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Click the Forgot your password? link. ... umee e |
eEnter your username.

Click the Request button. ; it
eHerff Jones Webmaster will send a reset email.

° Instructions to rest your password have been
Logon into MYHJYEARBOOK S
1. In your browser address line, type:

www.myhjyearbook.com
2. Click the Enter key.
3. The MYHJYEARBOOK logon window will appear.
Type your user name and password.

O Click the Sign In button.

© If there are multiple projects, choose the
correct project number. [, o

000 Yearbook Mainbook S a8
001 Supplement e
009 Quick Turn Supplement | s miussoo s oot <o

Hiorf Jorses High - 2016 MAINBOOK [#9999-000-2018] - Sire §
et Jones High - 2015 MAINBODK [45799-000-2015) - Sre &

You may also log into www.hjedesign.com with your user credentials.

[=="] -z
eDesign eDesign eShare eBusiness eDesian HJ
Book School Messages Board Contacts
Job# Name Project
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Unadited Ecited Proof Prefiight Pra-Submit Submitted
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Alternate Links eDesign Plant Deposits
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Home Page
The Home Page is the portal to the eDesign site.
Return to the Switch Project is used to switch Student Roster coverage Help and Quick ~ Live Chat
home page between multiple accounts and Staff Activity reporting Tour videos (adviser/editor only)
Manage the ladder, Import and manage Staff Setup Save It
colors, sections, staff, images, portraits, (adviser only) Message Filter Forward Post a
Current school deadlines and secret templates, pop-ins
name and job page. Edit, view, proof and art Update and manage Book Sqtup message
number and submit page files school roster Send and Sell \ (advisef/editor only) Sign Out

Switch Project Staff Setup BookSetup SaveltForward Live Chat Sign Out

Design ™ ER = L

’ \ Y )
Welcome back, Name! Your Messages All Messages | v | [ [ Post Message
Last online Aug 14, 2014 G:43AM
From Message Date Sent
eDesign @ Page 8 changed from Finished to Edited 03/16/12 (12:59PM) @
Editor (2 sticky Note on Page 5: Picture needs a caption. 04/23/12 (3:07PM) @
Adviser [ Make sure you check your pages for spelling and grammer. 04/23/12 (3:06PM) ©
Herff Jones 4 Please mark your calendars and plan accordingly. eDesign will ... more 03/22/12 B:15PM) @
YougHerff Jones Support Team
as Fechnical Support Adviser =
Technical Support Adviser Team: (B77) 362.7750
tochhdviser@herflones com Click the toggle to reveal/hide your
a:| Pustomer Service Adviser x Herff Jones Support Team member
=5 [fearbook Representative x
 Vidit Herff Jones YBAccess < Link to the YBAccess site

Book Status 5 Pages Orrerdus

SEEK INSPIRATION N

FOR GREAT YBK PAGES.

www.yearbookdiscoveries.com

-

User'simage,  Click link to visit Click to turn Enlarge the Status bar showing Message Overdue
name and the Herff Jones/ the pages of the  Virtual Book progress of book Center Pages
time stamp YouTube Channel Virtual Book

* Click on the Design logo in the upper left corner to reveal the Terms of Use and Privacy Policy.
* The Switch Project button is visible when multiple accounts are available.

* Pages information is pulled from the adviser setting in Book Setup/Deadlines.

* Hover over the Status Bars to reveal the number and percentage of pages in that category.

= Test your computer at

* You can download Flash at:

* You can check your Flash version at:

Message Center
The Message Center communicates to the entire yearbook staff team. You can post on the message
board or type a Sticky Note on a page.

To view staff only messages:
1. Select the message drop-down arrow.
@ Click Staff Messages.

To delete multiple messages (adviser only):
1. Highlight the unnecessary messages.
2. Type the Delete key on your keyboard.

The Message Center only displays the first 300 characters of either Sticky Notes or messages
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Staff Setup

Staff Setup is for managing the yearbooks staff and controlling access to yearbook pages. Staff
Setup allows adding, editing, and deleting staff members.

Click the Staff Setup link in the upper right corner of the Home page.

Staff

ROIQS Duties include:

e Selecting the yearbook staff.

¢ Giving advice.
¢ Reviewing the staff’s work.

Adviser | A teacher who guides the yearbook staff and works with the Editor to oversee development of the yearbook.

e Training the staff to create the yearbook.

¢ Assigning pages to the Staff.

dividers, and closing.

¢ Helping set policies and procedures.

¢ Coordinating meetings and workshops.

e [ssuing assignments and making sure they’re done on time.

e Managing or delegating all aspects of theme/concept work, including selection,
development, design, and production of cover, endsheets, title page, opening,

Editor | A student who is responsible for overall content and development of the yearbook. Mostly supervisory, but
sometimes helps with day-to-day tasks. Manages and motivates staff members. Other duties include:
e Working with adviser to select staff and assign tasks.

e Completing final check of all pages prior to submission.
e Working with Adviser to ensure timely and correct submission of all deadlines to the plant.

e Creating layouts.

