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Introduction

Welcome to LYNX Enterprise. The following guide will explain the basic user functions of
LYNX Enterprise. This manual contains four sections but more will be added in the future.
Visit our website and click on the Support Tab to see when other sections become available.

Although your Administrators can change the default labels in LYNX Enterprise, for the
purpose of this guide we will use the default labeling. Therefore when referring to “Projects”
keep in mind that your organization may have changed it to something else such as “Cases” or
“Files”, etc.

When you see the word “Photos” used, it not only is referencing photo images that can be
acquired into LYNX Enterprise but all other data types that are accepted into the database as
well. This includes video, audio, pdf document, and all accepted image files. For a complete
list of accepted formats visit our website and click on Support or click on this link
www.lynxpm.com

Your ability to do certain operations in LYNX Enterprise is directly connected to your user
rights or group rights that the Lynx Enterprise Administrator (Administrator) has assigned to
your login. If you find that you can not do certain functions or use certain described features,
ask your Administrator if they can be assigned to you. NOTE: LYNX Support Technicians will
not grant any request to change rights that an Administrator in your organization has set for
you.

You can contact LYNX Technical Support directly for more information on any of the features
and options in the Lynx Enterprise Software.

E-mail: support@lynxpm.com Phone: 877-955-7711 x82

Thank you for using Lynx Enterprise.
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Section 1 0 – Acquiring Photos

1.1 Open LYNX Enterprise (Enterprise) by clicking on the icon on your desktop or by choosing
Start/All Programs/LYNXPM/LYNX Enterprise.

Your initial screen will look something similar to this.
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1.1 Locating Photos for Acquiring

Open Lynx Enterprise

Click on the “Media Lab” on the Top menu Bar (looks like a small camera)

Click the “Acquire Media“
button on the bottom of the
window that pops up.

This will open the “Browse For Folder” window,

Choose your source location folder (i.e. camera
drive, hard drive, etc) by expanding your “My
Computer” option then expanding your “Physical
Drive Letter” location and subfolder(s) until you
locate the source data.

If the location of your photos never change (i.e.
same camera, same folder) then this location only
has to be set once.

Note: The source location must be a “Physical
Drive” letter such as F:\ in example to the right.
If your camera does not create a “Physical Drive”
when it is connected to your computer then you
will need a card reader. A card reader will
create a “Physical Drive” letter. Make sure the
card reader is compatible with your camera’s card as you will be removing your camera card and
plugging it into the card reader.

Click “OK”
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Just like the “File to an existing Project”, your newly created
project name will be listed on the header bar above the
thumbnails as the project you are now filing into.
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Section 2.0 – Annotating Photos

2.1 Choosing Thumbnails for Annotation

Now that you have acquired your data
and have chosen a project for filing,
next you will annotate or add your
information to the photos.

The example to the right shows that
you have twelve photos in your unfiled
roll of film and you have chosen to file it
to your “Project” called Doctor’s
Hospital. The “Info Data” fields will not
appear on the right until you highlight
one or more of the photo thumbnails.
You can highlight the thumbnail by clicking on it.

Use the Shift key on the
keyboard to choose a group
of photos. Do this by
clicking on and highlighting
your first photo, then hold
down your Shift key and
click on a photo at the end
of a series you want to
select.

To select individual photos
in various locations on the
screen hold down your Ctrl
key and click on each
thumbnail you want
included in your group.
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If a Search Field is not restricted then you can add a value. To do
this, click on the “Search Field Value…Click to add
new” bar at the top of the value box. A box will pop
up that will allow you to type in a new value. Type in
the value you want and choose “OK”.

Note: Duplicate values will be rejected and you will
get a message box telling you that the value already
exists.

Your added value will now show up in the value box.

Note Regarding Adding Search Fields: “Search Fields” are usually set up ahead of time by the
Administrator; however you may have been given the permission to add them also. If you have the
permission, then the process would be the same as adding a “Search Field Value” except you
would click on the “Available Search Fields…Click to add new” bar. You will get an “Add a Search
Field” box and you can type in the search field label you want to add then click “OK”. Even if you
have the permission to add a “Search Field” you can not make it “Required” or “Restricted” from
here, that is done through the “Edit a Project” process which is explained in detail in the Lynx
Enterprise Administrator’s Manual.

