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Getting Started With Spectra 

This manual is designed to assist you in getting Spectra up and working for you right away. You’ll find 
that Spectra is a user-friendly, powerful tool designed to increase efficiency and profitability for today’s 
studios.   
  
This guide is designed to help you get started now - right now - today. Schedule sessions and 
appointments (we’re going to tell you the difference later on!). Start collecting key data about your 
customers that will enable you to get the maximum effect for the least amount of your marketing 
dollars.  
  
Spectra is very intuitive and easy to navigate. We know you’ll soon discover that Spectra is the answer to 
maximizing your time, to getting the most out of your studio and your employees.   
  
This Getting Started Guide is geared for the basics - to give you the benefits of the program 
immediately. As with most software programs, you will find that there are several ways of accomplishing 
certain tasks in Spectra. To avoid confusion, we’ll keep it simple. Use Spectra the way that works best for 
you.  
  
Accurate and comprehensive customer information is one of the building blocks for success. Profitability 
analysis is another. Spectra is the glue that holds those blocks together to allow you to reach the top. 
  

Words to the Wise 

Throughout this guide, you will see items that contain the following graphics: 
  
 

ATTENTION! Contains an important fact or warning. 

  
 

HERE'S A FLASH FOR YOU! Provides helpful hints, definitions and tips. 

  
 

WHO KNEW? Voices the questions that may be in your mind. 

  
 

PATHWAYS TO SUCCESS  Offers tips on how to reach the full potential of Spectra to build up 

your business and your reputation as a studio that exceeds customer expectations, along with 

maximizing both studio and employee efficiency. 
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Spectra Product Comparison 

Spectra offers three main products, Express , Standard , and  Professional . The Express product 
is less complex and may just have the features that you want. The Standard product has a few more 
features, and the Professional product has the complete list of features available. 
  

Studio Management       
Home page 
    Real-time and trend information 
    Schedule, task list, weather forecast 
    Shortcuts to commonly used features and external websites and applications 

  
 

Calendar 
    Easy-to-use graphical calendar 
    Single-click scheduling 
    Schedule by user and by resource 
    View & print multiple schedules easily 
    Daily, weekly and monthly views 
    Drag-n-drop rescheduling 

  
 

Clients & prospect tracking 
    Family members 
    Birthdays & anniversaries 
    Multiple phone numbers 
    Email addresses 
    Complete client history 
    Loyalty Program 

  
 

Session tracking 
  

 

    Social event (weddings)     
 

    Organization (schools & seniors)     
 

Invoices & estimates 
    Invoice for fees, prints, albums, frames, etc 
    Create estimates 
    Sales Tax 
    VAT/GST tax support for Canada, Australia & EU 
    Cash, check and credit card payments 
    Merchant Warehouse credit card processing 

  
 

Print Session Confirmations, Invoices, Receipts 
  

 

Reporting 
     Client, Session, Invoice, Payment List Reports 
     Analysis & Trend Reports 
     Accounts Receivable Aging Report 

  
 

Production Tracking     
 

Order Status Reporting     
 

Digital Workflow       
Sales presentation 
     Rank, sort, group, and crop images 
     Show images in black & white and  sepia 
     Side-by-side compares and actual image sizes 
     Slide show with music 
     Print contact sheets and proof sheets 
     Print invoice image detail with thumbnails 

  
 

Import images (download, renumber, auto-rotate, and archive) 
  

 

Photoshop integration 
  

 

Image archiving 
  

 

FTP or burn images for ordering 
  

 

Render images for proofing and printing   
 

 

Group capture (tethered capture)     
 

Drag-n-drop digital composites   
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Advanced Invoicing & Reporting       
Item options, enhancements, quantity based discounts   

 
 

Multiple price list   
 

 

Customer deposit tracking   
 

 

Employee commission tracking     
 

Product line reporting     
 

Gift certificates tracking     
 

Payment plans     
 

Credit card integration     
 

Sales tax reporting     
 

Custom reports     
 

Dashboard – dynamic reporting & budgeting     
 

Marketing Features       
Marketing plans   

 
 

Promotion tracking   
 

 

Phone call tracking   
 

 

Mailing & account labels   
 

 

Form letters – built-in word processing & merge   
 

 

Send individual emails   
 

 

Send bulk emails   
 

 

HTML emailing supported     
 

Triggers – automated emails, letters and calls     
 

Tools & Utilities       
Time clock & time sheets   

 
 

User security   
 

 

Custom filter builder   
 

 

Data entry validations – required fields   
 

 

Bar coding for batch processing   
 

 

Advanced customization   
 

 

Bulk scheduling     
 

Advanced scheduling for multiple times & locations     
 

Yearbook tracking and yearbook CD     
 

Data archiving     
 

Control Center (automated database maintenance and MyStudioPlus.com syncing)     
 

Integrations       
Capture One TM     

 

Express Digital® Darkroom TM     
 

ProSelect TM     
 

Mobile device synching with Google TM   
 

 

QuickBooks®     
 

Microsoft Office® 
  

 

InSpiredByYou.com TM – online gallery & ordering (hosting fees may apply) 
  

 

StudioPlus OnLocation TM     
 

Technical Support       
Online chat support, email support, web forum 

  
 

Phone support   
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Priority phone support     
 

 

Spectra Version 2011 

Spectra is proud to announce the release of Spectra 2011. We're very excited about the new features 
and improved capabilities of the most recent version of Spectra, as you will be too! 
  
Go to www.StudioPlusSoftware.com to see a complete list of Spectra 2011's new and improved 
capabilities. 
  

http://www.studioplussoftware.com/
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Installation 

Installing Spectra 

Okay, let’s get started!  Before you can use Spectra, the installation program must copy some files onto 
your hard disk. To do this, follow these instructions: 

STEP 1: Read all installation instructions. 

Please read this entire chapter FIRST! Having a basic understanding of the Spectra installation program 
before beginning installation can save time. 

STEP 2: Check Spectra system requirements. 

