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1 Background

MARS is the Management and Reporting System developed by the Queensland Reconstruction
Authority (QRA) to support councils and state agencies with disaster funding applications. The
system aims to improve efficiency in lodging and assessing disaster claims and is used for events
activated under the Disaster Recovery Funding Arrangements (DRFA).

Several submission types require photographic evidence to support the claim e.g. Emergency
Works, Immediate Reconstruction Works and Reconstruction of Essential Public Assets. MARS has
the ability to upload photos in bulk and automatically assign them to the relevant line item in the
submission. This means photos can be displayed geographically on the map in MARS, clearly linking
evidence to submission data for applicants and QRA assessors.

The bulk photo upload function requires the submission to be built in the new Excel submission form
prior to uploading into the MARS Portal. The bulk upload is then initiated from the MARS Portal,
matching photos to the correct line item based on file names.

When preparing your submission please ensure:
¢ photos are all uniquely named
e photos are JPEG format with embedded metadata
e each file and folder name is no more than 100 characters.

Within the submission form, the photo field must include each unique photo name, separated by a
pipe |, in the following format: xxxx.jpglyyyy.jpg|zzzz.jpg|

There are two ways to populate this photo reference cell in the submission form:

1. If an organisation uses software (internal or third-party) to populate the submission form, this
software could be updated to insert the photo names in the required format outlined above. In
this case, the photo name conversion plug-in would not be required.

2. If an organisation intends to populate the submission form manually, this plug-in can be used to
minimise manual effort, populating the photo reference cell in the required format just by
referencing a folder name.

This guide explains how to install the Excel plug-in, and use it to populate the submission form.
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2 Getting your Excel photo name conversion plug-in

Contact your Regional Liaison Officer to obtain the link to the Excel photo name conversion plug-in.

You will also need DRFA submission forms so you can check the plug in has been successfully
installed. DRFA submission form are for events after 1 November 2018 and are available on the QRA

website or via links from the MARS Portal.

@ The plug-in is compatible with QRA’s DRFA submission forms and can be accessed using MS Excel
2013 or more recent versions. If you are operating on an earlier version of Excel, please contact
your RLO to discuss alternative options for populating the submission form.
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3 How to install the photo name conversion plug-in

3.1 Before installation

Before installing the plug-in, your Excel workbook will look similar to the image below (your
organisation may have additional tabs). Throughout this user guide, tabs and their associated ribbon
will be referenced.

l ‘ Tabs such as home, insert
and page layout.

‘ The ribbon is the strip of
buttons and icons located
above the work area. Each
tab displays commands
located in this section of the

ribbon.
3.2 Installing the Excel plug-in
To install the plug-in, double click on the setup application.
Mame Date modified Type Size
Application Files 23/08/2018 %43 AM  File folder
22k MARS photo name conversion plug-in 2170872018 159 ... V5TO Deployment... & KB
LY setup k 21/08/2018 11:00 ...  Application 798 KE

When you have double clicked on the setup application, the following pop-up windows will prompt you
to proceed. Click next through these prompts.

ﬂ MARS photo name conversion plug-in - InstallShield Wizard *

Welcome to the InstallShield Wizard for MARS
ﬂ photo name conversion plug-in

o

The InstallShield(R) Wizard will install MARS photo name
conversion plug-in on your computer. To continue, dick Next.

WARNMING: This program is protected by copyright law and
international treaties.
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The below pop-up window will prompt you to proceed with the installation. Click install.
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ﬁ MARS photo name conversion plug-in - InstallShield Wizard >

Destination Folder
Click Mext to install to this folder, or dick Change to install to a different folder

[::7 Install MARS photo name conversion plug-n to:

C:\Program Files (x86)\Jueensland Reconstruction Change. ..
Authority\MaR5 Excel Photo Loader,

InstallShield

= ==

ﬁ MARS photo name conversion plug-in - InstallShield Wizard

Ready to Install the Program
The wizard is ready to begin installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard.

