HELPFUL HINT

Login to the website
and click the Help
Tab at the top to
access the Entourage
Support Contact
Information, Video
Tutorials, Guide
Books, Webinars
and More!
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We are excited to launch our new website that features all of the same
functions of the old website, plus new features to help you build a better

yearbook! You can work, stay up to date and on track from any comput-
er anytime! Everything is organized in five easy to use sections. The new
website offers a friendly user experience and tools to help you manage
your time more efficiently.

Enjoy! - Entourage Website Design Team
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ENTOURAGE WEBSITE | L06-IN 0 THE WEBSI

Getting started with the Entourage Website
The Entourage Website is available as soon as you sign! A default login will be sent to the Primary Contact
on the account. NO DEPOSIT IS NECESSARY TO ACCESS THE ENTOURAGE WEBSITE. Begin setting up
your staff and gathering images and materials right away!

& eaibask Comy 1% = o :“
LOGGING IN: e
Go to www.entourageyearbooks.com © ENTOURAGE YEARBOOKS
If you have a login ID:
* In the upper-right corner, enter your User Not all yearbook companies are the sa

Na me and Password and click Login Entourage is a specialized yearbook company, dadicaled 1o revoiutionizing el aasy
e ENTC Call Us 1-888-YBOOKS-1

Log In

***User Id and Passwords for the Primary Contact are

User Name
emailed within 24 hours of signing, please contact the Services

comprahensive set of yearock 1ools, yearbook tempiates.

Support Team or your Account Manager if you did not 002 A oniins ymorhock seivicen. 2volable
receive the email. Not all

Entourage is a sp]
Qur next generatio

IF YOU'RE A YEARBOOK STAFF (@ ENTOURAGE YEARBOOKS  Welcome to the Welcome to the Forest Hills Elementary Yearbook
MEMBER AND DO NOT HAVE A

LOGIN: Students and Parents Yearbook Staff

* Click Search For Your School
* Enter the name of the school
and click Search

Click the red Request Accoun
Access button and fill in
your information.

Built to keep your school connected.

L’I‘N K Introducing LINK!

About the Yearbook

Your Cover Design
Coming Soon!

Are your 3 membar of tha yaameck stat
bust by . 096

=
(Request Account Access )

*Please allow 48 hours for processing,
Entourage needs to verify new login
requests with the Primary Contact.




OMEPAGE & TAB NAVIGATION | ENTOURAGE WEBSITE

YOUR YEARBOOK HOMEPAGE:

If you are not sure where to begin, our homepage will give you a step in the right direction. The
buttons at the top tell you what the important first steps of the process are.

(® ENTOURAGE YEARBOOKS e Aty Rt Lo

MANAGE UPLOAD COLLABORATE DESIGN REQUEST HELP

Yearbook Home
Get Started With EDOnline MNews Feed
Manage Ladder

Click Here to Upload Photos Click Here for Entourage Support Click Here to Design Pages Entourage Yearbooks - Infroducing
Welcome 10 the 2016-2017 schoo!

launch of EDOnline 6.5: The nawest
online yearbook design sofrware.
Manage Tas| — @471 /208 1280w

Ianage Deadlines

es. — 1 Enfourage Yearbooks - Welcome 1

Thanik you for joining the Entourage

Get your photos ready for your yearbook. Watch Videos, View Guide books, Contact Support. Start working on pages in your yearbook

can pest message!

r Production

Wanage Invoices : §
Your Yearbook Progress What's New? 2 new te

LINK by Entourage

100 % Completed Introducing EDOnline 6.5! e, Online Yearbook sales are:
= f4R o ]
denEioPAgeSEE EDOnline has gotten a new look for the 2016-2017 school year Begin To oM i
0 Overdue Deadlines book d i . 3 2 . .
your yearbook design experience with a newer look, and easier EDC
SN L ) E=DOHIe: Online Ad sales are:
0 Upcoming Deadlines accessible features. = -5 ot
o s ki (@ o

Latest Update - Introducing EDOnline 6.5! (9/1/2016)

General User Photo

EDOnline has been updated io EDOnline 6.5 for the 2017 school year. The designer
Upload:

was given new features to make the yearbook buiding process easier, faster, while
making designs mors consistent. Create your own people page and cover tsmplatss.

Use master pages and bookmarking to keep your design consistent throughout your

yearbook. We have also moved people pages inside the designer and made updating iPhone App download:

your student data & bresze!

