Desktop App Quick Start Guide

Welcome to YearbookFusion Desktop.

This guide will help you get started and plan out your yearbook process from start to
end.

Step 1: Install the Software

At the time your license was assigned by your yearbook publishing company, a
Welcome email was sent to your local yearbook manager.
This email contains a link to download YearbookFusion, and your school/license ID.
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Welcome Test School 011

This email will help you install and activate your copy with the license infarmatio
included below

We appreciats your business and hope you ENJ0Y USIng YearbookFusion

Installation

Please downlosd the software by clicking an the link belaw:
hittp: / Svwvew lpmapix.com/? repid =

Activating the software {as described below) will convert the software from trial
mizde inka & fully-licensed installation

vearbookFusion Desktop can be installed on Windows XP, Wista, B and 10 or
Mac 05X 10.5 through 10.10

Activation

Here & your registration infarmation:

User 1D ; A —
Password : To be set

To activate your copy, make sure you are connected to the inkernet and follow the
STEpS DElow!

« Launch the software

a Enter your User ID in the Sign In wandow (Enter the value exactly as
shown abave

« Creste a Pasgword

« Click "Login™

i

If vou don't want to login each bme, remember to seleck the "kesp me signed In'
B R
checkbox,



To install YearbookFusion, click on the link. You can run the installer directly or save it
to your desktop and then run it.

Note: If you are installing the software on a school computer, you may need
permission from your local IT/Network professional.

If you experience any difficulties installing the software, pass the System
Requirements information to your IT/Network professional.

Repeat the installation procedure for all computers which require the software.

Step 2: Sign in with your school/license 1D

When you launch YearbookFusion, you will be prompted to sign in.

Type your TeamID or UserID. If this is the first time you are signing in, you will be
prompted to create a password.

Otherwise, type your existing password. Complete the Login process.

User SignIn X

Taam or User 1Dt »m

Login

Note: Yearbook managers can set up team members, each with a specific login.
User SignIn X

i
Team of User ID: | |px.user tester0l/Manager | e

Passuad; | PSS Jtester( 1/BM_Advisor
" lpo,user, tester() 1/BM_CoManager
lp. uiser, tester0 1/BM_Editor
{lpoe user, tester( 1/BM_PhEditor
e user, tester( 1/BM_SnEditor
lpoc.user, tester( 1/BM  Viewer
i

 pot. us= '—.'._'-_L'H...:..:-.- 3

Don’t know your login? If you are the yearbook manager who needs help with your
login, contact your yearbook publishing company. If you are part of a yearbook team,
contact your local manager. More details can be found here.

Problems activating? Pass the System Requirements information to your
IT/Network professional. YearbookFusion may not be able to access your school’s
internet connection.



Once you have logged in, you will see the My Book tab.

= My Book Portraits
e Add Pages
For Help, selact "Halp” from the "Halp™ manu

Web Albums  Help & Support

Photos

Book || Cover

fryacadeny = =

Team Admin

Step 3: Assign Team Roles (optional)

As a manager of a yearbook committee, you can create up to forty separate log-ins for
your team members. You can assign roles to your committee members, providing
them various levels of access and editing privileges based on their assigned role.

To manage your team, click the Team tab at the top of your page.
Choose Add Team Member.

&  Team Members

Team Member ID

B

B

B

M_CoManager
M_Advisor
M_SnEditor
M_Editor
M_PhEditor

M_Viewer

First Name

Last Name Email

CoManager

Advisar

SnEditer

Editor

PhEditor

Viewer

o

Role Enabled

Co-Manager True + TR
Advisor True A
Senior Editor True o/ &
Editor True o
Editor True 53
Editor True 7



You can then set up their account, including assigning a role.
Their role will define their level of access to the book.

& Manage Team Member

Teamn Member ID:
Password:

First Marme:

Last Marne:

Email:

Roxle: Edditor ‘What role should | chuose?

Enahled:

Send
canflrmation Yes =
email;

(S Wl cove Changes |

Clicking on What role should 1 choose? will show you the Roles Overview
outlining what each role can do.

