows the style of ID card to be selected for the current list of records in the People
Picker. When the Print Cards button is then clicked, ID cards of that style will be produced from the
records.

The Prinf Report... button causes the Print Report

Options dialog fo appear. This dialog allows the userto ;.
specify the title, orientation of the report (portrait or [Eompary Fieporl

landscape), whether it has page numbers and also the ot admant
Card Design to be used.
Diesign for sach Record:
¥ Page Numibers.
The Background tab allows the user to select the eana
background design used for the report and the margin = T

widths.

TIP . use this feature to produce customized reports

that differ from the standard line by line layout i.e.
Card Expiry Reminder notices

Pint | Cancel

View > Scan and Slice
The Scan and Slice utility provides the ability to take a People Picker list and a large scanned image

containing multiple images. This allows you fo place photographs on the bed of a scanner; make one scan
and then chop up the resulting image.

For more information read the section Workflow on Page 51.
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View > Batch Image Enhance

Adjusting image quality may be am important factor when using the ImageBase software. To adjust
mulfiple images quickly and efficiently the Batch Image Enhance fool is available.

For more information read the section Workflow on Page 53.

View > Print Station

When images have been made ready for printing the print station can manage the printing of cards.
For more information read the section Workflow on Page 53.

View > Archived Records

Archived records provide the ability fo femporarily delete records from the system with the ability for
retrieval at a lafer date if necessary.

Clicking on this option will refurn a record list containing all the currently archived records. A new
Record View will appear with the title Archived Records as shown below.

“En Archived Records [C:,Documents and Settings'trevor.DIGITALID.000' Desktop'test.nd ol x|
& BLBIE TG HR
Id:

Archiveld:
ArchiveDate:
Archivellzer:

ArchiveComment:

Forename:

Surname:
Bus Unit:
Ext:

Image:

Ouick Search (Id]
Ok | LCarcel | lrl - ﬂ

IdA| Archiveld | ArchiveD ate | Archivellzer | ArchiveComment |

Image

| |

| Mone [

= \NL|L_L|L| "

Note . To Archive records read the Main Record View
Pane -> Archive Current Record section on page 77

Because the records shown in this view are archived, most options will be disabled when the Archive view
is active.
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Options available in this mode include:

&
&

L1

De-Activate: Replaces the Edit Record button. Clicking on this will re-instate the archived
record back info the Main Record View available for printing and editing.

Refresh: Exists as per the Main Record View. Clicking this button will reload the Archived
record list.

People Picker: Loads the People Picker view. For more information read the People Picker
section on page 125

View > Notes

The Notes utility allows general text notes to be associated with a database. Simply open the Notes
window by selecting it from the menu and type freely within if.

This facility can be used for any purpose that the user desires. For example, notes may be made about
major modifications fo the database content, or they may simply be reminders for things to be done with
the database efc.
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I Motes [C:Documents and Settings'trevor.DIGITALID.OO0: Desktop' - |EI|1|

1041142005 - Added Records for Staff

13417142005 - Printed |d cards For Staff

14/171/2005 - Created list of all ztaff in zecunty

Printed on F310
Full Colour

Other Maotes

Fred Booth doesn't like the image uzed for hiz ID card, awaiting altermative photo.




Report Menu
Report > Card Print Logs

The Card Print Logs menu option has a sub-menu with two ways fo view card print logs. The
logs are historical listings of records
that have had cards printed for them. &% | Report Admin Window Help

E _ard Print Logs
gy — m : .
In this way, the date and time of issue = pecards with No Image Current Record. .

and type of card issued fo each uary Bulds; - . ™
B e !ﬂj B
T

person in the database can be found " Print Record List..,
and checked. o

The Complete Log function shows a list of all records that have had cards printed for this
database:

=10/ x|

ld=| Recardld Design Submitted Recaordinfa Llzername Reazon | =

M1 4030 SMEC Staff 1D | 21/01/2005 10:33:19 (4030, R, PARKER, CATHY, OEED0TE95 | Supervisor Mo reason given =
2 4030 SMBC Staff 1D | 21./01/2005 10:36:39 4030, A, PARKER, CATHY, 066001595 Supervisor Mo reazan given
3 4030 SMEBC Staff 1D | 21/01/2005 10:41:11 (4030, R, PARKER. CATHY, 066001535 Supervisor Mo reazon given
4 4104 SMBC Staff 10| 21401/2005 10:41:13 4104, A, PEELING, JANE, 066004305 Supervisor Mo reason given
) 4120 SMBC Staff 1D | 21/01/200510:41:15 (4120, R, BEMNETT, KAREN, 060003718 |Supervisor Mo reazon given
[ 4139 SMBC Staff 10| 2170172005 10:41:17 |4133, R, PITRAKKOU, SOULLA, 06601038 | Supervisar Mo reason given
7 3347 SMBC Staff 1D | 21/01/200510:41:19 |3347, A, MakN, CHAS, DBE000970 Supervisor Mo reazon given
g 3349 SMBC Staff 1D | 21/01/200510:41:21 |3349, R, MakN, S4RAH, 0BE014334 Supervisor Mo reazon given
| 3536 SMBC Staff 10| 21401/2005 10:41:23 3536, R, MclLVENNY, JULIE, 04626881 |Supervisor Mo reazon given
10 |3556 SMBC Staff 0| 21401/2005 10:41:25 | 3556, R, McLAUGHLAN, MARGARET, 066|Supervisor Mo reazon given
11 |3671 SMBC Staff 1D | 21/01/2005 10:41:27 (3671, R, MITCHIE, JEAN, 08001280 Supervisor Mo reason given
120|373 SMBC Staff 1D | 21401/200510:41:29 |3723. R HARTLEY. PAUL. 00213373 Supervisor Mo reason given
13 |3796 SMBLC Staff 10| 21/01/2005 10:41:31 |3796. R, MUMFORD. ALISOM, OBB01E83E |Supervisor Mo reason given
14 3808 SMEC Staff ID| 21./01/2005 10:41:33 | 3808, R, MURPHY, PAT, 04807858 Supervisor Mo reazan given
15 3845 SMEBC Staff ID| 21./01/2005 10:41:35 | 3845, R, NELSOM, CARDL, 086002441 Supervisor Mo reazon given
16 4342 SMBC Staff 1D | 21/01/2005 10:41:37 (4342, R, RILEY. STEVE. 066001034 Supervisor Mo reazan given

17 |4661 SMBC Staff 10| 21/01/200510:41:38 4661, A, JOMES, JUDITH, 03713976 Supervisor Mo reason given k2

| | v =

Count | Copy | Start Date: | 21/01/2005 ;I End Diate: | 22/11./2005 ;I Records: I'IDD Vl

The titles af the fop of each column (Submitted, Design, Record Info and Record ID) may be
clicked to re-format the report by arranging the records in that column in numerical or
alphabetical (for a text entry) order. This allows the user to view which people had cards
printed most recently or simply fo group the record information so that each person's card
printing records are shown sequentially. For example, in the image above, the Record Info
column shows that a fotal of three cards have been issued to Cathy Parker.
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Adding Custom Columns

Most ImageBase database fields containing text, can be added to the print log. This is done
via the Database Definition, and is configured in the fields settings under “Include in Print
Log". For more information read the Database Definition section on page 130

Setting Date Ranges

Selecting the date range allows for the card print log to be further narrowed, providing a
befter display of card printf activity for any one period.

Determining how many prints have occurred

Rather than counting the entire print log by hand, you retrieve this information by clicking the
Count button located at the bottom right of the screen. However, if the results have been
filkered, the count only takes into account the filtered records.

Copying the data for printing

Rather than print directly from the card print log, you can copy the data to a clipboard then
create a document from this datfa.

To do this follow these steps:

1) Click the copy butfton

2) Create a new text document and name it accordingly ie. myData.txt

3) Paste the data into the text document.

4) Rename the text document with the file extension .html instead of .txt

When you open this up, the card print log data should be nicely formatted and available for
printing via any web browser.

Speeding up the querying

Because there can af times be thousands of recorded card prints, it may not always be
efficient fo query back the entire log, when you only want a small subset of data. You can limit
the amount of records returned at any one fime by changing the Records drop down combo.
The default number of records returned is 100.

Report > Card Print Log > Current Record

The Current Record function in the Card Print Logs sub-menu displays the card print log for
the record currently displayed in the Current Record Pane. This saves having fo scroll through
a very large log file fo find the person whom the user wishes o check upon.
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Report > Card Expiry

The Card Expiry reports are only available when there is 1 Card Expiry field within the database. The
standard reports only work with the first Card Expiry field within the database so if there are more, a
custom Query would need fo be built (see Query Builder on page 133).

> Already Expired: Returns all records where the expiry date is less than or equal fo the current
date.

> Expire this Month: Returns all records that will be expiring in the current month.

> Expire..: This option provides the ability to sef the start and end ranges for an expiry period. To do
this, click on the start date in the left date picker (as shown below) and the end date in the right date
picker). Then click ok to run the query.

Expiry Report = &

~Gtart Date ~End Date
July 2005 [ < Dctober 2005 |
Mo Tue YWed Thy Fri Sat Sun aor Tue w'ed Thy Fri Sat Sun
ok |2y 28 323" 3 1 2 B 3|2 7 28 29 30 w2
27| 4 5 & 4 8 3 10 @ & 4 & B 7 B 8
2811 12 13 14 158 16 17 010 11 12 13 14 18 16
29078 19 20 21 2 23 24 2177 18 13 2 21 2 23
30 (25 28 27 28 29 3 3 43|24 25 26 27 28 23 A
1 2 3 2 % ¥ 4413 2 3 4 5 k
7 Today: 02/08/2005 0 Today: 02/08/2005

In this example the expired records that would be returned would include:
-All records with an Expiry Date between #th July 2005 incl and 15t October 2005 incl.

Report > Records With No Image

This function searches the daftabase fo find which records have not yet been issued with an
image. This is a useful facility when adding images into the database. It allows the user to see
clearly which people need to have their images added without having to search record-by-
record through the enfire database.

The resulfing list of records is presented to the user within a new window similar to the Main

Record View, but with just the records without images listed in it. The full range of features of
the Main Record View are available for use on this sub-sef of the database.
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“En Main Record Yiew [C:Documents and Settings', trevor.DIGITALID.000%Desktopte

.
ot B BN AL o w
ld:|2
Forename: | Patricia
‘Sumame: | Travis
Bz Unit: | Marketing
Ext |1
Image: | Blank
~Quick Search(id]—————
Update Cariesl | .| o»
Image I
Id= Forename: Sumame BusUr =
L ar Patricia Travis Marketing =
e Majore Albachari Mrs i
4 Douglas Hesketh by =
4 Ll_zj
11424 (0%) |

4

To add images to these records, the user should right-click on the blank image box.. Then
select the method by which to obtain the image, either by scanning, loading from file, or

capturing via camera.