LINK

& Entouage Yearb

s 2016 - version 8.0 | Privacy Policy | Help Pag niad Us | Press Relesses

L\

YEARBOOK PROGRESS: WHAT’S NEW: DESIGN POINTS: ACTIVITY FEED:
Our Deadlines guide has been specifically set up This section will give Entourage assigns com- Now it is easier than ever
to keep you on target with your delivery date. you information on any plimentary Design Points to keep track of your ac-

o new information about automatically when you count. Our new Activity
To simplify ?he.process, we only show your changes made to the sign up! Watch for dead- Feed feature shows you
next tw_o deadlines and tell you the overall website. Keep an eye line reminders through- any new changes to your
completion status of the book. If you want to on this section as you out the year more points account (i.e. photos being
see a list of all of the deadlines as well as an .

login to keep yourself may be rewarded when uploaded).
explanation of what they are, just click on “View . . .
. g informed on our most certain deadlines have

All Deadlines” It is very important to meet your recent updates to the been metl
deadlines to ensure that you will make your final website

deadline and receive your yearbooks by your
requested delivery date.

ENTOURAGE YEARBOOKS 3
2016-2017




Yearbook Home

Manage Account
Manage Ladder

Manage Staff

Manane Phntne

The “Manage” tab allows
you to manage everything
about your account. You
can edit your book specs
and account information.
You can setup your staff
and their permissions on
the website, as well as their
tasks. You can also manage
your pages in your year-

book ladder, and anything
has been uploaded for
ou to use in building your

book.

(3 ENTOURAGE YEARBOOKS

MANAGE UPLOAD COLLABORATE DESIGN REQUEST HELP

Get Stanted With EDOnline

Upload Phatos Design Pages

M

The “Collaborate” tab v

allows you to access to w . .
“Explore, Share, Discuss, The Reque§f tab  gives
and Learn,” Within these you the option to requ.est
sections includes Templates, a Proof Book, Marketing
Yearbook Contest, Certifi- Materials, and/or a Year-
cation tests, etc. book Kit.

\l

The “Design” tab gives you
access to the available v

designers on your website. The “Help” tab is your key to
Allaccounts have access cony to contacting us with any
to the Cover Designer, questions you may have. We
any other design options also have online tools to help

The “Upload” tab allows
you to upload everything
you will need to complete
your yearbook. You can up-
load photos, pages, covers,
and other documents that
you might need.

appear when applicable. you right away. How-To Vid-

eos and quick start guides are
available immediately. You
can also sign up for our online
training sessions right away.




YEARBOOK RESOURCE KIT - MARKETING - PROOF BOOKS:

Use the Request Tab to order Yearbook Resource Kits, Marketing Materials and Proof Books!

( ENTOURAGE YEARBOOKS

MANAGE  UPLOAD  COLLABORATE  DESIGN  RIQUEST LR

Entourage Products

YEARBOOK RESOURCE KIT

Emtourage Prosucts

Total Poimas: Foiats Ledt:
n Paints et 08

a4 chck on Thamgn 3ndd Puhaes’ Sar the resource o would e o Fecusst

My Pravious Macketing Oreees

MARKETING MATERIALS

( ENTOURAGE YEARBOOKS Weleamar Migay Felnan T 1

Entourage Products

Total Points: Points Left:
30 Points Used: 0 45

plaase click on “Add to Cart’ for the resource v

Second Submission Prool Book Final Submission Prool Book

Entourage Paints: 3

. e .

PRINTED PROOF BOOKS

ENTOURAGE YEARBOOKS 5
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(COLLABORATE TAB

Search through hundreds of top quality templates.
Get ideas for your book from other schools who have
shared their great ideas!

HIGHLIGHTS OF ENTOURAGE EXPLORE:

TEMPLATES- Hundreds of TOP quality
yearbook templates. Designed by yearbook
professionals or yearbook staff members.

YEARBOOK GALLERY- Hundreds of ideas
l l ‘ l from other schools across the country. Browse
to see what other schools are doing.

Rate it! You can rate
all of the templates

on the website and

YEARBOOK CONTEST- browse through the
entries from our Yearbook Contest and rate
search for the most the ones you think should win the prize.

popular ideas!
COVER GALLERY- Hundreds of cover options

to choose from. Customize to make your cover
original using your software or our online tools.

TYPOGRAPHY- Explore all the new trends
in typography to utilize in your own yearbook.

Get connected with others using our Share feature. Share your great
ideas and designs with the rest of the Entourage community!

Share your templates HIGHLIGHTS OF ENTOURAGE SHARE:
and pages with the

Entourage Community. TEMPLATES - As you create amazing new
We'll  replace  dll layouts for your yearbook, share your own
photos and text with customized templates with other schools
placeholders so you and help new Yearbook Coordinators get
don’t have to worry inspired!

about  your content
being out on the web! YEARBOOK CONTEST-

Share your yearbook and photography
in our National yearbook contest, and win

(AL AL
LI eI I ed .
ofag | prizes for your school.

