(list of tasks for each tour)

PHOTOGRAPHER STATION
· Note the Tours Start-#: Write down the # on the 1st card that will be distributed to a customer (this is the Start # associated with the tour).  Write this number down on the schedule.
· Announce Jowdy Introductions:
· Take the pictures: & distribute cards.
· Check with the crowd: making sure everyone has had the opportunity to take a picture.
· Transfer the photos to the Concourse Folder: Once the tour departs: Transfer a ‘copy’ of the picture files from the SD card to the ‘concourse folder’.
· Deliver Private Tour cards to the production Station.
*Communicate any out-of-the-ordinary situations to the production station.*
(for example a Private tour was shot on the green screen)





PRODUCTION STATION
Transfer and note the files to be processed for the tour:
· Transfer Photos to the Station:  Transfer a ‘copy’ of the picture files from the ‘concourse folder’ to the ‘station folder’.
· Note the ‘total # of new files’: Once the transfer is complete the new files should be highlighted in the station folder, look at the bottom of the screen and write down the ‘total # of new files’ (this is the “# Shot”).
· Note the ‘Start # - End #’ and ‘#shot’  for the tour: on the tracking sheet, write down the Start # (the 1st picture taken) and the ‘End #’ of the new batch of pictures.  

Print each picture:
· Refresh darkroom: go darkroom & hit ctrl + F5.  
· Add the border: Scroll to the top of the list of photos, and select the top photo.  Hit ‘B” to apply the ‘sheet template A’ (under ‘photo sheets’ tab).
· Edit the picture if necessary.   Add/dropout as necessary.
· Resize and place the picture in each background. 
· Print the picture:  Hit ‘1’ + ‘enter’.
· Click Save the picture as new copy.  
· Scroll down to the next picture, and repeat this process until the all new files have been printed.

Transfer the edited copies to the Raster station.
· Go to the station folder and select the .edp files you just created.
· Copy and paste into the concourse folder.






RASTER STATION

Transfer JPEG Photos to the Station:  
· Go to the “concourse folder”.   Select all the JPEG files.  Press “CRTL + C”
(This will ‘copy’ of the JPEG files from the ‘concourse folder’).
· Go to the ‘Station Folder’.  Press “CRTL + V”
(this transfer a copy of them into the ‘station folder’). 
· Refresh darkroom:   Go to darkroom.  Press ”CTRL + F5”.  
**This must be done BEFORE moving to the next step**

Transfer ‘editable files’  to the Station:  
· Go to the “concourse folder”.   Select all the editable files.  Press “CRTL + X”
(this will ‘cut’ them from the ‘concourse folder’).  
· Go to the ‘Station Folder’.  Press “CRTL + V” 
(this will ‘paste’ them into the ‘station folder’).
· Refresh darkroom:   Go to darkroom.  Press ”CTRL + F5”.  

Change the Border & Raster the ‘editable files’:
· Scroll to the top of the list of photos.  Select the top editable file.  
· Press “B”.  Apply the Star border (under the ‘digitals’ tab).
· Press “4”, then press ‘Enter’.
· Click “* Save Changes”.   
(Notice when finished, the thumbnail view of the editable file will change from the sheet view to the final rastered digital copy).



DARKROOM  (GAME DAY)
TRANSFER PHOTO											  
· FAN PHOTO →  “Fan Photos Folder”  →  ‘Ctrl + F’ →  Type ‘####’ from card  →  Select Photo  
· [bookmark: _GoBack]GREEN SCREEN  →  “GS East Station Folder” →  Select Photo  
· Press ‘CRTL + C’  →   ‘Station Folder’  →   Press “CRTL + V”.
**This must be done BEFORE the next step**
EDIT PHOTO											  	
· Refresh Darkroom:  In darkroom.  Press ”CTRL + F5”.  
· Select Photo:  Scroll the ‘photo List’ (left window)  →  Click ‘▲’ →   Select photo.
· Apply  Border:    Press ‘B’  →   Under “Photo Sheets” tab   →  Apply the correct Border.
· 
· Fan Photos  →  ‘LIVE Photo Sheet A’
· Green Screen  →  ‘GS Photo Sheet A’
· 
· Edit the Photo (as Necessary):
· Move/Resize Photo:   Resize via mouse scroll;  Click/drag into position.
· Dropout:  Click ‘Dropout tab’ on the ‘bottom menu’.
· Save Edits:   Hit ‘Save As New Photo +’

PRINT PHOTO											  	
· Print the picture:  Press  ‘1’   >   Press  ‘Enter’.             Place the Photo sheet into a clear bag.

