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Get Started With EDOnline
Click Here to Upload Photos
LINK by Entourage Newsfeed
Online Yearbook sales are: 0 new updates

Antheny Hunter - A new pho

7y Anthony Hun

Online Ad sales are:

Anthony Hunter - 2
P loaded

General User Photo Upload:

iPhone App download:
Anthony Hun

GETTING
STARTE

Account Login

sure E-Guide Menu

User ID/Email

[ pseroemait |

Password

Password

Forgot Username/Password?

Find Your School
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ENTOURAGE SITE:

www.entourageyearbooks.com

In the upper right-hand corner, click LOGIN,
then enter your User ID and Password.
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(@ ENTOURAGE YEARBOOKS

SERVICES * PRODUCTS» PARTNERS~ PRICES~ BUY CONTAQUS LOGIN Q

Account Login

User 1D/Email

Password

Forgot Username/Password?

Find Your School

A Next Generation Yearbook Company...

[ luserro, &ma 5T ACUSTOM YEARBOOK PROPOSAL

***User IDs and Passwords for the Primary
Contact are emailed within 24 hours of

signing, please contact your Account

Manager if you did not receive an email.

Current Yearbook Project

YYearbook of Yearbooks 2018

Next, out of the Project List that appears, click
OPENnNext to your current yearbook project.

Pages: 137 of 192
Cover: SIGNATURE
# of Photos: 702
Recently uploaded photos

Project List

R R R T T e T

Click here to
access this
yearbook project

Yearbook - July 2019

Book Size: SIZE9
Cover: SIGNATURE
# of Photos: 25

‘vzu'r':?verwv (42221) Advisors Conference 2019 Open
ing Soont Yearbook - July 2019
NG Book Size: SIZE9
3 Cover: SIGNATURE
# of Photos: 0
(39695) Advisors Conference 2019 Open




N\
I

Getting Started

YOUR YEARBOOK HOMEPAGE:
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The three large buttons, Upload Photos,View Deadlines, and Design Pages, are the main tools used to
create a yearbook. These buttons provide quick access to these core features.

(@ ENTOURAGE YEARBOOKS

MANAGE ~ UPLOAD ~ DESIGN ¥

Get Started With EDOnline

Click Here to Upload Photos

Get yaur photos ready for your yearbook

@

LINK by Entourage

Online Yearbook sales are:

-~ @)

Online Ad sales are:

L @)

General User Photo Upload:

L~ @)

iPhone App download:

- @)

COLLABORATE ~ REQUEST ¥

Click Here to View Deadlines

Newsfeed

0 new updates

=o]
0 ;.

50 of 96 pa

HELP

Click Here to Design Pages

Start working on pages in your yearbook

- A new photo has been uploaded o the category 'Homepage Features{ fop foolbar and

ges started

Anthony Hunter through the EDO staff website

(~O]
0TS
-0
Hlrts

(~O]
it [N

Anthony Hunter - 2 new phofos have been uploaded to the category 'Top Toolbar and Advanced Setfings'
Photo uploaded by Anthony Hunter through the EDO staff website

@7/10/2019

Anthony Hunter - A new photo has been uploaded to the categfry "Login Page & Homepage.
Photos uploaded by Anthony Huter through the EDO staff weblie

@710/2018

unter - A new photo has been uploaded to the categdry ‘Login Page & Homepage'
loaded by Anthony Hunfer through the EDO staff webffte

siegdry 'Login Page & Homepage'

(O]
0TS

te

haven't already, make sure

SURVIVAL GUIDE 2020 =  Sign Out

E-Guide Menu

ACTIVITY NEWSFEED: Keep track of your account activity. The

newsfeed feature displays various updates and activity in your
account (i.e. photo uploads, Entfourage announcements, and
more).

(@ ENTOURAGE YEARBOOKS MANAG

Ex UPLOAD ~

DESIGN ~

COLLABORATE ~

REQUEST ~

HELP

The Manage tab
allows you to edit
your book specs and
account information,
setup your staff and
their permissions,
access your
yearbook ladder and
any content that has
been uploaded.

The Upload tab
provides quick access
to the Upload Photo
and other upload
features, such as
uploading PDFs and
videos.

The Design tab
gives you design
access to the
different parts of
your yearbook such
as the cover, index,
and general pages,
as well as your
People Pages. You
can also request a
Design Review from
this menu.

The Collaborate tab
allows you access to
Explore, Share,
Discuss, and Learn.
These sections include
our Template library,
the Yearbook Contest,
Certification tests, etc.

The Request tab
gives you the option
to request a Proof
Book, Marketing
Materials, and/or a
Yearbook Kit.

The Help tab is your
key to contacting
Entourage with any
questions you may
have. There are
online tools to help
you right away. You
can also sign up for
our free online training
sessions via our
webinar calendar.
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Getting Started

ACCOUNT INFORMATION:

MANAGE « UPLOAD ~

A Yearbook Home

O Manage Account

Rf Ivanage Ladder

‘& Manage Staff/Users

B} Manage Photos

B Manage Uploads

= Manage Tasks

@@ Manage Deadlines

Yo Manage Yearbook Sales
3 Manage Ad Sales

& Manage LINK

Approve For Production
B Manage Invoices

-8 Manage Permissions

& Manage EDO Page Locks

If you create more than one
yearbook with our software,
we offer cloning of one
project to another using the
IMPORT ACCOUNT CONTENT
button.

Here you can update your contact information, page count,
book quantity, and even your delivery dafe.

Manage Your Yearbook Account

Primary Contact Information
Project Name:SURVIVAL GUIDE 2020
First Name:
Anthony
Last Name:
Hunter
Address:
39 Everett Dr
City:
Princeton
State:
NJ
Zip:
08550
Email:
ahunter@entourageyearbooks.com
Phone:

8889266571

Use this dashboard fo update your contact information, and manage your Login Page. You can also request book spec changes.
Book spec changes will not happen immediately, but pricing will be adjusted accordingly and applied te your account by the next business day.

Current Book Quantity:

Current Page Count:

Percent Color:

Requested Delivery
Date:

Cover Type:

Current Book Specs

8/29/2020

Full Color Soft
Cover

1 Books b
96 Pages X
100%

/ nnny
mm/dd/yyyy

rour current delivery date is in less than a
rageyearbosks.com

Softcover ¥

In the Manage Account section you can find your Account Manager,
Sales Rep, and the Biling Departments direct contact information. They are at
your service for any assistance you may need throughout the yearbook

process.

Your Entourage Team

For your guaranteed fast day-to-day support,
including changing deadlines, technical issues,
and using the website...

For special requests that require high priority
and care. Send your escalated requests to...

For questions about payments, invoices, and
online sales...

continue.

Click Here To Get Started

If you would like to make a clone of your yearbook content, you can
do so here. Follow the instructions in the popup window to

Advocate | Anthony Hunter Billing Contact: Tianna Ellerbee
Account Manager: Anthony Hunter Champion: Phone: 888-026-8571 ext 3
Phone: §88-926-6571 ext 139 Phone: 888-926-6571 ext 138 Email: accounting@entourageyearbooks com
Email: a.hunter@entourageyearbooks.com Email: a hunter@entourageyearbooks com
Import Account Content View Invoices

Yes

—

Would you like to allow ADMIN users to view and access Invoices?

v




MANAGE YOUR TEAM:

The Manage Staff page is where you can add each member of your team by creating them new login information,
or invite staff members from previous projects to keep the login information they already use.

MANAGE ~ UPLOAD ~

A Yearbook Home
© Manage Account

[ | BWET

Manage Staff/Users

Bi Manage Uploads
= Manage Tasks
& Manage Deadlines
Y Manage Yearbook Sales
@ Manage Ad Sales

& Manage LINK

Approve For Production
B Manage Invoices

2 Manage Permissions

& Manage EDO Page Locks

Staff Member Information

Manage Yearbook Staff and Users

Yearbook Project: SURVIVAL GUIDE 2020
Yearbook Staff Members: 1
Member List: DOWNLOAD CSV

Current Yearbook Staff Members

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

Create your new team
member logins here!

users. Click on a staff member name to edit user settings.

User ID Email Staff Type Time Spent in EDOnline
1 Anthony Hunter AHUNTER a.hunter@entourageyearbooks.com ADMIN 18.6 Hours
Delete
Total Time Spent on Yearbook: 18 Hours 33 Minutes

Invite Staff
You can invite staff members from your other yearbook projects to this yearbook project. Simply click, “Invite Staff” for each member you would like to invite.
- k4 Filter Staff Types
Yearbook Name UserID Email Staff Type Action
T PROJECT - Template Previews  Alex ) ALEXANDRA@ENTOURAGEYEARBOOKS.COM alexandra@entourageyearbooks.com | P | Invite
Account VonBriel

Hide In List
T PROJECT - Template Previews  Heather HEATHER123 heatherlipnitz@entourageyearbooks.com | agministrator ¥
Account

Hide In List
T PROJECT - Template Previews  Nicole 24752 nicole@entourageyearbooks.com Administrator ¥ Irwite
Account Lipnitz

Hide In List
Lucas- Sylvan Elementary 2019 Bailey  BAILEY.EVANS@USD299.0RG bailey.evans@usd299.0rg Fditr .| I -

The 3 STAFF MEMBER TYPES:

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

position.

om0 i s 1. ADMIN - Recommended for the Primary

if you know their User ID. Check User ID - Invite User .

promes T Contact and those who need full design and
Email:

Phone Number:
Password:

Confirm Password:

Staff Member Status:

Staff Member Type
Admins - Have complete access to everything

Editors - Can design pages, upload photos and access the collaborate tab

Staff - Can only upload and view photos

To edit these default permissions please go to Manage Permissions

account/invoice access.

2. EDITOR - Recommended for students and
those who require access to the designer
[ Approved user ') and the Collaborate tab.

|
l
[

3. USER - Recommended for those who need

SR | 0nline - HTuLS | only limited access to the website, such as
i octtesboib g T esins i s | R it ] Manage and Upload Photos.

yearbook.

These types can be customized via the Manage
Permissions page. 7
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MANAGE ¥ UPLOAD ~

—_— ORGANIZE YOUR PHOTOS:

O Manage Account

WA Utilize the Manage Photos page to organize your library of photos before or as you
T upload. This page is integrated with Instagram, Facebook, Google Drive, Dropbox, our

B Manage Photos

own Mobile App, and email submission.

B Manage Uploads

= Manage Tasks \ Manage Photos

i Manage Deadlines

[} I
Wo tanage Vearbiook sales “ ﬂ :‘:

[ Manage Ad Sales

v | FileName Photo Caption Photo Tag Photo Siatus Liked Status Uploaded By Order By
Select Photo Category
& Manage LINK Al YAl v A v A v Newest

Glicke above to select a category or create 2 new one.
a . Reset [§ Filier
Approve For Production
Bi Manage Invoices

&a Manage Permissions

& Manage EDO Page Locks
——

Select a photo category from the menu above
or use the filters to find the photo you want.

Select Photo Category

Glick above fo select a category or creale a new one.