- — - |

s
s AN

" Yearbook ENTOURAGE REFERRAL- Share your love
]7 Contest \ for Entourage! Refer us to another school
\ I and earn $100 credit towards your book.
\\ WINNER Ask your Sales Representative about our
-~ ,// Group discount.

ADD A LINK - Start spreading the word
about your yearbook on your own website
by adding a link for your yearbook sales.

MANAGI  UPLOAD  COLLABORATE  DISIGH  RIQGUIST WL

mplate library with
et Entouraga schools.




It's all about communication! Make your yearbook project a success!
Entourage makes it super easy to connect with your yearbook team, with
the Entourage Team, and with other schools using our Live Chat and
Message Boards.

HIGHLIGHTS OF ENTOURAGE DISCUSS: Chat with Entourage Yearbooks
Team members any time if you
TECH SUPPORT- Entourage has instant chat  JEICRCRCTES SRR RV NN

features that help you get the assistance (IR ICILEC
you need quickly. Entourage
has the fastest tech support!

ONLINE WEBINARS - Meet with
one of our team members as
they guide you and a group of
your fellow advisors and staff
members through a yearbook
related topic. A great way to
share ideas with other schools!

ONLINE CONFERENCING - schedule
an online meeting where your Account
Manager can view your computer screen to
assist you with any questions you may have.

MANAGE UPLOAD COLLABORATE DESIGN REQUEST HELP

@ Discuss

Welcome to "Discuss”, where you can communicate with
members or your school, other schools, and Entourage staff.
» My School - Have discussions that can only be seen by

members of your school yearbook staff.
= Entourage Community - Have discussions with the entire Entoura

Discuss
Leam My School Entourage Communlty
+New Tople
Dt Yo Know? Please Select a Topic or
You can upsoad multiple Create a New One

photos ot once Using our
N RE-Ehets Image
upluadivol

Enhance your yearbook by getting certified from our online lessons.
It's easy to train your yearbook staff members with Entourage Learn.

HIGHLIGHTS OF ENTOURAGE LEARN:

GET CERTIFIED- Online yearbook lessons

and activities. You and your staff can ) )
Take step-by-step  informational

become “Yearbook Certified!” courses to refine your yearbook
knowledge and skills. You can take
LESSONS AVAILABLE IN THESE TOPICS: them anywhere, anytime, anyway

you would like.

Yearbook Design
Yearbook Writing
Yearbook Interviewing
Photography

Entourage Website Use
Yearbook Theme
Entourage Page Submission
Editing Your Yearbook

and more...

LESSONS AVAILABLE FOR ALL LEVELS -

No matter what age group you are working

with, Entourage Learn has something for you!

Welcome to LEARN!

Entourags LEAEP is where you Can fkam b b0 macn s prarbons: the bt 8 Can b i Enfosage Camodla
Casmpbota the sBotted coubes b got cortbed by Enteurmgs Vansocks i in ol Enloursgs Vantook's Desgred

Ta allow you to properly leamn each step of the yearbook design process, each course consists of
the following:

« Detailed
* Tutoeial vi
he Entourage Suppedt Team

ﬁ i
Those who complete the LEARN curricula have seen results such as: Curncutam Sate

P
= Propes training for thedr stalf & editors]

« 10-20% less emors in their yearboak! N
« Completed the yearboak in a shorter time complying with their deadiines! A
+ Felt stress-free and enjoyed the process mofel Fuaving Proae S
- B cerslered
Wiews the available courses now! A

Entourage Curriculim Courses |

541 L Tour Snl Laarmng Cumcum

MISSY @ENTOURAGEYEARBOOKS .COM e J

Courses [n Progress

Completion Date

Curricubsm Courses Status Test Results
NO COURSES STARTED - SELECT COURSES NOW

Yearbook Staff Progress

Test Re: Test Status Test Date

Curricubsm Name e
RSES COMPLETED

ENTOURAGE YEARBOOKS 7
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ENTOURAGE WEBSITE | SETTING P NEW USERS ON THE WEBSITE

Manage Account

Manage Ladder

‘ Manage Staff/Users

Manage Fhotos

Manage Uploads
Manage Tasks

Manage Deadlines
Manage Yearbook Sales
Manage Online Ad Sales
Manage LINK

Approve For Production
Manage Invoices
Manage Permissions

Manage EDO Page

D

HOW TO SET UP A NEW USER:

To get started, click on the link “Manage Staff” under the Manage Tab or on
the navigation bar to the left of your homepage.

MANAGE STAFF:

Add, Monitor, and Edit your staff login info!
1. Click the red button to add new staff member.
2. Click the name of the user to edit their information.
3. Click Delete to remove a user ID.
Manage Yearbook Staff and Users

Yearbook Project: Anthony Test Yearbook
Yearbook Staff Members: 2

Member List: DOVWNLOAD CSY

Current Yearbook Staff Members 'I . ew St
° >

These are staff members who have access to the yearbook project. You can change the member type to allow different permission for different types of users.
Click on a staff member name to edit user settings.

