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o ._-.your ﬂEXt Ca“ (Sometimes calls can leave us Tlustered if you ever need

IS watermar Wl_ not:appe_rl yourflnal yearbook

mf BEST Wﬂ
-  nsweRAdk

~ *Step I: Prior to picking up the call take a deep breath
and Sﬂlile (tﬁis may seem silly but trust me it _heips when things get hectic)

* Step 2: PICk up the eall and say elther of these phrases
ora personallzed one you prefer - =

_ "Thank you fer' eallmg Entnurage Yearbﬂeks, thlS 15 _______ _hnw -
can | help you today? . = e

- "Entourage Yearhtmks

Step 3: Often customers wnll start rattllng off thEIr
issue, be patient and hear them out before mte’_;.;___' '
to ask what school they are callmg from i

* Step 4: Always be patlent Stncere empathetlc and

& understandmg R ,(Reme mber we atm t{} be the BEST and leave a.-
“lasting i meressmn t}fte" times these are the advisors reputatmns aﬁd ;Dbs .
on the lme) - dlsea . _

i Step 5: Always leave any frustratlon stress etc. out of

afew moments to decompress please see Caitlin and let her krtnw befn re
takmg this ene rgy Lntu anew ca[l) - .
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The Best Wau EM‘S-UQE BES'T

MAKE SURE THEY ARE
WING GOOGLE CHROME!!

VUsine CHROME + STILL
EXPERIENCING ISSVES?

COMMONLY ASKED QUESTIONS:

Q: Why can't | see some of the
tools in the designer?
A: Try Chrome

Q: Why isn't my designer loading
properly?

A: Test your internet connection and use
Chrome

Q: Can | use my phone?
A: NO EDO works best on o computer.

Q: I'm on a school computer and nothing
works.

A: Check for firewalls, whitelist our
websites

EDO will not work if...

*Clear the cache on the
browser

*You can recommend
FIREFOX as well (@)

“If there is a firewall:
Add these 6 URL's to the

"Allow" list
www.entourageyearbooks.com

edo.entourngeyearbooks.com
photos.entourageyearbooks.com
pages.entourageyearbooks.com
aws.dev.chili.entourageyearbooks.com
dev.chili.entourageyearbooks.com

- They are using a phone, iPad, or tablet of any kind.
- They are using a web browser other than CHROME or FIREFOX. *_

- There are firewalls in place.



The best way ever fo...
have a virtual meeﬁng with 2 customer

51. l Go to your gmail account, and
GP * click on "New Meeting" 3 . r:ﬁ

Ky meetings

6 Micule
Sfep 2: Email the link to the customer
LA Zhare your new mesting - Google Chrome = O ®

share your new meeting

5feP 3: Open the link and click M TR RN,
"JDin NDW" mesl goagle. comwidx-vay-bzd |_:|
Tip: If you are already on the phone with “'-: '

them its a good idea to mute yourself.

Why this would not work:
- Firewall at school
- interenet speed

5 1_ Once in the meeting, tell the customer to u
eP * "present now" pick entire screen then the -
screen they wish to share.




The best way ever to...

have a support meeting with a customer
GoToMeeting allows you to share your screen and obtain access

of the customers computer to problem solve, helpful if web team
needs to get involved.

Support Sales

Email Address: support@entourageyearbooks.com Email Address: sales@entourageyearbooks.com
Password: photojo410 Password: photojo410

Yearbooks

Reasons This May Not Work: \

-Some advisors may be
uncomfortable with sharing their
screen. GoToMeeting has a FAQ
page with answers to security 7's.
GoToMeeting may not download as an

app or run if there are Firewalls

The meeting id must be entered
correctly and all steps completed to join a
meeting to see or share their screen.
They will not be able to give
mouse control if they jo

2 Click on Open GoTo Opener in the popup, then Meet Now. meeting on the web instead of

downloading the app /
Lo = ey oy erinn

Once the customer is in the meetingRight
click on the attendee's name and choose
Malke Presenter.

Email Address: yearbooks@entourageyearbooks.com
Password: photojo4 10

How to Set Up a Meeting:

Upen a new tab in your browser and type in gotomeeting.com.
Click Host in the top right corner of the web page.

QUESTIONS? CALLUS: 10 317 Joii | Host

3 Once the meeting
starts. You can
have the customer

_ Entourage Sales Departm,.. ] dx
join.. I
MEETING ID: 572-153-485 i mnale i~
Entourage Yearbooks [ Clagx Aly fwelik
- ct Mgt._1 Q% Aot
2 itz R :
A I
[i] Meeting is unlocked ke Presamter,..
Have the customer go to joingotomeeting.com, 6 Right-click on the attendee name and select

7K1 ERtBE e mestng ic Request [Keyboard and Mouse Control. They

will see a popup window and should choose
Give Control.

They should choose how to
share their screen and

click . [Clean means M Keyboard and Mouse Control Reguest
don't show browser tabs.)




W B N eated: 4//2021 9:3:49
A (M Wal A arbook
S eas (1) Q%%mé ?@ﬁﬁ#

iiFnot appear in your final yearbook

L
log lqbﬁ EDO CERVICES = PRODUCTS= PRICES+® PARENTS/LUNK» CONTACT= LOGIN O

Mext Generation of Yearbooks...

Enousps =a nost preanten yoarbonk compsny desng Lhe

Ewrifo st fol Bom sacy i effoidable schial yeaiiniks ai

e, e adwnoed inchutes evorythang yow w |

Go to entourageyearbooks.com
In the top right corner, click the
LOGIN button. Have the customer
use their username and password
that they received in an email.

."'::
@ ENTOURAGE YEARBOOKS Current Yearbook Project

Rhianna's Family Book Click here to aocess this

Poges: 5 a5 i b proieit
higin _“5"‘ yearbank proje:

TR

S e 5K 3
Book Fiojecty Cipen

Account Settings

Recently uploaded photos

4 ¥y up
el o W @ 0 1R K

Laog Dt

Project List

Logging in for the first time, the user will
see this screen, it lists all of their
accounts current & past yearbook

projects. You want them to look for the
current project and go to the left of the
info and select OPEN.

Under each yearbook
project, you will see the
specifics of the project
like page count, book
guantity etc.

S |
ACCOUNT LIST =~ EDITMEMBERS  LOG



Best Way Ever Jo View
Yeadlines

1. Scroll down to view the

Creats Date 2/5/2020 i

Cover Submission Deadline 11/2020 dead[lne If yDu want to
Promotion Deadline 2/17/2020 Chang_e the prDDf bDDk .
First Submission Deadline: R dead“ne, yDU can Change It
(was= Sampla Paga Deadline) 1/14/2020 " .

Second Submission Deadline: 195/2020 InSIdE the tEXt bDX TD Change
o 2125202 i i
T R the Final Approval Deadline &
Ifmai Suhmlsslqn Deadl_me: 4/31/3020 A

(vias Correczed Files Date] b Delivery Date, you would have
Final Approval Deadline: 5/5/2020 4 1o Change the DEHVEW Date
Delivery Date 6/2/202 recaculate Dates ) and click on "Recalculate

Last Day of Schoal Dates".
e I

2. After applying changes,

be sure to hit the "Update
Account" button to save the Retum w/o Update | Update Account
changes.

PHe DEILEATIN DL IRl ] e 1 L

like to request more pages you will ha ve to upgrac 3. If an advisor wants to know how to
request an upgrade to your cover, you can click on VieW the deadline, they would be
upgrade. able to find it in the "Current Book
Percent Color: 100% Specs" section, in "Manage
Accounts” under the "MANAGE" tab.

Requested Delivery 6/1/2020
Date:

mm,/dd/yy

Reasons this may not work

Someone else may be active on the account. In this case, click on the "click
here" link and delete the lock of the account that is active.

ATTENTION: This account is currently being edited by: MLATWIS. Piease wait until this person s finished editing

his account before making your update. You can also click here to kick this person out of the account.
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B THE BEST WAY EViR 70...
VIEW INvOICES & MAKE $ PAYMENTS

with Credit Card, Check, & Purchase Orders

P E?lggggﬁg MANAGE = UPLOAD - DESIGN

#& Yearbook Hame

: GE B Manage Accaunt JOI"i
1. Login to your account e —
Open your yearbook project. e
2.Go to MANAGE tab € Manage Photos

SE[ECt: Maﬂage |n‘uuices B Manage People Data

B Manage Uploads

= Manage Tasks

| LINK
B Manage Deadlines

3. A list of invoices associated with your account will appear | % wensge vestook ssies
on the screen. Select either the green Pay Now button to pay [ ™" hdsses
your invoice securely online or ... & Manage LINK

@ Approve For Production

B Manage Invoices

Select the blue Download button to preview/print your
invoice to make a check/purchase order payment.

&a Manage Permissions

& Mznage EDC Page Locks

Manage Invoices

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 invoice to review.

Invaica Mumber Memo  Status  Due Date  Invoice Amount  Balance Due  PaylAmount Paid Downioad

5 T8} E 0 &

WHY WON'T THIS WORK?

You Must be an Admin user to view "MANAGE INVOICES"
Online payment can only be made with a credit card

LiNK payments require the Invoice #
Credit Card limit has been exceeded.
Must NOT use the dollar sign $ just type in amount.



Entourage- Yearbooks. - Digital Proof

HOW DO | MAKE MY PAVMENT?

re. 2w =l
CREDIT CARD — =

1. When you click the green PAY
NOW button, you will be able to pay
online at LiNK. You will need your

invoice # to proceed with this
method on LiNK.

2. Do not use $ just put in CREDIT CARD

the amount. 2. You can callin a credit card
number to our billing department at
888-926-6571, ext 3.

Pay by Check

(CHECKS NEED TO BE RECEIVED BEFORE FINAL APPROVAL OF YOUR BOOK :)

3. Mail check with invoice & purchase order to:

Entourage Yearbooks
Attn: Billing Department b W
39 Everett Drive AP\ A
Princeton Junction, NJ] 08550




e The Be.st Way Ever

his watermark will not appear in your flnaléarbook

UPDATE BOOK SPE

ENTOURAGE ... . UPDATE:
YEARRGORS BOOK QUANTITY T

. Log on to your yearbook account

lick on the *Suamit far Froouction’ authaon A58 dde . -

i ot bt your bk for peoBCton | 18 isnage e & open your yearbook project.