Current Settings:

Setup Type:
Typical
Destination Folder:

C:'\Program Files (x86)\Queensland Reconstruction Autharity\MaR5 Excel Photo L...\

User Information:
Mame: QLDRA
Company: QOLDRA

InstaliShield

< Back ‘.‘m Cancel

V1.0.1

Page 7 of 24



MARS | Photo name conversion plug-in user guide

The below pop-up window will appear when the plug-in has been successfully installed. Click finish.
The QRA customised plug-in tab should now be available in your Excel workbook.

ﬁ MARS photo name conversion plug-in - InstallShield Wizard x

InstallShield Wizard Completed

The InstallShield Wizard has successfully installed MARS photo
name conversion plug-n. Click Finish to exit the wizard.

If you are having difficulty installing the plug-in, please contact your IT support desk to identify any
internal restrictions.
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4 The QRA plug-in tab

4.1 After installation
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After installation, the QRA tab should appear in your Excel workbook. If it is not immediately visible
you may need to close and re-open Excel. Clicking on the QRA tab will bring up the customised
ribbon bar. Please note this will only appear when a QRA submissions form is open and contains the

photo evidence columns.

The QRA customised tab is
now available.

=] .
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ORA
el Gle
Pre-event Post-event Completion
photos  photos photos
Photo name plujg-in {v1.0) @
Q23 - fl
A B C D E F G H

Used to populate

;‘ Used to populate
the post-event

the pre-event

‘ The (Vx.x) indicates the
current version of the plugin.
If asked what version is
currently installed, this is your
! point of reference.

Used to populate
the completion

photo ref photo ref column photo ref column
column with with photo folders with photo folders
photo folders and and their and their associated
their associated associated photo photo files.
photo files. files.

V1.0.1

Page 9 of 24



MARS | Photo name conversion plug-in user guide

5 Opening a QRA submission form

Submission forms for events activated under DRFA can be accessed on the QRA website, or can be
requested through your Regional Liaison Officer. Ensure you are using the correct submission form,
i.e. relevant to the relief measure being claimed.

Open a QRA submission form that contains photo reference columns. Click the QRA tab.

H - =
HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW QF‘Ak

Pre-event Post-event Completion
photos photos photos
Photo name plug-in (v1.0)
s70 - fr
A B = o E F G H 4
N Asset/road details Damage details
R Chainage (m)
Asset type Asset name =ey Road width Site name Damage description [E e st e | 7o SR G || D o
number ref start
4
5
&
T
&
a
10
1
12
13
14
15
16
1
1
1
20
21
2z
23
24
25
25
a1
28
23
F0
31
32
b
ET)
35
By
3T
38
Certification Form Asset Listing Treatment Listing 4
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6 Preparing to populate the submission form

6.1 Folder structure

The plug-in requires one folder per line item, containing photos relevant to that line item. The

optimum folder structure is shown below.

O MASTER FOLDER - contains PARENT folder and Excel submission form 9 Primary folder - The

| primary folder is the point

v PAREMT foldere
Photo folder per line itern - Ann 5t CH 345 to 450

Photo folder per line itern - George 5t CH 620 - 970
Photo folder per line item - Lilyvale Rd CH 0 to 300
Photo folder per line itern - Smith 5t CH 0 to 200
Photo folder per line itern - Srith 5t CH 440 - 620

of reference for the bulk
upload in MARS.

Photo folder per line itern - Ann 5t CH 620 culvert @ |

G Photo folder - The name
of each photo folder is
the point of reference for
the plug-in.

ﬂ Master folder — Ideally, submission forms should be kept

within the master folder, as this is where the created log

files are saved (refer to section 8).

There is no specific naming convention for folders or photos, except the need for photos to be
uniquely named. Duplicate names mean the system will not know where to assign a photo (refer to

Common errors section for details).

—@® Lilyvale Lilyvale Lilywale Libyvale
Road_snapshot1d  Road_snapshot13  Road_snmapshot13  Road_snapshotl3
o7 12 8 26
Lilyvale Lilyvale Lilyvale Lilyvale
Road_snapshot1?  Road_snapshot!?  Road_snapshot13  Read_snapshotl3
] 73 76 77

' The images should be in JPEG format.