User ID Email

Staff Type Time Spent in EDOnline Action

SHAKESVLL a.hunter@verizon.net ADMIN 188.5 Minutes

2 Angel Grayson ANT123 thebest@entourageyearbooks.com USER 0 Minutes

Total Time Spent on Yearbuok: 188.5 Minutes

2.

3 LEVELS OF LOGIN IDS:

1. ADMIN - Recommended for Primary Contact and those
who need access to billing information.

2. EDITOR - Recommended for staff members needing
access to the designer and the ladder.

3. USER - Recommended for those needing only limited
access, such as uploading photos.



SETTING UP NEW USERS ON THE WEBSITE:

Be sure to fill in all fields for each member.

Staff Member Information

Update the profile information for this yearbook staff member. You can update the contact email, change the password. and select member status and position.

Name:

Email:

Phone Number:

User ID:

Password:

Confirm Password:

Staff Member Status: > Approved User ~
Staff Member Type

Admins - Have complete access to everything A
Editors - Can design pages, upload photos and accesp the collaborate and request
tab

Staff - Can only upload and view photos
To edit these default permissions please go to Managg Permissions

EDOnline User interface: EOnhne - full version ~

Receive Notices:

m

Receive email notices about training and support resoyrces for creating your
yearbook.

Raceive Notices - Traning resources, tips, help, etc. V‘

R

To allow a staff member access you must select “Approved User.” If at

Manage Permissions

any time you need to remove a staff member just simply click on the
members name from the Yearbook Staff Page and select “Rejected.”

There are three different Member Types. Administrator, Editor, and
Staff User. Each member type has a different level of access to the
yedarbook. You can set these levels under the Manage Yearbook
Account section.

Notes: Administrator has full access to all yearbook information. This
option should only be used for Yearbook Advisors.

MANAGE PERMISSIONS:

Control Access!

ACCESS MANAGE PERMISSIONS: st it = =
Under Manage Permissions you can set the access level for your staff o — -
member and editors. They have been preset with our suggestions but |- — =
you can update them to fit your needs at any time. = =¥ =¥

ENTOURAGE YEARBOOKS 9
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RAGE WEBSITE | HELP & SUPPORT

ENTOURAGE HELP MENU:

UPLOAD COLLABORATE DESIGN REQUEST HELP

MANAGE

Help Pages

Video Tutorials

Welcome to Entourage $omioman

Contact Support Welcome to Entourage's new help pages!| Webinar Training Sign-Up
Webinar Training Sign-Up any website or yearbook announcements,| system Updates

System Updates
Resource Kit

Help Pages

Video Tutorials

ou can search for a specific tapic, browse our help library, see
date your yearbook account.

Resource Kit
Hint of the week

rch ifﬂ"g’iiﬁ"ﬁ.\i‘a

Hint of the week

Message Boards

B e Home Help Library Submit Request FAQ's

Entourage Announcements

» 2013 - 2014 Webinar schedule now available

Did You Know?

You can upload any PDF
file from any program to
your yearbook ladder. Use
Word, PowerPaint,

Sign up for training sessions on a specfic software or design advice.

« EDOnline 5.0 Introductory Video
Watch a 5 minute overview of the new features offered in EDOnline.

Anything!

Using Entourage

‘ Getting Started
. thich yearbook sc

Entourage Yearbook's Website

Fotofusion

+ Get started by downloading Fotofusion, cli

+ Download a getting started PDF

® Entourage Yearbooks 2014 -version 5.5 | Privacy Policy | Help Pages | Contact Us | Pr

In the new help section you can search for a specific topic, browse our help library, see any website or
yearbook announcements, submit a request to update your yearbook account, watch tutorial videos, sign
up for a webinar, request or download resource materials, and view our past hints of the week.

A

4y>




MANAGE UPLOAD COLLABORATE DESIGN REQUEST

Video Tutorials

HELP

EDOniine
i Process
" Yearbook bestgn i
New Advisor

Adobe

Here,

by forriss

MANAGE  UPLOAD COLLABORATE  DISIGN  REQUEST  WILP

Contact Support:

Contact Suppon

. BEE-526-6571 ext. 2

Contact Billing

B88-524-8571 wat. 3

Request Account Update - Missy Feinen Demo Aseount Yearsock

Estimated Defivery Date:
12/31/2015

REGUEST ACCOUNT MPDATE
Typs OF Requast:
Bpamst ity

You can also contact support directly if you need
a little more assistance. We’re always happy to
help!