Staff Students who produce the yearbook, responsible for the following:

¢ Shooting, cropping, and archiving photographs.

¢ Gathering information and writing copy.

e Putting all pieces together for submission.

¢ Doing a final check of each page for quality and completion.

Manage the Staff

The Staff Setup window lists the last name, first
name, role and the project to which they are
assigned.

Roles Projects

Adviser Yearbook-Mainbook
Editor Yearbook-Supplement
Staff

To add a staff member:
@ Click the Add button to add a staff member.
@ On the right, add the last name, first name,
role, projects, username and password.

3. Email is optional for editors and staff members.

To edit staff information:

4, Select the staff name.

5. Make any changes to the staff by clicking the
Edit button.

To delete staff information:
(® Click the delete button to the right of
the project.

4

StaffSetwp x
B [ © Ad
LastMame 4 | First Name Role: Projects
Brown Sarah Staff 2017 YEARBOOK-MAINBOOK & @
Butler Ryan Staff 2017 YEARBOOK-MAINEQOOK e
Clarkson Elizabeth Editor 2017 YEARBOOK-MAINBOOK e
Eagle Sarah Staff 2017 YEARBOOK-MAINBEOOK L]
Edwards Cody Staff 2017 YEARBOOK-MAINEOOK ]
, ° Staff Info
Merino Lisa Staff 2017 YEARBOOK-MAINBOOK
P - & e *Last Name: Butler
Thomas Debbie Adviser 2017 YEARBOOK-MAINEOOK
*First Name: Ryan
White Jason Staff 2017 YEARBOOK-MAINBOOK & .
Email:  [rpbuler@gmaicom
Role: () siaff
® Editor
: © Adviser
* Only Adviser, Rep, CSA and TSA have Autoassion: [7] @
access tO Staff Setup. Projects: FZLP/EARBOOK—MAINBO
*Username: | 9B765rbutler
* Projects must be assigned to staff Ly
i ; * rd: [ea7ee =
members. If no project is checked, the PR \md
staff member will not be able to logon to (g, 9

Design.

* Auto-assign gives Editor access permission to every page.

* Uncheck projects to temporarily block staff use:
(Page reassignment will be necessary).

* The Username and Password are case-sensitive.
* Password must be at least five characters.

* The Username is global within all HJ programs.
Use the job number along with the user name:
(for example, 98765johnhdoe).
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Staff

Permissions
Administrative Functions Staff = Editor Adviser | Flow Portraits and Index Staff Editor Adviser
Staff Setup v Edit Portrait Library v
Post messages to the Message Center v v v Flow Portraits v v
Delete messages from the Message Center v Flow Index v v
Save It Forward v v Generate a Low-Res PDF v v v
Import/Upload items v v v Move pages to "In Proof" Status v v v
Assign topics, names, and keywords v v v Edit pages "In Proof" (if assigned) v v
Delete unused images you uploaded v v v Reject Proof (if assigned) v v
Delete any unused images v v Move pages to “In Preflight” Status v v
Download images v v v Reject In Preflight v
Edit portrait names and grades v Move pages to "Pre-Submit" Status v
Rotate portraits v Reject Pre-Submit v
Delete unused portraits v Submit to the Plant v
Delete unused art v v v Import Master List v v
Delete templates you created v v v Edit Master List v v
Save a template for next year’s use v Create Coverage Reports v v v
Import/Export templates to other books v Create a Student Activity Reports v

Send and Sell

Pages and Layout *

View all pages of the book v Create a Send and Sell Campaign v v
Change book layout/style (Book Setup) Edit a Send and Sell Campaign v v
Assign color to a page Delete a Send and Sell Campaign v
Assign a topic/subtopic to a page Review a Send N Sell Campaign v v
Assign staff to pages Send a Send N Sell Campaign v

Assign deadlines to a page

Initiate a Live Chat Session

Make a page Secret

Edit assigned pages (including Secret pages) v

Edit any unsubmitted page

* Staff and/or Editors must be assigned to

Edit the Folio (master page) pages to perform page tasks

View a Secret page (if assigned)

View page/spread history

ANANAN

Restore past versions of a spread (if assigned)

AT AT A A YA ALY

Move spreads

AN AYAY AR ATAYAYAYAYRAYAYAYAYAY

Force unlock page
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Book Setup allows Adviser and Editors to predefine consistency throughout their yearbook.