Report > Query Builder

The query builder is a powerful tool that allows complex searches of the database to be

performed. It uses logical comparisons on multiple fields in order to find particular groups of
records that are of interest.

New Query

Title:

Inclyded Fields:

Fields

O Farename
O Surname
[ Bus Unit
Oex

O image

133

x|

- Dpen / Marage Use
‘ IF you want to modify an exisiting query then click this buttor: 1 ‘ Save I
Cangel
- Critefia
op
‘Field name: Dperation Value
- Ordering
Tip
| = i
“fou can choose to order the
[ = i ‘query on up to tee fields. You
2 ca only choose figld that you
have ticked in the ncluded
| =] i Fields list.

Count Test




When the Query Builder tool is selected, the dialog shown above appears. This will show all of
the fields in the current database listed in the Fields box on the left of the dialog.

Defining what fields are returned in the query

The query that is to be constructed will search through one or several fields within the
database using search criteria and return a list of record matches. It is possible o specify the
fields that are fo be returned from the query - for instance, just the Surnames of people could
be returned or the user may wish to see both Surname and Company Payroll number in the
resulfs.

To do this, simply click on the black box in the Fields list to insert a fick. In the example above,
the Id field is the only field af present to be returned in the query.

wg® Adds all fields to be refurned in the query.

Specifying the order fields are returned in

- Otdeting:
T
- H

l = i *fou can chonse to order the

| ~ i query on up to three fislds. You
can only choose field that you
‘have ticked in the Tncluded

| = i Fields' st

Each of the three drop-down boxes for the First, Second and Third Sort Fields contains a list of
all of the fields present within the database. If the user requires the results to be sorted,
select the required field in one or more of the drop down boxes as desired.

g

‘h You can change the ordering by clicking on the Order button located to the right of each
dropdown box. Normally by default, results are listed in ascending numeric or alphabetic
order(1,23..ora,b,c.).

An example of using the sort fields in a real-life situation would be to select the First Sort
Field as Surname and the Second Sort Field as Forename. This would result in a list of records
being presented in the following way with the Surname being the main ordering field and the
Forename being the secondary:
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Surname Forename
Rabin Alex
Roberts Steve
Slade Bill
Smith Ann
Smith George
Smith Steven
Smith Zachary
Thomson David \
Truman Howard \
\
The Surnames are listed The Smiths are listed in alphabetical
in alphabetical order order of their Forenames
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Determining the search criteria

The heart of the Query Builder is the Criteria section.

Criteria
e

Field name Operation _ Value
ISurnarrre ﬂ IEquaI :I |Smil‘h I 4

You can add up to four search criteria within a query. Each criteria entry consists of the Field
that is to be fested, the Operation and the Value that the field contents are to be tested
against.

B Adding criteria

This can be done by clicking the add butfton. You will then be shown 3 empty boxes, from which
you can select the criteria information.

‘ Deleting criteria

Click the associated delete button next to the criteria you wish to delete.

Configuring criteria

Field boxes

Clicking on one of the Field boxes causes a drop-down list of all the available database fields
to be displayed. The desired field should be selected from that list.

Operation boxes

Clicking on one of the Operafion boxes allows the user to select from a set of conditional
operators that can be used fo filter results from the database. The operations and
descriptions of each one’s function is listed below:

Equals

This tests the contents of the selected field against contents of the Value box which is
alongside it. If the contents of the field exactly match the value in the Value box, then the
Included fields for that record are added to the results listing.

An example would be:
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Field name Operation Yalue

ISurname ﬂ IEquaI ﬂ |Smith K

This would result in all people with the surname of Smith being listed with no other
surnames included in the results (unless one of the other clauses was being used as

well).

Does nof Equal

This tests the confenfs of the selected field against contents of the Value box which is
alongside it. If the contents of the field are not exactly the same as the value in the Value bo,

then the Included fields for that record are added to the results listing.

An example would be:

Field name Operation "alue

[Sumame =] [T - | o x

This would result in all people with surnames other than Smith being included in
the results.

Is Greater Than

This tests the contents of the selected field against contenfs of the Value box which is
alongside it. If the contents of the field are numerically, alphabetically or chronologically
greafer than the value in the Value box, then the Included fields for that record are added to

the results listing.
An example would be:

Field name Opetation Y alug

[Sumame =] [ETEEEATEMNGG——E | (5 "

This would result in all people with surnames higher up the alphabet than Smith
being included in the results. For instance, the surnames "“Stevens” and “Tripp”
would be included in the results, but “Jones" and “Simpson” would not.
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Is Greater Than or Equal To

This tests the contents of the selected field against contents of the Value box which is
alongside it. If the contents of the field are numerically, alphabetically or chronologically
greater than or exactly equal to the value in the Value box, then the Included fields for that

record are added to the results listing.

An example would be:

Field name Operation Walue

Sumame j ISmith 4

(areater than or equal

This would result in all people with surnames higher up the alphabet than Smith
and exactly equal o Smith being included in the results. For instance, the
surnames "Smith”, “Stevens” and "Tripp"” would be included in the results, but
"Jones" and "Simpson” would not.

Is Less Than

This fests the contents of the selected field against confents of the Value box which is
alongside it. If the contents of the field are numerically, alphabetically or chronologically less
than the value in the Value box, then the Included fields for that record are added to the

resulfs listing.

An example would be:

Field name O peration Walue

| Smith 4

Surname -

This would result in all people with surnames lower down the alphabet than Smith
being included in the results. For instance, the surnames “Jones” and “Simpson”
would be included in the results, but “Stevens” and "Tripp” would nof.

Is Less Than or Equal To

This tests the contents of the selected field against contents of the Value box which is
alongside it. If the contents of the field are numerically, alphabetically or chronologically less
than or exactly equal fo the value in the Value box, then the Included fields for that record are

added to the results listing.
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An example would be:

Figld name O peration Walue

Surname j Les |Smith 3

2 than or equal

This would result in all people with surnames lower down the alphabet than Smith
and exacfly equal to Smith being included in the results. For instance, the surnames
"Smith”, "Jones" and "Simpson” would be included in the results, but “Stevens” and
“Tripp" would not.

Contains
This tests the contents of the selected field against contents of the Value box which is
alongside it.

The Confains operator is unlike the other operators in that it is used in conjunction with
values that feature ‘wildcards'.

Wildcards are powerful tools in the query builder. They offer a way for the user to specify
blocks of names or values without having to specify the entire name within the Value box.

There will be different wildcard options available dependant on the type of underlying
database you are using. This setting should only be used if you are knowledgeable of the
underlying database query facilities.

An example would be:

Field name O peration Walue

Surname j IEu:untains j |J|:|?£s°/o 4

This would result with all surnames that start with the letters ‘Jo" are followed by
any number of characters, then the character ‘s’ and then any number of
characters. So it would pick up names like Johnson , Jones, Jonsor, but not
Jonathon, John etc

Is Empty / Is Not Empty

This query is typically used in conjunction with data fields where you wish to enquire whether
the field contains any data or not. A typical use is with Image fields, where you wish to return
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only those records that contain an Image (although this value can be used in any field where
you wish to check if it contains any data).

An example would be:

Figld name O peratian Walle

Image

This query will refurn all records that do nof contain an image.

Field name O peration YWalue

Image j |= not empty I x

This query would return all records that do contain an image.

Starts width / Ends with

This does exactly as if says, querying for data that starfs or ends with the values specified in
the Value field box. The value specified is not case sensitive so entering a ‘'S’ and 's' will return
the same results. You can enfer as many characters as you wish to indicate into the search. So
entering Jo would return values such as Jones, Jon, but not James etc

An example of this would be:

Field name Operation Walue

Sumene [~ |ECTTOR - | |5 %

This query would return all Surnames that start with the values 'st".

Field hame O peration Walue
Suranme j Ehds with |sun a8

This query would return all Surnames that end with the values ‘son’.
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(lause in Value

This option provides advanced querying abilities where the provided Operations do not cover.
By selecting this you can enter in any query expression as the where clause of the query.

This option should only be used by advanced users who are aware of the facilities available
within the underlying database schema and so be able fo make use of the options it gives you.

Using this field ignores any fieldname specified in the Field name text box.

An example would be where you wished to set query range for some data.

Field name Operation Y alue
Surname j IEIause in value j Iept like 'T%' or Dept ke ‘M3 SE

The Value specified in this case is
Dept like 'C%' or Dept like ‘M%'

By specifying this, the query will return all Departments contained within the
database that start with eithera Cora M.

Some helpful hints:

1) When including more than one field name as criteria the system appends them fogether as
the Boolean ‘And’ clause. This means that each condition specified needs to be true in order
for a particular record to be returned.

2) You can specify free form text within the Value fields by placing the information within curly
braces {some datal. This can help where you wish fo include some custom clauses within the
configured Operafion.

For example:
If you wanted fo search for surnames that started with M or started with N you
would do something like.

Field name O peratian Yalle
Surname j IEIause i value ﬂ I{'MZ' or Surname like 'wz't | €
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Saving your queries

To save your query, first give it a title, as indicated in the Title field in the top left of the
screen. This title will be something relevant fo what information the Query is returning.

The final stage in building a query is fo save it by clicking  "Report  Admin  Window  Help
the Save... button. Once saved, the query that was created Card Print Logs »
will be available for use within ImageBase and will be listed
along with any other saved queries at the foot of the Report ~ Rerards with Na Image

menu as shown in the image to the right. Query Builder...
Print Record List...

Find Surnames = B

In the example to the right two custom-named queries are

shown: Find Surnames & through 5

1) Find Surnames > B
2) Find Surnames G through S

When choosing a query from the Report menu a new record list will be produced. If the CTRL
key is held down as the query is selected then the query results will be loaded into the People
Picker and not a new record window.

The Load... button allows the user to load previously saved queries for duplication or modification and
the Manage... button allows the user fo delete unwanted ones or rename them. The functionality of the
dialogs for saving, loading, deleting and renaming query files is the same as that of the file management
for the People Picker detailed on pages 125.

Running without Saving

Usze

To run a query without saving it for future use, click the Use rather than the S avi |
Save button.

Cancel |
Testing the query

If you expect your query fo return a large number of results, or if you just want to verify some of the data
it returns o ensure it is working as expected, click the Test button.

=100t

Id« Farename Sumane
’ 10 Azhley Stanley Mizs
11 [william Stead b

[ w
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The example above shows the results of a query after the Test button has been pressed. If you are
happy with the results shown, you can then proceed to run the query or save it for future use.

Determining how many records will be returned

Click the Count button located at the bottom of the screen to determine how many records will be
returned by the current query.