Make sure that the system on which you’re installing this program meets all of the minimum system 
requirements to properly run your Spectra program: 
  

Operating System Windows XP Pro, Vista 
Business or Ultimate, or 

Windows 7 Pro or 
Ultimate 

Processor Pentium III 

Minimum RAM 512 megabytes 

Recommended RAM 1 gigabyte 

Hard Disk Space for Program Files 600 megabytes 

Hard Disk Space for Data Files 5 – 20 megabytes 

Monitor Resolution 1024 X 860 or better 

  
The Windows user must have local administrative rights on the computer you install it on. It is also 
advisable to install with the User Account Control (UAC) turned on in Windows 7 and Vista. 
  
 

ATTENTION!  
Upgrading or Networking?  
If you are upgrading your current Spectra with a new version, OR if you wish to install Spectra on a network, please 
see the "Installing Spectra" section of the user manual. 

STEP 3: Install Spectra to your hard disk. 

First, close all applications prior to beginning the installation process. 

a. Find where you downloaded the installer from our website, and double-click to start it. The 
name of the file should start with "SPInstall." 
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b. During installation, follow the online prompts of the Setup Wizard. It’s our recommendation 
that—unless you’re an experienced computer user—you accept the defaults provided. 

 

WHAT TYPE OF INSTALLATION SHOULD I CHOOSE?  
Á If you want to install the Spectra Express single version, choose the "Free Express 

Version." 
Á If you wish to try any edition of Spectra without registering, you should choose the “Free 30-
Day Evaluation” option. 

Á If you have already purchased a Spectra software license and want to register it now, 
choose "Paid Product" and then make one of the following selections based on your 
situation: 

a. If you plan to run Spectra on just this one computer, choose the "Single User" option. 
You can later upgrade and move your data to a shared location using the Database 
Utility. 

b. If you already have a network set up and a shared folder prepared for the first 
computer, use the "Network - First Workstation" choice. 

c. If this is a computer that you are adding to your network and wish to use the already 
shared data files, use the "Network - Workstation Add-on" selection. 

c. After the installation has completed you will see a Start Spectra 2011 icon on your desktop and 
in your Start menu > Programs > Spectra 2011 folder. Double-click Start Spectra 2011. 

d. When prompted for the company name, type in your studio name and other company 
information. 

 

ATTENTION!  
The company name CANNOT be changed, so make sure you spell and punctuate your studio 
name correctly, as this is how it will appear on your invoices, etc. 

e. You'll next be prompted to provide the user's full name and initials. 

f. If you selected a free edition, you will now be completing the installation wizard. Otherwise, 
continue to complete the registration of your product. 

 

HOW DO I REGISTER?  

Á If the computer you're using is connected to the Internet, choose the first option. On the next 
screen, enter your product code(s) and you will be registered automatically. 

Á If you wish to register over the phone or on another computer with an Internet connection, 
choose the second option and continue with the following steps:. 

1. Enter your product code and click Next. You will receive a registration code. 
2. If you have Internet access on another computer, go to our website at 

www.StudioPlusSoftware.com and choose Registration under the Purchase menu. 
3. Fill out all of your company information and then re-enter your product code. Note that 

you need to split up the code to enter it here. 
4. Enter the registration code from step 1. 
5. Click Submit Information and you will be supplied with an unlocking key. 
6. Enter the unlocking key in the registration process from step 1. 
7. Click Next to complete the registration. You can also call us for assistance in completing 

the Internet side of the process. 
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g. The final screen asks if you want to launch the Internet Update Utility. This utility will 
automatically search our website for the latest service release of Spectra available to install. If 
you have an Internet connection on this computer, you can launch the Internet Update Utility. 
Otherwise, just click Finish to complete your installation.  

Installing Spectra on a Network 
 

HERE'S A FLASH FOR YOU!  

Network Assistance - StudioPlus does not provide technical support for networking. We 
recommend using a local network hardware provider to assist and help maintain your network. 

Wireless networking technology is advancing all of the time, but the further the computer is from 
the wireless access point (WAP), the slower the network connection will be. Wireless networking 
is subject to interference from things like cell phones, wireless phones, microwaves, and other 
wireless devices. These may hamper or even cut off the network database connection. This can 

lead to poor performance at best and corruption of the database at worst.   

  
If you have a network setup and wish to install Spectra on your network so that you can use Spectra on 
all of your workstations, follow these steps. You will be installing the Spectra program on each of your 
workstations, and your data files only on your server. If you do not have a dedicated file server, you can 
choose a designated workstation to work as your file server. 
  
 

HERE'S A FLASH FOR YOU!  

Preferred Network Operating Systems - If you are using Spectra on a network, these are the 
optimal operating systems: 

Á Workstations:  Windows XP Professional / Vista Business or Ultimate Editions / Windows 7 
Professional or Ultimate Editions 

Á Dedicated File Server (if using): Windows 2003 or 2008 Server 

  
 

ATTENTION!  
Spectra does not support the following operating systems: 

Á Windows ME 
Á Windows 95 
Á Windows 98 
Á Windows NT 
Á Windows 2000 

If you are using one of these operating systems on your network for either a workstation or your 
dedicated file server your Spectra data may become corrupt!   

In addition, for optimal performance on a network you will want to avoid using these operating 
systems: 

Á Windows XP Home 
Á Windows Vista Home or Home Premium 
Á Windows 7 Home Basic or Home Premium 
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STEP 1: Setting Up a Shared Folder 

First you will need to set up a shared folder, one that all of your workstations can access and write data 
to. You will need to do this whether you have a dedicated file server or not. This is where you will store 
your Spectra data files so that all of the workstations are connecting to the same data files. 

a. Determine which computer you will be using to store your data files. If you have a dedicated 
server for your network, you will need to use that. If not, choose one central workstation for 
your data storage. 

 

ATTENTION!  

Drive Mapping - For better administration we recommend that you map to the same shared drive 
from all of your workstations. You should use the same drive letter for the shared folder where 
you are storing your data files. Even the computer where the files reside should use a drive 
mapping of the same drive letter (not the "C:" drive; the files may be on the "C:" drive, but you'll 
still need a separate mapping so it is consistent on all the computers). 