Below is a list of our featured videos. Click on a video below to watch it, or click on the categories to the left to view all of the videos available for that topic

Featured Videos

Explore
In this video we will dive into the Explore portion of the Collaborate Tab.
u can explore the Entourage templates gallery, pre-designed covers,
yearbook themes, and more!

Spotlight Video

MAHAGT UPLOAD COLLABORATE DOSIGN  WPQUEST  HELP

Webinar Training Schedule

SIGH-UP FOR UPCOMING YEARBOOK TRAINING AND EVENTS

Available Webinars:
GETTING STARTED &
i g

fe set in EST. Please plan sccordingly

PAGE & COVER DESIGN
apvearg tasnal ot e
Curerrinsad Vietanas PO

YEARBOOK MARKETING
L b 3 e armasia

EDOnling Pecals Pages
fhr peees

Lear e e gl
Eurmrioed Fietne: PO

aoe

LIST OF EVENTS
Dt Oyumt

Check out the webinar schedule to sign up for an on-
line course. Remember to check every month as the

dates and times change. '




RAGE WEBSITE | UPLOADING AND MANAGING PHOTOS

MANAGE UPLOAD COLLABORATE DESIGN REQUEST  HELP

Upload Your Photos:

1. 2; 3.
Select the photo category to upload Click "Select Files" ta select photos Click "Upload files"
your photos ta. from your computer. to begin your uploads.

-- Choose Photo Category - A SELECT FILE

Don't have a Category yet?

Create New Photo Category

Tip: You can select muitipie photos by holding the shift-key while selecting, click CTRL-A to select all,
or hold down CTRL while selecting If you want to choose specific photos.

If you are having trouble using our new Photo Upload page. click E to try the older version.

NEW! You can now upload custom images. backgrounds. and clip art with transparent backgrounds!

Upload Photes Resources

To start managing your photo uploads, begin by creating your

‘ photo categories by click on “Create Photo Category” under
the Upload tab. You can create a “Parent” category and then
sub-catagories to keep you photos organized.

MANAGE UPLOAD COLLABORATE DESIGN REQUEST HELP

Upload Photos
IRt oine e Create Yearbook Photo Category
Facebook
Import Photos From Fill outthe form below to create a new yearbook category.
Instagram
Choose a "Category Parent” if you would like this to be a subcategory for a pre-existing category.

Create Photo Category

Upload Pages & Other Category Name:
Content

Upload Via Hightail Category Description:

Category Parent:
Category Status: |—— v

Did You Know?
photos at once using our
new mutti-photo image
upload tool.

Leam more

Once you have created your photo categories you can start uploading
your photos. To begin, go to “Upload Photos” under the Upload tab.
Select the category in box 1. Then click the “Select Files” button in box 2

to search your computer for the images you would like to upload. You can
select multiple images at once by holding the shift key. Once you have all
your images selected, click the “Upload Files” button in box 3.



MANAGE UPLOAD COLLABORATE DESIGN REQUEST  HELP

Import Photos From Facebook

You can now import photos from your Facebook account into your online yearbook account. To access your
Facebeok account information, you can simply click "Log in to Facebook" below to get started

Dées Yoo Knener

BEELELLELELE

Albums Phatos
SELECT ALL | DESELECT ALL

— 2.

entovrage

;

Pount information, you can simply click “Log in

1. To start, select the “Import
Photos from Instagram” under
the Upload Tab. From here login
to your Instagram account.

2. You can search for photos by
all your uploads, hashtags or
photos that have been liked.

3. Select the photos you would
like to import.

4. From the drop down menu,
select the Entourage photo
category you would like to
import your Instagram photos to.
5. Click the Green “Import
Photos” button.

Import Photos From Instagram

My Photos

Search By Hashtag

B Select This Photo

' entourageyearbooks

Pl s¢ Seiect a photo category to import your Instagram photos tu®

UPLOAD PHOTOS
FROM FACEBOOK]

1. To start, select the “Import
Photos from Facebook” under
the Upload Tab. From here login
to your Facebook account.

2. Select the Facebook

photo category to the left you
would like to import images from.
3. Select the photos you would
like to import.

4. Select the Entourage pho-

to category you would like to
import your images to.

5. Click the “Import Facebook
Photos” button.

v

Import Photos ),

11 likes

B Select This Photo

' entourageyearbooks

4 likes

#Hflowerpower #nature

ENTOURAGE YEARBOOKS 13
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Manage Photos Photo Actions

Craate photo categories to keep your photos organized. Once photos.
have been uploaded into the categories, use this page o view photos, add
captions, tag photos, like photos, move photos, and delete photos.