Book Setup | =
Book Style Fonts Character Styles Colors  Topics  MasterList Deadlines Preferences CustomNames Reporis
-
None
Book 02 -
Book 03 [ &
Book 04 '__:\
Book 05 A, (’
Book 06 )
Book 07 Apply Book Style
4
Fonts

Fonts must be checked to be used.

To choose fonts:

1. Select the Fonts tab.

2. Select a font name to see a preview.
@) Check the box next to the font name.

AHJ Times is a default font which cannot be deleted.
Choosing a large number of fonts may slow - Design.

Book Setup ‘ x
Book Style  Fonts  Character Styles  Colors Topics Master List Deadlines Preferences Custom Names Reports
& Edn | O Add Add a Character Style
Name *Style Name: | [ERENTE
Folio -] Font:| AHJ Abbot Old Style v
Headline [-] Size 12p‘ e
'"d"f L Leading:[ 0pt ¥
S ) Tracking:| 0 >
s - 9 Fill: I G=0 M=0 Y=0 k=80
::::’C:::ﬂ : Preview: Tint: 100
Syiine e e
cancel Apply 6
4
Colors
Select/define colors for the color menu.
To setup colors:
1. Select the Colors tab.
@ Check the box next to the necessary color(s).
To create new colors:
© Click the Add button.
4. Adjust sliders or input the CMYK values.
© Type a Swatch Name.
( Click Apply button.
Book Setup [ix
Book Style Fonts Character Styles Colors TOD‘CS Master List Deadlines Preferences Custom Names Reports
1 & Edit g« Topics Add Topics 6
Name *Topic Title:
Academics e
- . H CUTETS 4)
] 4

Edit by selecting a section name and click the Edit button.

6

Book Styles
Choose Go Design template styles.
To apply a book style:
1. Select the Book Style tab.
@ Select the style name and page through
the previews using the Previous/Next buttons.
© Select Apply Book Style.

Templates, pop-ins, and art will automatically load to your Library.

Book Setup [x
Book Style Fonts Character Styles  Colors Topics. Master List  Deadlines Preferences Custom Names Reports
-
| " Font Preview
Junsisalie ABCDEFGHIJKLMNO
‘ = AHJ Abbot Old Style
© TR — PR
L|  AHJAdvertisers Gothic abcdnghiiklmno
™ AHJ Advartisers Gothic Cond pq[lstuvwxyz
= AHJ Aladdin
[¥]  AHJAlgerian 'g#sggszgg(o)
o A ALRE H {3
]
Character Styles

Add or edit Character Styles for book consistency.
To add a new character style:

1. Select Character Styles tab.

2. Click the Add button.
© Type a new style name.

4. Choose a font, size, leading, tracking, and color.
© Click the Apply button.

Create a style for flowing portraits , index names, and index letters.

Book Setup [x

Book Style Fonts Character Styles Colors  Topics  MasferList Deadlines Preferences CustomMNames Reports
a

| Ot 9 Add CMYK Color
In Book | Name Status Swatch Name: [Amrow Red

v C=0 W=0 Y=0 K=0 C —Cr =
I Wl ceom=ov=0k=100 - s, (100 %
v W vanysBle % A
Ll l  c=100 =00 Y=3K=4 o s
el Wl C=100 M50 Y=t4 K=
I B cetoom=Tov=0 k=1 Cancel Apply @
: 4
Y blends are shown as approximations
in the browser and may vary due to your monitor.
Topics

Create structure and organization using topics.
To add topics:
1. Select the Topics tab.
@ Click the Add button..
© Type the new Topic name.
@ Click the Apply button.



Master List
Import your correct and complete school roster
from your eBusiness account. First name, last
name, grade, email and gender are imported.
To import the master list:
1. Select the Master List tab.
@ Check the I have imported the roster box.
© Click the Create Master List button.
4. The date and created by will be listed.

Herff Jones TSAs can delete an imported list.

Book Setup { x
Book Style  Fonts  Character Styles  Colors Topics Master List Deadlines Preferences Custom Names Reports
a
Add Deadlines
August 13, 2016
- e August [») [4] sSeptember )
October 29, 2016 (-]
o 11,2016 ° S M T WTF s M T wWTF s
13,7 ayiE
E 7 8 9 101112 13
10 15 14 15 16 || 14 15 16 17 18 19 20
17 18 19 20 21 22 23 || 21 22 23 24 25 26 27
24 25 26 27 28 29 30 | 28 29 30
31
These are school designated deadlines for the purpose of staff management
They do not necessarily coincide with your Herff Jones plant deadlines
Please refer to YBAccess, or consult your Customer Service Adviser or
Yearbook Rep for the actual plant deadlines.
|

Preferences are default book settings which can

be later changed on individual spreads.

To set preferences:

1. Select the Preferences tab.

2. Choose the number of Columns and Spacing.

@ Turn the Page Grid display On or Off.