NOTE: If you are using the Spectra digital imaging features this is a system requirement. 

b. Locate your shared folder or create a shared folder on a networked drive on the computer you 
have chosen. 

c. Then create a subfolder for Spectra called “SpectraData.” 

STEP 2: Installing Spectra on Your First Computer 

a. On your first workstation, go through the normal installation process. 

b. When choosing the type of installation you must select Network - First Workstation option for 
the software you have purchased. 

c. Type in the multi-user product code(s) for the software you have purchased. If you have not 
purchased multi-user codes you cannot install Spectra on your network. Then, register your 
software. 

d.  The installation will ask you where you want to put the data files. Here you will select the 
shared folder and the subfolder “SpectraData” that you created in step 1. 

e.  Complete the installation process. 

STEP 3: Installing Spectra on Remaining Workstations 

a. On each of your workstations, go through the normal installation process. 

b. When choosing the type of installation you must select the Network - Workstation Add-On 
option. 

c. The installation will ask you where the data files are located. Here you will select the shared 
folder and the subfolder “SpectraData” that you created in step 1. 

d. Compete the installation process on each workstation. 
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Optimizing Spectra 

Now that you've completed the installation process, it’s time to optimize your installation to insure 
optimal performance and stability of the software. If you need help following these steps, please call 
your technical support specialist. 
  
Install Latest Spectra Service Release. 
You have two options to install this update. The first is to launch the Spectra Internet Upgrade Utility 
and click Begin Update. This program will use your Internet connection to find the latest update for 
Spectra, download it, and install it. The second option is to manually connect to 
www.StudioPlusSoftware.com, click Downloads, and then click the latest service release update to 
download. When you download this update, save it to a sub-folder called "SPUpdates" inside your 
Spectra data folder. The next time you run Spectra on each workstation, the update will be installed. 
  
 

HERE'S A FLASH FOR YOU!  
StudioPlus Software is committed to continually improving its software. We encourage you to 
regularly put “Revisit www.StudioPlusSoftware.com” on your task list to insure you have the 
latest update of Spectra installed. 

  
  
  

http://www.spectrasoftware.com/
http://www.spectrasoftware.com/
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Set Up Users and Preferences 

If this is the first time you are logging into Spectra, the Preferences wizard will automatically appear. 
The Preferences wizard is designed to help get you up and running with Spectra quickly. If there are 
more advanced preferences you would like to set up please refer to the "Application Maintenance" 
section of the Spectra User Manual. 

Preferences Wizard 

1. Click Maintenance Menu > Preferences > Preferences Wizard if the Preferences Wizard did not 
automatically start. 

2. After the introduction screen, click Next and you will be able to modify the information that will 
print on the tops of all of your reports, invoices, and receipts. Select a Company Logo image file. 
We recommend a 300 dpi 1x2 or 1x1 inch image. 

 

WHAT IS A USER?  
A user is anyone who uses your studio or any other work area, such as a photographer or a 
salesperson. A user is also any employee for whom you may need to schedule sessions or 
appointments. Now that we’ve defined users, let’s get them keyed into the system. 

3. Next you will add and modify the Users. Type in their names and initials and click Next. 

4. Next you will set up Resources. Resources are any room or area within the studio, or other 
resource and equipment, for which you’ll want to maintain a separate schedule, such as your 
various camera rooms, a framing area or consultation rooms. In order to schedule, you’ll need 
to define your work areas. Enter your locations and click Next. 

 

ATTENTION!  
Have you noticed the Enter More button in the Preferences wizard? Click the Enter More button 
if you have more entries that you would like to make. This will bring you to a more detailed 
screen where you can add additional entries and details. All of these screens are also available 
in the Maintenance > List Maintenance menu. 

5. Use the drop-down boxes to select your studio's Open and Close Hours for each day of the 
week. This will only determine the colors that appear on your calendar, you can still schedule 
appointments “after hours.” For days that your studio is closed all day, set the open time to be 
the same as the close time. Click Next. 

6. Next you will type in your Client Group names. Think of all the different ways you may want to 
categorize your clients. A client can belong to more than one group. A client can be a portrait 
customer, a wedding customer and also be a member of your newsletter group. A high school 
student could fall into in the Jefferson High group, the Class of 2011 group, and so on. Click 
Next. 

 

PATHWAYS TO SUCCESS    
Client groups help you manage information, analyze profitability and market your services. Be 
creative. Think about your customers in various ways. Set up a group labeled "Prospect" for folks 
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who might only require a phone call or a couple of mailings to become loyal customers. How 
about “Animal Lover” for people who might be receptive to the idea of having a portrait taken with 
their beloved pet? Or a group titled “No Contact” for clients who have informed you they don’t 
want to receive marketing materials or phone calls announcing special offers. 

7. Type in the names of any Lead Sources that you have. Lead sources are the ways that clients 
find out about your studio, such as advertisements, the yellow pages, or other customer 
referrals. Click Next. 

8. Enter the types of Sessions that your studio conducts, such as “Portrait” or “Senior Deluxe.”  Set 
the default amount of time (in minutes) that each session takes. Select the color you would like 
them to appear on the calendar from the drop-down box. Click Next. 

 

WHY DO I NEED DIFFERENT SESSION TYPES?    
Different session types appear as different colors on the calendar. Different session types have a 
default duration/length. Different session types can display different prices (not available in the 
Express Version). 

9. Now enter the different types of Appointments that you have, the duration (in minutes), and 
the color they will appear on the calendar. Click Next. 

 

WHAT IS THE DIFFERENCE BETWEEN A SESSION AND AN APPOINTMENT?    
Session: Any time you will be actually TAKING photos of a client.  
Appointment: Anything else placed on the calendar, such as a wedding consultation, a staff 
meeting. 

10. If you are using the digital imaging features you will need to enter the Path of the Photoshop 
EXE (or any other photo editing software). Click on the "..." button to search for it. You will also 
need to enter the path of where you want your digital images to be stored. For more 
information on digital images see the “Working With Digital Imaging” chapter of the Getting 
Started Guide. Click Next. 