2.4 Assigning Search Field Values to your Photo

In order to add a Value to your
photo, highlight a field and
then highlight a value and
choose “Add” or double click
on the value. This will add the
information to the “Assigned
Photo Search Fields” list at
the left.

Once you choose a field and a
value it automatically goes
down to the next search field.
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The “Look for:” box allows you to start typing information you are
looking for in the value list. Whether you type just the first letter or a
whole word the first matching choice will highlight a little. Then you
can click on the choice and choose “Add”. This is especially helpful
when your value list is long.

You have the ability to choose more than one value for a search field. To choose multiple values you
can hold your “Ctrl” key down on your keyboard and click on the additional values. When you have
them all highlighted, click on the “Add” button and the multiple values will appear on the “Assigned
Photo Search Fields” list.

If you want to add another choice at this point highlight what you want and choose “Add”. If you want to
change the entire list highlight what you want and choose “Replace”.

When you are finished Assigning your Values to your photo then
click “OK”
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Now you will notice that the Search
Fields and the Values you have
chosen are listed in the Search Field
Section on the “Info Data” tab.

2.5 Assigning Search Field Values to a Group of Photos

To assign values to a group of photos the instructions will be the same only
when you highlighted and chose multiple photos you will see one difference in
the “Edit Search Fields” window. Now you will notice under the photo thumbnail
are “Previous” and “Next” arrow icons and under that an “Auto Repeat” check
box.

If you click on the “Next” arrow icon you can toggle though the photos you have
chosen. As long as you kept the “Auto Repeat” box checked then any values
you assign will be applied to all the photos in this group.

2.6 Working with Unfiled Rolls of Film Information

When annotating an unfiled roll
of film it is important to know
that Search Fields and
Keywords are “Project Specific”
unlike all other field entries. So
if you are working with a set of
images and you’ve filled out
search field information you
must file them before exiting
the roll of film. If you do not
you will lose any search field or
keyword information you have entered.

When you delete photos from an unfiled roll of film they are permanently removed from the database.
This is important to know especially if you selected “Yes” to delete from the source and you do not have
another copy of the photo saved anywhere else.
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Section 3.0 – Filing Photos

Now that you have annotated your photo or group of photos you are ready to “File” them to your
project.

Assuming that you have all
the other information fields
filled in (Caption, Taken By,
Notes, etc) you will notice
that after clicking on “OK” in
the Search field window
your photo, or group of
photos, thumbnail is still
highlighted.

Now you can right click a highlighted thumbnail to get a box that will
allow you to choose “File selected photos”.

When you open your project you will now
see the three photos you selected for
filing.

If you did not fill out the other information
fields first or if you need to add to another
field you can fill them in then go back and
highlight the thumbnails of the photos you
want to file.

All required search fields must be filled in on every photo you
are going to file. If any one of the photos are missing
required search fields you will get a message box informing
you that at least one of the photos does not meet the
requirement for filing.
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Section 4.0 – Printing Photos

4.1 Selecting Photos to Print

In order to print a photo or
group of photos you must
again first select the
thumbnail(s) that you want to
print.

After highlighting your
selection you can right click
on a highlighted thumbnail
and choose “Print selected
photos…” from the list or you
can click on the “printer” icon
on the toolbar at the top of
the screen.

The Print Options Window will
open from here you have many
choices for printing.
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4.2 Print Options

Photos/Page: This allows you to choose up to eight photos per page.
The more photos per page the smaller the image will be on the page.
This is especially true when including additional information with the
photos such as Captions and Notes.

Columns/Page: This allows you to choose up to two columns per page.

Align Text: This allows you to choose where to align additional text
information in relationship to the photo you want to include on your
printout such as Captions and Notes.

Header/Footer/Notes: This
allows you to add a Header,
Footer, Notes, include the
current date, and include page
numbers on your printout.

Fonts: This allows you to change fonts for the Header, Photo Info, and Footer
on your printout. Choose “Fonts” from the Menu Bar at the top and then
choose Header, Photo Info, or Footer and a font window will open that will
allow you to change to a font of your
choice.

Click here
for more
choices

Click here
for more
choices

Click here
for more
choices
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Include Letterhead (see Options): This allows
you to select this option by clicking on it to put a
check mark in the box. You will be able to put your
company logo or letterhead at the top of the
printout.