To begin, create your photo categories by clicking on the Upload

New Photos button, then Create Photo Category. You can also
designate an existing category as a Parent category when /
creating a new category to make a folder within a folder. L<

or + Category

Manage Account

o

Once your category is selected, click on the Upload New Photo t
button. To upload photos from your files, click Browse and e

navigate to the photo file(s) on your computer. =3

'ﬁ

i Email Photos

S meal-s b ) Each category that you create will be automatically assigned an
_ _ email address. The list of addresses can be found in the Email

Upload photos to your yearbook photo categories by using the

following dedicated emails for your accounts, PhOi‘OS bUﬁOﬂ .

Email Photos To Photo Category

Provide parents, teachers, and other members of the school

Accessing the Designer Page submit+907053@edophotos.com

—— community with the corresponding email address(es). Any
i e i vl afttached or embedded photos will automatically upload to that
Fokapkcs S (et i B specific category once the email is sent.

Adding Photos to a Page submit+907064@edophotos com

Adding text in designer submit+907060@edophotos com

BKG example images submit+907074@edophotos com
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Copy Previous Projects Photos

5 year. Lasly:Clck the copy photos button to import them

Upload PDFs to the Website

Photos. You will be able to

Re-signed accounts have the ability tolmport Previous Year

with the pictures to your new account.

choose an old category and import it

Log into your social media to us
Instagram, Facebaok, Google Dri
accounts.

U] KR

L

otos from your
ve, and Dropb

MANAGE ~ UPLOAD ~

If you have any PDF files you need to
so in the Manage Uploads section.

2z

upload to the project, you can do

A Yearbook Home

O Manage Account
B Manage Ladder

&% Manage Staff/Users
B Manage Photos

B Manage Uploads

= Manage Tasks

& Manage Deadlines

Y Manage Yearbook Sales
@ Manage Ad Sales

& Manage LINK

Approve For Production
B Manage Invoices

=& Manage Permissions

& Manage EDO Page Locks

prd

Manage Uploaded Pages /

The following s alist of files
EDOnline Designer.

if you have any fons about this content or how to use this page, you can contact technical support, at support@entourageyearbooks.com.

ave been submitted for this yearbook. The uploaded PDFs are located in the ‘Insert Photo Menu’ under the PDF tab in the

EDONline Designer.
f you have any questions about this content or how to use this page, you can contact technical support, at support@entourageyearbooks.com.

Delete Selected | Upload File

View:

AllFile Types
Select
I
an File Type P ;“d Size Notes/Status  Date Placed on Page
PROOF  Anthony 26ME 7172019
© GENERAL Hunter nges: 122332 PM
PROOF  Anthony  29MB o 7172019
P9 GENERAL  Hunter = 30320 PM
Lo PROOF Anthony 49MB o 71172019
7" GENERAL  Hunter o 5:10:06 PM
PROOF  Anthony 06MB , 7172019 s
P Pages: 1 R 10.50941226303442387082.66.14 4676.318.54.58.627486 0622
ok PROOF  Anthony  30MB 7172019 — — —
SRoCh Ve Pages: 1 R 924032.5676126048,80.962426,36/68,84522044.48,647216.88

W\ng is a list of files that have been submitted for this yearbook. The uploaded PDFs are located in the ‘Insert Photo Menu' under the PDF tab in the

Action

You can view any PDFs that
have been previously uploaded
to the account here.

Upload Other Content

Click the Upload Filebutton. You can
then select any cover or page design
PDFs you created in an outside
program like lllustrator, Photoshop, or
InDesign. Designate the content type
and any appropriate comments, then
click Upload File button to complete
the process.

her types of files that ar

orany ot ments, PDFs, etc.
supported on this upload

red for this yearbook design. You can upload videos, docur
df, txt, A5y, .csv, .mpd, .mov

P

directly into the yearbook ladder

Upload File:

Content Type

Content Context
General

Comments & Notes

UPLOAD FILE
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Getting Started

VANAGE ™ URLOAD = LINK is a separate website that serves as a "link" between your project and the

the school community. Manage LiNK allows you to activate online yearbook
and ad sales, photo submission on the desktop and mobile app, view the
R T eYearbook, and create hosted Link pages and polls.

Rl Manage Ladder

A Yearbook Home

Manage LINK

‘&t Manage Staff/Users

1B Manage Photos Serip My LINK:Atcount Personalize Link Manage LINK Folls RS R0

Pall Description # of Questions # of Answers Delete

B Manage Uploads

Link Access Password (optional):

= Manage Teisks Only set a Link access password if you would like fo control which people are

able fo create Link gccounts for your school. Leave this option blank if you

ﬁ Manage Deadlines would like everyone to be able to create a Link account.

Associating Students to Online Store
LINK Logins

When someone registers on LINK bock from the online store.

Yo Manage Yearbook Sale

Allow Link users to purchase the

[ Manage Ad Sales

& Manage LINK
name,

Approve For Production Student Id Number

would you like them to claim their

student by the students Id or full Allow Link users to design
, =
purchase, and submit | |
f 9 Manage LINK Pages
advertisements of various sizes E:

3 ] ® Student Names ta be placed in the yearbook. | Page Name Page Details Status Delete
B Manage Invoices
Configure
&4 Manage Permissions Link Community Website Allow Photo Upload and
and Mobile App Content Submission
a Manage EDO Page Locks ¢ Allow Link users to use the ¢ Allow Link users to upload
Entourage Link mobile photos that can be used in the
application. yearbook.
Allow Link users to post Allow Link users to create new
messages. photo categories.
Allow Link users to view the Allow Link users to view all
CheCk the b9xes TO eYearbook. uploaded photos.
OChVOTe The |Tems ? Allow Link users to view the Allow Link users to upload
that you would like fo e _ Yeem
. Allow Link users to view people Allow Link users to upload other
mOke OVG”ObIe TO in yearbook. content.

LINK users. Click

Confirm LiNK Changes
to update. L J

_—

The LiINK Site:  link.entourageyearbooks.com

° Home Coollinks App Blog Abowt FAQs Contact Find Your School

I This is how the LINK home
THE LINK BETWEEN YOUR page appears. Users will

firea YEARBOOK .

FLasn be required to create

ks AND YOU. their own login (separate
LiNK BY ENTOURAGE YEARBOOKS from your staff logins) and

will search by your
yearbook account title.

Q Find Your School

SERRCH FOR YOUR SCHool

Purchase, Upload, and
Design buttons will only be

s e fias o available once the
I e -
— turned on in Manage LiNK.

See page 42 for more about the LINK site!

10
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MANAGE ¥ UPLOAD ¥

A Yearbook Home
O Manage Account
A# Manage Ladder
& Manage Staff/Users
B Manage Photos
B Manage Uploads

7= Manage Tasks

i Manage Deadlines

Yo Manage Yearbook Sales
[ Manage Ad Sales

& Manage LINK

Approve For Production
B Manage Invoices

&8 Manage Permissions

& Manage EDO Page Locks

In Manage Deadlines, you will find several key submission dates based on your
current delivery date. If you choose to change your delivery date, these dates
will adjust automatically. Contact your account manager if you have concerns
about these dates.

Manage Deadlines

Below is a 12-month calendar of each of your key deadline that Entourage suggests you follow to successfully deliver your yearbook on time. Read
through each deadline to help create a time-line for your project. Confirming a deadline on this page will notify your account manager that you have
completed the deadline, but will not request any proof matenials. If you would like to request a proof click here

Key Deadlines Due Date Days Until Deadline Completed
Initial Deposit 7/27/2019 17 Days Past Due No

* (Gets your software activated
Cover Submission 5/10/2020 271 MNo

* For any hard cover, soft cover, foil stamps, dye-cuts or any other cover embellishments
* Missing the cover deadline for any of the above will result in loss of the embellishment and/or delay in production of the bock

* Final approval of the cover (no changes can be made to the cover at this time)

The First, Second, and
Third Submission dates
are also proof book
request deadlines.
See page 15 for more
about the Request
Proof Book feature.

Final Approval 87172020 354 Mo

* Approval of your book is done from the ladder by pressing Submit My Final Approval
"Submit for Production”

* Missing the final approval deadline will result in the delay of the
delivery of your books

= |f this date is missing, you will receive the next available delivery
date

* Rush fees may be applied to your account if your approval date

has passed (noted during approval process)
s Payment in full must be made at this time or the delivery of the
books will be delayed

Celivery Date 8/29/2020 MNo

= = = v You have the ability to
Pay Invoices Online Anytime! BRSwstheselara

before your Final Approval

Manage Invoices

date by going to the
Manage Invoices section.

invoice to review.

Below is a list of invoices associated with your account. You can click on "Pay Now™ to pay your invoice securely online or you can download a preview of the

Click Pay Now fo submit

Invoice Memo Status Due Invoice Balance Pay/Amount Download . . .
Number Dete  Amount oue paid credit card information or
1042173001 Full Payment Invoice for the SURVIVAL GUIDE 2020 NEW 8/1/2020 $30.87 $30.87 Pay N D o C“Ck Downloqd TO recelve
Sl ay Now ownloa

a printable PDF file to
forward to your financial
secretary.
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The Upload tab provides quick access to the Upload Photo and
other upload features, such as uploading PDFs and videos.

COLLABORATE ~ REQUEST - HELP

UPLOAD ~

B Upload Photas

@Photos From @

&8 Create Photo Category

Import Photos From Facebook

You can now import photos from your Facebook account into your online yearbook account. To access your Facebook account information, you can simply

X Upload Pages & Other Content i "L 6117 75 E e ol BRI o gaE St

B
E: Upload Via Hightail b @eurousacE YEARSOOKS
L .

Log into your Facebook profile and — ‘ _ )
. arning: Any photos that get deleted from Facebook will no longer be accessible through our site. Deleting them from Facebook will also delete them from
access your pho*l‘os 1‘0 use in your our database, along with any pages they are placed on.
yearbook. School Facebook pages are
not accessible by this feature.

Upload Other Content

Aside from uploading PDF files, you have the
ability to Upload Other Content such

as.mov, .mp4, .csv, and .ixt files. (Videos can be
incorporated into the yearbook using QR codes.)

@ Import Photos From Facebook Content Typ
Content Context:
&& Create Photo Category Geners
Comments & Notes
X Upload Pages & Other Cantent |
0 - ¥ " UPLOAD FILE
E» Upload Via Hightail =n
—_——

<

Upload Via Hightail.com (formerly known as YouSend/t.com)

Hightail is for uploading large files that are too big for the website uploader. It is also a secondary way to upload Fotofusion scrappackage files. when
upload to publisher is not working. This uploader is also for users working in InDesign, Publisher, Powerpoint. etc. Please make sure to chack with your

e If you happen to have a file too large to upload
HIGHTAIL directly from your computer, Entourage also has a

Wl . eaboocs e oL - Please click on the HIGHTAIL logo to the left to
lelcome to Entourage Yearbook's file submit tool. If you have any i . .
questions please contact us at yearbooks@entourageyearbooks.com access ourDropBoxatHightall.com H 1 g hfq |I fe G TU re
Or type in your browser the following link M
https://www.hightail.com/dropbox?