4. Check Snap to Settings to align or unchecked
to place items anywhere on the page.

5. Avoid changing margins.

6. Un-check Consider case.

@ Enter school’s address for Send and Sell emails.

| Book Setup. L=

Herff Jones eDesign

Book Setup. L%

MasterList  Deadlines  Preferences Custom Mames  Reports
-

BookStyle Fomts CharacterStyles  Colors  Topics

Create a Master List of Students & Staff

The master kst snables sDwesign 1o check the spefling of student names, as well
a8 name-tagging of images. You must upload the complete roster of all students
and stoff into eBiz before creating the master list

The Master List process requires 15 minutes to pass from the ime the name kst
was uploaded to #B 1o the time that its avadable to upload inta aDesign.
Choosing o create your Master List befors this me passes will resull in no names
being uploaded to your Master List
This is intended 1o be & one-time cperation, Contacting your TSA is
1. required to delete an imported master list. Vesify that the correct and
20 complets master b1 hos baen mmponed mto sB

= T have imported the correct and complete roster of ol students and
stafl into eBiz.

Croate Master List

Deadlines

School-designated deadlines help manage the
staff.

To set a deadlines:

1. Select the Deadlines tab.

@ Navigate through the calendar months.

3. Click the forward/back buttons.

4. Click the necessary deadline date.

These deadlines are not necessarily your plant deadlines.

Book Setup x|

Master List  Deadiines  Preferences  Custom Names  Reports
-

Book Style  Fonls  Character Styles  Colors Toplcs

Page Design Preferences
Columns par page: 4 5

Column Spacing o

Page Grid Sze: (2) 1 Pica

Name Check Preferences

V] Consider case when e Chack
using

Send and Sell Preferences
School address for email

Master List  Deadimes  Preferences  Custom Mames  Reports
-

Book Style  Fonis  Character Styles  Colors Toplcs

|_g® Edn D Add Add to Custom Names

P S R e L SN
Name: | Custom Name

All American High School
French Club [Lconcet | [L0ew |
Principal Jones

Reports

Configure your specific goals and thresholds
to help more accurately gauge coverage as you
build your book.

To configure coverage thresholds:

1. Select the Reports tab.

2. Adjust each level of coverage.

© Check/uncheck the Enable checkboxes

4. Close the setup window to save changes.

9939,5,..1. Qon

@ on Q) 172 Pica 0 Schoo! Nome: [Cathedeal High Schoct
O 114 Pica oy
M Snap to God (=
|ﬁ Snap to Column Guides ciy: [& -
[ Snap to Guides (Rulers)
7] Fill new text boxes with Lorem Ipsum text State: [KS Zipc (62030

MarginTop: | 3 Margin Battom: [ 5

Custom Names

Stop frequently used words or phrases from
being flagged as misspelled by adding them to
Custom Names.

To add words to name check:

1. Select the Custom Names tab.

@ Click the Add button.

3.Type the name or phrase.

4. Click Apply.

BookStyle  Fonts  Character Styles  Colors  Topics MasterList Deadlines  Preferences  CustomMNames  Reports
-

Coverage Report Settings
Al e vahiomt bakow 15 et the ranges fof kow, moderate. good, and satess
covernge (the number of bmes somecne & mentonsd i the yearbook |

] Enatie

Run a coverage report by clicking the Reports
button in the navigation bar.

LowCoverage @ 0 o | 1
Moderate Coverage 0 2 ® | 2 [5]

GoodConerage @ 3 w [ ¢ [3]

Excess Coverage @) 5 ormore
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Master List

Maintain accurate and consistent name spelling throughout your yearbook by importing
RO your school’s student/faculty roster. You can search, sort, filter, ignore, combine, correct, and
2OIEN add names. Master List is the foundation name tagging/checking, Reports and Send and Sell.

Proofing and Correcting the Master List
1. From the menu bar, select the Master List icon.
2. Click the Update from eBiz button.

© Make corrections to the Master List. it I Sz S (MG 1) Py (ke Rk [o)
. Pretarmed First Nams Prefermed Last Name Grage | Emadl Gender  Edted | Combinad | Opled Out
Ignore: Exclude a name as a choice. — ex o 0 wir1afoom u
You can Undo Ignore at anytime. el =t e S
. . — oln Davis 10 acerig2egaoinet M
Combine (@): Merge nicknames or (g Asos - A ;
variations with given names. Combined COCLEEI Y s e W g . *
. Lola Federiine L] laura@igmall com F
names can be uncombined. (32 lﬁ{ o e T R AR
Edit (@): Make changes to any field ] oo 10 r .
including uppert/title-case and Opt Out. ListRecorg |1 2" . R
R Shelby Paul ] th30gcomcast.net F
Opted Out (@): Unsubscribes from any O Adinecwd ] | con Sovzac " mecgeane u
email campaigns (located in edit). - iy R corisonis :
Chandler Tempieto 12 Esaaalingghotmail net {1
Bookmark (Jj): Flag a name for 2214r6000ds | 1,y okos 0 magnotma.com "

verification or review.