 

ATTENTION!  

Storing Digital Images - You need to give some thought as to how you are currently storing, or 
how you want to start storing, your image files. Here’s our recommendation! Create a folder for 
your images and label it "Images." Link that folder to Spectra in the Preferences wizard. Spectra 
will automatically create a another folder here for each session, and will also name it the session 
number. Spectra will also create subfolders for each session—one for the raw images, the hi-res 
images, retouched images, rendered images, and one for the previews.  

If you are using a network, make sure your digital image folder is on your shared drive and that 
drive is mapped to the same letter on every computer.  

11. Enter your Default Sales Tax information by selecting the state from the drop-down box and 
typing in the rate. Enter your state sales tax rate as a percentage (e.g., 7½% should be entered 
as 7.5). If your default sales tax is a state sales tax leave the city blank. If it is a city sales tax 
enter the city name. To add more sales taxes and more locations refer to the “Application 
Maintenance” chapter of the Users Manual. Click Next.  

Okay, your basic preferences are set up!  Now you can get down to business by 
starting to fill in your schedule and entering clients! 
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Spectra Home Page 

The default screen you are brought to in Spectra is the Home page. The Home page is where you can 
view your upcoming schedule, task list, phone calls, and other important information. On the top is the 
main hub menu. The hub menu is used to switch between the Spectra hubs. The hub menu can include 
User Shortcuts, which link to internal Spectra features or external programs and websites that you use 
regularly. 
  

 

 
  



 

13 

Scheduling 

Scheduling Basics 

Click the Calendar button on the hub menu to go to the Calendar. This is the best way to view the 
schedules for all the users and locations that you defined in the Preferences Wizard. 
  
 

HERE'S A FLASH FOR YOU!    
Schedules for multiple users and locations can be viewed simultaneously in an easy-to-read, 
graphical layout, making it easy to compare schedules or search for session or appointment 
availability. Double-click any available time slot to launch the user-friendly Scheduling wizard 
which will automatically create a session or appointment for a new or existing client, along with 
the invoice and receipt of payment, if necessary. Double-click an existing appointment or session 
to launch the appropriate information screen with further details. 

  

 
The Calendar 

  
The calendar defaults to the current user and today's date. The mini-calendars on the right assist you in 
selecting the days you wish to view. You can also choose to view by users and resources. 

Navigating the calendar screen—some handy tricks for 
schedule viewing! 

Á To view multiple users or resources, click and drag to highlight their names. 

Á To de-select any user or resource, hold down the Ctrl key and click their name. 

Á To view multiple dates, hold the Ctrl key and click the desired dates. 
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Á To view a range of dates, click on the first date, then hold the Shift key and click the last date in 
desired range. 

Á To view today‘s calendar click Today on the toolbar. 

Á Use the Work Week, Week and Month buttons on the toolbar to view the week or month. 

Á Use the mini-calendars to view what days have appointments or sessions. Days with 
appointments or sessions appear in bold. 

Á To view the previous month or next month‘s calendar, click the appropriate arrow button above 
the top mini-calendar. 

Á To quickly scroll through the months, click the name of the month above the top mini calendar 
and hold the mouse button down. Move your cursor up to scroll backward and down to scroll 
forward. The farther away from the center month that you move the cursor, the faster you'll 
scroll. This action is especially useful in scrolling to previous or future years. 

Á When viewing multiple calendars in the day or work week view, you can use the Group By 
option on the toolbar. You can group by date or by owner. 

Scheduling an Appointment or Session 

You‘re ready to schedule that first appointment. Double-click an empty time slot on the calendar to 
launch the Scheduling wizard. You'll need to choose whether to create a session, a linked appointment 
(with a client), or an unlinked appointment. 
  
 

HERE'S A FLASH FOR YOU!    
Let‘s review some important terms.  

Á Session - Any time you will be actually TAKING photos of a client. 
Á Appointment - Anything else placed on the calendar, such as a wedding consultation or a 

staff meeting. 
o Linked Appointment - Any type of appointment that involves a client, such as a 

wedding consultation. 
o Unlinked Appointment - Any appointment that DOESN‘T involve a client, such as a 

staff meeting. 

  
If this client has never been entered into your Spectra software, you'll need to enter the client 
information now. 

1. Type the client's last name, tab over, and then type the client's first name. You can use all lower-
case letters and Spectra will automatically format the first letters into upper case. You don‘t 
have to type the area code if the client's phone number contains the default area code you 
selected during the Preferences wizard. The program will also format the phone number for 
you. Simply type 5551212, press tab, and watch the formatting take place. 

2. Call Warning—this can be an extremely helpful feature to avoid stepping on client toes and to 
inform employees of important client information right away. 
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3. If you've chosen to create a session, you'll need to complete the session information. The 
description section isn't critical, but can be used for information purposes. The end time will 
change automatically, based on the session type. Make sure you select the correct 
photographer and assistant! 

4. You'll be asked whether you wish to create an invoice at this time to cover session fees and the 
answer is "No." We haven't set up the pricing or invoicing yet! We'll get to that soon! 

5. Click Finish to finish the Scheduling wizard. A new client record has been created and the 
session/appointment now appears on the calendar. If a session is postponed or rescheduled, 
you can use the drag-and-drop feature to move it to a new time slot or re-size the session box to 
change the length of the session. 

Great! You’ve mastered the ability to schedule sessions and appointments. 
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Working With Clients 

Creating New Clients 

If all you need to do is enter a new client, click File > New Client (or Ctrl+N) from any hub. This launches 
the New Client Wizard to take you step-by-step through entering a new client into your database. 
  

 
New Client Wizard 

1. Type the client‘s last name, press Tab, and then type the client‘s first name. You can use all 
lower case letters and Spectra will automatically format the first letters into upper case. You 
don‘t have to type the area code if the client‘s phone number contains the default area code 
you selected during the Preferences wizard. The program will also format the phone number for 
you. Simply type 5551212, press Tab, and watch the formatting take place. 

2. Enter in the zip code information and press Tab. Spectra will enter in the city and state 
automatically. If it did not, you can add the city in Zip Code Maintenance. 

