Re-ordering With Lab Link
I. Rules About Reorders
The idea behind reorders in Lab Link is to save you time and save time for your job at the Lab.  With reorders, images do not have to be re-uploaded to the lab nor do the images have to be re-color corrected at the lab.  Plus, multiple shoots from the same school can be combined together at the lab creating a seamless work flow with a quicker turn-around time.

Once you have successfully sent a job to the lab in Lab Link the Send Job button is no longer activated and the Re-order button becomes active.  You are still able to enter the edit data screen to make any changes to your initial job or crop adjustments but these changes will not take affect at the lab until you create a reorder job.  
If you make adjustments to the original job after the reorder job has been created, these changes will not be reflected in the reorder job and will not get sent to the lab.  The only exception to this is adding images.  You are able to add images to a job once it has been sent to the lab and these images will show up in all reorders from that job even if they were created before the images were added.  

It is suggested that absentee and make-up shoots be treated as reorders through Lab Link.  Add these new images to the original job and create a reorder.  When the job is sent to the lab the original images and absentees will automatically be combined together making products such as school service items easier to produce.

When you are ready to create a reorder job find your initial job in Lab Link and press the Re-order button.  When the Re-order form opens you will need to give the reorder job a new name and then choose from three options.

Copy Packages, Add-ons, and MP Products- Select this option if you need to re-submit a job to the lab.  This option does just what it says and makes an exact copy of the job with all products that were keyed on the original job.  Leave this option blank if you will be keying new products on your reorder job (this is the most common scenario and why this option is not selected by default).  If you unintentionally select this option and re-submit packages to the lab they will be printed.  If you selected this option by mistake, the packages can still be cleared in Lab Link by selecting all images and choosing Remove Packages and Add-ons from Selected Images from the right-click options.  This will clear all products, excluding MP Products, which must be done through MP mode, and now the job is ready to have new packages keyed on it.

Copy Image Notes- Select this option to copy all notes from the original job. This option is un-checked by default.
Copy Image Crops- This option is checked by default.  This will copy all your crops from the original job to prevent you from having to crop the images twice.  You are still able to change any crops you wish under the reorder job.
II. Reorders from Proofs
If your initial job was keyed for proofs you will want to use the Re-order button to make a duplicate of the job that you will use to key for the packages.  From the Re-order screen name your job, select all options that apply (we suggest not selecting copying packages for package orders from proofs), and click Done.  You are now able to enter the Build Job screen and key your packages.

Once you have keyed all packages and rechecked your crops the job is ready to be sent to the lab.  Since this is a reorder job and if no images were added, only a data file has to be sent to the lab.  This file will ftp to the lab very quickly saving you an enormous amount of upload time.  The reorder job is sent to the lab the same way you sent your original job.  
At the lab your new data file will sync with the originally uploaded images producing an exact color match.  With no new color correction necessary time at the lab is shortened.  

III. Individual Reorders
Single or multiple reorders should be sent to the lab using the Re-order button.  It might be necessary to select the Copy Packages option from the Re-order form window if you need to know what was ordered initially.  You can always delete packages once in Build Job mode by right clicking and selecting Remove Packages and Add-ons.  
Once you have verified that only the correct images are being ordered, send the job to the lab.

IV. Reordering With Added Images 
Images can be added to the original job or the reorder by using the Add Images button.  Follow all usual steps for creating and keying a reorder as described above.  When you are ready to send the job to the lab choose Send Job.  Only the newly added images will be sent to the lab.
V. Absentee Reorders from Data Matched Jobs
If you are reordering from a job where data and images were previously matched, add your new images to the original job first.  After the new images are added enter the Modify Data window and match your new images with their data either from the original roster or a newly imported roster.  If you have no data to match them with you must still enter Match Data mode and create new Subject IDs for the images.  Remember all images must be matched before you can enter Build Job mode.

After all images are matched create your reorder job and key your new products.  When you send the job to the lab only the newly added images with products keyed on them will be sent.  They will sync with your original images at the lab as described above.