Full Name:
dropbox=entourageyearbooks
Email I Your email address
i (PR AR B S eetcs i Eriamoc ntectpeseendhe * Make sure you contact your Account Manager and let
subleet incraslustiated o e ol them know you have uploaded via Hightail so they can
make sure that the file is ready for you to place.

12
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Getting Started

_|
The Design tab gives you design access to the different parts of your yearbook
such as the cover, index, and general pages, as well as your People Pages. You «
can also request a Design Review from this menu.

DESIGN ~
[#' EDCnline - Page Design

B EDOnline - Design Cover

Select Page Bl Db« [0 & ®U| views | Page~ | Frame~ | Auomate~ | settings~ | Help~

= = =
piion texct here: Enter Caption text here: Enter Caption text here: |}
Drop Photo
Here
1

B EDOnline - Design People Pages ” E g
‘* ﬁ“

= EDOnline - Create Your Index

Page Design:
Choose a page to
design from the
ladder preview on
the left side of the
screen. You can
then use the tools
to design your

pages.

Select Page X Db« rOR) TaBENRKRIOOEEY

Design Cover:
Create your cover,
add spine text, and
set an exciting theme
for your yearbook.

B8 | SONILIISINVHS | =] | SONILLISIX3L | B | SONLLL3S OLOHd a

HEADLINE

aaaaa

Design People Pages:

In this section you can create student portrait
pages in three steps.

- Upload your portraits and student data.

- Separate the students by class, grade, or
teacher, then choose a template.

- Automatically flow all of your student portraits
onto specified yearbook pages.

13
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Getting Started

The Collaborate tab allows you access to Explore, Share, Discuss, and

A Learn. These sections include our Template library, the
B - Yearbook Gallery 0D O
Certification tests, etc.

A - Typography Guide

Yearbook Contest,

[ Share Browse Templates

Q - Yearbook Contest

13 - Refer Entourage =t . X
2 Once you select your favorite templates click on Add to my Bookmarks. This will add them to the yearbook designer for you to place easily into the yearbook.

& - Add Links Available Templates .Bookmarked Templates

®, Discuss .

B e Templates View Bookmarks
Templates
1A Learn BOOK - Space ™ NEW ™ E

You can rate
all of the
templates on

Space Adventures - Astro  Space Adventures - Astro Space Adventures - Astro

Activities (382)

q Gem Collage Gem Single1 Gem Single2
the website ement (76) Add Bookmark :.:':I B:)r::%;ark :;.1 l%lcln:i;am
and search for 2 h ZSSJ P2 e 8 (T ke k| R ek k| 2

phs (44)
The mOSt elongs to (15)
popular ideas! Clubs (208)

Pt/ 2|

Astro Adventure 1A

Space Adventures - Blue- Space Adventures - Blue-
Pink Galaxy Single1l Pink Galaxy Single2

Browse our library of both Entourage designs and designs uploaded by other customers. You can search by whole book templates, or just templates for specific sections of your yearbook.

Space Adventures - Blue-
Pink Galaxy Collage
Add Bookmark

o et dr | Ratings

Astro Adventure 1B

Add Bookmark Add Bookmark Add Bookmark Add Bookmark
SERppeEts (9) * o 4 2 Rstings *hk 2 Ratings o ik ¢ atncs ket | et
Sports (118)
Year in Review (16)
* General (4) =
s =
P broren oo
(35} = - ES Fare
im) =~ -
Elementary - Animals (12) 4 12

Browse Templates: Search through hundreds of topquality templates. Get ideas for
your book and bookmark any template you like for quick access in the designer. You
can bookmark the templates by checking the boxes under the template preview.

Yearbook Gallery

Below are sample yearbooks to browse through for ideas to use in your yearbook project. They are sorted by school type. Click a yearbook title on the left then flip through the pages.

Hinh Schools Middle Schools Elementary Schools
QOther

= Westport TAPP Yearbook

= Eton Academy

= Alliance Homeschoolers

s CrossPointe Christian Academy
« Shalhevet High School

s K.A.RA.T. School of Learning

» Alex Pilibos

= Cabarrus Performance Learning Center
= Livingston Manor Central School
= Harrison High School

= Duarte High School

« Lighthouse Christian Academy

* Esteem Academy

reer & Technical Institute
ivta

ool Yearbook

. v High Schi
= Konos Academy High

» Atrisco Heritage Academy
« Bailey Magnet High School
» Goddard High School

= Watts High School

= Cache Public School

Yearbook Gallery:
Need some
inspiration? View
hundreds of ideas
from other schools
across the country.
Use the tabs to
switch between
several school types
for age appropriate
styles.
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& Home The Request tab gives you the option to request a Proof Book, Marketing
% Yearbook Kit Materials, and/or a Yearbook Kit.

@ Marketing Materials

Entourage Products

ws Proof Book

Total Points: 8 Points Used: 0 Points Left: 8

& Design Review

Resource Kits are materials that you can utilize to help
guide you in your yearbook process. You can get a
thSICO| Or PDF Vel’SiOﬂ of These reSoUrCeS. Resource Kit & Ladder Poster Resource Kit Digital Yearbook Kit

Entourage Points: 4 Entourage Points: 2 Entourage Points: 0

Add to Cart Add to Cart Add to Cart
ur Digital Yearbook kit, all our

materials can be downloaded or viewed online.

A ladder poster is also available with the Resource Kit.

Entourage Products

Marketing Materials allow you to design and
receive your own order forms and posters. Promote
your yearbook sales and generate interest in the
yearbook. This is also a way to share information

. about buying books and ads online as well as how
to contribute photos.

Entourage Points: 3 Entourage Points: 3 Entourage Points: 3 Entourage Points: 3

Design and Purchase

Chalkboard Theme School Colors Ripped Paper Theme

Total Points: 8 Points Used: 0 Points Left: 8

by LRl CX

[y LA LS

In order to request these features it is required
Marketing Option 5 Marketing Option 6 Spanish Marketing Option ‘I‘o hOVe hOve O minimum of 3 design poin‘I’S.

Entourage Points: 3 Entourage Points: 3 Entourage Points: 3

Contact your Account Manager to inquire further about the
design points.

'—

Entourage Products

Proof Books are physical copies of your yearbook Total Points: & Points Uzed: 0 L0
that can be used to check for clarity of images, - 3
layout, and spelling/grammar. Click Add to Cart
below the first available proof book choice, fill
out the delivery information, and click Confirm.

First Submission Proof Book Second Submission Proof Book Final Submission Proof Book
. . . Entourage Points: 3 Entourage Points: 3 Entourage Points: 3
Proof books take 1 week plus shipping to arrive,
T Print out of the first 10% or 10 pages in the A bound proof book of 50% of the yearbaok, A bound proof book of the entire yearbook,
SO pleose Order Ot IeOST TWO Weeks before flno, yearbook, submitted for the first submission submitted for the second submission submitted for the final submission
ClpprOVOI. Must submit by: 4/12/2020 before midnight EST. Must submit by: 5/24/2020 before midnight EST. Must submit by: 7/18/2020 before midnight EST.

is proof book, we will print what

s proof book, we will printwhat By requesting this proof book, we will print what

n the yearbook ladder. is currently on the yearbook ladder

s currer iis cul
Add to Cart Add to Cart Add to Cart

he yearbook Iadder

15
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The Help tab is your key to contacting Entourage with any questions you may have. There
are online tools to help you right away. You can also sign up for our free online training

sessions via our webinar calendar.

@ Help Site

#3 Contact Support

£ Webinar Training Sign-Up

# Refer Entourage

Explore the Help Site for answers to
frequently asked questions, chat in
a yearbook forum with other
advisors across the country, and
view the Entourage newsfeed for
recent updates and
announcments.

Contact Support:

ENTOURAGE
YEARBOOKS

Yearbooks Help Services

Yearbook help information for the most advanced yearbook system in the world.

_ seracr

Q Knowledge Base

D Forums ‘ﬂ News

Popular Articles Recent Topics Most Helpful Articles
@ EDO 9.0 Quick Start Guide ¢© What are some good yearbook themes? by [2 EDO 5.0 Quick Start Guide
>
B Setting Up Online Sales with Entourage Jackie Lacorta [ Pre-Flight Warnings- Why do | see warnings

when | try to save my page?

B Supported File Types

@ Supported File Types

[ Log-Into the Website

[@ Setting up a LINK page

[@ Adding Staff and Users On the Website

[@ Undoand Redo

N EEE——,_—

Contact Support

888-926-6571 Ext. 2 [ Request a GotoMeeting
Call this number to speak ta a tech- ::: Request a gotomeeting to trouble shoot a
support representative. prablem on your computer.

Chat Live With a Technician
Chat enline with our tech support team.

(s
help@entourageyearbooks.com
k Email the technical support help desk.

Contact Billing

The Contact Supportpage contains live chat
and contact information for technical support
and the biling department.

888-926-6571 ext. 3 Billi rbook m
Call this number to spezk to the billing pi-snalinl it
draeey k Email our billing department.

Request Account Update - SURVIVAL GUIDE 2020

SIGN-UP FOR UPCOMING YEARBOOK TRAINING AND WORK SHOP EVENTS

main training sessions to choose from:

Schedule a Webinar for yourself or your class under
the Webinar Training Sign-up page. There are three

sted in signing up for one of sessions, ¢ the desired
s,

on the links to the right under each of the available webinars to download a PDF that provides the

*“PLEASE NOTE: All webinar times are set in EST. Please plan accordingly.

CALENDAR OF EVENTS _ Month: [isgusi

nth: [ugus 7015V
SUNDAY MONDAY TUESDAY WEDNESDAY  THURSDAY FRIDAY SATURDAY
2 3

1. Getting Started/ Entourage Website
2. Edonline Basics

3. People Pages

16
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YOUR PAGE PLANNING HQ:

View your yearbook progress, assign pages to staff, designate page content, direatly

access pages to

design, and more.

N\

Getting Started

___°

Page Numbering:
Add page numbers
to your yearbook
pages. Simple and
advanced options
are available.

Book Planning Ladder
Click on the "Submit for Production” button when you are ready to approve your book for final production
Do not submit your beok for production until you are sure you ha hanges. There will be a charge
Page Numbering Spell Check Book
Cover Details
Cover Type: SOFTCOVER
Cover Config: 2Page Spread ¥
Cover File:
Cover Uploaded: 9 12255
Cover Notes:
Page Details
Inside Printing Detais:
Front Inisde Printing Stafps: NEW
Assigned To: Select Member ¥
Design Front Inisde Printhg:

Spell Check Book:
Review potential
spelling errors page-
by-page. The
feature will make
approved
corrections to your
page(s)
automatically.

i rOME!

for any changes made after the book is submitted.

Book Cover

Submit for
Production: When
you are ready to
submit your book for
production, this
button will take you
to the approval
form.

