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Picture Taking 

 

� Sony Mavica Disk holds between 20-25 photos 

� Use Normal setting  of 640x480  

� Picture background should be a solid background. 

o White backgrounds can wash out subject’s face. 

o Black backgrounds may be too dark. 

o Experiment with different backgrounds to find one that’s best. 

� Center student’s face in the view finder.  

� Record student information for each picture. 

o See CAASS Photo Disk Catalog as an example. 

� View picture taken before taking next picture using camera display. 

 

Transferring Photos into CAASS 

 

� IMPORTANT:  You MUST be at the CAASS Server to import photos. 

� All CAASS ids are processed in PhotoID.   

� CAASS security enables you to set up one User Login for all CAASS applications. 

o Security clearance dictates ability to use various features of the CAASS system. 

o Need to have at least Attendance Personnel authority to sign into PhotoID. 

� Camera Floppy loads directly into CAASS Server floppy drive. 

� When transferring images into CAASS you must identify picture type: 

o Student; 

o Teacher/Staff. 

 

Notes 
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Transferring Photos into CAASS – continued 

 

� Student mode provides 2 ways to identify a photo: 

o Direct entry of StudentID number; 

o Search for student by name.  

� Teacher/Staff mode only allows for searching by name. 

� You do not need to identify ALL photos before transferring. 

o Minimum of one photo must be identified before transferring. 

o Ability to retransfer a photo from an “old” disk. 

� Ability to keep/remove photos from floppy once photo is transferred. 

� Ability to stage photos for printing from transfer. 

 

DEMO: Logging into PhotoID and Transferring Pictures 

 

Creating an ID Card Template 

 

� Student Information available to put on cards includes:  Student’s photo, Name, ID number, 

Date of Birth, Grade, Homeroom number, Academy, Bus number, Student’s schedule, Meal 

Code symbol, Gender, and Zip code. 

� School Information available to put on cards includes:  School Name, School Logo, and District 

Name. 

� Ability to add user-defined text. 

� Ability to print logos for academies, grades, or user-defined. 

 

DEMO: Creating an ID Card Template 

Notes 
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Creating an ID Card Template - Continued 

 

� Ability to print a second barcode. 

� Only have 2 options – Student ID or Social Security Number. 

� Ability to change font size and colors. 

� Ability to print background image or color. 

o Caution: background can interfere with barcode. 

o IMPORTANT:  Test card to ensure that background is ok. 

� Ability to print on both sides of the card if ID printer supports dual-sided printing. 

� Ability to print Portrait or Landscape. 

� Ability to preview and print a sample of template. 

 

 

DEMO: Modifying an ID Card Template 

Printing ID Cards 

 

� Cards are printed from a queue of selected entries. 

o Entries can be added by searching by name. 

o Entries can be added by homeroom selection. 

o Entries can be added during photo transfer. 

o Entries can be added from ScanStation. 

� Ability to print a subset of entries. 

o Only student entries. 

o Only teacher/staff entries. 

o All student entries in a specified grade. 

o All student entries in a specified academy. 

� One of 2 templates will used. 

o All student entries will use Student Template selected on the Print ID Cards window. 

o All teacher/staff entries will use Staff Template selected on the Print ID Cards window. 

� Entries must be cleared from queue before printing next batch. 

� Print cards in batches no larger than 30 cards. 

� IMPORTANT:  Test 1 or 2 cards from each batch before printing next batch. 

 

 

DEMO: Adding ID Cards to Print Queue 

Notes 
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Student Photo Disk Catalog 

Disk Number:  

Picture 

on Disk Student Number Student Name Grade 
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