 

PATHWAYS TO SUCCESS    
The more client information you fill in such as birthday, etc., the more data is available for your 
marketing and client base analysis. Don‘t forget to ask your new clients where they heard about 
you so you can complete the Lead Source section. 

3. Call Warning—this can be an extremely helpful feature to avoid stepping on client toes and to 
inform employees of important client information right away. 

 

HERE'S A FLASH FOR YOU!  
Have you ever wished that you or another employee knew a key piece of information about five 
minutes earlier than they did? Our Call Warning feature is a great way to keep you and your 
staff informed of key information as soon as a client record is opened. Any time Spectra displays 
a client‘s name and phone number, it will also display the call warning in bright red flashing 
letters. Here are some sample call warnings: "Works nights, call after 5!" or "Donôt talk to 
husband, itôs a surprise!" or "Great client, take good care of!" or even "Difficult client, donôt 
schedule anything!" 

4. Continue entering client information until the end of the Client wizard. Click Finish to save this 
new client. 
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Finding Existing Clients 

Open the Clients hub using the hub menu, or use the F5 key. 
  

 
Clients Hub 
  

1. Set the Search Criteria, type a character and press Enter. All clients matching your request will 
be shown. 

 

HERE'S A FLASH FOR YOU!    
Just type in the first couple of characters and Spectra will display all clients with names beginning 
with those characters. Example, typing in "Jo" will bring up all customers with the name of 
Johnson, Jones, Jordan, etc. 

2. Click one of the column headers and it will sort the list in ascending order. Click again and it will 
sort in descending order. 

3. Click the client that you wish to view, and then double-click it to open the Client record. You can 
then proceed to view, modify, or delete any information you want. 

 

PATHWAYS TO SUCCESS  
Have you noticed the red and yellow warning lights yet? Throughout Spectra, you may see a red 
or yellow warning light. Obviously this is something important that you should pay attention to. 
Perhaps the client has an outstanding invoice and owes you money, the client has an overdue 
phone call, or some notes should be looked at on the notes tab. Allow Spectra to make sure that 
you and your staff don‘t overlook key pieces of information when working with your clientele. 

  
  

Super! You are now officially maintaining a client database and you’re ready to 
move on. 
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Set Up Price Lists 

Setting Up a Price List 

Spectra gives you the ability to set up very sophisticated pricing schemes including multiple price lists, 
multiple pricing levels, and option and enhancement levels that automatically adjust the price of each 
product on the fly. However, we'll only cover the basics you need to know to start invoicing quickly. 

1. Click Maintenance > List Maintenance > Price List Maintenance to set up price lists. 

 
Price List Maintenance Screen 

2. By default, Spectra has one price list called "Portrait." However, if you are using Spectra 
Standard or Professional you may want to set up a different price list for each session type, such 
as weddings and seniors. 

 

WHY DO I NEED MULTIPLE PRICE LISTS?  

(  only)  
The best way to determine whether you need multiple price lists is to answer these questions:  

Á Do you always charge the same price for an 8X10 a la carte color print? 
Á Do you charge one price if itós a wedding and another price if itós a high school senior?  

If your prices are different, then you'll need to set up multiple price lists. Spectra will automatically 
display the appropriate price list, depending on the type of each session. For items that you 
charge the same price for regardless of the session type, you can use the generic price list (e.g., 
frames, albums or gift certificates). 

3. To add a new price list, click New Price List. 

4. To remove a price list, click the price list to remove, and then click Delete. 
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5. Before you can start setting up your individual items, you must set up your item groups. Double-
click to expand the first price list that you want to set up. Click the item category, such as 
Portraits, that you want to work in. Click New Group to create a new item group. Enter the 
group name and click OK. Repeat this step to set up as many groups as desired. 

 

WHAT ARE ITEM GROUPS?  
Item groups give you the flexibility to group your items into convenient folders that make it easier 
to locate items during the invoicing. 

  
 

ATTENTION!  
Don‘t confuse an item group with an item category (session fees, portraits, packages, 
composites, and miscellaneous)! Item categories allow Spectra to differentiate between items. 
Item categories CANNOT be changed. You can create as many groups as you need in each 
category—and you can drag-and-drop groups to display them in the desired order. 

6. Now we're ready to set up our first item. Click the group you want to add the item to and click 
New Item to create a new item. 

 
Item Maintenance Screen 

7. Don't be overwhelmed by the amount of information on this screen. You'll only need to set up 
two or three pieces of information for each item. The process will go pretty quickly once you've 
done a few. 

8. If your studio uses detailed item codes to represent individual items, then enter that code in the 
item identifier (e.g. 810CP for an 8X10 color print). This field is optional but may help you when 
reporting on product sales down the road. 

9. Enter the Item Description in the description field. The item description should be the way you 
want the item to appear on the client's invoice. 

10. Enter the Item Price, which is the price that you charge your customer for this product. 
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11. If this item should never be charged sales tax, then click the Non-Taxable checkbox. 

12. This concludes the required fields that are necessary to set up a new item. Click Save and Close 
on the toolbar. 

13. Repeat steps 6-12 for each item that you need to set up. 

14. Close the Price List Maintenance screen. 

  

Moving On! You’re now ready to start invoicing. 
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Start Invoicing 

Create an Invoice 

Invoices can be created from multiple places, but no matter where you create the invoice from, the 
process and the screens are generally the same. An invoice can be created directly from the calendar 
using the Scheduling Wizard, directly from a client record, or directly from a session record. 
  
 

THERE ARE 3 WAYS TO CREATE AN INVOICE - WHAT'S THE DIFFERENCE?   

Creating an invoice during the Scheduling wizard is a common practice to record the session 
fees that need to be charged to a client during the scheduling process. A payment can either be 
recorded at the time of scheduling, or later on the day of the session. Invoices that record the 
order of product(s) should usually be created from the session record. The only time an invoice 
should be created from a client record is if the client has not actually completed a session, but 
still wants to purchase product, such as a frame. 