Section: [MOT ASSIGMED]
Tithe:
Due:
Updated:
Status: PLACED
Edited:
Assigned:
Assigned:

BBSZ0MG 1:43:21 PM

Design Page

Submit For Production

Cover Status:
==========

Recommendad Cover Dimensions (inehes):

Current Cover Dimensions (inches):

Q&1 P

5 o A= Previ w/Approve Cover

Preview Yearbook:
View the digital
flipbook of your
yearbook progress.
You can also
generate a PDF
version of your book
sent to an email

¥ address of your
choice.

Cover Stat is |

Page Details |

Preview/Approve
Cover: Check
@several preyiews of

your cover/design
and appreve it
when-you dre

. —teady. Note:
approving the
cover will lock-the it,
from any further
editing.

In these boxes you can assign pages to
members on your team. You can also
lock certain pages once they are
complete to prevent further editing
from non-admin staff members.

You can access your designer by clicking on the Design Page button next to the
corresponding page you would like to access.

17
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MANAGE ~ UPLOAD ~

A Yearbook Home
O Manage Account

W Manage Ladder

ONLINE STORE SETTINGS:
In the Manage Yearbook Sales section, set pricing, sales deadlines,
and track sales progress.

&% Manage Staff/Users

Manage Yearbook Sales
B Manage Photos

B Manage Uploads

= Manage Tasks

Manage your yearbook sales with Entourage's online sales tracking tools.
Here you can track sales of online orders, enter new yearbock orders, set up online sales, and get help estimating expected yearbook sales.

& Manage Deadlines

Set Up Online Sales
Yo Manage Yearbaok Sales B

3 Manage Ad Sal

& Manage LINK

Approve For Production to pick up your yearbook, etc.)

B Manage Invoices "
Set Up Online Sales

&4 Manage Permissions

Set up your account to sell your yearbooks via Entourage's secure
online yearbook store. Enter information about how much you want to
sell your yearbooks for, what are your ordering deadlines, and
information about your yearbook project (e.g. delivery deadlines, how

& Manage EDO Page Locks

Track Yearbook Sales

In the blue boxed
areaq, you can
reference quantities
sold and generated

status, and delete invalid orders received.

Track Yearbook Sales

View current yearbook sales both via your online shopping cart and
through internal sales. Here you can add new orders, track order

Total Yearbooks sold 1}
Total Yearbook Revenue $0.00
Entourage Fee $0.00
(3% of yearbook price sold online)

Yearbook Upgrade Profit $0.00
(10% of upgrade value)

Total Ads sold 0
Total Ad Revenue $0.00
Entourage Ad Fee $0.00
(3% processing fee)

revenue to order an

accurate number of
books to be printed.

Track Ad Sales

Track Ad Sales

View current ad sales both via your online tracker. Add new orders,
track order status, and delete invalid orders received.

Set Up Online Sales

If you would like to sell your yearbooks securely online via Entourage's yearbook store. You can turn on online sales by filling in the following information.

Would you like to turn on on-line sales for the SURVIVAL GUIDE 20207

Click here to see Entourage’s Online Sales Policies

Yes - Sell Qur Yearbooks Online v
Online Sales Options
1. How much do you want to sell your yearbooks for? 2805
Current price per yearbook §2895. If you would like to sell your yearbook
for more (for fund-raising). Entourage subtracts an 3% transaction cost for
selling your yearbook online.
2. What is the purchase deadline for this yearbook? S

(Leave this field blank, default value, if you'd like to leave purchasing on, til
book approval)

3. Would you like to setup tier pricing with multiple deadlines for your
online sales?

¥ Enable Tiered Pricing
Set online price to automatically change after different deadlines.
Deadlines switch at 12 MIDNIGHT Eastern Standard Time.

Price 1: § Price 2: Price 3:
2895
13t Deadline: 2nd Deadline: 3rd Deadline:
08/01/2020 mm/dd/yyyy mm/dd/yyyy

4. What shipping options are available for your yearbook?
Select the type of shipping options available for people who order this

© Ship to school (student picks up)

Setup Online Sales:

Activate your online store and set parameters,
such as yearbook cost, optional tiered pricing,
sales deadlines, required customer information,
etc.

Personalized yearbooks are available as a sales
option. This involves foil stamping the name of the
student onto the front book cover.

yearbook online.

5. What yearbook upgrades are available? @ Enable Personalization Sales
Select if you'd like to include the ability for people to add upgrades to
their yearbook. 10% of all proceeds from upgrades is available to apply

to your yearbook account balance.

6. Fill in  description of your product or you can use the default description included below.

The SURVIVAL GUIDE 2020 is available for sale. This year's yearbook is a Full Color Soft Cover bound and available for delivery after 8/29/2020.

1
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Getting Started

Track Yearbook Sales records every online and offline sale made through your store.
Information will include date of purchase, total amount paid, intended recipient, quantity
ordered, and personalization text if applicable. Spreadsheet downloads are also available.

Track Yearbook Sales

Track Online Sales

Online Sales are not turned on.

By setting up online sales, you can increase your yearbook sales, and earmn
10% back for every upgrade sold.

Track In-School Sales

This is a list of your in-school yearbook orders.

Setup Online Sales

Track your in-school sales below. Input your in-school sales using the button "Create New In-5chool Sales Entry”.

If you offer in-school sales,
select Create New In-
School Sales Entry to

Create New In-School Sales Entry

Select Al Order
d

Yearbook

Name Order Date ‘Quantity Sak

No In-School Sales Have Been Recorded

record each sale. Please
note that personalizations
not purchased in the
online store will only be
produced if added
through this feature.

Receipt =
Total Sales Print Reciept

DELETE SELECTED

In-School Sales Results
Total Number of Books Sold In-School:0
Total § Collected In-School: $0.00

MANAGE ONLINE AD SALES:

Manage Online Ad Sales

Setup Ad Pricing: Configure your
pricing and add size options for
family members and businesses to
purchase.

Track Ad Sales: View and
approve design and purchase
ads before they can be placed in
the page designer.

Step 1:
Setup Your Ad Pricing

Step 2:
Design New Ads

Step 3:
Place In Book
Set up how many ads you want to sell and

Launch our enline ad design tool to design Place your new ads into your book.

new ads.

Design New Ads

for what price.

Setup Ad Pricing

Only ads marked "APPROVED" and "PAID"
can be placed.

Download Ads

Work In Progress Ads

Following are a list of Ads that peaple have started working on for your yearbock and a summary of the funds raised. Click on an ad to preview and edit.

Ad Name Ad Status Ad Payment Status Order By
IN PROGRESS OR PAID T e Create Date (Desc)
Filter Ads
P Preview Ad Name Created Last Status  Payment Cost Available
By Modified Status Funding
Potential Total Funds: $0.00
Total Funds Raised (Paid ads): $0.00
# of Approved Ads (not placed in yearbook):

# of Ads Placed in Yearbook: (1]

—— e e e e e e = =
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MANAGE ~ UPLOAD ~

A Yearbook Home

o Manage Account

B Manage Ladder

&% Manage Staff/Users

B Manage Photos

B Manage Uploads

= Manage Tasks

& Manage Deadlines

Y Manage Yearbook Sales
[ Manage Ad Sales

& Manage LINK

Approve For Production

] Manage Invoices
a2 Manage Permissions

& Manage EDO Page Locks

FINAL APPROVAL FORM:

Navigate to the final approval form from the Manage tab, the Yearbook Ladder,
or Manage Deadlines page. Begin with the red links at the top and complete
each section before attempting to submit.

Final Yearbook Production Approval Form

Created: 8/13/2019 1:08:24 PM

Name of Organization:

Book Content File:

Cover File:
Delivery Information:

Book Specification: Cover Type:

Number of Books:

Final Payment Information:
WVALUE Yearbook Program

YEARBOOK ACCOUNT COMPLETION & FILE STORAGE
Would you like to save your Yearbook project in our Ent:
for access next year? The Entourage Vault is a service to st
photeos, PDFs, and data compiled in this year's online Yearbo)
for your Yearbook the following year.

If YES, what is the name of the contact for this Yearbook nex
can forward access information to the material in this Vault.
Re-Signing For Next Year! You can re-sign your Yearbook g
next year and get an early start on all of our new Yearbook p

services and features.

I your book is ready for Final Approval, pleass fill out this Online Production Approval Form. The Production department will nat accept 2ny

Survival Guide - Yearbook Kit 2020

[NOT SET - CLICK HERE TO APPROVE BOOK CONTENT]
You do not have Entourage page numbering activated. To activate Entourage’s page numbers click here,
[NOT SET - CLICK HERE TO APPROVE COVER]

[NOT SET - CLICK HERE TO SET DELIVERY INFORMATION]

Full Color Soft Cover

5 Books
Enter your final total of all yearbooks needed above,
including all in-school and online sales.
Number of Pages: 96 Pages
Type of Printing (% color): 100% Color
Book Size: SIZE &
Number of Ads in Yearbook: 0
Number Approved & Paid Ads - Not Placed in 0
Yearbook:

Final Payment Due - Submit Final Payment

uchge Vault Yes - Please Store This Yearbook For Mext Year
re the

k account

[t year, so we

count for

agrams,

Final Payment Due: If not already paid in full, apply online revenue from yearbook and
ad sales, supply credit card information, and/or online checking details now.

for print unless you fill out and submit this form.

Approve Book Content:

This is the final review of all of your pages
and pre-flight warnings. Click on the
provided warning links to go directly to
that affected page in the designer and =
make any necessary fixes. Fill out the
bottom portion and click Approve.

20

Page 4

Approve Yearbook Content
Please review the page content for this Yearbook and verify that you have reviewed all the pages and any wamings about your Yearbook content. Please
scroll to the bottom of this page and fill in the form te confirm all the pages are ready for production. You can click on any page to view a larger

version of the page image.

Pages Page Information
Page Page Last Updated
IRIFTET D, q 7/2/2019 3:59:40 PM
Page 1
Page Page Last Updated
mem— Page 2 7/1/2018 5:15:09 PM
| Pages 7/1/2018 5:15:09 PM
= [
Page 3
Page Page Last Updated
Page 4 7/2/2019 11:21:06 AM
Page 5 7/2/2019 11:21:06 AM

Page Size (Inches)
875" X 11.25"

Page Size (Inches)
875" X 11.25"
875" X 11.25"

e Size (Inches)
75" X 11.25"
875" X 11.25"

NMEEHRRRYow .-« 1 b 7
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PREVIEW & APPROVE YEARBOOK COVER

#

Below is a preview of your Yearbook cover. You can view and approve this Yearbeok cover for final praduction. Please note, once you approve your cover
you will NO LONGER he able to make changes to the cover. Any additicnal changes requested after final approval will result in additional change fees.

COVER TYPE: SOFTCOVER

Back Cover Preview

Spine Preview

Howr your Yearbook spine would read if placed on table face up.

Front Cover Preview

.\/o

Your yearbaok

SURVIVAL GUIDE

Approve Cover:

If you have not already
done so, check several
previews of your cover
design and approve it at
the bottom of the page.

Yearbook Delivery Information

Set Delivery Information
Provide the name and delivery
address for your order.