Roles allow you lo easily imit the fealures which are available lo users in your team

For mosi student users, the editor or senior editor roles are recommended. For stafl accounts, the advisor or co-manager roles are
recommended

Edit Assigned Pages Edit Any Page Add/Remove/Re-order Pages Approve/Reject Pages Manage Users
Co-Manager o o o o o
Advisor 4 4 o & ®
Senior Editor o L d ® w ®
Editor o ® ® 4 3

Oniy the account owner has access to the administrator area. There 15 only one administrator per account,

oK

You can automatically send the team member a Welcome email (Send Confirmation
email: Yes) so they will be able to login to the book and start working.

Click Save to create the team member. Continue to make new team members, or
continue on to Step 3.

(Note: you can make changes to team members at any time after they are created.)



Step 4: Select a Book Size

Select the Admin tab. Check the settings under Book Settings.

2 Book Settings

+ Book Size: 8.5x11 Hardcowver Yearbook

If the product selected is correct, make no changes.

If you are under contract to make a different type of book other than the one specified,
edit the product to select the correct product.

Book Settings
School Source

B.5x11 Hardcover Yearbook

You can update the form factor as required — the new settings will apply to all of your
pages.

Step 5: Add Pages to Your Book
You can add pages to your book from a variety of sources.

Q‘ Add Pages

ol
LW




Add a Blank page

If you want to work from a blank slate, hover over Add Pages and choose Blank.

q Add Pages

.

You can create multiple sections at once.

Mew Sections

Title Pages Double Pages
Principals Page 1

Homecomeng 2 #|

»

b

W

1

e O TR
U o eitian
e A L

Provide a title for the section (eg. Principal’'s Page, Homecoming, etc.) and specify the
number of pages for that section. Check mark Double Pages if you would like your
section to be made up of double page spreads instead of single pages.

Click on the Create Sections button to generate the empty sections in your ladder.

Add Templates

YearbookFusion Online provides access to an extensive collection of pre-made
layouts, which include basic templates (empty image frames and text placeholders on
a white background), complete yearbook layouts (40 page designs on a common
theme), and themed pages (complete designs for school activities and common
yearbook themes). The templates can be completely customized.

To add a template, hover over Add Pages and click Template.

Q_ Add Pages




Click on the Folder thumbnails to choose your category of choice.
When you find a template you want to use, hover over it, and click Add to book.

The template will be inserted into your ladder. You can also drag templates to a
specific location on your ladder.

Book || Cover

Templates %t
TdBLE OF
' ;1 ‘{I[‘JI'I'I'E{I 15
SCHooL ScHooL
r\ -
YEARBOOk

"

2 eplcarion

ARTICLE

i

Add Existing Sections

—

You can add previously made pages that were removed from your ladder, or sections
made for from the previous year’s project.

Hover over Add Pages, then click on My Sections.

|
)

Blank T1-|1\.|_|!.-| ke

Search for the page you want to add. When you find it, hover over it, then click Add to
book to insert the page into your ladder. You can also drag it the layout to the ladder.



Duplicate a section

Any section already on your ladder can be duplicated.

Hover over the section on your ladder. Click on Create a copy of this section.

With this action, you can make multiple copies of custom-made pages you want to use
as a template in your book.

Canema (03

Add Portrait Pages

To create a panel page, you will need to import a portrait database (also known as a
PSPA CD).

Once the import is complete, you can add portrait pages to your ladder. See Steps 8
and 9 below for details.

% Add Pages
D
Blan Template

Step 6: Assign Sections to Your Team Members

To assign a section to a team member, hover over the section and select Assign this
page for editing.

Book | Cover

Assigned to "Manager, Bm_editor”

d

|
g

d

|

|




Check off your team member(s) to assign to this section. When done, click on Save
Assignments. You can also batch assign to multiple people by selecting Batch
Assign To.