Reviewed: Mark names as reviewed.

Update from eBiz: Updating only adds new names. All edits are maintained.

Add: Manually add a name, grade, and gender. Manually added name will be red letters.

Original Name: Shelby Paul
Original Grade: 9
Original Gender:

Hover over any edited, combined, fused, or swapped
name to see the original name, grade and gender.

@ Sorting and filtering the Master List
Sort: Click on a column heading to toggle the A-Z order.
Search: Search for any specific criteria e.g. first name, last name, etc..
Grade: Click the grade drop-down list to limit the search to a particular grade.
Gender: Click the gender drop-down list displays by gender.
Filter By: Check names listed by categories.

Active Records: Lists all names except those marked Ignore.
Edited: Lists names changed using the Edit button.

Bookmarked: Lists only names marked as bookmarked.
Duplicates: Lists and highlights possible duplicate names.
Ignored: All ignored names. Reactivate by clicking Undo Ignore. Combined: Lists names which have been combined.
User Added: Lists names manually added to Master List. Opted Out: Lists names removed from email campaigns.
Non-Reviewed: Lists all names not marked as Reviewed.

[Edit Master List Record

Original Record Edited Record

To edit the master list using eDesign:
5. Double-click the necessary name or click
the Edit button.

Proferred First Mama: Wichasl “Proferred First Nama: [ichasl

@.

Preferred Last Hame: Francken “Preferred Last Mame: [Francken

Grade: 12 Grade: ’12—]-.
(® Make the desired changes including toggle Emat: amancrengatamescan O
between cases. F x* 6]
@ Click the Save and Close button. -

Your Master List is imported in Book Setup. Please see page 8.
Wait at least 15 minutes after make changes in eBusiness before updating - Design.

To choose and edit a group of names, click a name, shift-click the last name in the group, then click Edit and make the changes.
Changing the case does not flag names as edited.
You can print or save the Master List from the Master List > File menu > Print View or Export View.
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Library

eDesign uses libraries to store, manage, and

organize candid images, portraits, and Herff Jones

pre-designed templates, pop-ins and art files.

Library Menus

File
Download Images As ZIP
Print...

Insert Record
Replace Image
Edit Image

Rotate Clockwise

Rotate Counter Clockwise
Delete

Select for Send and Sell

Images Library contains RGB candid images that
you upload to the library.

To upload candid images:

@ Click the Import button.

As files are uploaded, Libraries can grow to be quite large. With each
upload, take the time to keep your Libraries organized and easy to
use.

*Assign images to topics.

*Keywords should describe the file with specifics.

*File names identify grade/student name.

*Be selective. Upload only useful photos.

*Upload up to 50 images at a time (200MB maximum).

*Images must be in mode only.

*Images must be .jpg, .png, .tif, or .eps format.

*The image Preview will show the optimum image dimensions.
*The plant will enhance all .jpg format files.

Do not upload portraits in the Image Library or you will not be able to
flow them into your portrait pages.

When having trouble uploading a large photo over
a slower connection, try using Basic Upload.

It's important to keep your libraries organized by
deleting items that won't be used.

Hover over the file to display the page numbers
where they are used. Download image files:
CTRL+Right-Click

(Mac Control Click).

2. Click the Browse button. Previous Next
3. Navigate to/select the image files to upload. [ =
@ Click the Upload button.
© Click the Tag Photos button to catalog images
6. If finished, click the Done button

or browse to continue uploading.

If necessary, rename the files:
@ Click the Data View tab. EREELNT SRS e
8. Type the new name over the current name. \

Select Save Image As.

e

\ .
Optimal image size Image Editor

NAME TAG

Benefits of name tagging

=Help you locate images of people.
*Help you track coverage.

*Help you create captions.

To delete unused images:
9. Select the image or images.
@ Click the @ icon or Delete from the Edit menu.

To get the most out of your aDesign library, we
recommend you take a few minutes to assign

topics, names and keywords to your images.