Note: PO Boxes are not valid
shipping addresses.

Please fill in the information for where and how to deliver your final Yearbooks

Delivery Address —
Please spacify the address where you'd like to Address 1:"
de_liver the Yearbooks Address 2
* Required fislds
City/Region:*
State:™
Zip Code:”

Delivery Date
Thursday, August 29, 2019

You have the ability to choose a
faster turnaround time but there will
be arush fee associated with the
date (approximates shown).

PlEase SpECTy TN ot T T e et m—

receive these Yearbooks by

Friday, August 30, 2019

Monday, September 02, 2019
Tuesday, September 03, 2019
Wednesday, September 04, 2019

Our standard delivery is 3 weeks production plus
delivery time (approximately 2 business days for
delivery ime). If you vrould like fo receive these
‘Yearbooks in less than our standard fime. you can
select an earlier date with an associated rush
charge.

Thursday, September 05, 2019
Friday, September 06, 2019
Monday, September 09, 2019
Tuesday, September 10, 2019
Wednesday, September 11, 2019
Thursday, September 12, 2019

For your convenience, you can also select a later
delfivery.

+20% Rush Charge (approximately $5.79)
+16% Rush Charge (approximately $4.63)
+12% Rush Charge (approximately $3.47)
+8% Rush Charge (approximately $2.32)
+4% Rush Charge (approximately $1.16)
Current Target Delivery Date

The standard furnaround for yearbooks is 3 weeks plus shipping.

YEARBOOK ACCOUNT COMPLETION & FILE STORAGE

Would you like to save your Yearbook project in our Entourage Vault
for access next year? The Entourage Vault is a service to store the
photes, PDFs, and data compiled in this year's online Yearbook account

far your Yearbook the following year.

If YES, what is the name of the contact for this Yearbook next year, so we
can forward access information to the material in this Vault.

Re-Signing For Next Year! You can re-sign your Yearbock account for
next year and get an early start on all of our new Yearbook programs,
services and features.

not be charged or penalized.

Re-signs are non-binding. If you re-sign and decide to cancel you will

Yes - Please Store This Yearbook For Next Year

Save your content for the next year
using the approval form. Provide a
new contact for next year if
applicable. Re-sign for the next
year to keep your pricing and
upgrades. There are opftions fo re-
sign for multiple years.
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Pages 12 &

View Pages

Insert Items

T @

o &
O &

For R Cose

Actions

& Manage People
Q Preview Mode
3 Page Builder

b Move Pages

tour of our designer  Did you knc
ight.click tc
cursor type

2 Background Layer

Ready to start designing
your book? This is your
all-access pass on how
fo use the Designer

to create the best
yearbook ever!

> EHE DChearoe:

13 m ﬁ i, O‘ View ¥ ‘ Page ‘ Frame ~ ‘ Automate ¥ | Settings > Help ~

@

Basigrownd

®

ads

Auto Grid

| BH | SONILLISIAWVYS | = | SONILLISIXAL | B | SONILLZS OL0Hd

DESIGNER

Move Pages

p—
® )
Insert ltems
Text Photo Templats
I ’
o &

Shaps

Clip Art
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WHEN IN EDONLINE:

Access the designer using the Design tab or Manage Ladder. Only one person can access a spread
at one time. Entfourage recommends using Google Chrome or Mozilla Firefox as your browser while

you design your pages.

SURVIVAL GUIDE 2020 =

eENTOURAGEYEARBOOKS MANAGE ¥  UPLOAD ~  DESIGN ~  COLLABORATE ¥  REQUEST ~  HELP ¥
& Anthony Hunter  Sign Out &

Get Started With ED

Click Here to Upload Pho¥gs Click Here to View Deadlines Click Here to Design Pages

58 0r 96 pages started. Start working on pages in your yearbook

iy

Get your photos ready for yeur yearo!

LINK by Entourage

Online Yearbook sales are:

ny Hunter - A new photo has been uploaded 1o fhe category "Add ons'

p

[ -

Online Ad sales are:

[ -
;
0 %

iPhone App download: REREE

Note: Once we receive your initial deposit, your

software will be fully activated. Until then, design access EDCnline - Design People Pages
is limited to the first 7 pages and the cover.

s uploaded by Anthory Hurder through the EDO stoff website:

B

rbocks - A new phate has Bazn uploadsd o the catepory "Add ens.
by through the EDO stoff website

8

General User Photo Upload:

B

EDOnline - Design Cover

EDCnline - Create Your Index

Design Review
—_———————————

Click the gray Select Page

X fo hide the Your Book Cover Welcome to EDO 9.0

Select Page _

s,de menu for Helpful Links Recently Uploaded Photos

pages and s : , S e T2
refurn fo The Tak@irof Desrg@our v e i '} j i Y - ‘—.
Ieff foolbor‘ — the Designer First Page o

YYour Book Pages

Ladder Preview
System Requirements

You are currently
using: l
C h rome Browser is certified for the Cover
best EDOnline

For the best EDOnline Experience: & = &
« Best Intemet Browser: Google Ghirome @ {

+ Computer RAM: 4GB |~
« High Speed Internet Access ;

© Minimum Upload Speed: 0.5 MBJs (higher is

better) Page 1 Page2 Page 3 Page d Page5 Page6 Page T
& Minimum Download Speed: 1 MB/s (higher is
better) p= »
© Recommended Ping: 20ms or less (lower is & @ @ a
better)
Activity Log Page 8 Page 9 Page 10 Page 11 Page 12 Page 13 Page 14 Page 15

24



EDOnline Designer

Welcome to the designer! On the left side of the page is the Select Page menu. Select a spread
to open the pages and begin your design.

< Pages 12 & 13 > mn BDearOQ MW U| Viewr | Pagew | Frame~ | Automate~ | Setings~ | Help~
View Pages
Insert ltems
N &
6 =

Actions

BB | SONILLISIWVYA | =] | SONILLISLXAL | B | SONILLIS 0L0Hd a

tour of our designer  Did you knc
right-click tc
cursor type

m Click the red X button at the top right of your page in order to close the designer and
return to your Ladder.

While in the designer, these colored lines on the canvas
will guide the placement of your content:

N\

Red

Guideline
This is the
bleedline. All
backgrounds
should meet or
exceed this line
completely to
ensure a clean
bleed off the

page.

Black
Guideline

This is the trim line,

where the pages
will be cut during
production. This
designates the
actual page
edge in the final
product.

Black Center
Line

This is the center
of your spread,
where the pages
will be bound to
the cover. Make
sure text or faces
in pictures are not
in this area.

Purple

Guideline

This is your margin
or "safe zone'". Any
items you do not
want to get cut off
must stay within the
purple guidelines.
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SAVE Paste Redo Border Delete Move to
Click this button to Frame Color Frame Front/
save your changes. Back
Copy Undo Fill Border Lock Rotate
Frame Color Width Frame
Insert Photo
1
Inserlltems

Insert Template

Insert Text T D |
Text ;

Phaoto Template

Insert Shape ul
—r o ¥

—— |[Nsert Background

Shape Clip Art Background
oo
Insert PDF e D i‘!ﬁ‘! —— INSert Approved Ads
POF QR Code
Insert QR Code
nsert Clip\Art
)
Manage People Pages
Acffons
2% Manage People
Preview Mode == O, Previcw Mode = Background Layel | demEdit Background Mode
Page Bullder T 3% Page Builder H Auto Grid — ee——t— Auto Grid
Move Pages — o 1.5 Move Pages ‘ Recover F‘ages i — Recover Pages




EDOnline Designer

View ¥ ‘ Page > ‘ Frame ~ ‘ Automate Settings > Help ~

VIEW TAB
b Ruler In the View Tab,check the box next to the feature you would like to
activate. With the Ruler, measure the dimensions in inches and °
nap To istance of objects to the page edge. The Snap To feature will display
1 Snap T dist f objects to th d The § To feat ill displ
a green line when an object edge aligns with the edge of another
B Grid object while being moved. The Grid feature will overlay a transparent
graph onto your page.
B Comment ¥ ¥
b 4
@ PAGE TAB
. *
= Mirror Left Page
+
The Page Tab offers the options to mirror a page layout or , ,
+ Mirror Right Page
clear a page when you want to start over from scratch. \
} & Clear Left Page
a ’ ¢ Clear Right Page
i
9 )
FRAME TAB B g "
{0 Add Drop Shadow The Frame Tab provides quick access to frame settings such as add
% drop shadows to an object, add rounded corners to a selected
B Add Rounded Comers object, or apply wrap text to an image so that text wraps around its
edges.
(® Wrap Text d
© Limit Move Region -
In the AutomateTab, you can manage your people pages. & Make People Pages |
You can also access the index generator. &2 Gheck Duplicates

&t Flow People
& Access People Page Classic

[ Create Your Index

SETTINGS TAB

In the SettingsTab you can manage page locks that are
created by your staff members. This is useful when a staff
member does not properly close a spread. Deleting the

page lock will allow other members to access the spread. HELP TAB

How can we help? |
- Take r
1 First

=& Manage Page Locks

TheHelpTab is another way to access Entourage support
documents and contact technical support.




Photos

Upload Photos

Search Photos

Hide Used Photos M
Clear Filter
Select Category
Stock Images -2

Insert New Make
Pholo Background

After you select the
photo, click anywhere
on the page canvas
and it will appear!

R EDB 0t esr ol

Photos

Place Photos:

Click on the Insert Photo button in the Insert ltems section of the
left toolbar. Select from your photo categories, then click on your
desired photo and it will highlight in green.

CXIEHE Dhesr R

0aw D| View ¥ ‘ Page ™ ‘

m [+ g b| View ¥ ‘ Page ¥ | Frame > ‘ Automate ¥ | Settings ~

A
DropPhoto ~ # ')rop Phot
Here Here

Drop Photo
Here

Drop Photo
Here

Drop Photo
Here

Drop Photo
Here

Drop Photo
Here

Upload Photos

Search Photos

File Name: v

Hide Used Photos I

Clear Fitter

Drop Photo
Here

Select Category

Stock images -2

Insert New
Photo Background

Erarw

Placed an page 8 and 8

Usad on page 1

28

2! | prop Photo

Here

Drop Photo

If you have inserted a template, there
will be Drop Photo boxes. After you
select a photo, click inside a Drop
Photo box and it will appear.

If a placed photo does not fit properly,
you can adjust it by using the Photo
Seftings tab on the right hand side of
the designer.
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L a— 1) DROP PHOTO BOXES: You can insert these
e e i placeholder boxes as well!
S i These are useful at the beginning of your
project if you want to design a page without
e g having photos available for that page.

Drop Shadow Round + Shadow

DropPhot | Jop
Hare Here
‘/ Hide Used Photos I
Circle Triangle Clear Filter
'\.\ "-.‘
Drop Phato Drop Photo
o v 4 Drag
\ J— —
A A In1
| Z¥ A c
Star Star 2 ] a g e
DropPhoto
i) Sice )
Heart Hexagon
Drop Photo Drop Photo J
H!7 Here
Diamond Banner

Once you upload a PDF under Manage Uploads, you can
place it on the page by clicking the Insert PDF button on
the left toolbar.