Report > Print Record List

This option provides the ability to print records fo your standard paper printer. Clicking on Print Record
list will bring up the a screen that looks like the following

1|
Title  Main Record View
Fields:
|d
E Forename.
[ Sumame
[ Bus Uit
|HEx
[ Imags
Size to Papes Wi Template.. | et | Pt |
- o
Range-
) N @ Print Current Record Grid (24 racords |
D D Left [0 mm Frink Entire D atabase
‘Right. .|EI =
W Page Mumbers L L N 1.
¥ Piink Tite - OTe : May vary dependant on the current
¥ erdipap el RecordList and Field configuration setup.
3 - /]
annple —
cm
1 2 3 4 g B T 8 g i1 12z 13 14 15 16 17 18 L} 20
S B IF G e G TR g oong b oAd s sl b M G el B & s )
Sumame 7 | BusUnit
Traviz Marksting
3 Majorie ' Ailbachai Mrs
4 Douglas ] sth r
5 Amanda Millett Ms
6 Pauline: Oiwens Mrs
7 Fred Baath b
& Kate ' Hines Ms
3 Hiary Clayton Ms
10 Ashley Stanley Miss

11 william

This screen gives the ability fo customize what information you wish printing along with some standard
prinfout options.
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Selecting the fields to print

To include or remove fields from the print output, click the square box next o the field name in the
Fields: box.

Tick indicates the field is selected in the print output. No tick means the field will
Sumame be ignored " ’

When you select a field you will also notice that it is included in the Sample output below. You can resize
fields to customize how much room they take up on the paper by clicking on the bar that is located
between the field names and holding the mouse down. Then by dragging it left and right you can change
the field width.

|d| Forename | Slname
Travis
3 Majorie Albachari
4 Douglas Hezketh
Appearance

Orientation. Available layouts for printing are indicated as Portrait and Landscape only. The select-
ed option is indicated by appearing indented.

Page Numbers. indicates if page numbers are fo be included in the print output. Page numbers
appear at the bottom of the printed output, and are centred.

Print Title: wiu print the title given to the report on the print output. The print title appears at the
top of the printed output, and is aligned fo the left of the document.

Word Wrap Cells: Because some fields may take up more room than the specified print width, this

option provides the ability fo nicely wrap the information onto the next line. If this option is not selected
and the texf to be prinfed is too large for the column it will be fruncated fo fit within the column
boundaries.

Range

Print Current Record Grid(..) This option will print only those records that are visible in the

currently active Record View. This enables you to run queries for information and then print off that
guery resulf sef only.

Print Entire Database. prints every record in the database.

Saving Layouts for future use

Report layouts and settings can be saved for future use by using the Templates option. To save a report
click on the Template... button and click save. This will ensure all settings relating to this report is saved
for future use.
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Loading Saved Templates

Click on the Template... button and click Load. Once the Templates dialog comes up select the Template
you wish to use and click Open.

Admin Menu

The Admin menu may be accessed by either Fﬂg Yiew Repart rmn Window Halp
clicking on the Admin menu header or by B, Main Record ¥
holding down the Alf key and hitting ‘a".

. T'hﬁ.;;ataﬁa's'g vl m
] ; Compact 5 Diatabase,,

The Admin menu allows the user to access
tools for editing ImageBase databases, ks R
administering users, setting the overall Fresnzmar Baticia

ImageBase program options and running administration queries provided by Digital ID.

Admin > Database Definition F12

This option provides the starting point for configuring and setting up an ImageBase database.

New Database Wizard

ImageBase provides a wizard that allows you o quick start your database setup.

¥ New Database Wizard x|

-~ Template Selecti

‘Chooze the template that is the closest
match to the database you need and press
.nm Nest buttan. Yau vl then be aiven a list
of recommended figlds $o you can fine tune

your database.

If-pou do niot want to use this wizard to
choose and recommend field select Blark
Database' and prass firish.

Gy ek Mest > Firnzh

Provided within this wizard are a number of predefined database configurations. If you wish to start
from a blank configuration select the Blank Database option. Selecting the this option will take you to
the Save database as shown on page 74.
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There are a number of standard Templates available through the Database Wizard. All go through the
same process for setting up the database, but provide different data options that can be used (excluding
Blank Database). The following steps will go through a standard setup and describe the various wizard
dialogs using the Staff Template asan example.

Click the next button.

Step 1 - Field Selection

¥ New Database Wizard: Staff x|
_'F‘Iade L i
Pecommended Fields: ‘Dptiorial Fields:
[
Farename [ Payroll Mumber
[ Sumame Job Title
[ Department [ Location
¥ Image [ Security Status
O signature
Telephane
O Email
Presented here is a list of reci ded and optionial fields for database. 'Y'ou can include a figld in the:
.dawhase by ticking it. &ny unticked fields will nat be: added to the database. Dnce this wizard is complete you
can make adustments to the fields you have chosen in adﬂllﬂon to adding custormised fields.
coaok | Netr | meen |

Fields help define what information you wish to store in the database. In the example above
all fields with a tick mark next to their name will be included in the database. To add additional
fields not provided in the above Recommended and Optional fields list, you will have to do this
manually after the Wizard completes. (Steps for this can be shown via the Database Definition
on page 151)

Fields specified from the Image above to be added to your database include:

Id

Forename
Surname
Department
Image

Payroll number
Job Title

Telephone
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Click the next button.

Step 2 - Indexing

¥ New Database Wizard: Staff = .il.

fheanbles

Indexed Fields:

Eid i Wndesed Fisld s one that ImageBase can
O Farename quickly search and sort
F Sumame
O Department s : T e

IF you need ta quickly find information in a field
PR ien puta fick nest o the fiekd by cicking n s
ok Tite bow You canindey a field at any paint from the:
[ Telephorie database definer. E S

&l field indexes use space and take a smal
~amount of time: to keep up-to-date o its not a good
idea to just tick eveny box.

Indexing provides the ability to select which fields will be available to be used for searching
records with. You will notice above that some of the fields to add (as specified earlier in Field
Selection) are not available in the Indexed Fields list e.q. /mage. This is because an Image is
not a relevant field for searching, as this feature would typically only be for text information.

In the image above the selected fields that ImageBase will use to search on include:
ID

Surname
Payroll Number

TIP . Al field indexes use space and take a small amount of fime to keep up-to-date so its not a good idea to

just tick every box. Select those fields that are the most likely to be searched on in a day to day basis, and use
the Query Builder tool to search for other information.

Click the next button.

Step 3 - Field Order

This step determines the order with which the fields to be setup are displayed in the Main Record View
pane of ImageBase. Use the Down and Up arrows located towards the bottom of the Order list to arrange
the field order to your liking.
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¥ New Database Wizard: Staff = i‘l

~ Figld Order
‘Order of Figlds:
Id . o
. “fou can choose the order that fields
Forenamie P i
i appear in the database from here.
Department
Image
T Tt Tochange the order of a field, select it
ob Title and press the up aor down buttons ta
Telephone. the battorm right of the lst

“vou cannot move the '|d' field because
ImageB ase requires that it be the first figld.

Image fields are usually listed at the bottom
bt this is not required.

Click the next button.

Step 4 - Sample Card Design

¥ New Database Wizard: Staff _2.(1
- Sample Card Design

¥ Produce me a sample card design
‘Sample Card:

BYOUR

company

Forename
Surname

Job Title

Department

b
To produce a card design the database wil be saved immediately,

Card Designs are part of the core functionality of ImageBase. You can produce a sample design fo work
from by ensuring the tick is located next to the Produce me a sample card design text.

In the example above, a card design will be created that looks exactly like the sample above (barring the
photo). When printing cards, the fields indicated above will be replaced by the information in your data-
base (Forename will be the acfual persons name of the record being printed, and the Image will be the
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records specific image).
You can change the design and/or create new ones at a later date through Card Designer. See page 45

Click the next button.

Step 5 - Overview
x|

~ Overviey

Below is ah averyiew of the chioices you made: [Fiou click Mext »>' or Firish' then these choices will be put
into the Database Definer from where you can edit them as desited. Note that this wil not create a database:
until you have selected save from the datahase definer

I The fallowing fields will be put into the database definer:
b
Forename
Surnarie
Departrnent
Image
Payioll Humber
Job Tiths
Telephane

These fislds will bes marked as indesed
Id

Sumeame

Payroll Murber

| The database will automatically be created alang with & card design

The final screen in the Database Wizard provides an overview of the options selected. If you are not
satisfied af this poinf, use the Back button to fraverse through the Wizard sections and make any
adjustments required.

Click the Finish button.

Saving your database

To save this database definition you must first tell ImageB ase what type
of database you are creating, Choose the database type from the list

Before you can start adding records and prinfing cards B Ty
you must save the database. SVicinsoh Aoomss DATARAse
Miciosoft SHL Server Database

MySAL Database
Oracle Database

There are a number of supported database formats
available, as shown by the list in the image opposite.
Select an option from the list and click the OK button.

* For more information on particular database formats
see Appendix B on page 174.

Depending on the option you select, a dialog will appear

prompting you for the save information. i [
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For example, selecting the Microsoft Access Database option brings up a browse dialog that prompts you
for a save location on disk.

Selecting the MySQL option however will bring up a MySQL dialog requiring specific connection details.

Create Progress

When creating or saving changes made to the Database definition, the Create progress dialog will appear
showing the steps used. This will disappear once the necessary changes/additions have been completed.

Database Definition

The database definition dialog is the primary location for configuring the setup of an ImageBase
database.

& New Database Definition

3360 @

il Fields | T Carde| 31 Evtemal Connections | § Settings |

The main screen is divided into & sections identified by tab options at the top of the screen. These
sections are identified as:

Fields: Identifies any fields and their configuration options currently stored in the database.
(Cards: Attaches card designs to the databases allowing for ease of use in printing.
External Connections: Determines any connection to a database that has not been created
by the ImageBase application.

Seﬂ'ings; General settings applicable to the database setup and configuration.

The icons located above the tabs provide features for creating/editing/saving and accessing the current
ImageBase database.

i"g New Database: Starts a new blank database.

! l Open Existing Database: Provides features for opening an existing Database Definition.

ﬁ Save Database: Saves any changes made to the current Database Definition.

& Open Database: This option will change to the Main Record View for the current database
being edited.
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Fields:

Your database will be no good to you until you have created all the fields required to contain record
information. A field is a 'place’ in the database where data can be stored. Typically, fields hold different
‘types’ of information such as text, numbers or even images.

# Database Definition [C: Documents and Settings' trevor.DIGITALID.]

YA @

1 Fields | & Cards| 91 Ewternal Cornections | § Setings |

L — r
Field Tupe NOTE : Fields defined in the database are
b lid Tmber-|dertity located here.
. Farename Teut e
Sumame Tent Size=80
Bz Uit Test Size=80
Ext Teut Size=80
Image Image
Adding a new field

To add a new field to the database click on the Add button which is identified by the icon. ar

A new field will appear af the end of the field list with the type defaulted to Text and a size=80. You will
also notice the information in the bottom window pane has changed. Each field has user configurable
options and are explained in Appendix D - Database Field configuration options.