. Click on the MANAGE tab é
T . anag spie Diata

__--—-'* =2

Beok Planning Ladder oy 1y T

. Choose Manage Account from the drop down menu.
. Under Current Book Specs,
change the Current Book Quantity

to the revised # of books '!'111118 :‘"LL
you would like to order. AFFECT YOUR
2 UPDATE: FINAL PRICE!

PAGE QUANTITY

1. Use the drop down menu under

Current Page Count. U Book S e
2. Change the Current Page Count Sarrot Beck Gumnity

to the revised # of pages you THIS WILL

would like to add. MUST be in AFFECT YOUR

multiples of 4. FINAL PRICE!
3. Changing page count will change

your pricing.

If wau need to changs your delivery dete,
i

~UPDATE: THIS WILL AFFECT
DELIVERY DATE  YOUR DEADLINES!

1. Click on the calendar next to e e
Requested Delivery Date WHY WON'1

and enter your new delivery date. THIS WORK?
1. You Must be an Admin
user to make changes.

/
\\l?lelL S'l‘]i? 2. Delivery date must be

LESS than 60 days away.
3. Page quantity must be
in groups of 4.

Confirm Account Changes




BEST WAY EVER.
ADD AND MANAGE LISERS

ki Tabardt for Srpduciion” beine
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bk




Entourage Yearbooks - Digital Proof

BEST WAY EVERY TO..
UPLOAD PHOTOS IN EDO

1. Go to Upload>Upload photos

"can also access from Manage-Manage photos
or Photo option inEDO.

2. Select the category you wish to
upload to.
3. 1f you don't have a category, you can E—ﬁ
create by clicking "tCategory" and :
complete the fields. .
&
4.Drag and drop or browser for the photo - *
you want to upload. 7
Il--,l oo : .
& 5.You should see 100 % once your photo
u P | Ua.d 5

‘ @ Why this wouldn't work:

-Does not have permission enabled to
upload.
12 -Photo not JPG or PNG format




.Q.. ﬂ:..fiﬁ.a;3!gookro'  he

|
¥

srtourageyearbocks
B Impart Photos Fram Instagram

& Import Photos From Google Drive
% Imipart Photos From

X ip

i mporied Photos
B Inzert Texdt
@ Mckenna

W Poce Gsdlines

& Paige's stuff
Don't Allow

Import Photos
v T WS T
. " :,_"-'."'

= v
T
LR RN

YOUR PHOTOS
WILL BE IN YOUR
FHOTO LIBRARY

Al o TN P O

oy

o




The Best Way Ever to...

IMPORT PHOTOS FROM FACEBOOK

Step 1:

Go to the "Upload" option
and choose "Import
Photos from Facebook”

ENTOURAGE YEARBODDKES

Step 2:
Click "Log In to Facebook”

Step 3:
—r— Log in to your
Facebook account
0= Step 4:

' You will need to confirm
your identity. Choose and
complete your

O identification process.
;. Step s:
Grant Entourage
5 access to your
account.
i

>
= &
&
ol T i
P &
- -
. a
Bt et a
— T 2

| Step 6:

Not working?
Yorgotten password
Reset your password. You
will have to start the
authentification process
over again.
Aunthentification
Contact Info
If your contact information
is not correct, you will need
to go into your Facebook
account settings to change
your contact info.
Deleted Pictures
If someone has deleted the
photos, they will delete
from the yearbook and
photo library. To use them,
they will need to be
reuploaded to the
Entourage site.
Optimized for Web
Viewing
The DPI will be too low.

Choose the Facebook folder you want to access, the
pictues you want to upload, and an Entourage photos
folder (you can also create a new photo category).
Then click the blue "Import Photos" button.

Your photos will be in your photo library!




The Best Way Ever to...

IMPORT PHOTOS FROM GOOGLE DRIVE

Not working?
‘More Google Drive B
folders than you can view @ imprt Prtos Fo
Choose the view more e
folders option on the I
bottom of the page. L
Logged into the wrong . &
Google account Step 1:
Log off on the computer Go to the "Upload" option
and log on to the Google and choose "Import Photos
account you want to use. from Google Drive"
Start the uploading process
over. Step 2:
Pictures are in sub- If you aren't already logged
folders into your Google account,
Move the pictures to the log in.

main folder in your Google
Drive in order to easily

access them. 3

Pictures aren't in Folders e -

Photos need tobein a o
folder to be available.
Optimized for Web

Viewing
The DPI will be too low.

Step 3:
Choose the Google Drive folder you want to access, the pictues you want to
upload, and an Entourage photos folder (you can also create a new photo
category). Then click the blue "Import Photos" button.

Your photos will be in your photo library!
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Entourage Yearbooks - Digital Progj

1

Import Photos :.—rorh_ DropBox

16

STEP 3: Log in to your

STEP 1: Log in to your
yearbook account and select
"Manage Photos" from the
"Manage" drop-down screen.

STEP 2: Click on the
DropBox icon in the
upper right corner of
the screen.

DropBox account and
provide permissions for
accessing your pictures

STEP 4: Select DropBox folder
with desired images on the
right, they will load in the
middle. Select desired photo.
Select the image category you
wish to import the photos in on
the right side of the screen.

STEP 5: Click on Import
Photos to import or create a
new category to select and
then import.

hARAGE = UPLAD =

Not Working?

User may not have

& voarbook HFomo
€ Manage Account I'|,J"",

W tanage Ladder

Hnad
#23 [anage Users St manage pthD dCCess
B2 hanage Photos L=
B Vi ogs PeopIE ks .) User may not have

DropBox account

You must allow
: DropBox Access
< permissions

The Photos must be
located in a folder in
DropBox, not just files
in DropBox

Browser may not be
compatible - use
Chrome!

¥ INDpE e oo v y=at o ine pachook erso st
i ——]
[, 3
v e)
P ovim tleli d phola
gy iy

Ho Pnates In the faklar

g FSm g0
B OB R

g L.

e Dy,

Create Category

Import Photos
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The best Wway ever to . ..

V\M‘H‘

Import Photos Using Email

= Copy the Category Email that can be
m [ e ] found in Manage Photos by clicking

the blue Email Photos button. This
_ Dptiun is great for gEf‘IEFEﬂ users to
TR upload photos without a Login.
McKenna Collier STEP 1: In the address bar,

Entourage Yearbooks
Famaie Evaatiing

type the exclusive emalil
address for the specific photo
category.

STEP 2: Attach photo(s) to
the email. Photos can also be
pasted into the body of the
email as well.

[
=
L
(E
&
&
&
)

[ [}

STEP 3: Click Send!!!!

= >
CW:i-ccnme
- A

STEP 4: Customer will recieve a success or failure email once email processes

Category Email can be changed lanage Phofos

. to an Alias by selecting the m
NDJ[ \;\f Ofklﬂg? category in Manage Photos and

clicking "Edit".

LSS OOnTy Eg

The email address

was typed out I

incorrectly
Make sure Allowance is | ") I
& et
Not a supported file Egggkﬁfuawngn?g: IE{‘}’:_;J; - ey ) )
e its UNIQUE! Dont forget e — - 4
only!
to save when you are e N
finished. That URL can 2
Not connected to the now be used to email to =0
Internet that category. § v .
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B Manage Deadlines
) Log into your Entourage account and go to your current project
Yo Manage Yearbook Sales Go to Manage LINK

2) Select "Allow Link users to use the Entourage Link Moble
£ Manage Ad Sales app." and "Allow Link users to upload photos that can be used in
the yearbook."
& Manage LINK 3.) Click "Confirm LINK. Changes."

Approve For Production

Link Community Website Allow Photo Upload and

and Mobile App Content Submission
Setup My LINK Account - - .
ol it [ Allow Link users to use the Allow Link users to upload
My Link URL: Entourage Link mobile photos that can be used in the
Here is the link to vour Bink online stoee. You can also click "Setup a 7 _
vedicated URL™ ta setup an eatier to remember lIok (e . application. - _-,-.?a_r::d..:m_
ttpslink entourageyearboaks com/my/School Name2021) L Allow Link users to post 1 Allow Link users to create new
messages. photo categories

The link. to their LINK account is
under the "Manage Link' tab tool

Why This May Not Work:
~The customer isn't an admin
~They didn't confirm changes
~The box wasn't selected
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Creataghg/12/2021 9:3:52
BWE021 Yearbook

This Waterm-ilj‘k will not appear in you@mo

Instructions:

1.) Go to our website/
EntouragelLINK app
(download on the App
Store or GoolgePlay)
Z:3:L.ag in.