  
 

ATTENTION!  
Session-Based Invoices will comprise 90% or more of your invoices. Any time a customer is 
purchasing an item related to a session – even if that session was for a different client – you 
should create the invoice from the session record. Only create client-based invoices for items 
purchased when there is no session, such as retail items. 

  
  

 
Invoice Information Screen 
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1. To create an invoice during the Scheduling wizard, click 'Create an invoice now to cover session 
fees' when prompted. To create an invoice from a client or session screen, click New Invoice on 
either screen. 

2. These instructions assume that the Invoice wizard has not been turned off. If you've disabled the 
wizard, these instructions should still be helpful, with a little intuition from you. The first page of 
the Invoice wizard asks you to verify the Session Client and the Bill-To Client. Click Next. 

3. In the Invoice Information box, you'll notice the invoice number is blank. The invoice number 
will be created when the invoice is saved. Enter any notes that you want to appear on the 
invoice. Click Next. 

4. To add items to an invoice, simply double-click items and they'll be added to the invoice. If you 
use item codes, you may choose to enter the code in the Item No column and the rest of the 
line will automatically be filled in. Enter the quantity and repeat the process until all items have 
been added. Click Next. 

  

 
 Invoice Order Detail Screen 
  

1. When prompted, if you want to 'Create a Payment Record Now,' click the appropriate option, 
depending on whether the client is making a payment at this time. If so, enter the payment 
information as prompted. 

2. At the end of the wizard, an invoice will be printed, unless you uncheck the Print Invoice 
checkbox. 

  

Congratulations! You’ve successfully created an invoice. 
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Working With Digital Imaging 

Digital Imaging Overview 

  

 
Digital Workflow Hub 

  
Spectra is more than just a great management software tool – it’s also a great imaging software. 
Whether you shoot digitally or receive digital images from your lab, you can benefit from Spectra's 
digital sales presentation, digital workflow management, and image management capabilities. Here's an 
overview of how to utilize the exciting tool of digital imaging with Spectra. 

1. Schedule and shoot a photo session. 

2. Capture the images from the digital camera. 

3. Import the images in Spectra, a process where images are copied off your camera card, JPG 
previews are created and the images are burned to an archive CD. 

4. Prepare and present the images to the client using the sales presentation screen and the slide 
show. 

5. Rank and group images, eliminating images the client does not want to order. 
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6. Compare images side-by-side to help the client in their decision-making process. 

7. Create an order to record the customer's order information and any special notes for 
retouching. This process automatically creates an invoice in Spectra. 

8. Confirm the order with the client and save it. 

9. Print an invoice and an image detail sheet for the client to take with them. 

10. Print an optional contact sheet of all the images for the client. 

11. After the client leaves, complete your digital retouching in your photo editing software. 

12. Use Spectra to create a lab CD or use Spectra to FTP image files directly to the lab for printing. 

13. Use Spectra to create an archive CD and to create a catalog of the archived images for future 
retrieval. 

14. Delete your image files to free up disk space. 

Digital Imaging Preferences 

1. You should have already set up your image path in the Preferences Wizard. For more advanced 
settings you can go to Maintenance > Preferences > Studio Preferences, and then click Digital. 

  

 
Studio Preferences – Digital Tab 
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2. For more information on setting up image paths on a network, see the "Working With Digital 
Imaging" chapter in the Spectra User Guide. 

3. Click Slideshow to set any title slides you want to show at the beginning or end of your 
slideshows. The slides need to be JPGs, can be of any size, and should have a black background. 
You can have between zero and four title slides at the beginning of the show and between zero 
and two slides at the end of the show. 

  

 
Studio Preferences – Slideshow Tab 
  

4. Click OK to save and close the Studio Preferences window. 
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The Digital Workflow 

  

 
The Digital Workflow Menu 
  
  
The Workflow hub is set up so that you can manage your digital workflow as effectively as possible. 
From the Workflow hub there are 7 stages in the typical digital workflow: Capture, Present, Retouch, 
Produce, Upload, Archive, and Delete. 
  
The Digital Workflow is integrated with session, invoice, and production order records. 

Beginning the Digital Workflow 

1. Create a session, either by double-clicking on the calendar or by clicking New 
Session/Appointment on the ribbon. 

2. The new session will start out at the "Session Pending" status until the day of the session. On 
the day of the session, open the session record and change the session status to "Capture 
Images Pending." 

3. The session should now appear on the Capture screen in the digital workflow. 
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1 - Capturing Images 

The first step in the Digital Workflow is to capture your images and create preview files to be used in 
Spectra. Once you have completed your session you will want to import those images into your 
computer. 

1. Spectra can copy the images off your camera card onto your server, create preview JPGs and 
archive all images from the Capture stage of the Workflow browse screen. Select the session 

from the list and click Import Images . 

2. From the Import Images screen, on the Copy tab select the Copy From location (your camera 
card drive). The Copy To location can be either your Raw or Hi-Res folder that Spectra created 
for this session. Select your renaming options. 

3. Click on the Preview tab where your images are resized and copied to the Preview folder. Select 
your resize options (our recommendation is 1000 pixels, 100 JPEG quality and 72 DPI). 

4. Select the Archive tab and choose which images you want Spectra to burn to an archive CD for 
you -- raw, hi-res and/or previews. 

5. Click Import. 

6. Now that you have captured the images for this session, go to Session Status Maintenance and 
click Session Status to advance the session to the next status (Spectra may have already 
prompted you to advance the session status). 

  

 
Create Previews Tab of the Import Images Screen 
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2 - Sales Presentation 

The Present step of the digital workflow is set up for you to prepare and present a slideshow of the 
images to your client with a professional look and feel. You can set up and run slideshows from the 
Workflow hub or from the actual Invoice record. 
  
  

 
Sales Presentation Screen 

Preparation to Present Images 

1. You will want to start out by setting up your presentation before you present the images to your 
clients. 

2. Go to the Present screen. Select the session from the Session Display. Your digital images will 
appear to the right of the session display. 

3. Click on an image. Then right-click the image if you want to rotate it, permanently delete the 
preview, colorize the image or view the image properties. 