NOTE . that available options can vary between field types. If the option is not available for a particular
selected type it will not appear in the bottom window pane.

Edit the field by typing in the field name. In the image below, the field name entered is 'Surname”.

4] Fields | 1 Cords| 9 Estemsl Connections | % Setings |

= X =
Field Type |
Id AutoMumber-ldentity | Field is locked
b [Forename | Text Size=A0
Sumarme Teut Size=E0

Once entered click on the ID field. This will remove focus from your newly created field, locking it into
place. You can see this by the cursor being removed from the newly created field (note the field is not
saved af this point).
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Select the field type by clicking in the type column as shown below. A description of the various field
types can be found in Appendix C - Database field types.

* B =
Field Type
Id dutoMumber-ldentity | Field iz locked
- N Test = || Size=30
NOTE : Select the type by clicking on the type mord G Dalai Size=320
field and selecting a dropdown item. Repoit Tt ’ Siza=a0
- Small Integer _Size=8l}
Imiage {'no-nSrint Flag e
TezMo i

Deleting a field

* You can delete a field by selecting that field and clicking the delete button. Only fields that are not
g g

Indexed already can be deleted. If you wish to delete an indexed field, first mark it as not indexed, save

the changes and then attempt to delefe it.

Limiting fields to certain data

For some types of fields, i is desirable fo pre-define a sef of entries that are often used within that field.
For instance, a Department field is likely fo have a fixed set of entries that are used over and over again.
These fields might represent the current list of departments within the company.

To define these values, select a field that has the Values configuration option available (for a list of
these fields see Appendix D on page 156). In the configuration options there will be an item called
Values. Click on the [None] next to this field. This will displaya < button towards the far right of the
field. '

W alidity
Indexed Mo

[None] ﬂ
Restict toValues | MNo

Clicking the button loads the Field Values dialog from which you can add entries by clicking on the add
button and then typing in the appropriate value.
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For example if you enfer these 5 values: Info

' Ve i
Personnel — N ——
Sales B cecio | o (1| B
Marketing — e e
Corporafe Management — h= 2=
Security | Dekle
The 5 values will be available for selection when
enfering in record information.
NOTE . o have the list of field values sorted Pleass tupe in the vale you want to sdd.
alphabetically select the check box at the bottom
of the dialog. [secunty
ok Cancel
- —
| Cancel
—td \"Soﬁlhisﬂsl'mm&'?s displayed s

When the list of departments is complete, click the OK button to return to the Dafabase Definition dialog.

You will notice that the [None] value previously existing in the Values field has now changed. It should
reflect the number of items in the Field list. In this case it will be showing as [5 in list].

Setting up the search fields

One of the most useful functions of a database is the ability to search through the entire sef of records
to find specific record defails. Imagebase does this by providing the ability to select fields as Indexed.
You can do this by altering the Indexed option located in the field configuration pane. An example of this
is shown in the Image below.

Required Mo
Required to Print Mo
Read Only Mo
W alidity
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Although most fields have this option available, it is not always practical to assign this feature. Each
time a field is indexed, database performance is affected. Although this may not be apparent for small
databases, it may be noticeable in larger databases.

Card Designs

Associating card designs is one of the most important aspects of the ImageBase software. By doing this,
you can then easily choose that card design fo be printed for a selected record.

To add card designs or design from scratch, click on the Cards tab.

tg ﬂ gj l\B The Card Tab

3 Fislds | 1 Carde] 3 Estemal Conneions | 3 Setings
K E

Id AutoMumber-ldentity | Field iz lacked

This will change the Database Definition view to that shown below. From here you will see three sections.
Before we start adding cards fo the database a brief description of the sections should be covered first.

(l Card Designs I

3 Felds 5 Cotd | 3) Eveme Comnctions | St |

*xX ® o X g
Desplians | Descigion ke | Erooe | Sis Copns ||| EHSSIaedin e Dabase

Cards available to

i \( Cards stored on ]

Viewable from the Cards tab should be three identifiable sections (as shown by the Image below):

Cards Stored on Disk
Card Designs in database
Cards Available to print
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Cards Stored on Disk

If you have card designs located on disk, you can use this section to browse for them. This is done by
clicking on the folder icon located to the right of the textbox.

From there designs can be dragged into the Card Designs view if you wish to store them in the database
permanently or they can be dragged directly info the Cards Available for print if you wish to leave their
confents on disk.

Cards Stared on Disk
In the example to the right, you can see [CDocuments and Settingstirey
three cards of type .cdl stored in the
c:\ProgramFiles\ImageBase32\
Demonstration Data\ folder.

( NOTE . Because it is easier to backup one database, store card designs in the database rather than on disk. J

Card Designs

If you have card designs already stored in the database, these will appear in this section. From here you
can choose to Add , Edit or Delete stored designs. This is done by clicking the buttons located below the
Card Designs heading.

(New Card design using Card Designer j

Card Stored nwm\ tah 3
= test], edl

Delete an existing stored card design j

Edit an existing design using Card ]

From the example above you will see the database has
one card design stored, namely Hospital Front.cdl.

Cards Available to Print

Because printing cards is an infegral part of ImageBase it is important that the card designs used to
print are easily accessible from within the application.

If Cards are not attached fo the database, then every time a card is to be printed, you would need o
browse for that card design, either on disk, or by selecting from a list in the database. However, by
attaching these designs, printing cards can become as easy as a one click operation.

You can have as many card designs as you wish attached to the database. However, foo many designs
may become confusing, so a good card design is just as important as the data it conveys.
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Adding a card design fo the database 20

First we need fo browse for the existing card design. To Bl g ik
do this click on the folder icon located fo the right of the
textbox in the Cards Stored on Disk section. 1 Gongle -]

This will display a browse dialog like the one shown
opposite.

Using the browser, browse to the destination folder
where the existing card design files reside. Once
located, click ok. The Cards Stored on Disk list should
now be populated with all the .cdl files located in this
folder.

A1 _] Hewlett-Packard

-1 TroriCoal Studia
£ IconEdit2
&= Imagebase3z

Layouts
< Templates
& Informers0
EtI ’J Innovasys

i L1 Internet Explorer

oK I ‘Cancel

- Demionstration Data.

-

-] InstallShield Installation Information

:I

ew Folder |

&

To convert a card design from being stored on disk to being stored in the database is as simple as

dragging the design you wish to the Card Designs section.

-~ Card Designs
CH S
Card Stored in the Datahase

Name | Sides | User

=Y aur Company.cdl 1 Supervisor

NOTE . select the Your Company.cdl file from the Cards

Stored on Disk section and holding the mouse button down
move it info the Cards stored in the database list.

Cards Stored on Disk.

|C: “Pragram Fileshimagebazed2\D eWation Data

=+ Hospital Front.odl
% Hospital Reverse cdl

This card design is now stored in fwo locations. Within the ImageBase database and also on the file
system. It is important to note that changes made to the Card design located in the Demonstration Data

folder will not alter that stored in the database and vice versa.

You would now need to add this design to ensure the prinfing process knows about if.

Using the same drag and drop method used above, select the .cdl file from the Card Designs section and
move it to the Cards Available fo Print section. This will add a new entry into the list, with the Design
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Name sef to the file name of the card design.
At this point a 'Description’ and ‘Field Value' can be specified for this card design template.

Description: Is used fo identify this partficular design within the ImageBase application. For ease of use
purposes keep this as short as possible to describe the infended use of the card design.

Field Value: Is a four character code which provides a way of referencing this card template in the
atabase. Itis used in conjunction with the Card Designation type field and can allow records to be
automatically associated to a card design. This can help where you have a large number of designs and

do not with to select a design every time you print a card. (
Eﬂﬁ#@ﬁ\imtﬂm L NOTE . Click here to add a description. J—
8 <

Design Name. DesEiiption FieldValue | Encode | Sidss | Copies
b |company.cdl Al 1

When a card is selected you will notice it is previewed in the bottom left of the Cards tab. A number of
options are available for each card design. Typically you will not need to change these options and they
can be left alone.

e - ‘ul - Previews Staff ID Card
Mame company.cdl -
Description Staff 1D Card
Encode Tes &
| Sides Al srdyé in card design
Copies 1/
Diriveer /
o |
B{ NOTE . card Properties. ]
Card Properties

Each card design has a unique set of property values that define how the card acts in the system.
Dependant on if the design is stored in the database or on disk, some different property values will
become available.

The list of all property values are described below:

Stored in Database: Shows where the card design is stored.

Name: The name given to the card design when accessed via ImageBase

file name: The name of the file if it is stored on disk.

Description: The description that appears on the ImageBase print selection options.
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Field Value: Any field value setting configured (works in conjunction with the Card Designation Field
Type).

Encode: Determines if this card can encode if there is any information present for this operation.
Sides: Determines which side is attempted to be printed

Copies: Number of default copies to print, each time a design is printed.

Enforce Driver: The specific Print Driver to be used for the card design. Setting this will override any
Card Printer set when printing from the People Picker.

Admin Only: Determines if only the logged in user with Administrative rights can print this card or not.
Validity Expression: An expression that must be true before the card can be printed. Could be
something like the Forename of a design must not be empty.

External Connections

External connections provide the ability fo connect to a non ImageBase database and query the
information provided. It is used in conjunction with the Data Source and Data Statement field options fo
provide read only access to any external database format supported by ImageBase.

The process for sefting up an external connection is the same as creating a new ImageBase database in
that you are prompted for the database details when making the connection. There are four icons used
to create an external connection.

a New External Connection: Brings up the Open Database option that will prompt you fo enfer
Lo fhe connection details for the particular database if required.

a Delete External Connection: Removes the connection from ImageBase.
% Test External Connection: Verifies the validity of the connection details.

connection of the same name, you can simply remake the connection by selecting this option.

; Remake External Connection: Rather than deleting and then creating a new external
g This will then bring up an Open Database dialog where you can select the new details.

Settings

This tab provides a number of general seftings for the ImageBase database. These are described below.

:

3] pete] & cae| 3 EwlCamosions (9

O Disk: Location

Card Desigrs: Stare in Database

Require Print Reasons | Na

Frenuire drchive Ressons | Mo
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On Disk Location: If record Images are stored on disk, this informs ImageBase of the root location fo
find the images.
Card Designs: Card designs can be stored in the Database or on Disk.

Local Records: The amount of records o show in the Record List when in ImageBase at any one time.
Setfting this to a high number i.e. 10000 can cause the application to run a bit slower. If performance is a
problem, lower this value to try and improve it.