Hover to reveal the page number

sarch [ || Topic | AnyTopic = | Filter by | All Images | ud| Advanced Seare | Topics MNames Keywords
_ B & ! M
Portraits L] oniy show the tags that are vsed
a8 Tempiates | ;oo view  DataView Search Names
Eg Pop-ins | |ﬂ_:‘-1w‘
| Filter
. . & Art | Grade 1B | = =
Having trouble uploading i It 1=
a large photo over a Debble Brown, 10
slower connection? Use Short Felix Case, 09
Basic Upload by clicking ttems James Case, 11
Library > Import Images. 2¢ Images Scoft Curry, 12
Scott Danfleld, 10

Felix Estevez. 10

Import Imag
— — Michael Francken, 09
Find images (limit 50): Kimberly Micheals, 11
[ stas T Fie Tim Micheals, 09
Done 41040.JPG Nichole Shepherd, 09
Uploading 41184.0PG B Jarr Wilson, 11
Pending 41044.JPC > - Lo
Uploading is completa. Qur server is processing t 46 assets me ge U feticE o \_* 2] * 'DrUP ﬁks t
G | Ri All Upload S
;]me ;]E'"M e l—]p“ If you only want to upload one or two photos, click
- Lasiclpbed to activate then drag and drop the files directly

into Quick Image Uploader.




Herff Jones eDesign

Library

Switch Project

Design ™ §i S

Sort/Search e

Staff Setup BookSetup SaveltForward Live Chat

Sign Out

Search v Topic l Any Topic

L4 J Filter byl All Images L4 J Advanced Search

Managing Library Files
As files are uploaded to eDesign, Libraries grow
quite large.

Be selective uploading photos. Don't upload every photo just

because it's there. Unnecessary images make searching difficult.

Use the sort/search methods to keep image,
portrait, art, and template libraries organized
and easy to use.

Topic Names should be assigned as images are uploaded. Topic
names are created in Book Setup by the Adviser or Editor.

Names with name tagging, you do not have to manually look up
spellings — the correct spelling is pulled from the Master List,
saving you time. Name tagging is not available in Portraits.

Keywords help search for images, portraits, art and templates.
Keywords are more useful if they are specific and focus on
describing the file (what was the activity, who is in the photo, a
word describing the art, etc.). Avoid vague keywords.

Filenames can also be very helpful. After uploading to the library,
select the Data View tab, and change the default filename
(IMG2006_4.jpg) to something that describes the file.

Secret Spread page content placed on a secret spread is hidden
in the library except the adviser and those assigned to the page.

To assign to a topic/name/keyword
1. From the Library, select one or more images.
@ On the right, check the topic/name/keyword.

To create a keyword

3. From the Library, select one or more images.
@In Keywords, enter a descriptive keyword.

5. Click on the Add button.

To use a basic search for images

6. Go to the Library or a page in Edit mode.

7. Click the Library icon you wish to search.

@) Enter a keyword, topic, and/or filter criteria.

9.Click the <Enter> key to begin the search.
Any files matching your search will display.

) Click the Clear button to display Library files.

To use an advanced search for images
Further refine your search criteria.

@ Click the Advanced Search button.
12. Select any combination of criteria.
@® Click the Search button.

10

Filter by | All Images fg Advanced Search

~
Topics Names

S

Keywords

&) |3 Clear || [] only show the tags that are used

[ Academics

[ Ads

[ Clubs

Sports

[J| Topics Mames Keywords
-~

] onty snow e tags et e uses

IH USE

Search Names
— - (B
Filter

((Geonch Topics Names Keywords

1 oy -
L) F¢ [ only show the tags that are used
(m

Os ma—@ Add

OOooO0o0000

10-9-11 game 2

football (19)

To

seslers )
O team 4)

Search 10-21 game ‘:’ >
Topic L_A Central HS game i

football

| 1 Advanced Search . Enages =
Fllterby[ All Images 'J CRN EANTR: mapet L=
B as =1

Uplsad Date Range: |
Usage (%) show AS () Onty Peused () Onty Beed
Topk%: (] Mo Topecs Aasigned

] Academca o
(=™
(] Ahletica I

" L mo Hame Tage
L] Babtie Brerem 1=
L] Fetx Caar
L] dames Cann o

———

Get more Candids...

Undelete images/portraits

Pull images/portraits back from deleted assets.

14.
15.

16.
17.

Go to Library > Images or Portraits.
From the Filter by menu,
select Deleted This Week.
Click the Undelete button @.
Click the Yes button.

Combine Search and Filter Feature

All Images Recent No Name Tags
Unused My Edited Images OAC Ads
Used All Edited Images  eShare Images.
My Images Deleted This week

No Keywords Name Tags
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Portrait Library

There are several ways to upload portraits to the
Portrait Library:
eCompress and upload your PSPA CD to eDesign.
eSend your PSPA CD to the plant for upload.
eUpload portraits individually or up to 50 at a
time and enter names/grades in Data View.

Only the adviser can edit portrait information.
Advisers and editors can flow the portraits.

When flowing portraits, only those files in the
Portrait Library are included. Files stored in the
Image Library will not flow.

PSPA Requirements:

Resolution for Senior pictures should be:
640/800@250.