V1.0.1
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7 Populating the submission form

7.1 Copying photo folder names

The name of each photo folder needs to be copied into the ‘Pre-event photo ref, Post-event photo ref
or Completion photo ref’ as applicable. There are two different methods, depending on preference
and level of your system access.

7.1.1 Command prompt method

Click on the parent folder, then click file and select open command prompt.

4|

‘ Open the command

“ prompt app if available.

Open new window BB Open command prompt

B Open command prompt @ |+ | Bl 0pen command prompt as administrator 9 Master folder.
]

L_{' Open Windows Powershel

-

‘ Parent folder. Ensure

$B) peiete history y you have selected the

A parent folder in order to
9 Help , use the command

prompt.
p - LClose
g Videos
iy Local Disk (C:)
e STORE N GO (D)
Photo Master Folder @

SUBMISSION 1 ®
Ann 5t CH 345 to 430

The following command prompt window will now be displayed.

oo Chwindows\system32\cmd.exe

[D=~Photo Master Folder~SUBMISSION 1>

Type in dir after the text shown.

N Chwindows\system32\cmd.exe = B

[D:~Photo Master Folder~SUBMISSION 1>diw
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Then click enter.

D:\Photo Master Folder\SUBHIﬁSégH 1>diw

CAwindows\system32\cmd.exe

Uolume in drive D is STORE

Uolume Serial Mumber is

66F5-F705

Directory of D:“Photo Master Folder“SUBHISSION 1

[i8-87-2818
18872018
[18.-87,2018
[18-87-2018
[i8.-87-2818
[i8-87-2818
18872018
[18.-87,2018
[18-87-2018

a9:

AN
B File(s>
? Dircs2

<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>

a8 hytes
8.A34,.643.768 hytes free

[D:=“Photo Master Folder“SUBMISSION 1>_

Ann St CH 345 to 458

finn 5t CH 688 Culvert

George 8t CH 238 to 368 Floodway
George ST CH 688 to 978

Smith 8t CH @ to 2808

Smith 8t CH 448 to 688

Smith 8t CH 1285 to 1480

‘ All folder names
within the
parent folder.

Right click at the top of the window and select edit, then mark.

B

CAwindows\system32\cmd.exe = O .
Restore
D:“Photo Master Folder\SUBMISSION 1>dir Move
Volume in drive D is STORE M GO
Uolume Serial Mumber is 66F5-F785 Size
Directory of D:“Photo Master Folder“SUBMISSION 1 —  Minimize Right click here

18872018
18872018
18872018
18872018
18872018
18872018
18872018
18872018
18872818

A?:53 AM
A?:53 AM
A?:37 AM
A?:37 AM
A?:37 AM
A?:37 AM
A?:36 AM
A?:36 AM
B?:36 AM

B File<s>

? Dirdsd

<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>

y
8,834,643.968 hyteq
[D:=“Photo Master Folder“SUBMISSION 1x>_

to select edit

o Maximize

« | Gasa and mark.
Mark Edit B ¢
Copy Enter Defaults
Paste Properties

Select All

Scrol

Find...

Click and highlight the names of the folders. While the folder names are highlighted, right click at the
top of the window and select edit, then copy.

Select C\windows\system32\cmd.exe

Y

D:~Photo Master Folder“SUBMISSION 1>dir

Uolume in

drive D is
Uolume Serial Number is

STORE N GO
66F5—-F785

Directory of D:“Photo Master Folder~SUBMISSIOM 1

10-07-2018
16,87-2018
i18-87,2818
16-87,2818

i8-87,2818
10-07-2018
i8-87,2018
10-07-2018
18-87,2818

A7:53
A9:53
a9:37

? Dir(s>

<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>

finn 5t CH 345 to 458

Ann St CH 688 Culvert

George 5t CH 238 to 368 Floodway
George ST CH 688 to 278

Smith 5t CH @ to 288

Smith 5t CH 448 to 680

Smith 5t CH 1285 to 1488

B bytes

8.834.643.768 hytes free

D:“Photo Master Folder~SUBMISSION 13>_

V1.0.1
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Open a new Excel file and paste into any cell. These folder names can now be sorted, copied and
pasted into the Excel submission form in their appropriate locations.