Americana 002 - Page 1 assignment

* User # Role + Contact Name ¢ Email All %
Manager (You) Manager LPX User. TesterQ1 - Jone
BM_CoManager Co-Manager BM CoManager

anagers
| BM_Advisor Advisor BM Advisor
Co-Managers
BM_SnEditor Senior Editor BM SnEditor
Advisors
| BM_Editor Editor BM Editor
BM_PhEditor Editor BM PhEditor Senior Editors
BM_Viewer Edttor BM Viewer Editors

CT=D «—

To see who a page is assigned to or make changes to the assignment at any time,
hover over the page on the ladder, then click on the Team icon.

Step 7: Edit Your Candid Pages

To launch a section into editing mode, hover over it and click on Edit this section.
Your section will launch in the Editor tab.

ibrary 004




When a section is opened, a lock will appear on it in the ladder. Note: You can unlock
and edit a page currently being edited by another team member by clicking on the lock
icon, however they will lose any unsaved changes.

This page is curre

When the project is opened in the Editor you can add images, clipart and decorations,
and customize text.

Note: your project will be auto-saved during the process.

EE| My Book  Editor  Portraits =~ Web Albums  Help & Support fryacademy » m
| images | Buckes | ateny [ Fene2 | 2 [ ™)/~ HE B3 B 1 © & Frames | Decoratons | Templstes | Backgruncs | Hesder | overs [ S| | Save | Save 8 Goss | o= |

Drop Pholo
Here

Drop Photn

Drop Photo
Here

For Help, select "Help® from the "Help™ menu .I-t|_‘_|.!--5-| E_Pag_ﬁ |Se'tmg_s:E a
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Adding Images

Your photos are accessed through the hovers in the top right-corner of the Editor.

i=| My Book Editor

IT."a_:es Buckess | Gallery IE
Click on Images to navigate to your local images.
Images Lo [»]X]
iE:\Uxers‘u. - v
O it
| MNama ) || Thumbnail s |
I el
?_j ‘
002 {ipg) 003 (ipg)
004 (jpg) 005 (jpg) 005 (jpg)

Buckets allows you to triage local images into categories under the Portraits tab,
then access these images on the Editor, for use them on your layouts.

= My Book  Editor  Portraits  Web Albums  Help & Support

) e | Fﬁi T‘*—T | .—“ﬁ
3@ . Il s t_\ AW
Solifcs Fortraits {.EELIJCkEt 1J [EEI.IJrc“k:;; Bucket 3 Bucket 4

_(2Images] || {2Images) || (3Im

B2 File System View: Maks

(14 Foral and Botanical ~ @
(1L Food

#[ ] ). Holidays
(1) Home | | | _ T
1. Marketing shots to edit - | i ; WK ’r\

®[ ] L Nature Travel I;-_..‘ | |y — ‘ Iix_
(] Objects . A - -
(]}, Office and Studio

'ﬂl:‘ b peats deathtostockphotos  desthtostockphotos desthtostockphotos deasthiostockphotos

DeathtoStock_Crea... DeathtoStock Crea.. DeathioSiock Des. DeathtoStock MotSt..
®[ ]l Portraits Babies and Kids
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The Gallery provides a means for team members and other people in your community
to share images for your yearbook.

Team members can create folders to organize their photos, then click Add Images to
upload photos to a cloud server.

Within the Gallery, use the Dropbox folder to send a url (website address) or QR
Code to members of your community, so they can upload images on any web browser
or through the LumaPix uploader app.

Gallery [«]X

[ 5o Add Images

Add decorative embellishments or complete layouts from the Templates,

Decorations, Frames, Backgrounds, Headers and Covers hovers.
Access to thousands of cliparts, background papers, word art and layouts is at your
fingertips.

Frames | Decomtions | Templates || Backgrounds | Headers | Covers
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Step 9: Import Your Portraits

Click on the Portraits tab to import your PSPA CD (the CD containing your portrait
images and a database file describing them).