4. To select multiple images, click on an image and press Ctrl and click on another image. To select 
a series of images, click on an image and press Shift and click on the last image in the series. 
Then make changes to all of the images that you've selected. 

5. You can add image groups. Click Show Image Groups . The image groups will appear on the 
right. Right-click to add a new group. Drag images into your groups. 
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6. Use the drop-down boxes to view images or show a specific group. 

7. Click on an image and drag it to a new location to rearrange the order of the images. 

8. You can also change the slideshow settings for each individual slideshow by clicking Change 

Slideshow Settings . See the "Setting up Spectra for Digital Imaging" section of this chapter to 
change the default options. 

9. Use mp3 files or wav files. Mp3 and wav files are preferred. You can select between zero and 
five songs for each slideshow. After the last song is played, the sequence is repeated. Click OK to 
save and close the slideshow settings. 

10. Now that you have prepared the slideshow for this session, click Start a Sales Presentation . 

Sales Presentation 

When you are ready to present your images go into the Sales Presentation screen. You will want to 
create a new invoice, show your slideshow, and record your order from the Invoice Information screen. 

1. From the Presentation section of the Digital browse screen, click Start a Sales Presentation . 

2. The Sales Presentation screen will appear. In the presentation screen, you will have preview 
images on the left, and your image viewer in the center of the screen. Move your mouse to the 
top of the screen to access the toolbar. 

3. Using the toolbar you can choose adjust the size of your previews, hide the image viewer, show 
your image groups or start a slideshow. 

4. Click Start Slideshow   to begin your slideshow. A black screen will appear. 

5. Press the spacebar to start the show and the music. Use the Sales Presentation hot-keys shown 
below during the slideshow. 

6. Press Esc to end the show. Click Stop Music if you wish to stop the music. 

7. In the sales presentation go through your images one-by-one and rank them using the red, 
yellow and green buttons (red for "Not Selected," yellow for "Undecided" and green for 
"Selected" -- or simply tell your client "Yes," "No," or "Maybe"). 

 

HERE'S A FLASH FOR YOU!    
Images ranked as "Undecided" are the only images that appear by default on the sales 
presentation. If you change an image's ranking to "Selected" or "Not Selected" this image will 
disappear. Go to the presentation toolbar and choose a different option for Show Images in 
order to see other rankings. 

8. To compare multiple images on the screen at a time use Ctrl-click to select previews on the left 
side, or use Shift-click to select a range. The image viewer can display up to 6 images at a time. 

9. Once you have ranked all the images as either "Not Selected," "Undecided" or "Selected," go up 
to the toolbar and View Your Undecided Images. Then go back through these images one-by-
one and rank them as "Not Selected" or "Selected." 
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Sales Presentation Hot Keys 

 

1, 2, 3 Rank images --  1 = Selected, 2 = Undecided, 3 = Not Selected 

Left Arrow, Right Arrow Next image, previous image 

Control-click Select multiple images 

Shift-click Select a range of images 

Control (in cropping mode) Inverts the crop 

Shift (in cropping mode) Allows for a free crop 

Alt-1, Alt-2, Alt-3, etc. 
Assigns the selected image to the corresponding image group (i.e., Alt-1 
assigns the image to the first image group). 

Recording the Client’s Order 

1. From the Sales Presentation screen click Order. The order information will appear on the right 
side. 

2. On the toolbar you may want to View Selected Images only. 

3. To order products, select the image so that it appears in the image viewer. Then select the 
products from the price list. For packages, double-click in the image number column to assign 
the selected image to that package line item. 

4. Click Save to save the invoice. Click New Payment to record the client's down payment. 

5. After recording the client's payment, click Print to print an invoice and image detail sheet for the 
client. 

6. See the "Working with Invoices" chapter of the Spectra User Guidefor more information. 

3 - Retouch Images 

Now that you have captured your images and completed your sale, you may need to retouch your 
images. Set your session to the "Retouch Images Pending" status and it will appear in the Retouch 
Images screen. 

1. Highlight the session record in the session display. 

2. Choose Show Ordered Images Only, to display your ordered images. 

3. Hover over the images to view what products and services have been purchased for this image. 

4. Click Edit Image to edit the retouched image. Spectra will then create a copy of your original hi-
res image, save it in the session's retouched images folder, and then open that image in 
Photoshop (or your preferred photo editor) for retouching. See the "Working With Digital 
Imaging" chapter of the Spectra User Manual for more information. 

5. Complete your retouching in your photo editing software. 
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6. Save the image in your Images/Retouched subfolder. 

7. To update your preview images in Spectra, right-click on the image and select Make New 
Preview. 

8. Repeat steps for all remaining images. 

9. Change the status of the session to the next status once your retouching is complete for all 
images in the order. 

4 - Produce Images 

The next step in the Digital Workflow process is to produce images. Spectra gives you multiple options 
to send your image files to your lab (via CD, DVD or FTP) or allows you to print them internally using 
your own imaging software. You may move your sessions through different statuses at this stage (e.g., 
"Order Entered In," "Sent to Lab," "Order Received from Lab," etc.). 

1. Once you have completed all of your retouching, you are ready to send your images to a lab. 

2. Determine if your vendor prefers a CD or an FTP. Spectra has the ability to create either one. 

Send Images to a Lab 

Use this feature to send your images to lab by either burning a Lab CD or FTP'ing your images to a lab. In 
addition to including all necessary image files, an Adobe PDF or an XML file of the order can also be sent 
to the lab. Check with Spectra Support or your lab to see which labs currently accept the StudioPlus XML 
order export. 

CD Burning 

To burn to a CD you can either use a third-party CD burning software, such as Roxio's Easy CD Creator 
software, or the integrated CD burning in Windows XP and Vista. See the "Workstation Preferences – 
Miscellaneous" chapter in the Spectra User Manual for more information about setting up your options. 
If you are using a CD creation program like Roxio's Easy CD Creator, then you must enable the CD to be 
writable before making the lab CD in Spectra. See the documentation on your program for information. 