Fhoto Caption

Select Photo Category a
‘ | Create New Photo Categary |
L |

‘ AII‘\UIDS 37 |

Select a photo category from the menu gbove

Copy P

Projects Photos Buck in Marags Phitos

or use the filters to find the photo you Want.

using the follwng dedcated

sl Phabas Te Teur Yearbock

Ughaad photas ba your yearboci phob categongs
emats for your accounts

First: Swlact  previous year 1o import photos am. Naxt: Select shoto categones bom 3 previous year Lasty: Cick the copy photos
Eutton 1 smpuon thim ks this yeads Seteurt

Arsrras - 0 ghers)
Ha Categenies Found
Candds - (14 phodos)

ot

2 photos
Seinen Fai - [0 photos

Student pica - (11 phofos}

Edit Photo Category

Category Name

Furst Day of School ‘

Category Description

ISeptember 4th, 2014 (Created by - 9/4/2014 12:42:2) |

Category Parent

Only select a parent catego

would like this to a subcategory of an existing cat

" |
=
e

‘ No Parent Category

“ By clicking on an image under
Manage Photos, you can update

Fhoto Details

- e captions, tag a photo, see the
Dimensioss  415gex T7Eew

mas Lok photo properties, download or
statu Use

# Gaption delete the image.

# Tags

& Likes === You can click Edit to rename the
@ on Page category, enter a description,

This hets |5 Deing s 40 Cagt 1

assign a parent category, and
also allow photos to be submit-
ted to this category via email!

Edit Photo Category

Category Name

| Environmental

Category Description
| Created by WGOODHEART - 10/3/2013 2:27:56 PM ‘

Parent Category

Only select a parent category if you would like this to a subcategory of an existing category.

v ‘

No Parent Category 75 crotos

[ Allow photos to be submitted directly into this category through email.

You may create an alias for the category email address. This alias will replace the
category ID, making the email address easier to remember.

When enabiled, photos can be sent as attachments to the following email address:

submit+110740@entourageyearbooks.com




You can “like” any
photos that has been uploaded
to a photo category. Have your
students like their favorites to
make choosing images for your
yearbook easy and fun!

Photo Details ><

File Name  shutterstock_194717693.jpg
Uploaded 9/5/2014 11:40:14 AM

From MISSY@ENTOURAGEYEARBC
Source AWS-S3

Dimensions 2306 px x 1795 px

File Size 950 kb

-

¥ Caption

A
C# Tags O

No one has been tagged in this photo.

Add New Photo Tag

{ H/f' .
N

|

—
~ B

b, O Likes
\ Be the first to like this photo.

Why tag your photos?
*  Keep track of how many times a
student is in the yearbook.

*  Make sure every student is
placed in the yearbook.

*  Easily create a student index in

your yearbook. '

ENTOURAGE YEARBOOKS 15
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ENTOURAGE WEBSITE | USING THE YEARBOOK LADDER

Yearbook Ladder

Click on the “Submit for Production” button when you are ready to approve your yearbook for final production
Do not submit your book for production until you are sure you have no more changes. There will be a charge for any changes made after the book is submitted.

Page Numbering Spell check Book Submit For Production

Cover Details Cover Status

Yearbook Cover

Cover Type:

Cover Config:

Cover Notes:

SOFTCOVER

2 Page Spread -

Updated from EDOnline

Cowvier Status:

Rechmmended Cover

MEW

Dinensions (inches): 1811 Wids 5 12300 Tall
e Curfent Cover Dimensions
Cover Uploaded: 9/3/2015 3:20:55 PM (indhes): 18.10" Wide x 12§00" Tall

Preview [ Approve Cover

A

2014-201
~

Pt Nmbaring: Fugs ey o

m Advanced Page Numbering

SIMPLE PAGE
NUMBERING:
Quickly add page
numbers to your pages.
Choose either the outer
corner or the center.

When you are
ready to go
to press, you

need to submit

your file. *

View a digital
proof of your
yearbook.

Spell Cieck .
s Preview and

approve your
cover file.

Croose Pages

Start

SPELL CHECK:
Useful feature to help you spell

Page Numbering

check your entire yearbook for

Page Numbering: Pags Humbesng Cn -

any grammatical errors.

Simple Page Numbering Advanced Page Numbering
Select Page To Edit ALL -
First Page Number R Start Numbering on Page:

l AP i Font Cokor [ ADVANCED PAGE NUMBERING:
Font Size L Page Numbering Position Cutsde . .
e o == Choose the specific page you want to edit,

the font, color and position. Using this feature
| eck 7o s | . .
makes it easy to customize your page num-

bering according to your background color.

**PLEASE NOTE: The page numbers are only place on the ladder. If you are
using EDOnline you will not see them in the designer.




FUNCTIONS OF THE YEARBOOKS LADDER:

EDIT PAGE DETAILS:

Section: |- = v 'I .

Title: 2.

Due Date: = 3.

Status: Page Placed b 4 .

