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Proof card workflow tutorial   

 
●​ In Netlife Photosuite you are able to offer proof cards (order forms) in combination 

with online ordering to increase your service to your schools and customers.  

 

●​ The proof cards can easily be designed and customized based on your sales strategy 

and offering. You can select to use one or multiple images on your proof, and even add 

a group picture in combination with the portraits.  

Custom job - and subject information will be added automatically on the proof card 

template, reducing manual labor processing the proofs. 

 

●​ The proof card PDF can automatically be sent to a defined email address or directly to 

the assigned photographer(s). You can also download the proof card PDF instant from 

the cloud based admin panel. 

 

●​ To place an order from the proof cards, you simply scan the barcode on the proof in 

the cloud based system. This will give you the freedom to decide who can place orders 

from the proof cards regardless of location.  

 

●​ Automatic quality assurance features in all steps of the process, will reduce the 

chance for human errors. 

 

●​ Proof card orders will automatically be merged with the online orders (if they are 

linked to the same pickup location). The orders will be held in a stalling facility on the 

server and you can define when you would like to print the orders, based on the 

capacity of the lab. 

 

●​ All orders will be sent in a batch for bulk production defined by the pickup location. 

The orders will automatically be sorted by group, to ease your internal packaging and 

logistics.  
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How to design and tag a proof card template 
 

You create your proof card by designing it in i.e. Photoshop. This image will work as a 

background image on the template and it is uploaded to the admin panel using the PDF 

template feature. 

 

The background image needs to be a 2480x3508 pixel JPEG RGB image. 

 

You may select to design your template with landscape or portrait orientation. 

 

A proof card PDF template needs to be tagged with image/info tags, where the content will 

automatically be inserted in the tag location on the background image, etc. subject name, 

group and image access code for online ordering. Just drag and drop the tags to the 

background image. 

 

The following info/image tags are available in the PDF creator: 
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How to set school pickup expiry -and proof return date 
 

You can select to let the system automatically calculate the school pickup expiry date for 

online orders and the proof card return date added on the proof card template, or override 

the date on job level.  

 

Job type-Advanced options 
 

School pickup expiry -and proof card return date will automatically be calculated if a value is 

defined in the following fields in job type advanced settings: 

 

Set "School pickup expire date" to x days after job status 9 

Set "Please return by" to x days after proof card is generated 

 

 

Setting on job level 
 

If you would like to use different dates than those automatically calculated you may do so by 

entering dates manually in the following fields in admin-job: 

 

«Override school pickup expire» 

«Override school proof card return date» 
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Proof card PDF processing 

 
 

The proof card PDF can automatically be sent to a defined email address or directly to the 

assigned photographers. You can also download the proof card PDF instantly from the cloud 

based admin panel. 

 

How to send the proof card automatically by using “code types” 
 

The PDF can be created and sent automatically to an email address, when the job is activated 

for webshop. 

 

When creating a PDF code type you may activate options to split the PDFs created by job, and 

sent to the photographers added to the job: 
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How to “manually” process the proof card pdf in admin 
 

You can easily download or send the proof card pdf manually, by pressing the “Download 

PDF/csv” on the job. 

 

 

 

 

Select template and criterias and press the download PDF button, or push the “Send PDF to 

photographers”.  

 

The PDF will automatically be downloaded or sent to the assigned photographer(s). 
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How to select/add pickup location for school delivery 
 

 

You can select or add a pickup location using the feature on the job right hand menu. 

 

 

 

You may create a new address or select one from the database created in previous 

jobs/years. 

 

 

 

 

If school delivery is activated and you haven't added a pickup location, the system will show a 

pop up dialogue, asking you to add a new location or select an existing location.  
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Quality assurance on image tags in Checkpoint 
 

 

In admin: Checkpoint, you can process a summary and screen through the subject list, to see 

if there are any subjects missing an image tag, provided you use proof cards with more than 

one image tag. 