DVD Burning 

To burn to a DVD you can either use a third-party DVD burning software, such as Roxio's DirectDVD 
software, or the integrated DVD burning in Windows Vista (Windows XP does not have integrated DVD 
burning.) See the "Workstation Preferences – Miscellaneous" chapter in the Spectra User Manual for 
more information about setting up your options. If you are using a DVD creation program like Roxio's 
Easy DVD Creator, then you must enable the DVD to be writable before making the lab CD in Spectra. 
See the documentation on your program for information. 
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FTP Images to the Lab 

You can also use this feature to FTP an order to your lab over the Internet. To set up the FTP process, 
complete the FTP information in Maintenance > List Maintenance > Vendor Maintenance with your 
lab's FTP information. 
  

1. Insert your blank CD/DVD and prepare for writing, if necessary. 

2. From the Produce Images page in the Digital Workflow, highlight a session that has images that 
are ready to be sent to the lab. Or from a Session, Invoice or Production Order information 
screen go to Action > Send Images to Lab. 

3. Click the Send Images to Lab button. 

  

 
Send Images to Lab screen 

  

4. In the Send Images to Lab screen, select the files that you want to send. Use the Image Selector 
menu to choose which images to send, or check the images individually. The ordered images will 
be selected by default. Click on an image file to view a preview on the right side. In the lower left 
side you'll see the number and size of files selected. 

5. Use the Add Folder or Add File buttons to add additional files that are not in the session image 
folders. 

6. Use the Advance Status button if you want the session status to be automatically advanced to 
the next status upon completion. 

7. To burn a lab CD/DVD click the Create CD/DVD button. Select the CD drive, include a Purchase 
Order PDF file and/or a Purchase Order XML file to send with your images. 
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8. To send images via FTP click the Export to Lab FTP Site button. Select the vendor that you are 
sending the images to, enter the vendor's order number, and select Include an Order XML file to 
send with your images. 

9. Click the Start Export button to begin the export to the lab. 

10. If you are burning to CD and there is not enough room on the CD you will be prompted to insert 
another disc after the first disc is done burning. 

5 - Upload to Web 

Spectra has the ability to upload your images to the web so that your customers can view the images 
and order. You will need to have an account with InSpiredByYou.com in order to upload images. Go to 
www.StudioPlusSoftware.com for more information. For complete setup instructions go to the 
"InSpired" chapter of the Spectra User Manual. 

1. To upload images to the web, from the Upload to Web screen highlight a session that has 
images that you want to upload to the web. 

2. Click the Upload to Web button to launch the session uploader. 

  

 
Session Upload Screen 
  

3. Select the images that you want to upload. 

4. Set any online groups you would like displayed. 

5. In the Session Information section, verify the client's User Name and Password, Days Active, 
and Price List. 

6. Click Upload. 
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7. Once you have completed the upload, update the status of your session. 

6 - Archive Images 

StudioPlus recommends that you archive your images to ensure that you have a safe backup in case of a 
server or hard drive failure. To use this feature, you must have a CD-writer installed on your PC, and you 
must have enabled the CD to be written if using a program like Roxio‘s Direct CD. 

1. Insert your blank CD and prepare the CD for writing using software such as Roxio's Direct CD. 

2. From the Archive Images screen, highlight a session that has images that are ready to be 
archived. 

3. Click the Make an Archive CD button to create an archive CD. 

 
Create Archive CD Screen 
  

4. In the Create Archive CD screen, select the files that you want to archive. 

5. Assign the CD number, select the CD Drive, and click Make CD. 

6. You can add multiple files to your archive, simply type in the same CD number for each session 
archived. 

7. Once you have finished adding files to your CD, use your CD writing software to burn the CD. 

8. Once you have completed archiving your images, update the status of your session. 
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7 - Delete Images 

Once you are sure you no longer need to work with your images and after you have archived your 
images you can delete them off your server. We recommend that you wait at least one or two weeks 
after the client has completed their order, just in case you have more orders. You can retrieve the 
images from your archive CD however, if you need to. 

1. From the Delete Images screen, highlight a session that has been archived and is ready to be 
deleted. 

 

HERE'S A FLASH FOR YOU!    
Don't delete your preview images so that you can continue to view them in Spectra. 

2. Click the Delete Images button to delete the images. 

  

 
Delete Images Screen 

3. From the Delete Images screen, select the images that you want to delete. 
 

ATTENTION!    
Warning! All of these images will be permanently deleted! 

  

4. Click Delete Images. Spectra will ask you if you are sure that you want to permanently delete 
these files. Click Yes to delete them, No to cancel. 

  

You have completed the Digital Images Workflow! 
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Modifying the Digital Workflow for Your 
Studio 

Remember that within Spectra you can set up status types and workflows to suit your studio, there's no 
one right way to do it. Work with Spectra to find the best way to make the digital image workflow work 
for your studio. Here are some different ways to set up the digital workflow. 

Archive Images after Capture 

If you want to archive your images immediately after you capture your hi-res images, enter a session 
status of "Archive Images Pending" after "Session Previews Pending" and associate it with the Archive 
Images step of the digital workflow. 

Pre-Sales Retouching 

If your studio does retouching before you present the images to the client then set up a session status of 
"Pre-Sales Retouching Pending" after "Create Previews Pending" and associate it with the Retouch 
Images step of the digital workflow. 

No Retouching 

If your studio doesn't do its digital image retouching in-studio you can remove the production status of 
"Retouching." However, you may still want to include a step where you make production notes of the 
retouching that the lab needs to do. 

Printing Internally 

If your studio prints its own images internally, we recommend that you set up a new production status 
called "Image Printing Pending." 

No Slideshow 

You may not use the slideshow feature as part of your sales presentation. Remove the "Prepare 
Slideshow Pending" and "Sales Presentation Pending" statuses in the session status maintenance. 
Replace them with the sales process that you use. These may not be associated with a digital workflow 
step. 

No Web Upload 

If you do not upload images to a website you will not need to use this digital workflow process. You can 
remove the "Upload to Web" session status. Simply skip this step. 
  
  

Terrific job! You’ve now conquered the basics of StudioPlus and you’re off and 
running. 
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