Assigned To: | ————— v & a 5 .
Page Notes

TECHNOLOGY AT

Forest Hilis High School
o ==
E o

Page 40

Page 41

Zoom Info

TECHNOLOGY AT

Forest Hills High School

&

Move your mouse 1o the ares whore you woukd ke 1o
zoem In. A largs, more zeomed praview with appear in
the box above

Close Fage Freview

ACADEMICS

To view a larger image of your pages, click on a specific page you
would like to view and a pop up window shows a larger view of
your pages. You can zoom in even more by scrolling your mouse
over the page and to the right view an enlarged version of your
page. This is great for proof text!

1. Choose which section each page should be in
your yearbook: Opening, Dividers, Student Life,
Academics, People Pages, Sports, Clubs & Orga-
nizations, Ads, Autographs, Closing, Other.

2. Type in a title for your page.
3. Set a due date for your page to be finished.

4. As you and your staff work on your pages,
you can update the status of each page. Blank
Page, Page Placed, Update Required, Incom-
plete, Page Approved.

5. You can assign pages to members of your
yearbook staff. Assign a single page to two
members. Once a page is assigned to a staff
member the task will get added to your task list

and an email will be send to the staff member.

6. Leave notes for your students as they work on
their pages
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ENTOURAGE WEBSITE | ADMIN T00LS

Update your account information from your Entourage Yearbooks Website. Update your page and book count or your delivery
date. Any changes made will be sent directly to your account manager. You can even view your price change if you decide to add
upgrades to your yearbook so you can see if it is within your yearbook budget!

Manage Your Yearbook Account

Use this dashbosrd to updats your contact infarmation, snd manage your Login Page. You can also request bock spac changes
not happen but pricing will be adjusted sccordingly end applied to your account by the next business dey.

Primary Contact Information Current Book Specs
Organization  Anthony Test Yearbook Current Book 20
Hame: Quantity

Antheny Current Page 20 A0Pages
Count:

” Manage Your Login Page
Address: 745 Alexander Rd 4, Princeton, N Yeroent Colog 1o

Requested Delivery 8/18/2017 8/18/2017 = .
- Cate 8 o

‘earbook Login Page Options

State: If you need ta change your delivery date, and your current

delive less than 3 60 days sway, please contact us i
Zip:
Email: A.hunter@entourageyearbooks.co
Efiote: 9087527850

Book Upgrades

[ 4x5 Foil Stamping [ inside Frinting B Chir o gt

[ x5 Deossing

Import Account Content View Invoices

nit, you can do so here Wo

you like to allow ADMIN users to view and scoess

ue.

Personalize your Entourage Yearbook Homepage. Pick your own image, include the option for your students to order a year-
book online, upload images, purchase ads, link your yearbook to Facebook, and include an image of your cover design to spark
interest and sales! Manage your Link account options by setting a password, open or close the online store, enable ad creation,
and much more!

Manage LINK

Setup My LINK Account

oniine store

A ’

1020 1 jearnonk.

Cofigmre’
|

oooaoano

Associating Students fo LINK logins
- LN v




ONLINE PRODUCTION APPROVAL FORM

@ ENTOURAGE YEARBOOKS

MANAGE UPLOAD DESIGN EXTRAS

[Test] Andrew Yearbook
Waelcome: ENTOURAGE

MANAGE

Qnline Production Approval Form

Created: 3152011 4 2525 P1

1f your book i ready for Final
this form and recegt of amy o

Make sure name o rganiation:

. Book Content Mle:
the cover iscwer
Information:

Delivery
APProved  sook specitication:

Final Payment

rovsl. please il out this Omline Production Approval Form. The Froduction department will not acoept any orders for print uniess you fil out and submit this fom. Delrvery iz

Caver Type:

Humber 0f Books:

¥ou can adjust the = of besks
¥ou'd I to order here
Peursbnr 0 Pages:

Type of Printing (% coler:
ook Size:

**|MPORTANT NOTE:

Once your yearbook is approved for
production you will not be able to
make any changes to your file. If you
find you need to un-approve, there
is a fee as well as an adjustment to
your delivery date which will result in
receiving your yearbooks at a later
date. It is very important that you are
absolutly sure you are ready for your
yearbook to go to press. Entourage
is not responsible for any mistakes
missed during the proofing process.