Al M fr || Annstckzastoaso

A E C D
Ann 5t CH 345 to 450
Ann St CH 680 Culvert
George St CH 230 to 360 Floodway
George ST CH 680 to 970
Smith 5t CH 0 to 200
Smith St CH 440 to 680
Smith St CH 1205 to 1400

S W o~ W W N

=]

7.1.2 Manual copy/paste method

The name of each folder needs to be copied into the ‘Pre-event photo ref, Post-event photo ref or
Completion photo ref’ as applicable. These steps are outlined below.

R FOLDER - contains PARENT folder and Excel submission form + PAREMT folder

Mame

Lilyvale Road attachment158-3560-3621  © ‘ Right click on the folder,
Lilyvale Road_attachment206-6465-6534 Open and a drop down menu will
Lilyvale Road_attachment217-6659-6748 Open in new window appear.

Lilyvale Road_attachment234-7542-7570 Pin to Quick access

Moreton Bramwell Road_attachment12-1254-1302 Add to Windows Media Player list

Meoreton Bramwell Road_attachment26-2272-2399 Play with Windows Media Player

Moreton Bramwell Road_attachment28-2407-2525 Cast to Device >

Moreton Bramwell Road_attachment38-3272-3333
Moreton Bramwell Road_attachment35-4213-4305 . .
Restore previous versions

Moreton Bramwell Road_attachment97-5924-6040 N . Right click on the folder,

Include in library

Share with >

7- 67 .
Moreton Bramwell Road_attachment117-6624-6701 B to Start and a drop down menu W|"
Meoreton Bramwell Road_attachment120-6739-6827
- appear.
Moreton Bramwell Road_attachment133-7679-7733 Send to >
Cut
Copy

Create shortcut
Delete

Rename

Properties k ®
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Highlight the file name and hold Ctrl + C to copy the file name, click ok when done.

Lilyvale Road_attachment138-3560-3621 Properties >

General  Sharing Securty Previous Versions  Customize

| iiyvale Road_attachment 158-3560-3621 |

Type: File folder

Location: C:iUsers'wegnen\Deskiop MASTER FOLDER - o
Size: 7.89 MB (8,278,806 bytes)

Size on disk:  7.52 MB (8,306,688 bytes)

Contains: 12 Files, 0 Folders
Created: Today, 23 August 2018, 4 hours ago

Atribites: [®] Read-only (Only applies to files in folder)
[] Hidden Advanced...

Cancel

To populate a submission form, select the appropriate column and line item cell. Note, you may not
see all three photo reference columns as shown below as this is dependent on the submission form

type.

. Click into the first cell and hold down
Ctrl + P to paste the file name.
Repeat this step for each line item
with the relevant folder.

[E] H

e details

Pre-event photo ref| | Post-event photo ref | Completion photo ref

® Lilywale Fioad attachmentd7-1307

Once all the photo folder names have been placed into their respective columns, the submission
form should look similar to the image below.

One photo folder

T e ‘ name per line
Lk ba - .
1&3;131;??“ - : s item cell.

Lilywale Road_attachmentd7-
1649-1754

Lilyvale Fioad_attachmentiis-
20:1-2109

Lilyuale Foad_attachmenti®z-
34273483

Liiyoale Foad_attachmentisa-
26E0-2621

Lilywale Foad_attachment206-
E4ER-ER34

Pre-event photo ref | Post-event photo ref
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7.2 Running the photo name conversion plug-in

HOME INSERT
Each column must be uploaded one

at a time. Click on the event photos
Pre-event Post-event Completion bUttOI’.l that app“es to your
photos photas . photos submission.

Photo name plug-in (v1.0)

A pop-up window will prompt you to select the parent folder containing all photo folders. Click on
your parent folder and then click OK.

Browse For Folder >

For Joanna ”
MARS
v MASTER FOLDER - contains PARENT folder and Excel submission form
w PAREMT folder

Photo folder per line item - Ann 5t CH 345 to 450
Photo folder per line item - Ann 5t CH 620 culvert
Photo folder per line item - George 5t CH 680 - 970
Photo folder per line item - Lilyvale Rd CH 0to 300
Photo folder per line itern - Smith 5t CH 0 to 200
Photo folder per line item - Smith 5t CH 440 - 620 v

When the photo name conversion is complete, the below pop-up window will be displayed. Click OK
to continue.