3.) Search for your school
4.) Upload your photos.

this may not work:

-J.: f_'.lEE‘-J'-,-'If'_'J-II.'_'l is case sensitve

T Towiig
-1 hey dont have an account
“LINK not enabled for your school

1 1
VW rong school

QL Fing Your




i -
Entourage Yearbooks
FSTRUCTIONS:
AV ' ) 1 MANIGE EARBOCK SALES
IS Waterm Tk WOt apirdi=ly U Rl S
3. YES - SELL OUR YB ONLIE
- (FOLOW THE PROMPTS)-- . »
Y-6. SET PRICE "DEADLINE. AND **DECIDE IF YOU WANT TIER PRICING
7-8. DEDCIDE F YOU WANT TO ALLOW PERSONALIZATICNS AND
WRITE A DESCRIPTION
9-10. ADD ADDITOMNAL INFO AND CHOOSE PRODUCT ICOM
1. DECIDE IF YOU WANT TO ADD ON E-YEARBOOKS

12 SAVEN

Ye Manage Yearbook Sales | Online Sales Opfions

.q 1, How much do you want to tell your yearbooks for? 1459
€= Ciarert pricr par yratbock $15,5. Yoo can change the prics, IF you ot the
m M an ag = Ad Sa{ £3 amoant highes youw can e the profit as s fundrsiser for yoor school
Ertcorage sudtinacts an T rarmaction ozt S arlling yau peathook
& Manage LINK —
anage 2. Wik s the purchase desdliing 1os this yearbook? 05 /047 2039 o
5 Leave the defaull vabee, if you'd Bee bo basve yearbook saies on untll yous

schreuled apprasal dale

Sat Ug Onlina Salas ¥, Wowld you like fo setup ter pricing with meltiples daadlings for = Enabls Tiered Pricing
SEE L Yo ket el bk s e 6 yeur onling sales? Sen paine price 10 sutcmalizaly change afver GBrent deadines,
ok :'.H.m R e e NOTE: The deadFres indicated at wach fier ane the past due dite 19 Inmlim—. paich 2112 MIDNIGHT Eastern Standand Time.
n ] . Erearing tiar abourt o "

pAC wu'-:' bl e e Bt s A purchase that hook 8t the indicabed price for tha e  yous want to ofler
R e oI b o et el Sk this o ool lewi 16 ths it vy aPica 10 g
PRt g, elhecry desadines, how i akck AR paur yearnne,
ot G RERY Prica 2: § Price 3 §

4095 {ria ) anp

tor By 2nd Boadlin: Srd Boadline:

S04 20 o d iy I iig

| werw weslss ke Lo sellwuon yea vooks seasely anling vis
=riourage s yEarasor stiore, You tan wrn on orfine szles by filirg

9+ 10

% e dia i
Inthe Sallaweing infarmatioe. 5':“‘“" i " L ¥, ey exkbtizeal requised infrereetion T e —
Sefent il you'd like o include she sbdivy for people 1o add Bt i bl e b eyl i Boapiie e Enkan s
Would you [Fke to tarn on online sales for the BWE 2021 upgrades ta their pearkank. prubock coher than the dadess rame. Thecs e il Faa 18 Teacl o Kame

whas kcone ic dnsbaring dha baxic

Yearbook? El Enzhle Persenaliestion Sales
e L

: e - S| D Yeanbooks Sriire

GCAD
. Chead o Toss ! Pradiect foea
Semct the brace poa vz old The i use a2 poee delmkcidscrlon,

"WHATEVER SALE DEADLME YOU T & i G oty ot oy e o v G =
WILL BE CANCELED WHEN YOU e et I o =
APPROVE YOUR BOOK. YOU CAN
THEN TURN ON LATE BOOK SALES

11, Allow s¥earbosk Add-

on: v
10. Allow Yearbook Sales After Book Approval: i) Ersabbe avmomatically adding
if =2t tovon, the books will be available in the online LIME s1ore the #aibook product 15 68

orling punchasas This dloems

Hooks sold aftar deliveny will be individually shippad,

[escphes by soteds Their
arF w wedibaak via wel site snd
milile spg

| TIPS AND TRICKS: _
| —"WHEN A CUSTOMER SETS UP TIER PRICING, THE 1ST
TIER PRICE MUST MATCH THE PRICE LISTED UNDER HOW
MUCH DO YOU WANT TO SELL YOUR YEARBOOK FOR?'
-ADMINS CANT CHANGE WHERE THE YEARBOOKS ARE SENT
WITHOUT AN UPGRADE (SEE PAGE 27T
_ | -DEADLINES ARE EST!
| -MAKE SURE THEY SAVE THEIR CHANGES!!

WHY IT MAY NOT BE WORKINGIM
-customer isn't an admin
-LINK access isn't on
-changes weren't saved




& Manage Deadlines
Yo Manage Yearbook Sales

B Manage Ad Sales

& Manage LINK

{4

Created: 4/12/2021 9:3:53
. BWE 2021 Yearbook
This, watermark willinot.appear iniyounfinal yearbook

Link Community Website and Mobile
App

Allow Photo Upload and Content
Submission

= allow Link users to use the Entourage Link
maobile application,
= Allow Link users ta post messages.

=1 Allow Link users Lo view the eYearbook
00 Allow Link users ta view the Newsfeed,

O Alkw Link users to upload photos that can
be used in the yearbook,
[ Allow Link users 1o create new photo

categories.

L1 Al Link users to view all uploaded

- sarbook
Approve For Production yt

INSTRUCTIONS:

1. GO TO MANAGE LINK

2. CUSTOMIZE YOUR ACCESSABILITY SETTINGS
3. CUSTOMIZE YOUR PHOTO UPLOAD SETTINGS
4. CONFIRM [INK CHANGESH!

GOOD TO KNOW FACTS:
=37% ONLINE SALE TRANSACTION FEE
-THERE'S AN UPGRADE TO
~CANCEL THE FEE
=INDIVIDAUL SHIPPING IS AN UPGRADE
-$4 FOR SOFT COVER
-6 FOR HARD COVER
~THE MONEY YOU EARN FROM SALES
GOES TO YOUR FINAL INVOICE OR
% TOWARDS YOUR RESIGN PAYMENT OF
NEXT YEAR'S YEARBOOK
-REFUND IF MAKE MORE THAN
YOU OwE.
=1 WEEK TO PROCESS REFUND

| -PERSONALIZED YB COSTS $6.95 FOR
i PARENTS AND $5.95 F THE SCHOOL

BUYS IT FOR THE STUDENTS
-DUE DATES ARE ESTW

O Allow Link users to view people in photos.

L1 Allow Link users to upload videos,
[ Allow Link users 1o upload other content.

8 Confirm LINK Changes

Panoage LINK

“ CUSTOMIZE YOUR LINK URL UNDER MANAGE LINK

IN THE HOME TAB.
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Entoura e Yearbooks Dlgltal'
Paren u to "’w*c,hd e\a

_ THE LINK BETWEEN YOUR
Wi YEARBOOK, AND YOU.

Heleonfoey!

B s Acinind
B Liges School Name City State

-
Uplsad Videos

STEP 1: Go to LINK.ENTOURAGEYEARB OOKS.COM

The advisor can also send them the LINK located under "manage LINK" on
there account that will direct them to their schools online store.

& = e . .
LI N_,!SH School Name City State

SIEP 2 If they did not use the LINK from the school, they will have to search for their school,
" | city, and state to access their schools account

G They then will be able to
L4 click on the button to
o "BUY BOOK".
Why this may not work:

Upload

-Customer doesn't have an account
-Yearbook sales not set up by school
-Wrong school/year

-Invalid credit card

-You can't buy books via LINK app

22
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SIEP 4: : o \

Purchase your very own Voss Farms Elﬂmr;mtary 2021 Yearbook

Will then take them to a
page where they have to fill
out their information

Product Details

-----

Dr=pEel

It will also show them the

cost for the yearbook and = —
deadline Seaeras e

They then will click "BUY AR R—
BOOK" L e i Price: 520,00

Tiuy Bonk

SIEP 5

It then will take them to a page that shows what has been added to their
cart where they can click CHECKOUT.

ltem added

Ingars i Can unt Price Quanuty Towd

T Wedd Fams Elgmetloy 2001 Taiebab §23.00 1 L]
i Boow Puchass
v Prem: £20.00 [ » |

Btwdent Mama: Aniory s

Appiesd CoupRnE: E=1. T §0.00

Subbotalk: $20.00

Eppiy Hew Coupon aode:

Check out Securely with Link!

STEP 6: | Billing Information

It will then allow them to fill in BILLING INFORMATION SHIPPING INFORMATION ORDER SUMMARY
their billing information and . =
- i osnecn ot Mimme: Cuaraty Price
make the payment. L e U
———
It will then confirm the i = = -
payment has successfully o Tl w2000
been made. s
g Seae (
Goumy:
P
Emaii:

|

|

L
Contirue o Paymenl irdo

23



Created: 4/12/2021 9:3:53
BIWE 2020 K80 0K

This-watetmark iSOt appear in your final yearbook

ADMIN SALES ACCT MGI

1. Log onto your admin account

\anager Dashboard

l'f, Pick the blue order bunch from

Deposit A
Agcounts

ENTOURAGE ON-LINE ORDERS
Timeframe

Crders Received Today
Orders Received Yesterday
Orders Recelved This Month - March

8200

Crders Received Last Month - February

5. Search for your
order by Schoot name
or order ID

6. Click on your order

Store Order Details

Payment Inrmaton

Cord Trpe:
Appravsl Code:

i o D

Bilkrg b rmarton

BWEEng Mame: | sedyn Tego
@ikng Emaic
WRngAddreE; o3 F

Haral

Orders  Upgrade Revenue

Shipping Infoimaticn.

eriod the order you are
r is from

Revenue

Online Stere Dashboard

mrv

e TRORITS 0 o

Woarboos Thi'
Waarboos il

BElig Masia

Upgrade Packeges

Recect Siore Ordars

Crgor S Produs Cakgary
F&D o il

7. Review order details
for needed information




Created: 4/12/2021 9:3:53 .
BMVE 2028 Kcakbo 0K
This watermarkwillhot.appear in.youisiinal yearbook

@ - Cosilinks  App - Biog  Aboul

Track Your Order:

P anbar your Emal Addnéss OF Cedar # 80 S8anch 1o your order

BY ENTCURAGE TEARBOGKS

Email ddargss:

Ovgar &

Submit
B

[ §

& Lo
) oy
T i Can
A F e i hag
D Track Your Oider
s
.J ¥

why This May Not wf}'
-No order was placed
-Typing in the school/order ||

number/email address wrong




Entourage

designing your ad. You can upload photos by selecting the
camera icon in the left toclhar Then select the 'Upload" tab to browse
your computer for files. Once uploaded, choose the 'Photos’ tab to select
a photo and place itinto the drop photo box in the template.

ted: 4/ Step . Finisn

/)

Parents to DesIgN
and Purchase

YGCITbOOk AdS SAVE E———
T O o

Crop/Edit  placed

Step 1: Go to link.entourageyearbooks.com (website
pictured below).

ex R = = =

Chipast || Tamplate |

T LK BERNEENR U

LINK
q YEARBOGK ANDYOLL

= in the quick menu
i N when itis selected
el in your template.