Require Print Reasons: When printing cards, it is possible to force the user to enter in a reason for
the print. This can be good for audit tracking of the history of card prints. For information on how to
add Print Reasons, see Admin > Print Reasons below.

Require Archive Reasons: Requires the user to enter in a reason for archiving a particular record.

Admin > Edit Print Reasons...

If the Require Print Reasons option is set to
Yes, then the reasons available for selection
by the user will need to be configured appro-
priately.

A Edit Print Reasons Reason List

Reasan [max of 32 characters]:

T~ & Comment must be entered
™ Print Reason is visible:

Click on the Admin -> Edit Print Reasons...
option from the menu. This will bring up the
print reasons dialog.

The dialog opposite shows three currently
entered prinf reasons.

Namely:

LOST CARD Visibl Fint Reason Court. [ 2|

NewReason

No Reason Given ok Cancel
Adding a print reason

To add a new Print Reason, click on the green plus located at the right of the screen. This will insert a
new value into the Print Reasons list and default its name fo NewReason.

You can then edit its name by typing directly into the Reason edit box. This will also change the reason in
the list and re-order it as you type.

Editing a print reason

Select the print reason you wish to edit by clicking on the item in the list. Then simply start typing in the
Reason text box located fowards the right of the dialog.

Deleting print reasons:

Select the print reason from the list and click the red cross button.
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Options

A comment must be entered: By selecting this option, then whenever that particular print reason is
selected from the list during a print, a user comment has fo be entered in order fo confinue.
Print reason is visible: You can hide a print reason without deleting it.

Saving Changes

To save the changes immediately to the database click the Ok button. This automatically saves any
changes made fo the Print Reasons. If you click Cancel, all changes made will be lost and you will need fo
re-enfer the details.

Admin > This Database > Open in Database Definer

Selecting this option will load the currently active database definition. This will allow you to make
configuration changes as required. For more information on the Database Definer read the section on
Database Definition on page 150

Admin > This Database > User Accounts...

The Admin> This Database > User Accounfs command invokes the dialog that allows the Supervisor to
create or delete user accounts and define varying degrees of access to the ImageBase program'’s
functionality.

At the 'power user’ end of the scale, accounts may be set up for other supervisors who will be able to
access all feafures of ImageBase, whereas af the ofher end of the scale, accounts may be created for
users who may only browse the database and not access any other features or change the information
within the database.

Users: [ Access Rights | [ Pazzword

rob [ Supervizor Ful | v Bequired

SuEervisol
- Jealiens User | Minimurn Length:
v Add Records IE
Mone |

v Delete Records Change Every:

v Print cards I 28 days

v Grab Images
[ Edit Card Designs | et Password
[~ Can Archive

[~ Account Disabled

Add U zer Delete Uszer Cloze |

Lazt Changed: 06 Dec 05
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Each user account is displayed in the Users list on the left of the dialog. After a new installation of
ImageBase, only the Supervisor account will be listed.

Clicking on a particular user causes the Access Rights and Password settings (though not the password
itself) o be shown in the panels to the right of the Users list.

Creating and deleting user accounts

Two buttons are provided which allow the current supervisor to add
or delete user accounts. Clicking on the Add User button causes the
supervisor to be prompted for a new and unique user name for the
new account:

After the unique user name has been enfered and

the OK button clicked, the new user name will appear
in the Users list. Clicking on this new user will
display ifs access rights. By default, all new user
accounts have no rights sef and are set to Account
Disabled. I

Add Uzer | Delete Uszer |

Type new Lzer nanme

]S Cancel

User accounts may be deleted by selecting the

account name from the Users list by clicking on it
and clicking on the Delete User button. A prompt will then appear asking for confirmation of the delefion.
Setting the user's access rights

Warnlng . If the Supervisor account is deleted, has its Supervisor access rights removed or the password is
forgotten, there will be no way to get back into the User Accounts menu. The only ways of recovering that
situation would be to restore a previously backed-up version of the Users.mdb file in the ImageBase directory or
to install the program again from scratch.

Access rights may be assigned to individual users by selecting or de-selecting the checkboxes
in the Access Rights panel. Rights are additive, not restrictive.

The different access rights give the selected user the following capabilities:

The user has full supervisor privileges allowing them to create, delete and modify user
. accounts. The user may not have been given access rights to
IF Supervizor change dafa or prinf cards, buf they will have the capability to
create a new account that could do so and so Supervisor rights
should be carefully controlled.

IF Edfi Brammis This option allows the account holder fo modify records in the
= database.
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v AddRecaords

¥ Delete Becords

v Print cards

With this selected, the user may add new records fo the
database. Being given Add Records rights also allows the user
to import data from other databases into the current one.

This option allows the account holder to remove records from

the database.

This option allows the account holder to print new 1D cards from
the records within the database.

With the Grab Images right assigned, a user may add images fo records in the database from a

¥ Grab Images

¥ Edit Card Designs

v Account Dizabled

Full

|Jzer

user (User).

Maone

camera, scanner or file source. The user is also assigned the
ability to perform Image Batch Imports into the database.

Edit Card Designs enables the user of the account to launch
Card Designer from the ImageBase View menu.

This checkbox allows the supervisor fo disable a particular
user’s account without losing the seftings for that account or
deleting it.

For convenience, three butfons have been provided on the Access Rights panel fo
allow the supervisor to set all checkboxes (Full), clear all checkboxes (None) or set
the access rights checkboxes to a pattern which is typical for a standard trusted

NOTE . Supervisors should be aware that any modification in a user’s access rights will not become active until
the next time that particular user logs in fo the ImageBase program
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Password settings

For each user account, the supervisor may specify P —
requirements regarding password usage. % Requied

The specific settings will be a matter of policy for the Mol
supervisor and will be dependant upon the level of security I_E—
deemed necessary for the environment in which the

ImageBase software is being used. Change Eveny:

I 28 dayps

If the Required checkbox is left empty, the user has the
choice of whether or not to use a password. With this not sef,

the user can simply choose to enfer a blank (zero-length) | set Pasgword
password if they do not wish fo type a password in for each

login. Setting this checkbox forces the user to use a pass- Last Changed: 06 Dec 05
word.

The supervisor may sef the password's minimum length fo ensure that suitably secure ones
are enfered.

The facility to force the user fo change the password affer a period of fime helps fo minimise
the risk of passwords that have been compromised being used illicitly beyond that period.

To set the initial password for the user account being set up, the supervisor may click the Set
Password button. This causes the Change Password for User: <username> dialog to appear:

Change Password for user: rob ;

Please type in the password you wish Please re-tupe-the passward you wish
to use. Press the Enter key when you touse This i to sontm pou did not
have finished. frake & Wping mistake Press the

Enter kew when vou have finzhed

Mew Password: Password again:

l xxxxxxxx l

In this example, the supervisor is sefting the password for a user account named ‘rob’. A
password is typed into the left-hand box and the ‘enter’ key is pressed. Because the password
is obscured for security reasons, the supervisor must then re-type the password into the
right-hand box fo verify that the password was typed correctly the first time.

If the two passwords mafch, then a message will pop-up confirming that the password has
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been changed. If the passwords do not match, then the option will be given to retry entering
them or fo cancel the operation, leaving the password empty (if it is @ new account) or sef fo
the previous value (for existing accounts).

Once a user has logged-in fo the ImageBase program with their new account, they may change
their password from the one set by the supervisor to one of their own by using the Set
Password for <username>... operation from the File menu.

The supervisor may see the dafe that the password was last changed for each user account by
checking the date displayed below the Sef Password button.

[Tl P . When a new account is created, the password is automatically set fo be the same as the user name. ]

Admin > This Database > Apply Package...

This facility provides the ability for Digital ID staff to run database administration tasks without direct
access o the computer ImageBase is running on or d fo the underlying database.

Digital ID staff will email an encrypted text string which is required o be pasted into the main box of the
Apply Package dialog. Once inserted, click the OK button fo run the commands shown.

To ensure security is maintained only encrypted commands sent by Digital ID staff can be inserted and
run in this ufility.

Admin > Options

This menu selection allows the user to specify general settings and options within the ImageBase

program.
L'?!W'ﬂ‘ﬂ'ail Printing | Looat'lans'l Fants/Eto| Databases| EapM&Erope[tiBs*[ha_@e]l'

™ Allowi records to be edited in reeord list
I Allow RecordEdit by selecting fisld
I Show D fields

I~ Hide Recard List

I Grab When Record Added

[~ ImageBase32 v1 compatabilty

oK. Canoal.
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The Options dialog can have up to six tabs (as shown above) which are selectable by clicking on them.
These tabs each have a set of options which relate fo the various customizable features of ImageBase.
The tabs are described below.

General Tab

Provides access fo the following seftings:

Allow records to be edited in record List: This provides the ability for the user to edit records by
directly manipulating their data via the record list. This is a shortcut to clicking the update button of the
Main Record View.

Allow Record-Edit by selecting field: Allows you to automatically put a record in the Main Record
View pane info Edit mode by clicking on the field information.

Show |D fields: ImageBase uses internal ID's to keep track of records and ensure they are unique.
Often these will have no benefit to the user and this option can be left de-selected.

Hide Record List: Hides the record list from being displayed. Quick searches can still be done to find
specific records.

Grab when Record Added: Goes through the Image Grab process as soon as a new record is added
to the database.

ImageBase32 v1 compatibility: Limits the databases that can be opened to Microsoft Access only
e.g..mdb files.

Show welcome af Starfup: Displays the welcome screen when the software first loads. This enables
the user fo quick select databases fo open without the need for browsing when there is no default
database selected.

Prinfing Tab

General PlintinglLDcatinns Fonts/Etc | Databases| Capture Properties [Image]l

Card Printer:

SmartDriver

Microzoft Office Document Image Yriter

b atica Chica

k102

HOPS25 Card Printer |

[+ Froduce Previews
[~ Enfarce Card Designation Fields
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The printing tab provides configuration access to the Card Printer module.

Setting the Card Printer: To determine the printer to use for printing cards, select the appropriate
name in the list as shown above. In this instance, the selected card printer happens to be Default
(\\DPSDATA\OKI C7350(PCL)). However, if you wished fo have the Elfron P310 Card Printer as the output
printer, you would select this option by left clicking on it in the list.

Product Previews: When printing an individual card, this option determines if a preview of it will be
shown before printing occurs. This is a good method of previewing how the card will look and ensuring it
is acceptable before actually sending it to the printer for printing.

Enforce Card Designation Fields: If there is a Card Designation Field configured in the database

this option ensures it is applied to all printing for this particular card. If no value is sef for this field, the
first card design in the list is printed.

Locations Tab

Genelall Prirting  Locations | Fontz/Etz| Databazesz| Capture Properties [Image]l

B atch Image Cirectory:
IE:'\T estdata’ T estioldery mages] j

Card Directony:
Vigitor Pazz D atabasze:
| =

Backup Directon:

L]

L

Bafch Image Directory: The last known directory that images were imported from using the Batch
Image tool.