MARS photo name conversion plug-in =

All 4 line items were matched and photo file names have been updated.

o
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Your Excel workbook will look similar to the image below before converting into individual photo

names.

Post-event photo ref

BEFORE: photo
folder name in
relevant line item cell.

Lilyvale Foad attachmentS?-130

[ 3

After converting the photo folder into individual photo names, the line item cell will look like the image

below.

Post-event photo ref

‘ AFTER: Each folder name has been
converted into individual photo names

Lilywale
Fioad_snapshotl307oeccooeccs
cjpalLilywale

.7
Fioad_snapshot]2iz jpglLilywale

Fioad_snapshotiHEjpalLilywale
Fioad_snapshotl3zEjpglLilyvale
Fioad_snapshotl336.jpglLilyvale
Fioad_snapshoti24jpalLilyeale
Fioad_snapshoti349jpglLilyvale
Fioad_snapshotl360jpglLilyvale

Fioad_snapshoti362.jpglLilyeale

Photo count

Total photos

Pre-cveat photos

Total photos Total photos
P

photos Completion photos

contained within the folder, separated
by a pipe (|).

Scroll to the right (last two columns) of the
worksheet to see the total number of photos listed
for each line item. This is a useful check to identify
any errors.

V1.0.1
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8 Common errors

8.1 Uploading an empty photo folder

If you accidentally attempt to upload an empty folder, a number of indicators will assist in identifying
which folders are empty. An upload of an empty folder will display null referenced file names, only
showing the name of the empty photo folder.

Pre-event photo ref Post-event photo ref Completion photo ref

Lilyvale :
F|Us;d_Snapshul'lSD?ccccccccccc.ipgl ' The IISt Of phOtO names
peele referenced from the photo folder.

Fioad_snapshot1312 jpglLilyvale

Fioad_snapshot1318.jpglLilyvale

Foad_snapshot1326.jpglLilyvale Ps

Foad_snapshot1336.jpglLilyvale
Foad_snapshot1341jpalLilyvale

Foad_snapshot1349.jpglLilyvale

Fosd_srapsheBS0iaL el . No photo names were referenced
Foad_snapshot1352.jpglLilyvale

Fioad_snagsho:'BEZ.:Eglel:vale as the phOtO fOIder was empty .
S e Therefore, only the folder name is
Road_snapshaot1364.jpglLilyvale . . . .

Fioad]_snapshot 35 ipolLilyvale displayed in the line item.

Road_shapshot1373.jpgllilyvale
Road_shapshot1376.jpglLilyvale
Road_snapshat1377.jpg
Missing Photos0-1245-1343
Mizsing Photos10-1575-1613

A pop-up window will be displayed if you attempt to upload empty folder names.

MARS photo name conversion plug-in~

All folders found were empty

8.1.1 Logfile

When trying to upload empty files, the photo name conversion plug-in will generate a log file listing all
the folders that were empty. This file is saved to the same location as the submission form (in the
master folder). Double click on the file to open it in Notepad.

View
Photo-scanner » Submission Forms
[] Name Date modified Type Size

B DRAFT DTMR Submission Form - Immediate Reconstruction Works - APPROVED 31/05/2018 4:25 PM  Microsoft Excel W... 209 KB
[] | Photoloader20180620143250 k

Text Document 1KB

The below log file outlines the location of the empty photo folders.
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| Photoloader20180823121227 - Motepad - O X
File Edit Format View Help
C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\Missing Photos@-1245-1343
C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\Missing Photos1@-1575-1618

8.2 Invalid file types

The photo name conversion plug-in only recognises JPEG formatted images. Images in any other
format will not be identified. A pop-up window will be displayed if you attempt to upload non-JPEG
file names.