You can also change the shape and size of the picture shown on the ad

il Crop /| Edit

B Caplion Bf Clear

Step 2: Search for your schoal, and select it from the drop-

down menu when it appears.
Schoal Name City State

hwa

To edit the textin the
template text box,
double dick on the text
shown. You can then
type in the text box. The

quick menu options are different when you

ouckmens have atextbox [l d0pt ¥
selected. Thisis SRS -

BWE Yeartbaok J020 [2000) - Horsham, PA

Step 3: Log In or Register as a new LiNK user.
Welcome.
Just login or create & usemame and pesaword fo kesp going.

BT TOmeL o g ™ ETETE 0 3 <haT

T ST

Step 4: Select Buy Ad for your school. Then select the ad size Century Gothic Whete volico *sorer color | g :
you wish to purchase and select Purchase and Design Ad. Bl 7 U 21 (4 changethefont Fill Color |:| "B
Purchase A = = = = seandcolrof BB 0in v |
o K ode yourtext, ——

]
‘fou can also change the background color
of your chosen ad template by dlicking on
the background of your ad and then

changing the Fill Color drop- down box on
the left side of your screen.

Step 7: Click the Save button in the upper left comner of your screen. You
will need to save your ad to continue. You can also save your ad to return
to designing it later. It can be found by clicking the Started Ads button
when you log in.

-]




Step 8: Once you've completed your ad, and you're sure everyihing
looks good, select the Continue & Review button in the top right

mrnernf}rnurscreen.
Continue & Review

Preview your ad to make
sureit looks the way you

want. Select the Edit This Ad button to go back and make more
changes. Or, you may name your Ad, select the check box to
approve the design and select the Purchase This Ad button.
Mice Ad.

Dioes everything ook alight?
K s 0 W A SO e g L A TR
Horw Sooraz:

e A 5 B Hars

S ROV BN CRGR £ 3 AR | LR wTa e Ad Wi 3pHa
v il vy Ly | D b e i e e

e S bl nie. B
ofvnges |

Once you select the Purchase This Ad button, you will be brought
to the shopping cart. You can design more ads or add yearbooks to
your cart by selecting the Continue Shopping button, enter a
coupon code if you school has supplied you with one, or proceed to

checkout by selecting the Checkout button.
Your item has been added to the shopping cart.

A el mgd D020 PeaToda
0 AT P A%

52 o A 215

Check aul Sacurely with Link!

Step 9: Enter the Billing information for your credit card, then select
Continueto
Payment Info.
Then you will enter
your payment
Information and
hit the Review
Order button.

Payment Infﬂrm._atiﬂn

o Yo pan e Scarege B Vaa Meremed ordpaea ST

Bilkng Iréor mation

BILLHG HFCAMA T PAVEENTIHFCRILETIIN
e Corcey E =
o nar

Harmon Cag | G

CRDER BRMARY
Pl Mt

Farvorwt Holf Pegead - A8 x el
worai

1

24 Step 10: You will need to review and confirm your order one final

time. You may change any billing or shipping mistakes during this
step by dlicking on Change Billing and Shipping or Change
Payment . If all of your information is carrect, select the Confirm
Order button to proceed with the transaction.

Lelfs Review - You're Mol Cuile Dana! S

W Pape dn - B8 0 88 b
L = B

W, D U IO ) (A G Y e P D AL

ALLING ADEERE SHIFPIG NIRESE
B —— Subiota

Tax

|f your payment is processed successfully, you will receive an emailed
receipt. The ad has now been submitted to the yearbook designer(s)
toplacein the yearbook.

only worksona
computer, not fouch- ¥
screen devices. :
Use the correct browser (Google
Chrome) and disable interfering firewaills.
The ad store must be made available by
the school and turned on within the
deadlines the school sefs.
Parents need to log in to LINK, not the
main Enfourage site.
Ads can only be purchased on LiNK using
a credit card.
Ads cannot be further edited after they
are purchased unless they contact
the yearbook advisor.




Created: 4/12/2021 9:3:54
BWE 2021 Yeafbook . /
ThiSwatérmark will not appearinyour<fingl yealfboo

t Yo Manage Yearbook Sales 1. To set up the Online Ad

Store, select "Manage Ad
+ | B Manage Ad Sales Sales" under the

& Manage LINK

"MANAGE" tab

2. To make sure the store is on Step I o
Setup Your Ad Pricing
properly, you would have to set
: Set up how many ads you want to sell and
up the online sales for the ads for what price.

|

el -~ F W/ = =
1. Ad Configuration

Enable Ads

- Enable Sales v

Do Not Enable Purchase With ~

You will be able to select the price

Kt Hage Al for the ad purchase without design

B4 ARy 4 HEER S WEEE —— E—
3. You will now see all the ad sizes that you would like to be
available on the online store. In order to make sure they are
currently available, make sure the drop down menu has
"Enable Sales" selected




2. Max # Of Ads To Sell Moo
W 4. You can set the total amount

Enter max # ad zds ill _
of ads you want to be sold in the
yearbook under "Max # Of Ads

Leave blank for no limit To Sell"

3. Price Per Ad

5. Each ad also has a set .
Ad Sale Price

range of pricing, so you can

set the price per ad within the $10.00
pricing limit depending on the Half page ads sell in the range of
size of each ad $50-$100 per ad.

Save Settings

Reasons this may not work

1. Not working? Then the [ Manage Ad Sales

permission for the online ad store

may not be activated yet. Select
"Manage LINK" under the

"MANAGE" Approve For Production

2. Check "Allow Online Store 3. Be sure to
Link users to ¢ Allow Link users to purchase the "Confirm LINK
dESign purchase’ book from the online store.

and submit Configure

advertisements of ¢ Allow Link users to design, ‘

. . purchase, and submit
various sizes tD be advertisements of various sizes

plaCEd in the to be placed in the yearbook.

yearbook" o Confirm LINK Changes
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—  MoMAGE = LAYy -

_ #®vuaboud e

B Bduruge Bl

Bl darans ackdar

B After loggining in, click "Manage" and then "Manage

LR——— Ad Sales" You should see the screen below. They can

B arege Poople Duis

quickly approve the ads on the right hand side.

e Bvereus Uplod:
liwida
e Dusdlines [ Frosios: [ELT Gawnd  Sukm o Pawsw  Cml Mo e
1 = “ i s TEED amenio  oE E wo E—
o B Moy Seaibiog Sles m R -
{ & Maraoo A Sales } m
k 2 Bulserguey  AGRNE ppogmpan inn e i
O Mureye LMK ta dlsinnn. [
wadis

B pprova Far Praductian

%] Waragz Iwives

& Manage Permessians m *r-t::::\: L

& arags D00 Pago Loacks
) =g

B . © =
et —
Ll el ks bl il b
R et

Ad Fresies

TO EDIT: Click on "Ad Name" to view s R s e S

chamges, you can hil the "Bt This A" bution.

the info. e —

e 2t

Click on the blue "Edit Ad Design" button. E——

And to approve ads, change the drop e -
down button to appmved. Then, the i

"Updafe" button. |

Ad Status: ! Mew w | G e | o

Progress gy

CommeanteMotes: Approved
Placed In Yearbook

Viid
Requires Update

ADS MU

L 1T 1 w7
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Go to the Demgn Jfab at the Jfop r:md selecf

"EDOnline - Page Design."

DESIGN — COLLABORATE ~

': [# E0Online - Page Design :

& EDOnline - Design Cover .SE‘lE’C{ .the dE‘SiI'E‘d

View Pages
B ECOnline - Design People Page: puge fr::rr 'lfhE‘ Cl.d Insert hems -
i= EDOnline - Create Directory placement Then, T n T___
sl select the ads button ou &/ | a8
All approved ads D &
_will be listed. I
X
Can still edit by hovering the S (hp
cursor over the ad preview. Click ., 4
the Edit button. e
—Click anywhere ——

on the page to

"hy this would not work:

place it.

Frieeds to be i approved status
- Ad has not been pmﬂl == =

Meed to make sure they are
admin status
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Way Ever to! Tragk Yearbook SE

Download Spreadsheet of Yearbook Sales

ey, peppe—

i R BT ek e G d th:ﬂ:'wlm&hnnlsil-_:EnLi‘g'_’

lllllll

WHY THIS WOULD NOT WORK: ;ﬁ_
- Online sales are not turned on [

-

- No sales have heen recorded

ol

P A e L
B R S 5 TS A b

32
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BWE TO RE-SiGN
ACCOUNTS:

~ON THE LEFT iS HOW _CUSTOMERS RE-SiGN-
~ON THE RiGHT iS HOW WE RE-SiGN AN ACCOUNT-

START FOR CUSTOMER
RE-SiGN STEPS:

Personalization Icons Enabled:
_ Back Cover Personalization Enabled:

VIEW SALES LEAD LIEEREL % D
-CUQTG”ER LOGIN SETUR | RE-5IGN LEAD
Yearbook Cover: Cover Set,

Ladder Progress: 97 of 152 Pages Se{\l"—--
| Create Pre-Checle ]

On the admin account, elick on RE-SIGN
LEAD which brings you to the re-sign link.

E1TER e paw Ui TACL Falonsct bas

Vs 200 skl year, Lmshirwe

2023 MEW Comtact Phana: 021 WEW Contact Emall

liy mvwgn bt
g Siahes: = B
—slgn €750 hetpes: £ { Far e ssiat I g egmar besss, com, OnlinaCombaciE Ktension, spie= 4561 |
igh Mote.,

SuzmB Dem || Back b2 Aa-sign Dactboad |

START FOR OUR
RE-SiGN STEPS:

i CREhEE I TPOEEE ERTE VEITE, Changa

Towards the bottom of the admin page,
click an the orandge re-sign aceount butten.