Card Directory: The location of the card designs if they are stored on disk.
Visitor Pass Database: Location of the VisitorPass database.

Backup Direcfory: Required for Digital ID administrative purposes.
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Fonts/Etc Tab

Generall F'rintingl Locations | : Datal:uasesl Capture Properties [Image]l

Single Record Fant: Size:
IMicn:usu:uft Sanz Senf j |8.25 j
Fecord List Font: Size:
IMiu:n:usu:uft Sanz Senf j IE.ES j

Create .Manifest File |

Provides options for changing the look and feel of the Main Record View pane only.

Databases

Default Database
|[nu:une]

el

Web Bureau Database:

IE: “Program Fileshmagebase 328 W ebBureau mdb

el

Default Database: You can set what database ImageBase will use to open automatically by clicking

on the browse icon located fo the right of the ext box. Setting this value will allow the database to open
immediately upon running ImageBase.

Web Bureau Database: Used for specific administrative purposes and can be ignored.
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Capture Properties (<field name>)

Generall F'rintingl Locationsl Fu:nnts.r'Etc:I [Databazes  Capture Properties [Image]

Image Fields: I Image j

Capture Azpect Fatio: Shyle
Standard

Portrait

Irreguilar

{* Use Canon Carnera [T Dolmmediate Grab
" Use Standard "Windows Device

[revice:

o1 00vc.dll - Osprey Capture Card 1 ;I
Creative PC-Cab 300 VP
Creative PC-Cak BO0 [P hd|

Test . I

The ability to configure Camera capture devices is only available when there is af least one Image field
present in the database.

Using this utility allows ImageBase fo set which capture device it will use to capture an image for the
selected field. If you have multiple Image fields configured, you can change the device for each one by
clicking on the Image Fields list (shown above), and selecting the required field.

Selecting the Device

To select a Canon camera as the desired capture device for this image field select the Use Canon Camera
option.

To select an alternative device, select the Use Standard Windows Device and select that device in the list.
In the image above, if this opfion was required, the available devices for selection would be:

Creative PC-CAM 880 (VFW)
Microsoft WOM Image Capture (Win32)

Test

You can fest your settings by clicking the Test button. This will atfempt to connect to any capture devices
that you have selected from where you can ftake a picture to test its functionality.
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Window menu

The window menu allows the user to
arrange windows within the ImageBase File Wiew Repart Admin | Window Help
main program in different ways.

. Main Record Yiew [C: Cascade .

- Arrange [cons
& ﬁ Tile Horizantalhy

= : = Tile Vertically

v 1 Main Record Wigw

Window > Cascade

This function arranges the windows within the ImageBase program in a cascading fashion that
allows easy access to all windows.

B ImageBase
Fie ‘iew Report Admin  Window Help
Il Notes [C:\Documents and Settings'trevor.DIGITALID.000)Desktoptest database\test.mdb] =lolx|
™ people Picker [C:\Documents and Settings'trevor.DIGITALID.0D0' Desktop'test database’test.mdb] - _(o] x|
DB = Main Record Yiew [C:\Documents and Settings\trevor.DIGITALID.000\Desktop'test database!kest.mdb] =10l x|
o A | =) - m o - ]
| e @ L @D E & g
13, Id |2
0 Forename: | Patricia
Sumame: | Travis
e Bus Uik |Markeling
Ful Ext |1
Image: |Blank
o
Fre:
Quick Search (1d)
% Lance S |
Image.
4= Forename Sumanme Bus Unit Bl =
»2 Patiicia Travis Marketing 1 .
3 |Maioie Albachar birs
M ]a [pougles Hesketh M |
L5 [amanda Milett s |
M6 TPauine Owens hirs 2323 =
« =
1724 (0%) 4
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Window > Arrange Icons

When mulfiple windows have been minimised fo icons, they can be formed info an orderly
‘stack’ in the lower left hand corner of the ImageBase window by using this command.

Window > (List of views)

window Help
Cascade
A list of the currently active windows within ImageBase is provided at the  Arrange Icons
foot of the Window menu. This allows a particular window to be selected Tile Horizonkally
and brought to the front so that it may be used. Tile Yertically

v 1 Main Record Wigw |

2 Mokes [Ci\Docume
Help menu

The Help menu may be accessed by pressing <Alf>'h' from the keyboard or by selecting the
Help menu option.

170



Help > How to Register

Registration information can be obtained from Digital ID using the following contact

information:

Telephone: +44 (0) 161 480 4462
Email: support@digitalid.co.uk
Website: http://www.digitalid.co.uk

Help > Register

The registered name and Authorisation code
should be located on the CD case provided with the
ImageBase package.

Enter the detfails as indicated on the package,
ignoring the Auxillary Code field, and press the Ok
button.

You must then exit ImageBase and restart to
enable a fully functional system.

TIP . he registration details is case sensitive, so please

ensure that all defails are added in as specified with the
provided licence defails.

Registration Details

This copy of ImagsBase is registersd, You wil

only need t enter additional information

inko this:

farmif you wartt to change the registration or

“enter ari ausiliary code.
Registerad M arme;

IT ey

Authorization Code:

IREARAAR

Builiary Code;

Help > Digitalid on the Web

The Digital ID website is www.digitalid.co.uk.
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Help > Online Updates
If you have a valid internet connection, the

Online Updates utility provides access to

R . . Wersion [nformation

downloading and installing the latest o pou P o the Interfist D_
software versions. ImageBase:  [291.0224 || —
To check the infernet for the latest soffware [ File Download % b
versions click the Start button. If a new Status:  [Connection Idie | :m-
version is available you will be prompted Frogiess | o —
whether you wish to download and install it. s E_ :
Once downloaded, all open ImageBase Dbt T 5
applications will be closed, and the install it
process will commence. —

[ Dizable Automatic Lpdates. Cloze

When the updates are installed, ImageBase
will automatically start back up.

Disable Automatic Upda/‘es If this option is not selected, ImageBase will automatically check

the Internef for updates every time the application loads. To disable this, select this option but clicking
in the small square box next to Disable Automatic Updates.

[ NOTE . This feature requires a valid Internet connection in order fo function correctly. ]

Help > About ImageBase...

The Abouf box confains program version

and copyright information for the ' IrrageBase
ImageBase program. Vmig'mﬁﬁ '

LCopyright Digital i and Chalm Softwars Ltd (¢] 1993:20085.
Partints writtan by Silverfiost Lid.

It also has a button labelled System Info
which causes the Microsoft™ Windows™
System Information program to be run.
This program can be useful when trying
to tfroubleshoot installation or system
problems.

Begistered To: Andre

[ ]

syseninto.

Imagebase

penal

cimiial perallies, and wil
the masimum estent possible

under law,

To exit the About box, the OK button
should be clicked.
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Appendix A - Magnetic Encoding

Track Formats

ImageBase provides the ability fo encode cards using IAT encoding. The format and text that can be
encoded onfo each frack is defined below.

IATA, ABA, and TTS character sets

The IAT encoding format selection for card printers encodes IATA dafa on frack 1, ABA data on track 2,
and TTS data on track 3. This meets the requirements of the ISO standard.
IATA (International Air Transport Association)

The maximum field length for IATA format is 76 characters. IATA allows spaces, upper case alphabetic
characters, numeric characters, and the following special characters:

!#$°/o'()*+,—A/;:<@>:A]\[“8(_

ABA (American Bankers Association)

The maximum field length for ABA format is 37 characters. ABA allows numeric characters and the
following special characters:

5 <=>

TTS (Thrift Third Standard)

The maximum field length for TTS format is 104 characters. TTS allows numeric characters and the
following special characters:

L<=>
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Appendix B - Database Types

Microsoft SQL Server

Typically this database will reside in a remote location and require special user accounts and privileges to
gain access. This will be required to be setup by the Technical department managing the SQL server
databases.

For further information on Microsoft SQL Server refer to the Microsoft home page.

Connection Details:

Server: Determines the location of the machine that x|
the MS SQL server is running on. Typically this is a

machine located on your network accessible from your m =]
machine.

W Uss your Windows user account to log onta SOL Server
The machine specified can be the Hostname or the IP I Logonto SOL Server with a usermame and passward
address. SOL Server aocourt

Uzgmame

Use your Windows ...: Use this option if the |
Windows logon account has been granfed privileges fo Foienond
logon fo the SQL database with the ability fo Create and |
Edit tables.

Diatabase riame:
Log onfo SAL Server....: Use this to define a | =
specific SQL logon and password with appropriate Tash ] e ]
privileges.

Database name: once a connection is established using the Test button, this list contains the
known databases available for access.

Test: Click this button to check the connection settings to the SQL server. If everything is ok, the list of
known databases will be returned in the Database name combo box.

OK: select a database in the Database name list and click the OK button to logon.

User login accounts: Users should have a minimum of db_datawriter, db_datareader and db_ddl
admin privileges. They will be required to create/edit and read the database being created.

Microsoft Access

Microsoft access databases can be stored on your local machine or remotely across the network. This is
the typical and most effective means to create a small and quick database as it does nof require any

external security measures in getting it setup (other than directory read/write access).
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Clicking on the Microsoft Access database option, brings up the windows browse dialog. Use this to
select/create the Microsoft access database (.mdb) file as required.

MySaL

Avariation of the MS SQL database, this database requires similar security information to that required
by MS SaL.

ImageBase requires ODBC drivers for MySQL to be pre-installed on the local machine in order for the

system to communicate effectively with this database. These can be obtained from the MySQL website if
not already installed at www.mysal.com.

Connection Defails:

Server: Determines the location of the machine that MySQL is running on. Typically this is a machine
located on your nefwork somewhere

Port: The port number used to connect fo MySQL. & MySOL Connection DEEEIE T
Typically this setting does not require changing, but if  sewer Fort
so please consult your Technical Department for the s R R EE
relevant information. FIRT -

MSEL account

Username and password. the security |

information setup by your IT department to obtain Passivond:
access to the MySQL database. |

Dafabase name: once a connection is Database name:

established using the Test button, this list contains [+ . A
the known databases available for connecting to. Test I oK [ Careel I

Test: Click this button to check the connection settings to the MySQL server. If everything is ok, the list
of known databases will be returned in the Database name combo box.

OK: Select a database in the Database name list and click the OK button to logon.

CSV (Comma Separated Values)
ImageBase cannot create databases of this type but it can read the information within them and hence

use that information to print cards.

This can be an effective means fo have card printing information provided by an external party but the
printing done locally, whilst not saving any of the printed information fo a central database.

Clicking on the Comma Separated Values (CSV) option, brings up the windows browse dialog. Use this to
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select the target file (.csv).