Bl Chero R

Upload PDFs

Select File v

bf0Bbbc1226b3e75M2ffd5ce86b92392 pdf
-1

Insert On

Select File v

bf0BbbC1226b3e75(2id5ce86092392 pdf
=)
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When a photo is selected on the page, a photo edit toolbar will appear under the
top toolbar. In this toolbar, select Clip to remove the background from animage.

[Emear Iﬂ Info Iﬂ Caption Iﬁ Crop I}d:- o Iﬁﬁeset I Add New Person -

Foreground Erase Zoom Zoom to Mark as

Brush Marks In Fit Done and Exit
Clipping Editor

Background Scalpel

— Out Edits
[ ]
Use Foreground Brush for everything you want to keep in the photo.
Use the Background Brush for anything you want to geft rid off on the photo. '<

Result

learninglInfinity-2.jpg 900 x 600px (3:2)

D Colors ! Crop ! h Shadows || Edges: m

You are given 500 clipping credits af the start of your project.Each time you click Done
you spend a point, so please use the clipping feature wisely. If you run out of clipping
credits, or do not seem to have any, contact your account manager and they will be able
to assist you in getting more!
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Subtitle
BlueStone Regular, 52

Title
Gabrielle Regular, 52

Default Body Text
Arial Regular, 16

Default Headline Text
Arial Bold, 52

Default Caption Text
Arial ltalic, 12

EDOnline Designer

Place Text:

Select the Insert Text button in the Insert Items section of the left
toolbar. Click on a default style and click onto the page to insert the
text box.

R Dherop: Tam)
[ BlueStone - 3 & m = [ = [=T texcditvode ] save Text e |
- & 2]

l u [

Spell Check

Text

Insert Text

Box

@

Subtitle
BlueStone Regular, 52

Title
Gabrielle Regular, 52

Default Body Text
Arial Regular, 16

Default Headline Text
Arial Bold, 52

Default Caption Text
Arial ltalic, 12

[ BlueStone ,*?;» | = | = I Text Edit Mode I Save Text Style ]

View ¥ | Page~ | Frame ~ ‘

Once the text is placed on the spread, and the text box is selected, a
text editing toolbar will appear under the top toolbar. See more details
on the next page.

Text

Insert Text
Box

You can also Save as New Text Style so that you can re-use
your text settings later without the need to reformat your text
each fime you place a new text box.

Edit Text Style X

Name | New Style

Font Arial

Style B I u
Size |20
cobor |

Aign (Bl = = =

Save as New Text Style

31




EDOnline Designer

T Once the text is placed on the spread, and the text box is selected, a text editing

et toolbar will appear under the top toolbar. .\/.
Select ici Font by
Bold i
s ltalicize Size Alignment

Underline

Text Edit
/ °°'°’/ )@d\
Text m ) [ Q/ ﬂ/ﬁ !/é) ‘ View ¥ ge' Frame ~

u IE»5 I| A Eg‘e. = | = I Text Edit Mode I Save Text Style

Insert Text = 1 = B

Box

—

New Text Style O

Default Body Text
Arial Regular, 16

Default Headline Text
Arial Bold, 52

Default Caption Text
Arial Italic, 12

[ Coolvetica = | = I Text Edit Mode I Save Text Style i

32

Select Font

PETTOW FASNSEH OWone Fiantog gt fidvert AF Pepsi
Alba Motter Aller AMATICSC UG Spgbyun
UnwnwG Spghyuun Arial Regular ARMY BD CARTOON SHOUT
Berlin Sans Black Jack BLADE RURNNER BluesStone
Bo Chen Bodent BOOGE NIGHTS Book Antiqua
Boomerang TRING Tk NRZR ““Buknharl Script Glamily Jane
CARBON BLOCK ““Caviar Dreams Century Gothic EHINESE ROCKS
Chonker Coolvebica BTN ““Digitalstrip
““Dream Orphans eipht Track Eurastile Fertigo Pro

C}uérfe”e

Grassho:

wbww wimpray

Choose from our selection of various fonts and styles that will fit your yearbook page
or theme. "Busy" fonts, such as Boogie Nights, are recommended for headlines only.
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B

/

sk il To add backgrounds, click the Insert Background button on the left toolbar.
T O Select a category or search for a specific background type using the
Temaiste keyword search button. Click on the desired background and click onto the
.ﬂ_‘ Q’/ page to insert it. Some backgrounds are intended for placement on one
Shepe Cip A Sackground page and others will cover an entire spread.
6 & -

Backgrounds m' e rBK: Tam 0| View ~ ‘ Page~ ‘ Frame ~ | Automate ¥ | Settings~ | Help~

Search Backgrounds

Background Name/
Keyword

Apply Filter

‘Select Category

Retro - 12

Insert Spread

BB | SONILIIS3WwHd | =] | SONILIISIX3L | B | SONILIIS OLOHd g

Retro 06D

In order to edit the background you must be in Background Layer mode, found in the
Actions section on the left toolbar. In this mode, you will be able to select or edit your L
background layer.

Clip Art mn @ - P O Qo m o i, O| View > ‘ Page ~ ‘ Frame ~ ‘ Automate ~ }
= - cEm Tt o o€ oo Janmes= T AddNew Person -

Search Clip Art

Add Clip Art to add to the
ki theme of your page. There
L i ; ? are plenty of different themes
and categories to choose
from to fit your idea. Use the
keyword search bar or
‘@ : browse through the

\%] categories.

Select Category =]

Social Media - 234

Foa

33



EDOnline Designer

Insert ltems

Photo

o &

Shape Ciip Art

O & B

PDF QR Code Ads

Choose from a multitude of templates we have to offer under our
Templates section. These pre-designed pages can give you a great
starting point to build from and save your valuable time.

Template

Background

Templates mn lﬁ - m [+ i, D‘ View ¥ ‘ Page ~ ‘ Frame ¥ ‘ Automate ¥ | Settings~ | Help~

i
Search Templates =
EST e o)
|
Drop Photo
Drop Photo Here
Drop Photo Flere

Apply Filter Here

Select Category

HS - Color Shapes - 25

BH | SONILIISIWwHS | =] | SONILIISIXAL | B | SONLLLIS OLOHd m

sl e e
Sk Drop Phato
Here
I: Drop Photo
Drop Phato Here
Here
2
-
Drop Photo
Drop Photo Here
Here
Drop Photo
Drop Photo Here
rere P
Drop Photo et e
Here taoroat |

If there is content on the page when you insert a template, you will be prompted to replace or
cover that existing content.

You have the ability to save your own pages as templates for later use. To

Save as Template
B Save as a Template, select the green down arrow next to the Save button.
{ Pages12813 » BB DD e« T & ®OU| view | Page | Frame~ | Au S,
View Pages
T ;;:':Iam Standard Template
nsert ltems
T p 7‘e ]Enler [Criler Jext Xere] |Enter Paaes Pages 12& 13 (2 Page Sp
N & Text Here] R ks Text Her Tempe
S Cipr Sackgrouns em Name i
6O & B
o Here Here|
—— [Enter Text Here] |
i Your Custom Templates
Q Preview Mode @ Background Layer Drop Photo
3% Page Builder BAuto Grid Here All of your custom templates are available in the "Custom Templates" menu in EDOnline.
+ Move Pages. i Recover Pages
Did you know that you can Drop Photo
right-click to change your
cursor type? Give ita try! Hel'e

You will have the opftion to save just a single page
or the spread. Custom saved templates are not
visibile to other accounts but can be accessed by
your staff in the Templates button > Custom
Templates category.

Drop Photo
Here

tamet essent
Golorem volJptua at pro. Ut diam erant posidonium usu, 605 purto
omitam ad. Ex us graecis expetenda argumentum. an eam dicam

ad, aperi verterem
disputando eu 60s. ne quas scribentur vim |
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Actions

A% Manage Peaple

Q, Preview Mode £ Background Layer

3% Page Builder B Auto Grid

<P Move Pages [ Recover Pages

The pop-up window that
appears will allow you to click
and drag spreads intfo a new
order.

Click Commit Page Moves to
save the changes or use Reset
Page Moves to start over.

Advanced Page Moves

Move Pages

Advanced Page Moves

If you need to rearrange your pages, you can do so under the Move Pagesbutton
in the actions section of the left toolbar.

Advanced Move Pages:

Drag the pages to

IMPORTANT NOT!

RECOVER PAGES

Page 10

Page 11

Back To Page Design | Commit Moves |

E-Guide Menu

If you would like to move single
pages at a fime, click the
Advanced Page Moves
button at the bottom right of
the move pages pop-up
window.

You may bump some pages
info the unused page dock at
the bottom of the screen. In
order to save your changes,
the dock at the bottom of the
screen must be empty. You
can drag and drop important
pages back info the correct
place in your book, or delete
the blank or unneeded pages.

If you want to revert to a previous version of a spread, click on Recover Pages in
the Actions section of the left toolbar.

Actions
&2 Manage People
Q, Preview Mode SE Layer
3% Page Builder H Auto Grid
#+ Move Pages [ Recover Pages

ED Online - Recover Saved Pages

You can choose
between the last ten
saves of the spread.

Select Page

Pages 12 & 13

Current Version of Pages 12 & 13 :

(fater
Toxt W

Previous Versions of Pages 12 & 13 :
Please select the version of the file you would like to recover.

Safety Save

Open Pages 12 & 13

RECOVER PAGES
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Use Page Builder to place multiple photos in a template of your choice onto frians
a blank page. Find this feature in the Actions section of the left toolbar. 22 Manage People
This time-saving tool works in three quick steps: sttt D

Page Builder

Step 1. - Add Photos

Close Photos

Select Category

Candids

Filter Results

Add Selected Photos

o
Used in book

Wyt

36

3% Page Builder H Auto Grid

B Move Pages B Recover Pages

Once you click on the Page Builder Icon a side menu will appear.

Step 1: Add Photos

Step 1. - Add Photos Click on the Select New Photos
button and your categories list will
open. Choose the photos you want

- —y =y y on the page. The selected photos
will have a green border. Then click
Add Selected Photos when you are
finished with your selection.

Step 2. - Choose Template

Close Templates

Template Category

All Template Categories Y

Photo Count

Click Choose Template to browse
Use Selecied Templaie for your desired template. You may
sort by category or by photo count,
which will display templates that
have the same quantity of photo
spots available as selected in step
one. Click Use Selected Template
when your final choice is
highlighted green.




EDOnline Designer

Step 3: Create Page

Click Create Page to view the generated template that Page Builder creates. You have the
option to click Regenerate Preview so the photos shuffle around on your template or place the
design on the left page or the right page once you are satisfied with the layout.