Mﬂl{a SLIe '_',"UL'L 1'.:_1\.’&'
"‘Olay - Happy
Customer e it won't
work), "Resign
Account’ and

"No" (unless they ask
for a clone) checked

off. Then elick "*C

Create

RE-SigI‘L Account”

||||||||

e

ooz ————— 3y
= |
i ='rn‘:;w.'.f' window should
yﬂpen wiith the new
account. Seroll dewn and

ety e T hit "Reealeulate

-nonling - Config Type:
:Ennnnalimfirm leons Enabbed:

ack Cover Personalization Enabbed:

™ n
Dates.

Seroll up and click
"View Sales Lead."

You'll want te copy the re-sign link and send J:._-l_Ew SALES LEAD WIEW PARENT ACCOUNT Pare
. ) : USTOMER LOGIN SETUP | RE-SIGN LEAD  Sh
it to the primary contact from the account. Deciison Marth R n—————— ,..-.rl.:.:r 2
Qw CoJRa U-n:u:nmc: T ot S'CIDH 'L'I.P a_'l.l"“:l. ].IC].‘L
: HARKETISS DATARASE iFomMaTIoN i
__ Schaok ﬁ View Sales L&:‘El\_‘l
T]‘:ay will need
(= o i SUBMEY IGEORMATEY A T A cinle L
= to fill out all of :
this info. in order o
; : feel Find the school and
o re-sign bor the : : :
) click "Associate Scheal
next year ! !
l [ ot | =
: EE e v — 0T
. | ; Ouoted Price/Sook: 11| 48ock et btk
E Revenug Paleitiash 3004 Rewenue Pabsntiak J0000
..... = = =
=
' -_.:_u.l.':,r. scroll dewn to set Price/Book to 50 and then elick U};ﬂiula'

REASONS TO RESiGN:

-LOCK iN YOUR CURRENT PRIiCE AND UPGRADES
-THERE iS5 NO CHARGE FOR RE-SIGNING

-SAVE YOUR CURRENT PROJECT TO VIiEW NEXT YEAR

~THERE-iS NO PENALTY iF YOU CHANGE YOUR MiND LATER!

-WE DO NOT RE-SiGN PARTNERS!!!
-UNAUTHORIZED TO SiGN CONTRACT

-*YOU HAVE POP-UPS-BLOCKED AND DONT SEE THE NEW ACCOUNT 33



Best way ever to place

ﬁ Place:

Entourage Ye

Step 1: Click on
the Backgrounds
button on Insert
ltems

\
N

—

Step 3: Click on

the background to e |

have it selected.
The background
will highlight
green and a
thumb nail will

follow your cursor ke

Y IR

34

Actions

% Papa Suldar BB Auan Grid

o Iave Fages

e | Q

Zeom s Znom out

ooks - Digital Proof
" edit ﬂdck&mumf 5

Rages a2 &4 Step 2. Click on

a category to
open the gallery
of backgrounds.

o |
&/ avaiable. o &

Wiew Pages

Ingert Rems

Step 4: Click either
the left or right page in
the designer to place
the background. If the
background is a full
spread, click either
side to place.

Mot working?
-Make sure to click the
page, not drag.

-Mutliple backgrounds
may be layered on top of
each other on the page
in the designer.

-Make sure the
background layer has a
check nextto it.

2 Tapsle Sackeround Layer Only

B CONTENT Layar

B CACKCGROLND Lagar

& Hep Layar Layen

B Creais Laser

B Deiie Laver

Step 2. Click Toggle to

Step 1: Click on
the Layers button
under Actions

Step 3. Click on the
background on the page
in the designer to move it
around or delete

Background Layer Only.
This will make the elements
in the foreground invisible.
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o LG

Best way euver to F/;zcg e edit Jext Boxes o (R4

HIDTIL ISR

Step 1. Click on
the Text button.

Default Body Text
Arial Regular, 16

Default Headline Text
Arizl Bold, 52

Default Caption Text

Step 2.Click on a Text Style

to have it select and click
anywhere on the page for
the text box to load.

Arial Italic, 12

Step 3. To editthe
text, double click to
enter the text box for
the first time. The

B 7L 15 N Quick Menu will
Bl = | = | = change to have the.
Toxt Edit Mods text editing tools.

Save Text Style

Step 4. Edit your text using the
Quick Menu. You can change the
font, size, color and alignment.
-Text Edit Mode allows you to
easily type text.

-Save Text Style allows the
current options set on a text box
to be saved and easily placed
throughout the book.

= Not Wdrkinf‘.j?:" §.aclick to drop it on the page, Helpful Hint: The right

not a drag! b/, click option also has
-Make sure your cursor is in the text box to type the text editing cursor 35




T PHOTOS

Use Gpogle Chrome go to www. mbnuragegearbunks.omn to LDG}N wnhhu
Locabte your current yearbook prgject and select the blue OBEH

Using the Manage Tab in Goolbar go to Manage Ladder Go find gol.r
desired page and click on the blue DESIGN PAGE button

# Yezrbook Home

" .
nser fens ] = 6 tanage Account
e =

T €3 8 G bo INSERT ITEMS section in lefo-hand | # ..., .coc
= toolbar and select l:he PHGTO ICON' e -at
3*‘!#!1'

vpodwes @ 0 O ¥ Select All PHDTDS ar GnE uf the PHOTO CMEG?FES o gcg
g i pietares in bhatdjbrary g

P Chck on deslred photo and then cﬁd{ﬁl ga!eﬂ:o place

If you have inserted a TEMPLATE or usmg DFIOP PHOTO
BOXES, click on photo and click mside DropBox to place i o e Dmﬁi’;ﬂm

Click on picture Go see "boundlng box" .

* Click on larger blue dot to rotate o )
* Click on smaller blue dobt to change SIZE.-"dII‘I"IEI"ISIﬂT'IS ; ‘:?? \ 5
* Place cursor in cenber of photio to use "hand" icon to reposition 'd’ e /

QURCK MENL [ .- : g
[ ¥

Click on phobo to access QUICK MENU Go: d 7

* Crop Photo
. p—— v * Light Editing .
1 - % Geb informabion aboub the phobo

Penple Page Aclions

'Use boolbar at top of page to change additional elements of phobo

-* Border Color - click on phobo, chose border option, click color and width
* Drop Shadow - click on phobo, chose "FRAME', select "add drop shadow"
* Rounded Corners - click on phobo, chose "FRAME', select "round corners

Why Ghis would not work?

Fit to Frame Warning - (phobtio not filling frame) click on warning to show phobo that has error

and adjust frame

Low DPlVLow Resolutiion Warning- (photo under 120DPI) need to shrink photo or import higher
resolution photo

Can't access page - need bo adjust permissions in Manage Users
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e ma e e as u 508 Sl i O |abitie s —a——
INME DEDI WNMAF EYWENT 1 U

This watermark will not appear in your final yearbook
Ly Y ¥ _F _F _Tr B ____§N ¥ F ¥ B W _F ¥

INErT!I IENMNMrFenI e

SFANrFED

&LLIrF=/mryi

INSERY
TEMPLATES

Oick Template underneath

Templates Clip Art

Insert Items | MewRehie Ottes ook Pages Search Clip Art

Pick which template you like Search Templales - _ e
RO GCR" gNix e [ ...

Cick on the page yau mt

Yyour template In . _

INSERY SLARPES o

Click on the shapes Jcon
underneath Insert ftems
Choose which shape you like
and click It

Olick on the part of the page
you want the shape In

Use the dots to adfust size

INSERY GLLOP
AR,

Oick on the clip art fcon under
Insert ltmes

Choose which style or theme or
fype In the search section

Olck on the dip art you wish fo
use and drop It on the page

Use the dots for s/ze adfustmenits

37



(2 & sPRINGY

B.zip

&)

ur desktop.
You may need

the fold

to l..ll""ai,P the
er and right €

il A

0158
COPYRIGHT, et
INDEX TXT
README Ty

have a CD

(o3d Stugent

¥ Import to Gramemarty
5 Conwerr hf.--i-ﬂn_h-_nc; =

L 7 Combing files i Acrotar

& scan PHIE Windlows Diefande
£ Shan
= DOFiled aachpr

Send po

Copy

; €D into your ¢p drive, '
Open the Cp in Fifg Explorer ang copy all of the contents,

Paste the

= paite
the online we
iles frnm
ssary fi

lpaded:
t?chls!‘E;:::cfﬁnunzip files.

contents ont Your desktop,

CLICK HERE TD UPLOAD PHOTOS AND STUDENT INDEX

tos
TIp: to select all the E

in a folder at once,

Qnce {«w have added
files to upload, they
will be added to the

loading dock like this!




» -1,% ’ TL
4 ‘ - ;

"o

acl /U 7T 7T 7% e NN,

00 i
firm your daia bEyders,

Est k. Fri
Fo Cointaing dollunshi B ideard

=

Match photas fro
i Ot Al photo ¢
egories

= __+ }| Pholo File G
CASSAR ~ v B NG
CASSAR SHEES 5 —— * | First Name =
CASSAR e hm Ce..l.-cr-lzz,] Gl
CASSAR & Jahn
0003 JPa e
CASSAR ) ) Jaidan
~ Lt E R ) E Conzigha vy
g ~ ad Lostanle R
LNz
ongratulations! Wy
o gratulations! Your portraits and Why won't this work? i
_ User does not have permission for people page designer
names should now appear below - Fus does ot downloaded to desktop before attempting upload
: i - Index fileis nota compatible format
the UplﬂﬂdEf! “Folders can't be uploaded, open “nd select the filesinside
" X - A photo category must be selected before uploading is available
y B _ Data Headers have not been confirmed
: ! ; | i | 4 :
A= LA~ 3 < ()DL 2 1YAT?Z
. — ——
3 4 ‘r r — : -
Type in spetli
ney dmprﬁﬁsﬁgggztmns or choose
0NS and hit 'saye’, R
Jata
'__ *: Gk Diglicetes Import Photn Tags
Why won't this work? i
= USET d.ﬂlES mt- l“-ue mm‘-sﬁk}“ for mopl'e pm Spnanila Caridi 2=
designer
_ Index did not include correct information o m I ——_—
‘ ~ Browser not compatible o o T
- A person cannot be edited unless clicked on A s e e* ..... i Seste{ Aoy
_ Add a new group name by typing it and clicking Blar e . i b
"add" to save the new option o — T s s
....... =




Entourage Yearbooks - Digital Proof

Best Way €ver bo..