Resolution for under class pictures should be:
320/400@250.

Images must be in

mode only.

To compress and upload PSPA CD:

1. Create a compressed (.zip) file that contains all
of the files on your photographer’s CD.

@ From Library > Portraits > Import Items
Click the Portrait CD button.

3. Click the Browse button.

4. Navigate to and open the PSPA (.zip) file.

5. After the three step process, click the OK button.

UPLOAD
ERROR

Portrait Upload Errors
Occasionally, you may see an error when uploading a portrait CD.
Below are some common problems.

* The internet connection was lost while receiving the file.

Oy 143 of 144 portraits were processed successhully and the rest were feglaced by placshoiders.
What would you ke b do?
|Knep|ma°e|mdmmmlden] lwuplmd| lMEuruLoq] | Gmﬂeb‘

* There is a missing Index file.

* A portrait wasn't where the index.txt file said it was.

* Less than 20 missing portraits gives this error and offers an
option to replace them with "No Photo Available" icon.

* More than 20 missing portraits fails the whole upload.

* A bad or corrupt image file was rejected.

* Portraits are in Y . mode.
* The CD did not follow PSPA format guidelines.

To upload individual portraits:

6-9. Use the upload candid images instructions
(see page 9 steps 1-4).

@ Select the Data View tab.

11. Click into the ID field enter the information.
Tab between each field.

To insert a picture not available image:
@ From the Edit menu select Insert Record.

To replace an image:
13. Highlight the image to be replaced.
14. From the Edit menu select Replace Image.

Optimal image size '

Herff Jones eDesign
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To sort libraries in data view
15. Select the Data View tab.
@ Click on the column header.
The arrow toggles ascending/descending order.
Advanced Search - Portraits
@ Use the advanced search images instructions
(page 10).
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Template Library

Templates can save you a lot of page design
time by letting you lay out a page and reuse the
layout as needed. You can also mark a template
to be saved for potential reuse next year or in a
supplement for the current book.

To create a template from within a page/spread:
1. Create the page or spread design using an

HJ Layout template, GO! Design, or your own.
2. Go the File menu > Save as Template.

To manage with templates:
© Click Templates in the menu on the left.

To Import templates:
@ Click the Import Items > Templates button.
© Select the source:
e Click Import HJ Templates.
Click the Next button.

Click through the template category arrow heads.

e Click Import Templates from an order.
Click the Next button.
Navigate to the files you want to import.
( Check the box to select each template.
7. Click the OK button.

* Only Advisers can import, export, and save forward templates.

*Templates can be exported to active books, supplements, and
literary magazines.

* All images, portraits, and art, included on a template. are

transferred with imported, exported, and saved forward
templates.

* When templates are imported, exported, or saved forward,
no topic, names, or keyword tags are transferred.

To export templates to an active project:

© Click the Export Items > Templates button.
© Select Export into an existing order.

10. Select the correct order.

11. Click the Next button.

12. Check the box to select each template.

13. Click the OK button.

To save it forward:

Saves templates and includes them in the next
year’s order. The templates will appear in the
library of that order once it becomes active.

14. Click the Export Items > Templates button.
@ Select Save it Forward.

16. Click the Next button.

17. Check the box to select each template.

18. Click the OK button.

Pop-Ins Library is a collection of pop-ins from the
Herff Jones GO! Design catalog.

Art Library is a collection of image files from the
Herff Jones Graphics collection.




Ladder

The ladder is used by the adviser and editor to

assign color, topics to pages, staff, and deadlines. :

Only the adviser can designate secret pages.

Ladder Menus Flow Portraits

Build Index
Delete Index

Edit Folio
Move Spreads
Practice Pages

Print Ladder
Print Ladder without thumbnails
View Spread History

Create Lo-Res PDF
Create Hi-Res PDF

Submit Pages

Show Only My Pages
Show Only Overdue Pages
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Spread Status: Assigned Staff can edit and move
pages to Proof. The Editor and Adviser can proof
and move pages to Edit or In Preflight. Only the
Adviser can Preflight and move pages to
Pre-Submit and Submit.
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© Assign Staff members to pages.

Staff members who are logged on will see a star next to
their assigned pages.
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Assign Colors to flats.

Verify and select any purchased spot color.

Assign Secret Pages (Adviser only).
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Folio Page
The Folio spread holds all design elements that are consistent throughout the entire yearbook, such
as page number, folio graphic, topic, and section name. All Folio objects display on top of everything

else on each yearbook page. Layout _ Oblect _ View

Page Columns
To create the Folio: Enable Left Page Number
1. From Book, select Edit > Edit Folio. [IESkatmitak

N Enable Left Topic
2. Click the Layout menu. Enablo Right Page Nombor

€) Toggle on/off each of the page IDs. Enable Right Section

4. Add any elements that will appear BiSkINUNEEE
on each page in the yearbook.

5. Select Return to Book View from
the upper right corner.

6. Respond Yes to saving the spread.

pic Left Topic Right Section Right  ###

Photos should extend o the outside edge of _ this bised line.