EOl Che«ro: 0 &®U| ver | rager |

Step 1. - Add Photos

/7 Bl
% |

g

Step 2. - Choose Template

Select Template

ot

Step 3. - Create Page

Close Preview

Finished - Page Generated

Reset Page Builder

' s il

Once you have added photos and selected a s — — a — |
- . Y
template, click Generate Preview to see how the “ .
photos will look with the template. You can then r
shuffle the photos in the template by clicking ._
Regenerate Preview. = = ] i
A Page Notes Page Details

Once the template is placed on the page, you can adjust the photo within the photo frames using the Photo
Settings tab on the right side of the designer. See page 38 for more details.
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I BH | SONILLIS INVES | =] | SONILLIS 1X3L b | SONILLIS OLOHd

The Advanced Menu tabs give you more options to adjust and edit objects on the page.
Click one of the tabs on the right side of the designer to expand those options.You must
have a photo or text box selected to view the options within those tabs.

There are three Advanced Menu tabs: Photo Settings, Text Settings, andFrame Settings.

Edl DO «r0@:

Add New Person

ﬁ & i) D‘ View ~ ‘ Page ~ | Frame ~ | Automate ~ ‘ Settings ~ | Help ~

Advanced Photo Settings ~

Advanced photo cropping features. Adjust rotation and fine
tune exact photo placement.

Clear Image

B | SONILLIS OLOHd

http://photos.entourageyearbooks.com/appservices/EDOIm:

Flip None -
Fit: Proportional, Qutside v
Anchor: Center v

BH | SONILL3S Invy4 =] | SONILLIS 1X3L

X i
w H
i % (816 dpi)

To easily close any of the Advanced Settings tabs, click the Advanced Menu button on the

bottom of the designer.

Photo Settings

¥  Advanced Photo Settings v
o
=
.ff, Advanced photo cropping features. Adjust rotation and fine tune exact photo
0 | placement.
= |
=
— Clear Image
rY
http://photos.entourageyearbooks.com/appservices/EDOImage.asp?img=[EDOPHOT
A
m Flip None v
=
w
m
g Fit: Manual v
=
(3]
w
T
m
=
pod
s
m
w
m
—
=1
=
(]
(7]
=
X -0.0389 in vy 0.0139in
w 1.5778in H 1.9722in
~ 7 b
RO O % 8875 (816 dpi)
3 - P ——

Clear Image - Deletes the image, leaving the
selected frame available for a new image.

Flip - Horizontally or vertically flip the image.

Fit - Gives several fitting options for the
image. Use Manual to move the image
within the frame without altering the frame
size or shape.

The settings below the image preview allow
you to change the image's position on the
page, dimensions, rotation, and size within
the frame.
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Text Settings .

g Character Settings -
5 e .
@ In addition to Font, Size, and
g Color options, this feature
i o FERDRASaS " provides Baseline, Case,
o | size 12 A Tracking, Kerning, and
Leading for more advanced
— i .
g Underline text formatting. b
E Strikethrough
=
=
& Position MNormal v
|
T Baseline 0 ]
W
% Case MNormal v
=
@ | Color [White] o
=1
=
% Tracking 0 C #
B | Enable Kerning v »
Leading 120 : %
Paragraph Settings > |
Frame Settings
Various border, color, and fill options can be - : -
found here. The Inset options customize the p| & PRl i
morgins be-l-ween -I-he -I-ex-l- Ond frOme ?,{ Change border colors, fill colors and add drop-shadows
'S § Assign Shape
: | Border
[ Fill
ﬁ ] Dropshadow
M | opacity 100 5
§ Inset Left 01in
T | insetright 0.1in
g Inset Top 0.1in
% Inset Bottom 01in
@ | Frame Size & | »
sitamet, consectetur adipiscingelit. Nula laore
= .
This tab is most frequently used to add or lower the )
o q Q Q Fre r e ?
opacity of an image so that it appears lighter than

usual. The lower the percentage, the more transparent
the image will become. 39
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90s RETRO THEME NOW AVAILABLE!
After popular demand we have now added "90s Retro" backgrounds, templates, and clipart.
If you have suggestions for themes you would like to see in the future, please let us know!

Drop Photo Drop Photo
Here

Here

5 ewer caron

Drop Photo
Here Drop Photo

Here Enter Sub Headline
ENTER HEADLINE
HERE

T e ——
131 el errps e .t (b
u
. s dic "
o Cu
i

Drop Photo
Here

Drop Photo
Here ¢

Drop Photo
Here
Drop Photo
Here
i e S gl T e

Foin o 1ok
Nl

- Fieiock: et e

Templates!

7 T Tnsert Here! Event Title Here

Enter Textorern
ipsum dolor sit ame,

Drop Photo
Here

Drop Photo
Here

Srop Prioto
Hare

tempus fermentum.
isus ibero auctor
fusto, 3t pubinar el
mi ac enim, et

bierum esse bibendo

Drop Photo

=,

Drop Pholo

tempus fermentun.
fisus ibero auctor
justo, at pulvioar el

Drop Photo

Drop Photo

ipsum dnhv' sit nmeﬁ
Drop Photo
Here

dLotom Ipsum
st it amet fompus formenlorom fpsum

S e et i Drop Photo
Sl o il Hera

g i Nllborom o daor 1

Drop Photo
Here

Drop Photo
Here

AP
Here Drop Photo Here . \')I/\\/L,/__-\\,: A1)
2 ere )/\\ ISR \\/
v =7 A
’ oeprrc
Drop Photo
Here Drop Photo Drop Photo Drop Photo
DropPhom Here Here Here
[
A ’\’ AV
~ / ’\ ]
Drop Photo I,\~ 1y ,\/\l ,,\\—J,
v
Drop Photo Here Drop Photo - hL
JAN Here A G i tymate dolor sit amet, elit. Nulia laoreet,

st et orpus o i e o b <t
amst, consecteur adpicing it Nolaloraet.est &4 amet tom
i, s ct USR5, P it 7 6 e, 0 it
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Enter Text/ S it

Drop Photo Drop Photo
Here Here
Drop Photg orop Photo
Here. Here
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Drop Photo Drop Photo
Here Here
Drop Photo Drop Photo
Here Here.
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“
x

" ‘ YDy

Enter Texct Here - Class of

Enter Text/ S il

Enter TexLorem ipsum ection neone

Students Name Here

Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Nulla
aoreet, est sit amet tempus
fermentum, risus libero auctor justo, at
pulvinar elit mi ac enim, et bierum
esse bibendo ad fundum. Fusce
pharetra cursus venenatis. Proin
tLorem ipsum dolor sit amet,
consectetur adipiscing elit. Nulla
laoreet, est sit amet tempus
fermentun, risus libero auctor justo, at
pulvinar et mi ac enim, et bierum
esse bibendo ad fundum. Fusce
pharetra cursus venenatis. Proin tellus
lectus, auctor molestie sodales id,

Students Name Here

Lorem ipsum dolor sit amet,
consectetur adipiscing elt. Nulla
laoreet, est sit amet tempus
fermentun, risus libero auctor justo, at
pulvinar et mi ac enim, et bierum
esse bibendo ad fundum. Fusce
pharetra cursus venenatis. Proin
tLorem ipsum dolor sit amet,
consectetur adipiscing elit. Nulla
laoreet, est sit amet tempus
fermentun, risus libero auctor justo, at
pulvinar elt mi ac enim, et bierum
esse bibendo ad fundum. Fusce
pharetra cursus venenatis. Proin tellus
lectus, auctor molestie sodales id,

»
Drop Photo
H
“ ¥ Drop Photo
Drop Photo Here Drop Photo & .
Here
Here
Drop Photo
Here
Drop Photo P
H
- — g ~7m< < . T 1=1\ 1 Drop Photo
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Drop Photo
Here
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Drop Photo
Here - . B
Drop Phot p (
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Here ¢ Drop Photo DmEePr:om Here
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h
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orern ipsum dolor sit amet, consectetur adipiscing eit. Nulla laoreet, est sit amet tempus fermentum, risus
| libero auctor justLorem ipsum dolor sit amet, consectetur adipiscing elit. Nulla lacreet, est sit amet fempus
fermentum, risus lioera auctor justo, at pulvinar eiit mi ac enim, et bierum esse bibendo od

Drop Photo
Here
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A

Provide LINK.ENTOURAGEYEARBOOKS.COM to community users like parents, feachers, or friends..Here they can
Upload Photos, Purchase Yearbooks, and Design Ads for your project.

A

Home Cool Links App Blog About FAQs Contact Find Your School

]
BY ENTOURAGE YEARBOOKS
THE LiNK BETWEEN YOUR
;f:;‘: YEARBOOK
gl AND YOU.

LiNK BY ENTOURAGE YEARBOOKS

Q Find Your School

SEARCH FOR YOUR SCHoOL

Type the name of your school below and select the option that appears.

PURCHASE UPLOAD DESIGN UPLOAD

‘Your Yearbook “Your Photos A Yearbook Ad A Video

-
Video

”
CREATE YOUR NEW LINK ACCOUNT

Name

Once on the site, they must

Register with their own User ID Eml
and password to access the
LiINK site. From there, they can
search for the school's yearbook Confin Password

by name and use the features @ b s e el e et o oy St e T yeaitusok it

1 would like to receive updates and announcements from Entourage ing new and specials.

vou have acfivated on your

Manage LiNK section.

Password

Already have a login?

Click Here To Login with an exisfing Usemame and Password

- TN T———
PURCHRSE Use the Purchase Books button when ready to purchase a yearbook online.
bl _ Follow the prompts for your order and check out before the deadline. Provide

your email address to receive an electronic receipt.

DESIGN The button will bring you to a list of available ad sizes
A Yoarbook id and prices for purchase in your school yearbook. These can be used for
personal pages for students or business advertisements.
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Up, Up, and Away.
d Your Photos to the SURVIVAL GUIDE 2020

IPLORD

Your Photos load your pictures through your web browser
ust fol

Dashes are used to mark subcategories.

t

Drag photos here

owse

Click Upload Photos to
view the available
categories for submission.
Select the desired
category from the
dropdown menu then click
. Choose photos
and click Open to begin

Home Coollinks App Blog About FAQs  Contact

e
BY ENTOURAGE YEARBOOKS
THE LiNK BETWEEN YOUR
; jﬂ”:: YEARBOOK
gl AND YOU.

LiNK 8Y ENTOURAGT YERRBOOKS

Q Find Your School

SEARCH FOR YOUR SCHOOL

Type the name of your school below and select the option that appears.

[PLOAD

Your Photos

PURCHASE

Your Yearbook

Find Your School

the upload.
£
k
DESIGN UPLOAD B
:
-

Entourage Design Point

Product Description:
Points used to get extra marketing, proof books and other printed materials. Each point is worth $20.00

If you need more Design Points to request a Proof Book
or Marketing, you can purchase more points here in LINK.

3 Just click the Purchase Design Points button!
DOWNLOAD THE .-
MOBILE APP SURVIVAL GUIDE 2020
. . - - ENTOURAGE VEARBOOKS
With the mobile app, LINK users have the ability YEARBOOKS
to upload photos to your categories directly sontonoos (5D
from their phones. Make sure you are registered
in the LiNK site first in order to log into the mobile
app. |
*Make sure permission for the mobile app is [ B
turned on under the Manage LiNK section of
your yearbook account. G [
——— _7 —
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Part 3

Want to know how

to promote and market
your yearbook at school?
Here are some helpful tips
on how to do so!