CUSTOMER CHECK-OUT										
· Login to the POS (‘1111’ then ENTER)
· Ring up items   →  Hit ‘credit card’ →  Hit ‘pay’  →  Hit ‘ok’.
· 
· PHOTO SHEET    =   ‘Single Sheet’ $29.99
· 2nd + Photo sheets   =   ‘Additional Sheet’ $9.99
· DIGITAL-ONLY   =   ‘Digital Image’ $25.99
· SHEET + DIGITAL   =  ‘Mega Pack’  $34.99



 DIGITAL COPY (if ordered):	*** CUSTOMER CHECK-OUT FIRST!!**					
· Apply  Border:    Press ‘B’  →   Under “Digitals” tab   →  Apply the correct Border.
· 
· Fan Photos  →  ‘LIVE Digital’
· Green Screen  →  ‘GS Digital 01 Star’
· 
· Press ‘2’  →   Press ‘Enter’.  







RASTER STATION


Transfer ‘editable files’  to the Station:  
· Go to the “concourse folder”.   Select all the editable files.  Press “CRTL + X”
(this will ‘cut’ them from the ‘concourse folder’).  
· Go to the ‘Station Folder’.  Press “CRTL + V” 
(this will ‘paste’ them into the ‘station folder’).
· Refresh darkroom:   Go to darkroom.  Press ”CTRL + F5”.  

Change the Border & Raster the ‘editable files’:
· Scroll to the top of the list of photos.  Select the top editable file.  
· Press “B”.  Apply the Star border (under the ‘digitals’ tab).
· Press “4”, then press ‘Enter’.
· Click “* Save Changes”.   
(Notice when finished, the thumbnail view of the editable file will change from the sheet view to the final rastered digital copy).



SALES STATION.
PHOTO DISTRIBUTION
· Retrieve the Photo Packages with the correct “Guide sheet” for the incoming tour.
· Remove the “Guide Sheet” and place it on the Sales Station.
· Distribute photo packages to customers.

· Once all customers have their photos, 
· Place Packages for No-show customers to the side (keeping them separate from any photos that are declined during this process).
· Ask the customers in line if they have any questions.
· Check-in with the sales station to see if they need help with ‘Additional Product production’.

CHECK OUT CUSTOMERS.
· Login to the POS.
· Ring up what they want to purchase and select credit card, and pay, then okay.
While the customer is paying:
· Collect the tag.  Place it onto the “Guide sheet”.
· Produce any Additional Products being purchased  (see below).
· Place all purchased items in a blue bag.

ADDITIONAL PRODUCT PRODUCTION.
· If the customer ordered the digital copy:
· On the Raster Station, In darkroom, 
· Press ‘F’. Type the “Card#”, Adding “_0”. Press ‘enter’.  
(this will bring up the final edit of the digital copy)
· Press ‘2’, then Press ‘enter’.  (this will bring up a screen to enter the customers phone #).
· If the customer ordered Additional Sheets:
· On the Production Station, In darkroom, 
· Press ‘F’. Type the “Card#”, Adding “_0”. Press ‘enter’.  
(this will bring up the final edited version of the Printable sheet)
· Press ‘1’, then Press ‘enter’.  
(this will print an additional copy of picture).
TOUR RETURN CLOSE-OUT
Once all customers have been checked out, 
· Count the # of tags collected (this is the ‘#Sales’ for this tour group).
· Process Waste photos.
· Place Packages for No-show customers on top of the “No-Show”  Waste pile.
· Count the # of packages and remove them from their bags.
· Note the # of “No-shows” for the tour on the “Tracking sheet” 
· Place Packages that are declined by customers on top of the “Declined”  Waste pile.
· Count the # of packages and remove them from their bags.
· Note the # of “Declines” for the tour,  on the “Tracking sheet”. 

· Document the Totals for the tour on the “Tracking sheet”.
· Write the ‘# Sales’, 
· Note the # of “No-shows” for the tour, on the “Tracking sheet” 
· Note the # of “Declines” for the tour,  on the “Tracking sheet”. 
· Ensure all photos are accounted for:
· Add the #sales, #no-shows and #declined.   Subtract this from the #Printed.
· Note #thefts









Does the total = zero?


Yes


NO


The total was negative.


Tour Close-out complete :)


Note the # of thefts on the Tracking sheet.


This indicates Theft.  Put the tags in numerical order, and identify the missing tags, accounting for the tags still on no-show and declined photos.  and tags not printed.  


The total was positive.


This indicates a mistake in the Numbers provided at Product Production.  


Recheck your #print & #Not printed.
