MARS photo name cenversion plug-in >

All 3 line items were matched and photo file names have been updated.
25 invalid file types were found (non JPG files).

o)

8.2.1 Log files

The photo name conversion plug-in will continue to update the submission form with the recognised

images, omitting those that do not fit the formatting criteria. The below log file outlines the location of

the invalid files.

j Photoloader20180823124531 - Notepad - [m] X
File Edit Format View Help

sssasssk  TNVALID FILE TYPES (non JPEG, JPG)  wsssasns

C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\NO JPEG filesl\Moreton Bramwell Road_snapshot1254PNG.png
C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\NO JPEG filesl\Moreton Bramwell Road_snapshot1255PNG.png
C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\NO JPEG filesl\Moreton Bramwell Road_snapshot1256BMP.bmp
C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\NO JPEG filesl\Moreton Bramwell Road_snapshotl267GIF.gif
C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\NO JPEG filesl\Moreton Bramwell Road_snapshotl1268PNG.png
C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\NO JPEG filesl\Moreton Bramwell Road_snapshot127@PNG.png
C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\NO JPEG files1\Moreton Bramwell Road_snapshot1275PNG.png
C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\NO JPEG filesl\Moreton Bramwell Road_snapshot1292PNG.png
C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\NO JPEG filesl\Moreton Bramwell Road_snapshotl1293PNG.png
C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\NO JPEG filesl\Moreton Bramwell Road_snapshotl295PNG.png
C:\Users Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\NO JPEG filesl\Moreton Bramwell Road_snapshot1298PNG.png -
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8.3 Folder and file name character limit

The folder names and photo names must be no more than 100 characters. The photo name
conversion plug-in will not update folder or file names that exceed the 100 character limit. The
following pop-up window will be displayed when trying to update invalid folders and files.

MARS photo name conversion plug-in b

All 4 line items were matched and phote file names have been updated.
2 files with leng file names (larger than 100 chars) were skipped.

QK [

8.3.1 Logfiles

The photo name conversion plug-in will continue to update the submission form with the recognised
images, omitting those with long file names. The below log file outlines the location of the invalid
files. The unmatched line items references the photo folders with names longer than 100
characters, while the long file names reference the photo files within the photo folder with names
longer than 100 characters.

| PhotoLoader20180823150231 - Notepad - [m] *
File Edit Format View Help

#ExwaE | ONG FILE NAMES (Larger than 18@ chars) FERERESES

C:\Users\wegnerk\Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\lLilyvale Road_attachmentl158-356@-3621\This text is 1t
C:\Users\wegnerk\Desktop\MASTER FOLDER - contains PARENT folder and Excel submission form\PARENT folder\lLilyvale Road_attachment158-3568-3621\This text is t
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9 Final checks prior to upload into the MARS Portal

Please use the photo count columns in the submission form, and the log file messages to ensure
your photo columns are correctly populated.

When you are ready to upload your submission form into MARS, log in and click Need help?

MARS

In the help menu, select the my submissions folder and follow the guidance to create a draft
submission and import your form. Further guidance options will then become available to assist you
to upload your photos in bulk.
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10 How to install an updated QRA plug-in version

10.1Installing a new plug-in version

Over time, new versions of the MARS photo name conversion plug-in will be made available and the
latest version will need to be installed. The same steps outlined in ‘Installing the Excel plug-in’ will
apply.

If you are unsure of the plug-in version currently installed, go to ‘After installation’ to learn how to
identify the version currently installed. If you try to install the same plug-in version, the following pop-
up window below will be displayed. Click close and proceed using your current installed version.

Microsoft Office Customization Installer

The latest version of this customization is already installed. ﬁ:’

Name: MARS photo name conversion plug-in

file:/ ¥/ CifUsers ‘Desktop/photoscanner/ MARS phote name conversion

plug-in.vsto

From:

If you are having difficulty installing the plug-in, please contact your IT support desk to identify any
internal restrictions.

10.2Installation error message

When trying to install an updated plug-in version, the window below may pop-up. This error message
means the current plug in version needs to be uninstalled in order to proceed with installing the new
version. Click close and proceed with the steps outlined in ‘How to uninstall a superseded plug-in’.

Microsoft Office Customization Installer

Installing Office customization (. “-_-::’
There was an error during installation.