Not Working?

40

Build Peopie Page Tenysivves

Step 1: Log into your yearbook account, and open any page in the People ¥ ‘ Seftings ~
yearbook designer where you would like to start building people pages.
Then, click on the word "people" in the top toolbar above the pages and - Make People Pages

then "make people pages" from the drop -down menu that appears.

[ 1 Gelfing Stated 13 Manage Data a Temglares

Step 2: Select the step 2:
Templates tab in the popup
window that appears. You can
use the filters to search in our
people page library based on
template type, the number of
people per page, number of
teachers per page, and photo
shape. When you find a tmplate
that you like, click on it so that it
highlights in blue and a larger
preview appears in the right
panel.

o ==
6556

Bruiile] Towvsplae O Lol
® P TREL

BB This teeplate is & speead? Right page mvaiatiel

Build Templaie On Left Build Tempdate On Right

Step 3: Once you have the desired template selected, use Build Template On Both Pages
the blue buttons in the bottom right corner to build template on
left, right, or both pages.

Don't see a template yovu like? Usre Ruto-Grid!

Step 1: Select the button in the Left toolbar of
the page design called auto-grid. A menu will B Auto Grid |
appear with default settings that you can edit to

create your own grid.

Step 2: You can edit the measurements for photos across and down, horizontal
and vertical Spacing, and margins. Choose to add text boxes below your
photos, on the side as a separate column to the right or left, or no text boxes at
all. Choose the shape of your photos from rectangle, rounded, or oval. Below
the settings you will see a preview of your grid which will update as you edit
your settings.

Step 3: Once you are satisfied with your grid settings, click the button to Build
on Left or Build on Right to place the grid on the left or right page of your

book. If you have over 50 frames per page, please give the template a few
minutes to generate,

Templates or pages from previous book projects may not be correctly tagged. Photo Size: 1.44"x 1.57"
You must be an admin or given permission to use the people page designer.

If you remove boxes from the start of a template or grid, you will be removing
the tags for the first people in your group when flowing.
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Best Way €ver bo..

=& Make People Pages

Step 1: Once your student data is uploaded and your templates are placed on thepage, . ., ===
itis time for you to flow, or place, your students onto your pages. Go to the People tab e T e
at the top of your page. Select Flow People from the drop down menu that appears.
., =
T TIOW P eoDe
People Fages
B ———————
& Getting Started [ 1] tianage Data (2] Templates (3] Flow
Who do you want on the page? Mo Photo lcon Sort Pecople By Pages 455 W
Click on the drop down menu below to select cRERR last name w ‘_‘n o0
your group et ) I_IlIFIa ;ﬂﬂi‘
n Split Name angg Gas‘;
Taacher - i % aad 2000
T
Wiegard « 3 =Rk -] -
Teachers

There are no teachers available for this group

Students

Grean Groups - This growp has been compietely
flowed onte your pages!

Step 2: Select the group you would like to flow to the page. From the drop down, select if you would like to
organize your groups by grade, class, or teacher. Then, click the desired grade/teacher/class from the left menu. You

will see the students in this group generate on the right side of the window.
Above the preview of your group members, you can change the camera shy icon, choose whether to flow

alphabetically by first or last name, and whether to split the name on two lines.

Step 3: Now choose if you would like to flow your group on the left page or the right page by clicking the blue
buttons under your student photos. The pictures will automatically flow in alphabetical order, and fill as many

frames as there are in your template.

ot Working?

If the people previews before flowing will not load, you may have special characters in your data.
If the template flows blank, there may be data already on the page. Click People > Clear Left People or

Clear Right People and try flowing again.
Your people may be flowed elsewhere in the book if the template still flows blank.

The tagging on your template may be incorrect.
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Created: 4/12/2021 9:3:57

This Black Line is the "cut" line, and
this is where the physical edge of the
page will be after it is trimmed in

production. Any backgrounds or graphic

elements on the page that bleed, should
extend beyond this line.

This Red Line is the
"bleed" line and this
it where printing
ends on the page.
Any background or
graphic element on
the page that should
bleed. needs to
extend to this line to
avoid any awkward
looking edges after
trimming in
production.

This Purple Line is the "safe" line, it
sits .25 inch from the edge of the page.
This cshould be the line where any text,
faces or other important content should
be kept within so it iz safe and fully
contained on the page.




This 0.5 inch area bewteen the purple safe lines is
called the "gutter" and it is where the two pages
come together in the book binding,

Itis VERY important not to place any text or
faces in this area because they could become
LOST in binding. To avoid this issue in text. add
extra spaces between letters to account for the

g utter.

To reiterate... it is SUPER important to follow these guidelines!

If you do NOT follow these guidelines...

You risk losing names, text or image content from clipping or
binding in the final books!




BEST WAY EVER TO...

UNDERSTAND 5CHOOL PHOTO CLOUD BASICS

School Photo Cloud is a people page website where
admins can upload Rosters or Index and allow the
students to take photos from their homes to use as
Student photos. These photos can be exported and used
in the yearbooks People Pages.

: | &

Log in with E-Mrful, I:acebnnk, or : Tio!
Google. Then click "Create New Project —&. -
+ Logging in with
Facebook or

Google does not
offer a password
for future logins!

Enter School Name and URL link for your | : |
school. Each account must have a School

I: name and custom URL that can be sent to
the students and other members.

' Click Upload to upload roster. Each student should have a personalized Student
I:: ID that allows them to login in and submit their photos. This can be placed
instead of photo files. Make sure headers are identified correctly. Once done,
they can share the URL with the rest of their students via email.

| ”"'L"'"'1-""'I'11—'i"i'i—'ll:_;-"."l"
e T m o ‘our roster e i v dlon the video pelow Lo
e BER NelEmarie P Learn the best way to upload

your roster:

Browse

Scan to watch How To
video. (Thanks Jackie!)
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When students receive the link, they will take ~ °©fue Y Imported  Actions Notes
a photo using their webcam or cell phone. —
Once the photo has been submitted, the -NDING  Yes @®
admin will have the option to approve or reject
the photo using the green arrow or the red "X" - pne  ves O®
under the Actions tab.

will then bring up a window where you can email the exported
zip file to you. From there, you can upload those photos to
your People Page Data to use.

Expart your project x|

Exporl your project as a gp libe, We will send the photos e your pravided
email

O When all students have submitted a photo, select "Export". It

Tip!
Refer to page 38
& 39 for how to
upload People
Page Data!

WU WEEEIRE P

- Index uploaded was not txt. or csv.

- Student does not have a student 1D

- Camera is not working correctly on their computer
- They typed in the wrong custom URL
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Best Way Ever To...

\Iijvo/lasses on One Page :‘

On uploading people page data, please refer to pages 38 & 39.

Place selected
template on the page

Place second template on page in new

layer by selecting all and right clicking.

Select "Move to Layer" and choose the
new layer you have created.

type (not csv. or txt.)
- Did not flow to corect layer

Select Layer option and
click " Create Layer”
and name accordingly.

His b
0, Eomidea B e T U_U ooy
|
T & Fhow Al Layars
il
4 bices F & ipggle Eackg ar Ll
@ =] = OO
B BACHARALNT | i

Go to Flow People option a
select the page you wish
flow. An pption will appe

underneath the page you

to choose the layer you wis

VWhich laver would
you like to flow on?

CONTENT

- People Page Index is missing information or not imported as correct file

- People on page were not cleared before placing
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The Best Way Ever to Move Pages

Step 1: Login to the yearbook account and go to
the manage ladder

View Pages
Inzan lams
T O
[ Fhing TaTEkE
Step 2: Find the move pages icon on the manage 2 T W St
ladder or on a specific page in the designer ] e
BLF 28 Code Ak
Acticns
(B ENTOURAGE YEARBOOKS WAMAGE = LPLCAD = E5IGH = CRLAB{IRATE =
0 Pravisw Woce B Nwciground Layer
dak Fanning Ladder 3 Faga Eukar Bt &
o o the "Subsmat f2r Procuction” buttos wiven you a1e ready 1o sppioee pour beok far fiel producion s Pages e —

+ ot subimin your book for preducthsn until you sne sune yeue hindg no more changes, There will be & cherge Tor say changes mads sfver the book |s submitied.

T T T T gla|m]| %

o Zoomaut Zaant Cartar

Standard Page Moves:
Allows you to move

page spreads ‘.
Move Pages

————e

. i =
) e :
|
i H a 3 . n

N N ) ) T ] B NG ] NSO BRSO | e NS
\ = s L " = = -~ = -
T W
)

Pt Pl Puim. == Tags Pagm 10 i T3 Pai & Pagm 7 T Py Pag 17 Pag 13 Pagn Puagm
oA (e i I N I IS BN ) PN BN E arril] | Il | Pl | BemiWa
Fage 18 Faga LF Fagh Paga 15 Pl 72 Fagm 18 TTET Fagd £3 Page Paga 15 Fage 48 et 38
oA A il A NGl NG T R B A A N

= = 5 L = - = = - = =
Paga 53 Page 13 Pea 14 Page 13 Fag 38 Paga 17 Fage 58 Paga Page 44 BT Page 47 g 43
M.- o =
allaadi b g | s csee
il o . . ha e g [l g
- | MIFFEET T voon Mo sone saal - -
Naaaia T T e -l
aRass conlleca oee e =
D | & s wwm || m ww || s | ovese o | Sm—

Step 3: You will click and drag the preview of the spread you wish to move to it's desired location.

.. Once you re-arrange the pages to want to move, you can select the green icon of commit page
moves.