RKET vour

YEARBOOK
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Think about it; your yearbook is a business! Yearbook is one of the few classes/

clubs that raises money, makes, markets, and sells a product!

YOU SHOULD RUN IT LIKE ONE...

While most of your manpower is going to be dedicated to making a fantastic
yearbook, you will need a marketing and sales team as well.

Question: How do | organize the sales and marketing side of my
Yearbook Business?

Answer: Create a Team to Focus on these three areas...

. Marketing and Selling Yearbooks
. Marketing and Selling Business Ads )
C Marketing and Selling Personal Ads

Question: How do | run the creative side of Yearbook Class as a
. b
small Business?
Answer: The number one thing that you can do to make your whole yearbook
project successful is to Remember your Audience. You are creating this book to
represent the entire school community. As you are creating the book, keep ask-

ing yourself...

c What would they want to see in the yearbook?

C What is important to them?

. What would they not want included in the yearbook?

Remember to get out there and actually talk to the students, faculty, and staff.
What you think they are looking for, and what they actually want may be totally
different. Don't guess, do your research.



Market Your Yearbook

No matter how Amazing your yearbook is, it won't sell itself! Just like any other busi-
ness, you need a sales and marketing team to promote your product.

APPOINT A BUSINESS MANAGER AND TEAM 1

Just like you have an editor in charge of the €reative side of the yearbook,
appoint a very organized staff member to oversee the business side of the

*
yearbook.
' )
Question: What should be the job descriptions of the Business
a Manager and Team?
e
Answer: The Business Manager will work with the odvisor>énd editors on plan~ ¢

. . . . @ -
ning all of the financial aspects of the publication including book sales and ad®
sales. The business manager will prepare marketing materials, set goals, plan
é events, and track sales.

& >

Question: Our staff is too small to have a dedicated business
manager. What should we do?

<

Answer: If you have a small staff, your group will havefto double up on some
responsibilities. Keep in mind that it’s not up to the sales manager alone to sell
all of the yearbooks. Their job will be to organize, and Lm0|ke the sales process
easy and accessible to all the other staff members. ¢
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Book Sales Preparation
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Before you start selling it’s very important to establish a sales plan and goals.

WHAT DO YOU WANT TO ACCOMPLISH?

The Advisor, Business Manager, and Editors should develop goals for ad and book sales
and a plan of action for the Business Manager to execute.

Question: How do | determine my goals for sales and marketing?

Answer: Most goals for ad sales are determined by financial need. How much
money do you need to raise for your project in addition to book sales? Are you trying
to keep the cost of the books down with ad sales? Use the answers to these questions
to set ad sale goals. Goals for book sales are often based on sales from the previous
year. You should always set a goal higher than last year’s to keep your school’s year-
book tradition growing.

Question: What does a typical sales plan look like?

Answer: Here is an outline of what a typical school year will look like for a
business manager:

* Establish goals for book sales and ad sales

* Create forms for selling ads to business and parents

*  Train staff members to sell ads and set individual sales goals

* Decide on promotions for yearbook sales for the whole school year

* Create marketing materials for book sales (ask about free personalized marketing)
*  Train staff members on book sales and set individual sales goals

* Plan yearbook promoting events and execute throughout the school year

*  Continue to track yearbook sales

* Personally follow up with students who have not purchased books




Market Your Yearbook

Think about all the magazine and television ads you see every day and which ones are
the most effective. Keep these in mind as you create your yearbook ad campaign.

LET THEM KNOW WHY THEY NEED A YEARBOOK.

There are endless ways to promote your yearbook. Create a marketing campaign us-
ing a mixture of classic and creative marketing techniques to reach the whole school.

Question: What are the most popular ways to promote
yearbook sales?

Answer: Here are some of the tried and true marketing methods

* Order forms/handouts passed out at school to mailed home
¢ Online Ad Sales

* Posters

* Early discount promotions

*  Announcements (tv/loudspeaker)

Question: How do we reach more students through more
creative marketing?

Answer: Try as many different approaches as you have time and budget for to
reach and appeal to the largest group possible.

*  Who's Pictured list - create a list of all the students in the school, and highlight their
name as they are pictured. Hang the list so everyone in the school can see. |If
they know they are in the book, they are more likely to buy the book.

*  Yearbook pep rally - plan a special pep rally to kick off yearbook sales. Have
staff members talk about what their yearbooks mean to them now.

* Don'’t forget to use social media websites like facebook to advertise your books.
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Pre-Sales and Promotions
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You know how your grandparents love the early bird special? So do your classmates!
Give them a great reason to buy their books early and watch the sales roll in.

BUY EARLY FOR THE BEST PRICE!

Running an early promotion is very important for creating some start up revenue for
your yearbook and gauging the school’s current interest level in purchasing the book.

Question: What is an example of an effective early promotion?

Answer:

e Selling the books at a discounted price early in the year is a standard early pro-
motion. For example you can market your book for $30 until Oct. 31st and $40
after.

*  Another popular early promotion is bundling your book sales in with other
popular activities or items that will happen through out the year for a savings.
For example, buy your yearbook, tickets to homecoming, and your school pictures
together and save $10.

Question: What response should | expect to an early
yearbook promotion?

' Answer:

| 7= *|ldeally you will get about 20% to 30% of your total expect-
- ed sales during the first early promotion that you run.

\ * Don't get discouraged if you don’t get a huge response, re-
u member that it's early in the year and there is still plenty of time.
4 * This is a great time to gauge interest in the yearbook. If your

current marketing isn’t creating much excitement, you have plen-
ty of time to try something new.

’ o Don’t be shy about asking people why they didn’t buy

\ a yearbook even with the great savings. To sell books you

' need to understand why they aren’t buying yet.



Market Your Yearbook

Don’t stop now. Even after you launch your yearbook sales campaign and do your first
promotion, keep reaching out to the school community to keep excitement high.

FIND NEW WAYS TO ADVERTISE. | ’

After the excitement of the initial yearbook sales day has wornh away it’'s important to o
continue reaching out to the school community. Sales may not come in as quickly ds the
first day, but keep selling.

Question: What are some ideas for continuing to reach out?

Answer: Make sure that everyone knows how to order their yearbooks.

C Continue to make sure posters are up-around the schooks
C Post sales information on the Yearbook Classroom door.
e Continue to talk up the yearbook every opportunity you get.

Question: What are some alternative advertising methods?

Answer: Continue to remember your audience as you sell your books. Try advertising
methods that will stand out to different groups of students in the school.

* Try hanging life size photos of different groups, (car team, chorus, etc) around the
school with a page numer. Students are more likely to buy a book if they are in it.

* Do a yearbook preview at a school wide assembly orgoep.rally. Prepare a slide
show of some pictures, spreads, and really intersting concepts that you are including
in your book. Make sure you have something to interest everyone.

* Use the internet to reach more people. Make sure you have a link on the school
website to purchase the book. Also advertise through facebookand other social
networking sites that the students are already members of.

* Don't forget about parents. Send a handout home, or print an ad in
as many of the school sports bulletin’s as you can.
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You don’t have to be a used car salesman to sell yearbooks. It's as easy as

planning fun events, talking up the book, and creating plenty of opportunities for
students to buy.

MAKE SURE EVERYONE HAS A CHANCE TO BUY.

Whether you are offering online sales or cash only, make sure that every student at
your school knows how to purchase their yearbook, what the promotions are, and
what the deadlines are.

Question: How do | maximize the sales opportunity?

Answer:

*  Make sure that your staff members are available to sell books at several differ-
ent times during the day. Have sales tables set up before school, during lunch,
after school, and during big school events.

*  Offer different methods for sales including online sales, having a sales table set
up at school, sales available at the yearbook classroom etc.

Question: Is it better to spread sales out over the whole year or have
specific sales weeks?

Answer:
* For selling larger amounts of books all at once, having certain sale
days and weeks advertised and promoted certainly works better.

* Parents and students often prefer to purchase their
book online and this works best with open sales over the
whole school year.

* In the end, both methods generally result in about the
same total sales.



Market Your Yearbook

Even if your sales are going great, there is no reason to slow down now. Make
sure you continue to follow up with all students who have yet to order a book.

CONTINUE TO FOLLOW UP...

The marketing manager should be tracking sales and always have a running
list of who has not purchased their yearbook yet. This is your target-group for ¥
following up personally. »

R

Question: What are some good strategies for following up?

Answer: Follow up on two levels. Have members of your sales team speak to )
the students individually about ordering a yearbook, and find out why\they hav-
A en’t ordered one yet. Continue to market to large groups too. Make announce-
ments and let everyone know that the final deadline for ordering is approaching
quickly. P .

& e b
Question: What can | say if they are not interested in ordering
¢ a book?

& »

Answer:

*  Find out why they don’t want to order one.

* If it's a money issue, maybe you can offer a payment plan.

* If they don't think they will be pictured, show them how Puch coverage of
them and their friends will be included in the book. Let/them know that the ¢
staff is doing their best to make sure that everyone is covered in the book.

* If they say they aren’t interested in having a yearbookiand they would never
look at it, be ready with some stories from faculty and staff members about
what their yearbooks mean to them now.
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Selling to a Business

Local businesses and yearbooks are a great match. When local businesses support
the schools, the school community is more likely to support theml.

SELLING BUSINESS ADS.

Business ads usually consist of a business card or a logo with a little bit of text. These
can be designed online, or the business can email or mail you their content for you to
format.

Question: How should | price Business Ads?

Answer: These ads usually cost a little bit more because you are asking businesses
to sponsor your book, not individuals.

\

Question: How do | approach businesses about buying ads?

Answer:

*  Staff members usually split up areas of the community and basically go door to
door selling ads. (Make sure you get permission from parents and scho)ol admin-
istrators before you start this. ) X

* |t's a great idea to bring last year’s yearbook with you in order to show examples
of what the ad section looks like.

* It's also a great idea to bring statistics of how many people your book reaches,
and a testamony from a business owner who advertised with you last year about
how the ad sales helped their business.

* Finally, it's a great way for businesses to show their support for their community.
Remind them that families in the school like to support businesses that support
the school.
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Market Your Yearbook

Reaching parents by mail or email is generally the best way to sell personal ads.
Most parents want to submit their ad directly to the yearbook staff as a suprise
for their student.

Question: How should | price Personal Ads? «

Answer: Personal ads generally run a little less to purchase than business ads »
so that it's not a major investment for paréhts to participate \(keep in mind they
are most likely the ones paying for the'yearbook purchase too). °
Question: What should Personal Ads include? \
A Answer: The format for Personal Ads is usually a few lines saying congratula-
tions or a quote, a picture or 2 (setting a limit-on the number of pictures allowed ;
per ad size is a good idea), and who the ad is from. = )
@ s b
Question: How should Personal Ads be submitted?
Y
« Answer: If you choose to use our Online Ad sales and design then the parents

can build their ads online and submit them electronically.
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