Book Photos [ Portraits ] Team Admin

o Add Pages

Follow the on-screen steps to import your database index file and your portraits.
Import Portraits

To import portraits, you will be prompted to select an index.txt file. This is typically
given to you by your publisher and is commonly referred to a2s a PSPA CD

Frle Upload
- 4 * Locel Disk(C) » My PSPA v & F &
Ygarin = Méwe folder - W
Irmage Foider ! pinlds
Image Foids [ il
g mpme et w A Fies %) w

I you have not been given a PSPA CD, we recommend cancelling this import and
contacting your publisher

Important: This import will be used as a lemplale for all portrait seclions. We
strongly recommend taking the time lo review the accuracy of portrail information
and pictures

Cancel Impart Import - | have a PSPA CD

First, navigate to your CD drive (or the location the CD was copied to on your
computer), and locate the index.txt file. Select it and open it.

Please select 3 FEPAIndas filaba impnrt - ) Al
et
3 |=’ My Hetweark
7 B8 My Compurar TET
# |3 My Dooumants
My Pigects =
My Temolta

* &= My Pictures

Pis anmer  Treces bk oK [l e
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Continue the import process, verifying that your data is under the correct column. If
your PSPA includes a header line, where the column titles are repeated, click Ignore
header line to remove it.

Import PSPA CD x
i mt School 01 (15434) " ]
Detimiter Dlgnae headar linz i =
* Tab 4 records found # Replace School in Catabase
) Comma 5 Append to Existing Datsbase
s — Respect PSPA imege .
r — aspedh
Tt Qualifar: Separatort Attribute Set: ' Schoal
olume Mame Image Folder Image File Hame Grade Last Mame
Volume Hame Image Folder Image File Hams Grade
; o By
YEARBOOK 1 Student [2]pg 3 Mardeli
YEARBOOK 1 Student (3] pg 3 Mumford
YEARBOOK 1 Student [4] pg 3 Dranban
YEARBOOK 1 Student [5] pg 3 Menton
YEARBOOK 1 Student [E] pg 3 Jones
YEARBOOK 1 Student [7].90g 3 ozhida
YEARBOOK, 1 Studert (8]0 g Yoshida
YEARBOOK. 1 Student [9]ipg 3 Kakooza
YEARBOOE 1 Studert [10ljpg = 3 Green
YEARBOOK, 1 Studert [11ljpg =~ 3 Urnar -
< »
| Manzgs Custom Fislds | —'_b‘ | Impeet | Cancal

After the import is complete you can make any changes to the database, using the
Custom Attributes area.

Select a portrait, and update the information associated with it. You can multi-select
portraits, and make changes to all selected at the same time (eg. reassign to a new
teacher).

Once all your changes are done, click Save & Close.

Note: Any changes made to your database while editing a section will only update that
section. Therefore, it is recommended you make all the changes to your database
before clicking Save & Close.

'_9mpcfﬁul T __"l

B cwstomaurbutes ]
.«_ Grade: ﬁ

Johnson Coblb Dicybe Cruickshank M elis N

Violume Mame: [ yr ARBOCK .
Pariad: ¥
Track: =
Department: . | shudents =

Tiis:
Jossph Frankkn Nmﬂ*iﬁuwm Clarissa Gandinl Jefferson Garca =

!HI
. i

Sandra Jamsson Hactor larvis Hyun Jeon Prudence Joharsson sk italion;

- ma e e e : ke




If you need to make major changes to your database, you will need to delete your
database and import a new database with all your changes.

Book Photos Portraits Team Admin

Portraits Imported

@ Portraits for this book have been imparted.

Step 10: Create Portrait Pages

Hover over Add Pages at the top of your page and click on Portrait.

Give your portrait section a name and click Create Portrait Section.

Portrait Section Name

15



Your page will open up in the Editor with the Panel hover open on the left. Click on
the Simple tab and select a Panel Set from the drop down menu under Presets.