Choose Options on the Menu Bar, then
choose Leterhead Setting…

The Letterhead Option window will
now open. This gives you the option
of changing the default image to your
company image. Click on the Browse
button to change the path to the image
you want to use.

You can change the amount of space
the image takes up at the top of your
printout by changing the Image Height.

Then you can choose the location of
the letterhead image by choosing
where you want it aligned.

Click “OK”

Include Selected Redline Layers: This allows you to print out a
selected redline layer that you created for a photo. Even though you can have multiple redline layers
on a photo you can only print one at a time. You must be viewing the redline layer you want to print in
the Viewer screen prior to printing. To learn more about redlining options in Lynx Enterprise see the
Redlining Section of this Manual.

Include Photo Info: This allows you to choose what additional
information your want included with your photos. Check the “Include
Photo Info” option to open the “Photo Info” choices. Check all of the
photo info options you want to include on the printout. Remember the
more options you include the smaller the photo will be on the printout,
especially if you have multiple photos on a page.
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Section 5.0 – Searching

5.1 Searching for Images Within a Project(s)

To Search your project or projects first click on down arrow next to the
search icon, then choose “Search Projects”.

Choose your Project or Projects
to search

If your list of projects is long you
can start typing in the “Look for”
field. This will take you to the
first occurrence in the list of what
you type in this field.

Click “OK”

Note: You can search multiple projects by holding the “Ctrl” key down and clicking on each individual
project you want to select. If you want to search all your projects then click the “Select All” option
located under the project list. Clicking on the “Clear” button will clear your entire list of selected items.
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A “New Search” box
will open. This will
allow you to choose
the criteria for your
search by choosing
one of the three
search options

The three options can
not be combined with
each other

Option 1: Search Fields: This is the most effective search method because you can do a
combination search based on your predefined search fields.

Option 2: Caption/Notes/Taken By/Source/Photo Number: This allows you to do a combination
search within these specific fields.

Option 3: Keywords: This allows you to do combination searches based on Keywords you have
entered.

Each of the above options allows you
to search using the eight types of filters
listed at the right.

Unchecking the “Date Range” will allow you to narrow
down your search options within specified dates.
Manually enter the dates or click on the down arrow at
the end of the date box to get the calendar option to
pop up. The arrows before and after the Month, Year
will allow you to scroll backwards or forwards one
month at a time.
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Using Option 1: Search
Fields click on the drop
down arrow at the end
of the first box and
choose a “Search Field”

Then click on the drop
down arrow at the end of
the third box and choose
a “Search Field Value”.

When you have your
criteria chosen you
will click on the “Add”
button to add it to
your criteria box

Note: Notice that the
other search options
are now grayed out.
You can not choose
criteria from them to
combine with option
one.

The last choice you make is what type of search this will be.
“Or“ searches will give you all items that meet any of the criteria
“And“ searches will give you all items that meet all criteria

Continue to choose your criteria adding it to the criteria box until all your choices have been made for
this particular search.

Click “OK”
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The results of your search will be
displayed. This includes all media
that met the criteria you choose.

5.2 Creating a Saved Search

Following the same
procedure as in
section 5.1 before
clicking on the “OK”
button you would
click on the “Save As”
button.

A “Save Search” box will appear
allowing you to enter a name for
your search you want to save.
The drop down arrow will also
allow you to choose a previously
saved search. A box will open
telling you the search already
exists and if you want to overwrite
it.

Click “OK”

This takes you back to the “New
Search” box where your “Saved
Search” is listed at the bottom.

Click “OK” to see your results.
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5.3 Retrieving a Saved Search

To run, edit, or delete a search that you have saved click on the dropdown
arrow on the Search icon and choose “Get a saved search”

The “Saved Search Options” box will pull up. You can highlight
your search that you want to work with. Then choose what you
want to do next.

“Run selected search”: This will run your search and return
the results on the screen.

“Copy search link to clipboard”: This will copy the link to the
clipboard where you can then paste it into other

programs/documents as a hyperlink. This can only be used if your
Lynx Administrators have setup Universal Link and all the
requirements needed for it to work.

“Edit a search”: This will pull up your search in the “Saved
Search” box allowing you to change and overwrite the criteria, or add to the criteria to run or save

additional searches.

“Delete a search”: This will allow you to delete any saved searches you no longer need.