Name: MARS photo name conversion plug-in

From: file:///CifUsers ‘Desktop/photoscanner/MARS photo name conversion

plug-in.vsto

@ The customization cannot be installed because another version is currently installed
and cannot be upgraded from this location. To install this version of the
customization, first use Add or Remove Programs to uninstall this program: MaRS
Form Photoscanner. Then install the new customization from the following location:
file:///C:/Users, 'Desktop/photoscanner/MaRS Form Photoscanner.vsto

Details == Close i
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10.3How to uninstall a superseded plug-in
To uninstall a superseded plug-in, the first step is to access the control panel module.

1. Open the Start menu and click on desktop
2. Double click on control panel.

Control Panel

» P —— @ Under programs click on
e a ' the uninstall a program

9-) User Accounts Ilnk-
4, W Change aceount ty
. Apf

‘_‘# Clock, Language, and Region

' System and Security

i Personalization

. Metwork and Internet
- ol shising aidiel

Once you have clicked on uninstall a program, you will then be taken to the programs and
features window below.

TV Programs and Features

© = 4 il v Control Fanel * Programs b Programs and Features

Control Panel Home .
Uninstall or change a program

View installed updates T uninstall a program, select it from the list and then click Uninstall, Change, or Repair,
% Turn Windows features on or
off

Organize =
Install a program from the - . . .
network MName Publisher Installed On Size Version
B 7-Zip 485 Igar Paviev 9/06/2016 103 MB 465000
H 7dobe Acrobat Reader DC MUI Adobe Systems Incorporated 18/05/2018 606 ME 18.011.20040
B Adobe AR Adobe Systems Inc. Soef20e 25117730
BB £dobe Flash Player 16 NPAPI Adabe Systems Incorporated 9/04,/2015 17.2MB 1600235
© AncGIs ArcReader 10 Environmental Systems Research Institute—  9/06/2016 10.0.2414
.Lllnx Recewver Citrix Systems, Inc. 0062016 14.20.0
@Cu(ePDF Writer 3.0 Acro Software Inc. 9/06/2016 30
¥ Dekha Client Integration ESRI Australia 9/06/2016 BTIME 304
B DekhoToTrnm ESRI Australia 0062016 2I0KE 100
=8/ DisplayLink Core Scftware DisplayLink Corp. T/06/2018 353MB B219560
A GMRS far Microsoft Excel Queensland Reconstruction Autharity 9/06/2016 2T0MEB 411
B ' Google Chrome Google, Inc. 40428 484 MB 8603350139
&S Gooale Earth Gooale 9/06/2016 179 MB_ 7.1.5.1557

This will display a list of currently installed programs. Scroll until you see the program MARS photo
name conversion plug-in, and double click.

“ Iwvanti Endpeint Security Agent Lumensicn Security, Inc. 6/07/2018 8.5.022

| £/ Java 8 Update 25 Oracle Corporation 29/06/2018 146 MB  8.0.250

2 Local Administrator Password Solution Microsoft Corporation 29/06/2018 258 KB 6.2.0.0

[#=] MARS photo name conversion plug-in k MARS photo name conversion ... 23/08/2018 1.0.0.25

] Microsoft Office 365 ProPlus - en-us Microsoft Corporation 11,/07/2018 217 GE  15.0.4927.1002
& Microsoft OneDrive Microsoft Corporation 6/07/2018 2848 MB 17.3.6816.0313
I’] Microsoft Project Standard 2016 Microsoft Corporation 2/08/2018 211 MB  16.0.4266.1001
w Microsoft Silverlight Microsoft Corporation 29/06/2018 453 MB  5.1.30514.0
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A pop-up window will prompt you to confirm the removal of the MARS photo name conversion plug-
in, click OK.

Microsoft Office Custornization Installer pd

| Are you sure you want to remove this customization (MARS photo
' name conversion plug-in) from this computer?

oK k Cancel

A pop-up window may prompt you to go back and check that the MARS photo nhame conversion
plug-in, has been successfully uninstalled.

1. Open the Start Menu and click on desktop
2. Double click on control panel.
3. Under programs click on the uninstall a program link.
4. Scroll or search (top right corner) to confirm the MARS photo name conversion plug-in has
been removed.
5. Click this program uninstalled correctly on the pop-up window.
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