 

The system will automatically show a warning if the photographer’s favorite tag is missing. 

The picture set as the photographer’s favorite will be added to the products in the webshop 

as default image. 

 

 

 

Payment handling for proof card orders 
 

 

Normally proof card orders are paid in advance by cash put in the proof card envelope 

returned to the school/photographer. Netlife can activate payment option PREPAID_CASH 

which then should be selected when scanning proof cards as any displayed online payment 

options in the proof card module are inactive. 

How to place orders from proof cards  
 

Collected proof cards are registered at yourdomain.com/proofcard/ 

 

Photographers may scan returned proof cards by using their login at 

yourdomain.com/booking/, then swap url to yourdomain.com/proofcard/  

This will increase the workflow efficiency as photographers won’t have to return the proofs to 

the head office. 
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If your head office staff should process proof cards we recommend to create a separate user 

for that, i.e. “proof card admin” with access cap_role_admin. Find the user in admin, then 

select “Login as user” and swap the url to yourdomain.com/proofcard/ 

 

Scan the barcode or enter the barcode numbers manually if the barcode is “broken”. 

 

The barcode is unique per subject, regardless of what job they are registered on, and it is 

used to identify the subject in the database. Each subject in the system (with or without 

names) will get a unique UUID. 

 

 

 

Change delivery and payment options if the default settings are incorrect for this job. 

 

Select the ordered package by clicking the package name, or enter a number.  

Only packages and products connected to this job will be visible in the list. 

 

If the proof card contains more than one image, you may select an image tag representing the 

image the end user has selected. Only image tags valid for the subject will be available to 

prevent mistakes. 

 

If you offer single products on your proof card/order form, you may select amongst available 

products and templates in the drop down menu. 

 

If you don’t have name lists and the subject name is a number (dummy subject), you may 

register the subject name if the parents have written the subject name on the proof card. 
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You may also enter parent’s email address and mobile number. This may be set up in admin to 

send automatic email and SMS with the image access code for online ordering as reminder and 

to increase after-sales. 

 

 

 

 

Press “Save and create order” when you have placed the order from the proof card. 
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The last scanned subject will be listed to prevent you from scanning the same proof card 

twice. 

 

 

 

If you still scan the barcode twice, a new warning will appear. 

 

 

 

A list of your jobs with a summary of orders created is available when being logged in as a 

photographer, this is hidden when being logged in as an admin user. You may use this to 

quickly check that this matches the number of proof cards to make sure you have scanned 

them all. 

 

 

 

 

Orders created via yourdomain.com/proofcard/ with school pickup delivery are created and 

stalled in admin until they are manually sent to Lablink for production. 
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How to send stalled orders to production 
 

 

 

Go to the Stalled orders feature in the admin panel to view all stalled orders. Click 'Stalled 

orders by job' to send all stalled orders for a specific job to Lablink. 

 

 

 

 

If you enter a batch id Lablink will detect that this is a batch order and produce everything in 

bulk. 

 

You will receive a warning if you send an order to production; and the job contains 

images/orders in retouch. 

 

 

 

You will also be warned if the school pickup expire date is still valid, to prevent you from 

producing the batch before all orders are received. 
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How batch orders work in Lablink 
 

When selecting a “Ready” order and pressing print, Lablink will ask you if you wish to print all 

other orders in the batch with status “Ready”. You will get information about how many 

orders will be printed. These will be printed in order based on the running number in the 

batch.  

 

If a batch is partially printed (or completely printed) pressing print on a completed order will 

ask you if you wish to print _all_ available orders. This includes any other status than ready as 

well. 

 

Partial batch production should only happen if all orders are not downloaded and the user 

agrees to print. 

 

The orders will be sorted groupwise to ease the distribution. 
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How to calculate kickback to schools 
 

 

 

In admin-job-statistics you may use turnover sorted by delivery method to calculate school 

kickback for school delivery orders. 
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