*If you need to restart the pages moves you can select the red icon of reset page moves.
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Advanced Page Moves:
Allow you to move a single pages £ :
by themselves. By R
1 - 3 ..:P:m-;
Step 3: You will click on the
preview and drag it to the desired
location. Drop Photo Do Phosa Dirop Phota DvopPhata Do Photo
ey Heape Hup= Heye Hege
Paga d Paga T Paged Page § Page 10 Page 1i
Step 4: Once you move the
necessary pages, you can commit
mDVES I:Im&P‘hnm I:inr:ml'm l:lm: Phaoam Drl;q:hbq Dauﬁ!'hm I:ammnnln
. [ Ly g [T i
PFags 13 Papge 13 Pags t4 Pags 18 Fage 18 Fage 1T

Save as Template: Allows you to save the page
content and relocated it without losing content

Step 1: Save the page even if you haven't
made any changes. Then select the green
arrow next to the save icon.

4 Pages 2 & 3 > EdE DB esre @

View Pages

£
f‘._-'_
Step 2: .The pop-up below will appear and
you can select the template type, which

Insest Ihems
T o | page to make as.a template and title the
i custom template
\;" O o st b ok e O o
Step 3: The different template types are: oL w
standard (general design) ( b %j
~ people page (portrait pages) Y =

__master (makes a jpegimage of the template and e

will change for all master templates placed)
& &% \
' i, T

i e e I Step 4: Custom templates will be found in the
\ template icon under the category of custom
templates

Your Cuslom Templates

68 00 3 8 DU St Tt £a7 1507 b0 #4007 DT 0305 6 VOIE YOaTROK
1Wa e GISET Moo sl bo vestatia In o “Ckiam Tormalees” mand b EDGring deag e

Creale Page Templain

W pih
i > -
Fagi . 3 "

2 Inser ltems

Trpinie s

e

Smrrpiae

Your Custam Templates
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THE BEST WAY EVER TO!
Use Other Language Fonts/Text Boxes

Foreign Language Fonts We Offer:

These are not in the regular font - Hebrew
selections. - Korean
After logging in, open the page you - Chinese
would like the foreign language font on. ~ Vietnamese
Then, on the left hand side, click - Greek
“Template.” - Russian
View Pages - Japanese
Insert ltems
T a
?4 Clig Ast
Q cﬁ Al
= N
Q Freview Mods =layes - b \\ | // L
N "

- P :;EEE
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Then, click on the "Foreian Languages categorv and select the template you
want. Place it onte the desired page. This will then let the foreign font be
available in the font list on this page.

Select Category -

Cover

Divider page
A pop up window will ask if you would i
like to place on top or replace. Choose
whichever option you need. Then you will Hollday '
be able to use this foreign language

F.eep In Touch
font. :

People Page

Replace exisling page content ar
place template on top?

- -
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Low
Resolution

Image
Warning ‘x

Make the image smaller or

" Entourage Yearbooks - Digital Proof

p COMMON
PREFLIGHT
WARNINGS

SOLUTION

Check to see if the image is at least
120 DPI less could be why it is blurry.

Document Warnings
5 T T L |
Cancel Save :'f'__:::___._ ;1'\__ e
| e Emadr e |
ik the warnng below 1o fughiaht frama

upload larger file of the image Lowresauton image - Rosouton 6 0 3

Overflow
Warning

Make text box bigger or font

smaller.

expand it, there may be missing text.

SOLUTION

Text box on this page is not big enough,

TEXT IN OVERFLOW

Actual Result Expected Result
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A THE BEST WAY
N EVER TO FiX THEM

SAVE THE PA

then hover over the preflight
warnings, they will tell you <

| Cuactly what the issue is.

Fit to Frame Image is not entirely scaled to fit in
Warning “x the frame |

Select photo with the warning E -
click photo settings on the right side of page Tk
designer. Click on fit and scroll down to manual. |,

Move picture to fit the frame }'@1

NOT WORKiING?

Check for hidden character Is there a text box hidden
or lines under other content. behind background?
Has the book already There are no errors

submitted for publication? present.
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ITS TIME FOR TAKE OFF
GRS THE BEST WAY EV
TO SUBMIT FOR FINAL APPR

Once Your Yearbook is COMPLETE and
ready for submission

STEP 1: Access the ENTOURAGE
FINAL APPROVAL YEARBOOKS
FORM under MANAGE Book Planning Ladder
LADDER or MANAGE ~———
DEADLINES. E ik S

STEP 2: Click on
SUBMIT FOR

nnnnnnnnnnn g Laddar

i ubmit for Production” outhbon whizn vou are ready b spormve v ook Tar Fnal produchon

P RO D U CT IO N or [ I S B T e Gy O i, LU [

SUBMIT MY FINAL
APPROVAL

STEP 3: Make sure ALL of
your book content is
APPROVED! (Cover
should already be
complete at this point). If
you still need to approve
content, start with the links
that say "NOT SET." Fill
out all forms properly or the
book can not be approved.

STEP 4: Set Your
Delivery Information!

STEP 5: Review Your
Book Specifications.
Be sure to check the
Cover Type, Number
of Books, and the
Number of Pages are
ALL CORRECT!
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f,.-—-—-—-h._\\ﬁ

payment

red button that will STEP 7: Fill In the

take you to your Required Fields

options. including the Option to
Re-Sign! Complete

REMINDERI the Electronic

Signature and Click

APPROVE FOR
PRODUCTION!

** Don't forget to remind the customer to LOCK in their pricing for next year!
Contracts are non-binding! Earn Some Extra Cash with the RESIGN!!

uuuuuuuuuu

nnnnnnnnnn

Back To Ladder B Approwe For Prodisction

CONGRATULATIONSI!

YOUR BOOK HAS BEEN SUBMITTED FOR FINAL PRODUCTIONM
AN EMAIL CONFIRMATION WILL BE SENT SHORTLY!
SIT BACK. RELAX. AND LET ENTOURAGE DO THE REST!

- The Yearbook Is NOT paid in full. - The Forms are NOT Filled out correctly.
- The User Is NOT an Admin. - The Ad Check is NOT Complete.
- They Did NOT Run A People Page Check.
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The Best Way

Ever

his watérmark will*riot appear in your final yearbook

Using LINK Yearbooks!
Turning LINK Yearbooks On!

Step 1: Go to "Manage LINK" in the "Manage" menu.

B\NE 2021 Yearbook

.
I

Ereated: 4/12/2021 9:4:0
.

g? Manage LINK

Manage LINK

Step 2: Click the "Link Yearbooks" tab.

[ B W BO0H EAISE [ RO

Step 3: Turm on the "Allow e-Yearbook Access"
button & "Enable Digital Autographs" if they
want to allow autographs. Once those are
turned on, they will fill out the rest of the form
to set the sales for e-Yearbooks, the release
date, and the personalized access code. Babe DOl MOTN:

Flare: Fubile Proisn

They can also create a custom link forthee- | |, ...
Yearbook project; this link will take themto their | | ol
school's LINK page. Families will be able to | | .o comse v
access LINK Yearbooks thisway, sotheschool | |
can share this url to them.

Step 1: Go to linkyearbooks.com and click the "power button”

Regs Step 2: They can sign-in/register with either
""" Google or Facebook using their respective
: buttons; these are the recommended ways for

LINK

YEARBOOKS ‘ i
L Imurces
‘L%

signing in.

If they do not want to sign in with either one, they
must create an account through the "Reqgister"
form.

Step 3: Either search the name of the
school or navigate the library to find their
account!

Fird book

HOME LIBRARY ALITODGRAPHS
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Using LINK Yearho QR ze: vearoo

ermark will not appear in your final yearbook

e-Yearbook & Autographs!

Step 1: Once they've found

Enter Access Code
their school, they will click Eocutope Eelovee Yebook 2070 Yetbook
"Access Book" and will be e e
prompted how to access it. LTSS
They will need to enter the TRtk gphingbintn, - =T

"Access Code" the school
set to see the whole book.
From the Memory Book

pages of the book and like or
comment on their favorites!

screen, they can navigate the [ weere
E3

TEARBOCKS

A

2{0 "’. "’@

""\.nu-ﬂ

Step 2: If they want to sign autographs in their friend's books, they can share their personal code from
the "Autographs” tab. If they recieve a

request for an autograph, they can follow the

link that their friend sent them or click the Gt Digin Ve dungragh e
"Autographs” option in the top right corner. s e L T H—
& T
:Iz:nnoéks. @ v i
®

Step 3: Once they enter in the code or click the link, they
will be taken to the autograph designer.

The designer for autographs is SIMPLE. It is different from
the yearbook designer, but is just as fun with different
templates and fonts. When they are finished making their
WHY THIS WON'TWORK autograph, they can submit it. They CANNOT edit the

-They don't use the correct links or codes to HesIgIE QiGe Shay HR-SUDMIL.

dccess the book or autographs.
-The school doesn’t turn e-yearbook or
dutographs on.
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WHAT IS AN ESCALATION?

1. Caller must be an advisor or principal/
director at the school - not a parent!

2. Caller must be concerned about some
aspect of books they receieved or have not
yet received due to shipping mishaps. This
ﬂ does not pertain to calls about software
problems unless that problem caused a
delay in final approval (thus making it a
.1 shipping mishap).

| — i

IMPORTANT NOTES:

~ Don't say anything about re-printing books - leave that for o
Account Manager, Sales, and the ESCALATION team to handle.
Sometimes re-printing books is not the right answer. Of you tell
them we will re-print they will immediately expect this. Do NOT
decide any resolutions, just gather the info.

~ Take responsibility and follow up with Account Manager, Sale rep,
and/or customer involved. Make sure it is addressed in a timely
manner!
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LEVEL 1TA: ANGRY CALL COMES IN

HANDLED BY: CET/CALL-TAKER

1. Listen to the customer. Allow them to vent. Don't
talk much during this period. Imagine yourself in
their position, and show empathy. If you must
speak use short phrases like "l see" or "Go on".

2. Using your own words, apologize for what the
customer is feeling. We are always sorry they are
going through a stressful situation. Reassure them
that you will try to help them fix the situation and that
you will be there throughout the process. Have a
heart. They may be scared and worried about their
job, reputation, or other stressor. Being kind is key!