It's important fo note here that Image locations must be on the File System due to there being no facility
for this in a CSV file.

Oracle

For more information on Oracle databases read www.oracle.com.
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Appendix C - Database Field Types

AutoNumber-ldentity

This field specifies a read only numerical field that contains incremented values starting from 1. On
record insertion, a unique numerical value will be created automatically (the system wide 'Id" field is an
example of an AutoNumber-Identity field).

Binary Data

Can contains information that is formatted as binary data rather than standard text.

Bureau Log

Contains history information pertaining to card prints for each record.

Byte

Contfains an 1 byte value.

Calculated

Contains a formula fo calculate the required value for the field.

Card Designation

This field holds the four character code specified as the Descriptor in the Add Card Template dialog (page
51). When the user presses ‘print’ in the record view ImageBase will fry fo mafch the value of this field
with a card layout descriptor to select the correct card fo print.

Card Print Count

This is a numerical field that contains a count of how many cards have been printed for each record. It
can be used for various purposes. One is to keep track of those people who keep losing their cards,
another is to tell who has never had a card prinfed.

Card Print Date

A record of the last date and time that a card was printed for the record is kept in this field.

Currency

Contains numerical values limited to currency format. This enforces decimal places to a maximum of 2.

Date/Time

This field type can hold a date and time for more precise logs of events within a record.
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Double
A large integer field.

Expiry Date

Is a Date field that provides access to creating Expiry reports as well as accessing pre-configured
reports. The pre-configured reports can be navigated to via the Report -> Card Expiry menu.

Float

A large integer field that can contain decimal digits.

GUID

To ensure compatibility with SQL Guid field

Image
This field type can hold an image in bitmap (.bmp), JPEG (jpg), GIF (.gif), or TIF (.}if) formats.

Image Grab Date

When an image is captured for a record, this field is automatically updated with the current local date.

Image on Disk

A calculated field which can determine where the image is stored on the disk. Provides the ability to
store images on disk rather than in the database. Captured images are also stored in this location as
deftermined by the calculated field.

Integer

This field type can store infeger(non-fractional) numbers only.

Last modified

This field type automatically stores the date and fime that a record was last modified. No input is
required from the user fo maintain the contents of this field.

Memo

This is a free-form text enfry field that can be used to enter miscellaneous notes or descriptions for
records.
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Record Creation Date

This field automatically stores the date on which the record was initially created. No input is required
from the user to maintain the confents of this field.

Report Title

This field displays the title of the last report that the particular record was included in. This includes the
results of queries and People Picker lists. The title is added automatically by ImageBase if this field is
used and can be used fo check who was included in particular reports.

Small Infeger

A smaller representation of the integer field. Useful for where you know the field will not contain large
numerical values in order to keep the database size down and help searching efficiency.

Text

A standard text field which can store up to 255 characters.

Time

Contains fext value formatted into 24hr time as hh:mm.

To Print Flag

This field type contains a marker which identifies records which have already had a card printed for
them.

Unsupported Type

This is a field type that ImageBase does nof understand and is primarily used when data has been
imported from a non-ImageBase source. In theory no field should gef this type, but it has been included
justin case it is needed.

Yes/No

This field type allows a simple 'Yes' or 'No’ selection to be enfered by the user into a record. It is useful fo
use fthis rather than enfering "Yes' or ‘No' into a fext field as it fakes up less space in the database. It
also ensures that only those two responses are allowed.
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Appendix D - Database field configuration Options

The following is a list of all field configuration options. The field options appear in the botfom window
pane of the Database Definition field dialog.

Some options are only applicable to certain field types and are identified as such.

The following configuration options apply to all Field Types defined in
the database:

Name: Identifies the name of the field in the database

Can be Deleted: Identifies if the field information can be removed.

Read Only: Setting this to yes means that when adding or editing a record, this field cannot be
changed.

Validity: Provides the ability to ensure data entered adheres to particular company policies. For
example if someones payroll number must be at least 8 digits for it to be entered you could put
something like.

Len(Payroll Number) = 8

Data Source: If obtaining data from an external database rather than ImageBase, this determines the
external connection source. External connections are created in the External Connections tab of the
Database Definition.

Data Statement: this allows you to determine where the field information is to be obtained when

using the External connection Data source. This is accomplished by doing a select statement of the
relevant field required.

The following are additional configuration options to specific field types
only:

Required: Determines if a field is required to have information entered into it before the record can be
added to the database.
Applies To: All numbers except Auto-Number, Calculated and Image

Required fo Print: Determines if information is required in this field before it can be printed.
Applies To: All fields except Calculated.

Size: The number of characters available fo be enfered in the field
Applies To: Text
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Lefter Case: Will convert the characters entered into the field fo the specified case.
Applies To: Bureau Log , Memo, Text

Default: Provides the ability to determine a default value when the record is first created. This is
helpful in sefting custom dates for example. An example of setting a default expiry date for 3 years in
the future would be:

DateSerial(Year(Now()) + 3, Month(Now()), Day(Now()))

* A complete list of available functions can be found in Appendix E - Expressions.

Applies To: Bureau Log, Card Designation, Date/Time, Image On Disk, Integer, Memo,
Report Title, Text, Expiry Date

Indexed: Determines if the field is searchable from within ImageBase

Applies To: Byte, Card print Count, Card Print Date, Currency, Date/Time, Double, Float, Guid ,
Image Grab Date, Last Modified, Record Creation Date, Report Title, Small Integer, Text, Time, To Print
Flag, Yes/No, Expiry Date

Values: Fields can be converted o drop down lists by adding items to the Values. Adding values
immediately allows users to select field data from a drop down list, rather than having to type it in
themselves (if they don't want to). Values can be configured by a Question box located fowards the right
hand side of the field when selected.

Applies To: AutoNumber-Identity, Byte , Integer, Small Integer, Text

Restrict To Values: Set this o yes if only the data in the Values list can be selected as an entry for
this field.
Applies To: Byte, Card Designation, Integer, Text

Include In Print Log: If set to yes, this field is included into the print log as an extra column header,
and any print log entries will have the field data included into this column.

Applies To: AutoNumber-Identity, Bureau Log , Byte, Calculated, Card Print Count, Card Print
Date, Currency, Date/Time, Double, Float, Guid , Image Grab Date, Integer, Last Modified, Memo, Record
Creation Date, Report Title, Small Integer, Text, Time, To Print Flag, Yes/No, Expiry Date

Sort: This outputs the data by alpha numeric ascending i.e. A - Z.
Applies To: Card Designation

Aspect Ratio: Can determine the size of the Image as seen by the user and stored on disk.
Applies To: Image
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Appendix E - Expressions

The text object along with the barcode object and the magnetic encoder information make use of text
expressions. This allows text fo be fixed, variable, or a mixture of the two. Fixed text is simply typed into a
text expression box. Variable fext is entered between square brackets (i.e. ‘[J'). Variable text is calculated
when the card is printed.

All fields from a database can be used plus SerialNumber which is incremented every fime a card is
printed.

Proper arithmetic expressions may be used such as brackets. +,-,* / and these all follow the normal
mathematical rules. '+ may be used fo join strings of characters together, but ‘&' is preferred as it is the
concatenation operator.

Unary minus operator is also allowed. All string constants should be enclosed within double quotation
marks, for example: “string” To use a double quote inside a string, precede the double quote with a
backslash. For example, “string\"value” represents the text string“value.

FieldName

The contents of the field ‘FieldName’ are substituted for the name of the field. It is this mechanism which
is used to print record information onto a card. All field names or expressions using functions must be
enclosed by square brackets [] or they will not be evaluated.

DateTime("format”)

This will insert the date and time the card is prinfed in the format required. The value of ‘format’ denotes
how the date and time will appear. The value of ‘format’ must be included within double quotation marks
for it fo work. It can take on any of the following values:

Format Value Result

Long Date Display the date in a long format (month spelled out)

Medium Date Display the date in a medium format (month abbreviated)
Short date Display the date in a short format (month as number)

Long Time Display the time in a long format (includes seconds)

Medium Time Display the time in a medium format (12-hour time with am/pm)
Short Time 24 hour format

In addition the following characters can be combined to form a custom time or date.
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Character
d

dd
ddd
dddd
w

ww

m

mm
mmm
mmmm
q

y

Yy

yyyy
h

hh

n

nn

S

ss
AM/PM
am/pm
/
<space>

Result

day of the month

2 digit day of the month
abbreviated day of week

day of week in full

day of week as a number (1=Sunday)
week of the year

month as a number

2 digit month

abbreviated month

month in full

guarter of year

day of the year

2 digit year

L digit year

hour

2 digit hour

minute

2 digit minute

second

2 digit second

display AM or PM in uppercase
display am or pm in lowercase
display "'

display '/’

display "’

Format(fieldname, “format")

This is similar to DateTime() except that it fakes a database field value and allows a greater range of
formatting operations. All format values must be included within double quotation marks in order for
them to be used. In addition to all the formats allowed for DateTime(), Format also allows the following

formats:

Value

Currency
Fixed

Standard
Percent
Scientific
Yes/No
True/False

On/0Off
0 (zero)
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Result

formats the value to the current Windows currency settings

display af least one digit to the left and two digits to the right of the decimal
separator.

display number with thousands separator, at least one digit fo the left and
two digits fo the right of the decimal separator.

display number multiplied by 100 with a percent sign (%) appended fo the
right; always display fwo digits to the right of the decimal separator.

use standard scienfific notation.

display No if number is 0; otherwise, display Yes.

display False if number is 0; otherwise, display True.

display Off if number is 0; otherwise, display On.

display a digit or a zero. If the value has a digit in the position where the 0
appears in the format string, display it; otherwise, display a zero in that position.



# display a digit or nothing. If the value has a digit in the position where the #
appears in the format string, display it; otherwise, display nothing in that
position.

. decimal placeholder

% the expression is mulfiplied by 100. The percent character (%) is inserted

in the position where it appears in the format string.

display a character or a space.

display a character or nothing.

display all characters in lowercase format.

display all characters in uppercase format.

force left to right fill of placeholders

TV AR @

One useful example is: Format(now()+365, "yyyy") to print the next year on a card.

LeftString(fieldname,number)

This will display the first 'number’ characters in the field ‘fieldname’,
For example, with the Name field confaining the name "“FredBloggs”,
LeftString(Name, &) will display Fred.

RightString(fieldname,number)

This will display the last ‘number’ characters in the field ‘fieldname’.
For example, with the Name field containing the name "FredBloggs”,
RightString(Name, 6) will display Bloggs.

MidString(fieldname,position,number)

This will display up to ‘number’ characters from position 'position’ in the field ‘fieldname’.
For example, with the Name field confaining the name "FredBloggs”,
MidString(Name, &, 5) will display dBlog.