YOU WILL RECEIVE AN ERROR MESSAGE IF YOU HAVE NOT FILLED OUT ALL OF THE

NO ADJUSTMENTS CAN BE MADE TO THE LADDER ONCE THE BOOK IS APPROVED!

redit Card -

et due en your acceunt, You well be requeed 1o pay thes balance before this srder goes to final production

FLETION & FILE STORAGE

r yrarbonk praject in

andrew

NOT SURE - Nat sure abaut re-signing =

FINAL PRODUCTION APPROVAL
Fapprove of lhe cover and book content as speciied in this online lorm for the [Test] Andrew Yearbook
production run

Please examne the book content and cover belore submating. Enlourage 15 nol responsibie for mistakes
missad during the proof process By electronically signing this anling form, you are aurthorizing Entourage lo
print the approved book content and cover specibed henen. Any changes 1o your yearbook after this onling form
is submitted will resulf in extra charges and delays to your book delivery

Fill In the following fields when you are ready 1o approve this yearbook for inal production

E—

| have
comect

and fi d all the i ion in this yearbook is

| certify | am authorized to approve this yearbook for [Test] Andrew
‘fearbook

| approve this content as the final yearbook for [Teat] Andrew
Yearbook. | understand thal no further changes will be made and and any
change requested after this approval will result in additional fees and
delays in production

Commentsinotes:

tiack and white pages are as follow 123478

o

Your Electronic Signature Flease enter your name and contact information to alectronically sign this form and
submil this yearbook for final production,
Please enter your full name androw

Please enter your phone number
son

Please enter your email address

Back To Ladder I APPROVE FOR FINAL PRODUCTION I

v

YOU CAN NOW APPROVE

YOUR BOOK!

FIELDS PROPERLY.

MAMAGE UPLOAD DESIGN  EXTRAS  HELP

[Test] Androw Yearbook

Waleama: ERTOURAGE

Online Production A) val Complete!
MANAGE ciobe a

1-888-026-6571 ext 2 (lech support)

D46 You Know?

Thank you for submithng your final onbne produchion approval for the [Test] Andrew Yearbook. You will recene & confinmabon
i thw il with @n elictronic copy of your final production approval form

Your yearbock 5 confimed for deliviry by Thursday, September 28, 2011

1 you hawe any quesbons about your production approval, you can contact us st

RETURN TO YEARBOOK ACCOUNT HOME

o call us at

[[}————p move on with the

3 weeks phus shenpng bime after submission

Enter the delivery information

Segnature Harsen

<«4— The number of books can be
updated and a new invoice will
be sent with updated pricing.

s - Please Stone The Yearbook For Next Year = <_YOU can choose an re-sign

option. A sales rep will contact
you to discuss your next project.
No information will be carried
over without a discussion from

a sales rep.

Check these boxes to

submission process.

Fill out these last fields

— to go through with yo

final production

\4
>

Once the Production
Approval form is completed
and submitted, you will see
this screen.

A
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by ENTOURAGE YEARBOOKS

Link by Entourage Yearbooks is a user friendly
website for parents, students, and faculty to
interact with the yearbook.

@ ENTOURAGE YEARBOOKS Welcome to the TEST BILLY BOOK Yearbook

Students and Parents Yearbook Staff

Introducing LINK!
Built to keep your school connected

About the Yearbook

Your fover Design Ars you a membar of tha yaarhaok st

nn lnn snm! bist havent been given a user 10 or

Request Account Access

Parents can register a Link account by simply clicking on Purchase Year-
book on the school page, then clicking on Register at the far left. Once
the information fields are filled out, hitting Submit will finish the process.
Parents with Link accounts have access to all of the awesome features on
this page!

Upload Videos

The yearbook staff has the option of accepting
videos! The staff can even include printed QR
codes in the yearbook to link to incorporate
the videos into the book!

Instant Updates NEWS H:ED\

Link features a news feed to constantly update

users with information about the yearbook and
messages from the yearbook staff. News feed
includes updates about uploads, requests for
specific yearbook content, surveys, and more.

Student Features

Get the student body excited about the year-
book with Link! Students can login and see
which yearbook pages they've been tagged in

and how many times they’re in the book.

LINK T —

Wraody have o bogied

User Friendly Interface

Link boasts a simple design and is easy for any
user to navigate. Parents, students and faculty
members can quickly access the site, and search
for the school.

Upload Photos

Let your whole school community participate in
the yearbook by submitting their pictures! Link
allows users from your community to quickly
submit their photos directly to the yearbook
staff for use in the yearbook!

Online Ad Sales

Selling ads has never been so simple! Have
parents and businesses log in, create, and pay
for their ads themselves! Online payment and
checkout in three easy steps!

Purchase Yearbooks
Link allows parents and students to quickly and
securely purchase their yearbook online. The
yearbook advisor and staff can track year-
book sales easily online.

Extra Security

The school and yearbook advisor can manage
Link to only include the features that you want!
All of the these features are optional!

|

Check out our .=
iPhone App for an

easier way to get your B
photos from your phone

H
to your yearbook! 1 : *
A good way to get :
(Ag ytog 1 - |

¥

= e

parents involved to

contribute iho'ros 'rool