3. Get the following information: If, at any step, the

—— ' person on the phone

:

continues to be angry or
| asksto speak to a
manager: escalate call
to Account Management!
Sometimes a call is too
hard or a person is
abrasive of your help.

e
b

- Photos of the damage (have them emailed to
yearbooks@entourageyearbooks.com

- Total number of items damaged/affected

- Customer's last day of school

- Customer's contact information

ok J— - , 4. Enter a Customer Mood
ANGHY ' Level 1 call log labeled
LT aneY @ "ANGRY". Do not use LEvel

- CONTENT

- SATISFIED 2 for escalations. This is so
- GREAT

_ECSTATIC l that everyone will be

Satisfaction
Score:

I

and reorder g

Z O h s 03 b

'l‘

| et | notified when an escalation
e . - happens. Assign the ticket
ICKE ey o one 619
Subtype T Mumber: | .1;. l to the Account Manager and
TN ESCALATON ] mart the ticket sub-type as
Direction: | Final Approval

Following Up On Call- Please Respond | ESCALATION.
Started Fonts
By: Fareign Language '

Save Tic
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Is Matermark will not appearﬁr fWea”rb% WEP
Partner Calls

Entourage Yearbooks works with Partners, usually school portrait photographers, that
resell our yearbook services to their school customers. When their schools call
Entourage for support, we can help them with anything software related, but should not
discuss pricing or change order specs for them. These questions should be referred to
Cory, Billy or Paige. Partner accounts can be identified on the admin page by their red
banner in the upper right corner labeled "Preferred Photographer”. Partner accounts will
also have their pricing hidden in the "book specifications” area of their admin page. If
you're in doubt about whether to answer any question from a partner's school, play it
safe and transfer to Cory, Billy or Paige.

IMPORTANT

1. The first rule of pricing with partner accounts is that you
DO NOT talk about pricing with partner accounts.

2. The second rule of pricing with partner accounts is that you
DO NOT talk about pricing with partner accounts.

3. If either the partner or the school adviser asks pricing or
spec change questions, please transfer them to Cory, Billy, or
Paige.

If they have basic technical support questions, you can assist them. If the
partner or adviser is angry or upset, please transfer them to Cory, Billy, or
Paige. Partner escalations (printing errors, missing kids, etc.) go to Cory.
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Login to hitps:/business.comcast. com/

User ID: HR@entourageyearbooks.com
Password: Everett39!

Step 1: Make sure to go to the Voiceedge option by clicking the change account dropdown in
the top left corner

gl BUSHEE  F

LML AST PRODUCTS SUPPOAT MY ACCOUNT EHTOURALOE YE/
BUSINESS :

Subscribed Services

Step 2: Hover Over the services tab and select Business Voiceedge Manager

PRODUCTS SUPPORT MY ACCOUHNT EHTOURAGE YE/

Subscribed Services

% BUSIMESS VOICEEDGE CET MELP
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Step 3: On the left hand side toolbar you will see a category called Hunt Groups, select this

option

= 0 @ o comoashs te Aottt e AR g S en oo VLA i Deol
W Pt [ - Mrareliadge, W e
@ cVEBEEW  UEOWCER e
Charme menpnl

Phone

Business VoiceEdge

WManager Dashioard H Lnt Grﬂups
A Lky= el 15 s R ool

Autornated Atbendiants s cal el LE Ry rere

Vo add more Hund Groops, plesss call (077 761 1A

Call Gorues sipi
Billing 903
Advarced Sedtingt 7
Eng Patktam Phens Humber
Diractory 5 I 3l

Paging

Main 777

Arcount Aclivisy

Phane Husibei

Eang Patvein
ar i

Step 4: Find the Main 777 hunt group and select the blue manage button for this group

4 O 8 Guriesncomerhom o e s b s e BV e G
Aultemaled ARleniants |5 callod. 1 sarn mes

Hun® Grosgps

Call Quaues

Billing 903
Afvancad Seftngs T
Ring Patieer Phene Humbar

Lrectary

Vs mars Dank Grois, phesss ol (105

RECOUNT SETaE

Extermuor

Enessian

TIv1 -

Eumarran

Alanaging the service ot
RN, Tars Sapooer

Hucnest Voot dgo b B3

e it s Pt G phaoie manlies

Pagag

Main 777

Koot Aty

Ring Patierr

Exantne

MAIM tier 2 900

Ring Patern Fheng Humber

Operator 904

Exigraien

% =

slaamq
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Step 5: Once the new window opens hit edit in the top right hand corner

-

BUSINESS

Manage Main 777 L —

Settings

Call Flow Settings

Step 6: Make sure to set the forward call after 0 seconds to 30 seconds and click save

| |
e s €D

Step 7: TEST TEST TEST! Make a test call to ensure the changes were successfully put into
effect (see me or Billy if something is not operating correctly)
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BEST WAY EVER!TQ CHECK. VOICEMAILS

Login to the comcast site: https://business.comcast.com/
login: hr@entourageyearbooks.com
Password: Everett 39!

SMALL AR5 INESS

SUPPQRT MY ACCOUNT

1. Change Account to VoiceEdgée

i 9 Eviretl D - SME, 3% EVERE. -
@, 3% Lveretl L - SMB, 13 EVEH i ONTRVIEW SERWICER USERS A
i Clanpe acconmt e i

2. Click Services, Buisness

Hl
VoiceEdge Users
I i el
t OR STE 1 5TE 1. PRINCETON
OWERWVIEW BILLING SERWICES UWSERS ACCOUNT DI
5 AMCELES, CA
Business VoiceEdge
Manager Crilnmmrilmsd Cmenrimm-

Business VoiceEdge

User 3. Click up change phones
3¢ Cloud Solutions I‘:JDU w'” see The
- Billing
- Partner
Managing the service of: B TeCh
VMBOX, Tech Support a2 SGlE‘S

L R 4. Make sure to mark them "read”
i then delete after the customers are
responded to.

Tech Support VMBOX

Busines VoiceEdge™ Ext 92 **thisisimportant or the mailbox
imber i will get FULL and things are BAD***

1648 ValceEdga™ Ext B30

Not available unavailable number Mark read Download Delate
Today 08:08:49 PM o001

This persan called but did not leave a message,

65



Entourage Yearbooks - Digital Proof
THE BEST WAY
EVER TO....

RECOVER . im
. PAGES!
l:p At

ONCE iN THE PAGE, GO TO
RECOVER PAGE BUTTON UNDER
ACTIONS

Actions

Q, Praview Mods = Background

-1 SElECT THE VERSION OF. THE . " |- =, ™\
PAGE THAT YOU WANT TO - -Las' »

RECOVER BELOW iN THE, " . " . "«
PREVIOUS VERSIONS -OF -THE - _ -

PAGE DiSPLAYED' .*,°.° )"
(BE SURE TO GHECK THE "« "o
TiMESTAMPS ,FOR THE MOST ;>
. RECENT "

g et e,
B X Page Builder B Auto Grid

CLiCK RECOVER PAGES AND
WATCH AS THE PAGE REFRESHES
AND REGENERATES (MAKE SURE
TO RE-SAVE THE PAGE AND
ENSURE THE LADDER PREVIEW
REFRESHES AS WELL TO SHOW
THE NEW CONTENT)

Select Page  Fa

L IF THEY HAVE NEVER SAVED THE PAGE BEFORE (THERE WilL ONLY BE A SAFETY SAVE AVAILABLE|
2. THEIR SAVES ARE NOT GOIiNG THROUGH SUCCESSFULLY (SAVE ON YOUR END AND SEE iF iT GOES THROUGH|
3. ASK A WEB TEAM MEMBER TO HELP YOU RECOVER THE PAGE BY CREATING THEM A TiCKET
3A. IF YOU NEED TO CREATE A TiCKET FOR THE WEEB TEAM, MAKE SURE YOU iNCLUDE THE YBID, THE SPECIFiC PAGE
iF NECESSARY, AND SOMETHING SPECIFiC ABOUT THE PAGE, SUCH AS A SPECIFiC HEADLINE OR AN iMAGE FilE
NAME.

66 REMEMBER: WEB TEAM DOESNT SEE THE PAGE, THEY CAN ONLY SEE THE CODING, SO WiTHOUT SOMETHING
SPECIFiC TO SEARCH FOR, THEY WilL NEVER FiND iT.
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Correct Teachers Not in the Teacher Field:

Make sure the teacher is included with their class. Their department field
should be FACULTY in their person data.

THIS WON'T WORK IF the tags aren't TPHOTO 1 and TNAME 1 (change
the number to accomodate the number of teachers in a class).

Correct Spelling and Other Data:

If flowed, select the photo, and in the Quick Menu,
choose the "Edit Person.”

[f the photo is not flowed, go to Manage People Data,
and choose the photo, and a window will open where vou can edit the
people data.

To edit a group, select the relevent photos, and choose the white "Update
Selected” in the right-hand corner.

THIS WON'T WORK IF the data matches another student. It will add the
data, but it will also highlight it as a duplicate.

Add a student:

B Open the Designer, go to "People” on the top

8 menu. Choose "Make People Pages.” Go to Manage
Data, and choose the "Add New People” button in
the top right corner.

THIS WON'T WORK if the people page is full
(well, it will work, but a person will be cut off at
the end of the page).

Remove a student:

Open the Designer, go to "People” on the top
meni. Choose "Make People Pages." Go to
Manage Data, and select the student. Choose
the yellow "Delete Selected People” button.
THIS WON'T WORK if there 1s a duplicate of
the student. Both versions will need to be
deleted.

Names and Photos aren't Matching:

First thing to check is the tag. Go to the Frame Settings on the far nght,
and choose the second drop-down menu, "Frame Size and Location.”
Make sure that the tag # for the photo box and the name box 1s the same.
[fit isn't this, double check the index. There might be a discrepency
between the file names and the student names.

THIS WON'T WORK IF everything was added manually.
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