S| Mybook Edior  Fortaits  Help & Support
maces | sueer | e (et (2| G Sy 7 EH B AR T W 18 [
[=1%]

- ii ; ',l -
4 S W | »
Lamar Eaton
Narsan E0was
Jamal Finen
S Natuiha Fujimato
-T ] ‘

suts Enockeut

:
5

Change the appearance of your layout by customizing the number of columns, rows,

and layout options.
Columns: 4
Rows: 5

Layaut: | Labels Beside Pandl P
Alignment:
I.abuk:[Edpn v|
Fames: | width |
Adjust your panel frame borders (width, color), as well as the header (title) and label
size.

[Bordar width oox [ | -ff—

Hasder Siz= 0,606 T 3

iLabsl Sice [ | ~Colors 2] =X
[ Labls Follow Frame Size Opacity 2eg| Pr—14
Fﬂur\d Images 1

[ ] Page Break Eebwesn Groups

[] Aute Knockaut

255
“}G - | 255 L
3 255 L
JH | 0.0 deg,
s |0
- g




Add one or more Featured Images to increase the size of the first portrait(s) in your
panels — you can make the teachers twice as large as the students.

Feshured Images : I

|
—t—ird = Er==i Pty

1 |Defaurt| setall | | ek | cancel |

Check mark Auto Knockout if you want to add decorations in the middle of your
page. Your panel pages will move away from any dropped image (clipart, photo).

g Helland Adamssan
Myl Adoan
Paale Alipsandi

Sorijn Barnett

g Tamars Bostic
Aidan Branch
Indira Broswn

Mazesm Brown

Christopher Chomiak

Jonson Cobb

Doyle Cruickshani

Sade Cunis

Adrana Delorenzo
Cphelia Domairiau
Mariin Denion

Dario Donat

The Advanced tab gives you many more features to style your portrait panel giving you
more creative flexibility.
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Step 11: Manage Your Pages

To remove a section, hover over it in the ladder, and click on the trash can icon.

YB_Retro_001
1)

Remove this page from the book

To change the order of your sections, click and drag a page to a new location within
your book ladder.

Step 12: Review and Approve Your Sections(optional)

As your pages are completed by your team members, they can be sent for review and
approval.

On the Book ladder, select Submit this page to be reviewed.

Cinema 003
|

. : ;
B Submit this page lo be reviewed
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Managers and Co-Managers can approve or reject pages. Once approved, they are
locked for editing.

Note: Approving pages helps you to manage your book under the Admin tab. It's not
required to complete you book, but is a valuable management tool to check your
book’s progress.

Page Overview

M Mot Started M In Progress B Submitted For Review B Approved

Step 13: Create a Proof

Once your book is complete, create a proof for the book and the proof for the cover.
This provide both you and your publisher an online preview to proof before final
submission.

To create a preview, open the Admin tab at the top of the page.

Click Create Proof under Yearbook Submission or under Cover Submission.
B Yearbook Submission & Cover Submission

There are no proofs for your yearbook to show There are no preofs for your cover to show

19



Click View Preview under your Submission to see an online slideshow preview.

Move through the online preview by swiping left and right, to move through the pages.
To close the preview, click X at the top right.

& Cover Submission

Your cover is -”EEd}’ for review. View Preview

Step 11: Finalize Your Book
Review your proof.

If you need to make more changes, click Reject Proof.

This will delete the current proof allowing you to make any changes. Resubmit the
proof to start the process again.

= Yearbock Submission

l.'fn.'llun o pay T4 1:’

Chiogbaw [0 4 PR -'-‘-g?k
Clarpier 011 L - H -|1 .

i .‘-.nrl'hh v (i 2 n / r—E " q\h_
Chwpler 3 My L2 i
Chapdur (N . FURL ] I||

[ - s BE =t

B Your yearbook is ready for review. View Preview
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If you approve the proof, click Submit.

Submitting your book gives your publisher the go-ahead to print your book.

Important note: Once submitted, there’s no further changes that can be made to your

book. If you edit a page, those changes will not be printed.

A Yearbook Submission

@ Your yearbook ts ready for review. View Previow

B

Congratulations!

You have made it to the end of the yearbook process!

We sincerely hope it was a pleasant and rewarding experience. Thank you for using
YearbookFusion Desktop!
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