The ‘number’ value may be omitted to return the rest of the string. For example:
MidString(Name, 4) will display dBloggs.

UpperString(fieldname)

This changes the confents of the specified field fo be all in uppercase characters. The upper-cased
contents are only displayed or printed - the actual field contents are not changed.

LowerString(fieldname)

This changes the confents of the specified field to be all in lowercase characters. The lower-cased
contents are only displayed or printed - the actual field contents are not changed.
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Now()

This is a function that refurns the current date and fime when used.
For example, a text object sef to have Now() as the text will produce similar results to the following
output when the text object is seen on the card design:

20/04/2002 22:65:59  (Ultimately, this format depends on the PC's Country locale settings)

Of course, the date and time will be different, but the format will be the same. Now() may be used with the
Format() or Left/Right/MidString() expressions to extract parts of the date or time.

The Now() field name does not need to be defined in the Sample Data list as it is a built-in function of
CardDesigner.

SpaceOuf(fieldname,number)

This is an unusual function in that it splits the field into a series of strings separated by spaces. The
spacing is sef by the value of 'number’ although each digit of the number is taken as a number itself.

For example if the field ‘Barcode’ had the value 1234567890 then:
SpaceOuf(Barcode,3421) would produce 123 4567 89 0

This can be very useful when formatting serial numbers or barcode numbers.
Some more examples of text entries are:

Format Result

Name: [Name] Name: Smith B.
[Surname],[Name] Bloggs, Fred

Today is [DateTime("dddd")] Today is Monday
The time is [DateTime("h:mm AM/PM)"] The time is 11:23 AM
Hello [Name] foday is

[DateTime("Medium date")]. Hello Fred today is 30 May 2002.
[Format({Number],000000) 0001354
[LeftString([Surname],3)] Blo
[MidString([Surnamel,3,2) og

Max(a,b,...)

Returns the maximum value in the argument list.
For example, Max(1,5,8,12,4,9) returns the value 12.

Min(a,b,....)

Returns the minimum value in the argument list.
For example, Min(1,5,8,12,4,9) returns the value 1.
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Len(string)

Returns the number of characters in the string.
For example Len("Bill") returns the value &.

Trim(string)

This removes any spaces from the beginning or end of the string.

Hex(value)

Converts a numeric value to hexadecimal format.
For example, Hex(124) returns 7C.

Int(value)

Converts the value to an infeger value.
For example, Int(12.4) returns the value 12.

LeftFill(value, length, string)

This takes a value and pads it out fo the length specified using the string value added to the
left of the value.
For example, LeftFill(12,5,"0") returns 00012.

RightFill(value, length, string)

This takes a value and pads it out fo the length specified using the string value added to the right of the
value.
For example, RightFill{12,5,“0") returns 12000.

ZeroSpace(string,number)

Pads the string with zeros until it is ‘number’ characters long.
For example, ZeroSpace(12,5) returns the value 00012.

FirstName(f)

Returns the first name of a person in a VisitorPass32 database.
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SurName(f)

Returns the last name of a person in a VisitorPass32 database.

FullName(f)

Returns the first and last names of a person in a VisitorPass32 database.
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Appendix F - Supported Barcode types

Here is a list of supported barcodes used within CardDesigner. Many of them are very specific
- descriptions are given where available for the more popular ones.

D
0

@ WU WN =

10
"

13
14
15
16

17
18
19
20
21
22
23
24
25
26
28
29
30
31
32
33
34
35
36
37
38
39
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Barcode Name

EAN13"

EAN-8"
EAN13+2"
EAN13+5"
UPC-A"
UPC-E"
ITF-14"
ITF-6"
Code 39"

Code 128"
EAN-128"
20f 5"

I-2 of 5"

30f 9"
Code B”
Code 11"
Codabar”

MSI”

Ext Code 39"
UPCA+2"
UPCA+5"
EANB+2"
EANB+5"
UPCE+2"
UPCE+5"
Telepen numeric”
Telepen ASCII"
PostNet A"
PostNet C-5"
PostNet C-9"
FIM A"

FIM B"
FIMC"
RM&SCC”
L-State"
Code 93"

Ex Code 93"
ISBN"
Matrix 2/5"

Description if available

"Numeric-only 13-digit code used in Europe for retail article numbering. There
are variants with an extra 2 or 5 digits (EAN13+2 and EAN13+5). ISBN and ISSN
are EAN13 variants”

"EAN-8 is a simpler 8-digit form of the more common EAN13 code”

"Variant of EAN13. Has an extra 2 digits after the main EAN13 code”

"Variant of EAN13. Has an extra 5 digits after the main EAN13 code”

"Commonly used alphanumeric code. Was the first code to be able to represent
letters”

"Fairly uncommonly used numeric only barcode type. -2 of 5 is much more com
mon.”

"A commonly used numeric only barcode type. This code encodes digit-pairs fo
produce an efficient code. Encoding as digit pairs implies that it can only produce
even length barcodes”

“Codabar is a numeric code that allows 6 additional characters ($: /. +-). Thisis a
fairly common barcode type”



40 Plessey"”

41 Australia Post”

42 Swiss Post”

43 Deutsche Post”

L DUN-14"

45 Planetf Origin”

L6 Planet Destination”
L7 SISAC”

48 ISSN"

49 ISMN"
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Index

About ImageBase, 172
Absolute measurements, 104
Absolute sizing, 104
access rights, 161
Align tab, 65
Align fo bottom-most edge, 66
Align fo centre of object, 66
Align to horizontal centfre of card, 66
Align to horizontal centre of object, 66
Align fo left-most edge, 66
Align fo right-most edge, 66
Align fo top-most edge, 66
Align to vertical centre of card, 66
Align fo vertical cenfre of object, 66
Alignment Tools, 66
Angle tab, 82
Appendix A - Expressions, 173
Appendix B, 174
Arrange Icons, 159
Back Tab, 98
Barcode tool, 84
Barcode types supported by CardDesigner, 188
Bitmap Properties, 88
Bitmap tool, 86
Bitmaps
placeholder, 87
Resize to Fill Card, 87
Bitmaps and resolution, 87
Box tool, 75
brightness, 42
bubbles, 70
Card Print Logs, 130
Cascade, 169
Change Password for <username>, 123
Close Database, 113
Colour Selection, 65
The CMY tab, 65
The Named tab, 65
The Pallette tab, 65
The RGB tab, 65
Complefe Log, 130
Configuring cameras and scanners, 44
Context-dependent menus, 111
contrast, 42
Copy, 63

190

Copying objects, 63
correcting colour tints, 43
Creating and deleting user accounts, 161
Current Record Pane, 33
currently selected field, 34
cursor styles, 70
Cut, 63
Database Field Types, 177
Card Designation, 177
Card Print Count, 177
Card Print Date, 177
Date/Time, 177
Image, 178
Integer, 178
Last Modified, 178
Memo, 178
Record Creation Date, 179
Report Title, 179
Text, 179
To Print Flag, 179
Unsupported Type, 179
Yes/No, 179
date displaying on card, 182
DateTime, 182
DateTime(), 182
default card printer, 95
Delete, 63
Detail tab, 85
Edit > Copy, 102
Edit > Cut, 102
Edit > Delete, 103
Edit > Duplicate, 102
Edit > Layers..,, 108
Edit > Paste, 103
Edit > Precise Control, 104
Edit > Redo (action), 103
Edit > Select All, 103
Edit > Serial Number..,, 107
Edit > Snap to Grid, 106
Edit > Undo <action>, 103
Edit menu, 100
Editing buttons, 62
Exit, 124
expressions, 182

Field Contents, 113



FieldName, 182
File > (list of most recently used files), 100
File > Choose Printer..., 95
File > Close, 92
File > Exit, 99
File > New Design Window, 91
File > New..., 90
File > Open..., 91
File > Page Sefup and Information..., 97
File > Print..., 94
File > Save, 93
File > Save As..., 93
File Menu, 112
Font tab, 79
Format(), 183
Front Tab, 97
Gamma Correction, 55
General Tab, 97
Grid, 110
Help menu, 110, 170
Image Batfch Import, 113
Image Box, 41
Blank Image, 41
Capture Properties, 41
Copy to Clipboard, 41
Enhance Image, 41
Paste from Clipboard, 41
Image tool, 77
ImageBase32 Field, 78
Images
free, 78
portrait, 78
square, 78
Import Data, 113
Importing records, 117
Increment, 107
Info Tab, 99
Layers, 73
LeftString(), RightString(), MidString(), 184
Lock/unlock record list button, 34
Locked layers, 108
Locking an object, 73
Magnetic Encoding Options, 89
Main Record View, 32
Main Toolbar, 59
Menu Structure, 90, 112
Most Recently Used file list, 124
Moving Objects, 70
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Moving objects using the keyboard, 71

MRV, 32
New Design, 59
Next Serial Number, 107
Non-TWAIN sources, 42
Notes, 68
Now(), 185
Open Dafabase, 112
Open Design File, 60
orientation of barcodes, 85
Password settings, 163
Paste, 63
Pattern, 107
Pick Colour, 63
Position tab, 104
Precision placement, 103
Printable layers, 108
Program Window, 58
Properties, 72
Properties of Barcode objects, 83
Properties of Box objects, 69
Properties of Image objects, 72
Query Builder, 133

Clauses Tab, 140

Field boxes, 140

Op - <, 140

Op - '<=', 140

Op - '<>' 140

Op -'=" 140

Op - ">, 140

Op - ">=', 140

Op boxes, 140
Quick Position Changes, 105
Quick Size Changes, 105
QuickSearch Tool, 34
Record List Pane, 33
Records With No Image, 132
Redo, 63
Refresh, 68, 109
Relative measurements, 104
Relative sizing, 105
Re-sizing, 71
Sample Datg,
Sample Field List, 115
Save As, 61
Save Design File, 61
Select Mode, 69
Select Printer, 121



Select TWAIN Source, 122
Selecting objects, 69
Set <username> as the Default User, 116
Set Colour, 64
Shadow tab, 83
Size tab, 105
Snap To Grid, 68
SpaceOut(), 185
square brackefs, 183
Style tab, 80
Text tab, 79
Text tool, 79
The Design Toolbar, 69
The View menu, 109
time
displaying on card, 1782
Toolbar, 34, 59, 69
Add Record, 34
Add to People Picker, 39
Delete Record, 35
Edit Record, 35
Grab Image, 35
Misc Options, 38
Notes for Database, 38
Print Card, 37
Refresh Record List, 39
Scan Image, 37
Show People Picker, 40
Tools menu, 114
TWAIN Sources, 42
Undo, 63
UpperString(), LowerString(), 185
user accounts, 161
View > Grid, 110
View > Refresh, 110
View > Sample Data..., 110
Visible layers, 108
Wildcards, 137
Window menu, 169
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