Page Components
The page design includes the working area of a spread with its components and the pasteboard.

e ErT N E T T e e )

e =
f 0
\ - 0 1 +— o—-§o

E ° o | S

1 3 54

4||”|4

o

5|
kit

182 Text
Page a1 Frame
Edit link 2

e Live or work area The live area is the part of the page where you add objects and design your layout.
@ Gutter | The center of the spread where the two pages meet.
G Margin & column guides The lines that define the work area around the page and the columns.

— The area outside of the page's margins, where the Folio information displays. Folio information can
@ Kicker area — include page numbers, school name, yearbook name, etc.

7E Every object is enclosed in a frame with handles. Use the Selection tool to grab a handle and move,
@ Frames 3 resize, or reshape an object.

B0- A numbered ruler displays along the top and side of the page area. Vertical and horizontal ruler guides
0 Rulers & ruler guides are dragged out of the rulers to help in aligning objects.

6 The grid is a pattern of lines that divides a spread into small one pica units. It is helpful for the layout and
9 Grid alignment of page elements. It can be turned on or off.
The dashed line is positioned two picas from the trim line on all sides of the HJ Template as a visual

@ Dashed line reminder that elements should not extend past it unless they bleed.
o Trim line The trim line is the inside edge of the bold red lines. This is where the pages will be cut.

A bleed is any photograph or other object that extends to the page's edge. The bleed line is the bold
red line around the outside edge of the page. Any object that bleeds off the page needs to extend to the
0 Bleed & bleed line outside edge of this line.

The Pasteboard is the area surrounding the live page area on the screen. If you are refining your layout,
you can move pictures, objects, and blocks of text onto the Pasteboard until you decide where to place
@ Pasteboard them in your document.

14
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Save as Template
™ +Shift+S

template. It is saved in the Library and can be used
in a layout or transferred to another book.

View Spread History

Review the save history of a spread and/or easily
restore a page back to an older save.

Back to Most Recent

Return the spread to the most recently saved version.

Create Lo-Res PDF

Create a low-resolution PDF of the selected page/
spread with the Herff Jones slug format.

Create Hi-Res PDF

Create a high-resolution PDF of the selected page/
spread and view at 150% to view quality of pictures.

Run Preflight Check

Scan page/spread for potential issues.

Help

Open Help window.

Close Window

Close the Page Design window, save changes, and
return to Book View.

Zoom-In f'" ++ | Enlarge the view.
Zoom-Out E'” +- Display more of the page/spread.
Fit to Window Resize the spread display to fill the window.

Save E'" +S | Save the page/spread with your edits. Undo E'" +7 | Undo the last edit. Can undo the last 30 edits.
Save and Close Save the page/spread with your edits, closes the Redo f"‘ +Y | Repeat the last edit.
Window Page Design window and returns to Book View. =
Copy E +C | Copy a selected item to the clipboard.
Save as Current Works with Spread History to make that version the =
Version current one. Cut +X | Cut the selected item to the clipboard.
Save the layout of the current page/spread as a Paste f" +\/ | Paste the last item that was copied or cut.

Paste in Place
E"‘ +Shift+V

Paste onto the page in the exact coordinates that it
was cut/copied from.

Delete

Delete the selected items.

Select-All [f"‘ +A

Select everything on the layout.

Run Name Check

Verify name spell against Master List names.

Page Columns

Specify the number of columns and gutter size.

Right/Left
Enable/Disable Folio

Turn on/off the Folio for the page/spread. The Folio's
contents are displayed or are hidden.

Right/Left Folio Color

Set the folio to Black, white, or the folio page default.

Delete Right/Left
Background Image

Removed any images dropped into the background.

Bring to Front/Forward

Front moves the selected object to the front, above all
other objects. Forward moves only one level.

Send to Back/Backward

Back moves the selected object to the back, behind
all other objects. Backward moves only one level.

Effects

A
T

Displays the Effects menu.

Lock/Unlock Object

Lock/unlock an object into position on a page.
Locked objects have dashed frames.

Crop Image Scales the image separate from the frame.
Create cut-out backgrounds, color effects, B&W,
Edit Image sepia, duotone, fix red eye, and adjust exposure.

Hide/Show Frames

Toggle display of the frames on or off.

Hide/Show Sticky
Notes

Toggle Sticky Note display on or off.

Hide/Show DPI
Warning

Warns that image DPI resolution may not be
optimal. Toggle on or off.

Hide/Show Guides

Toggle the display of ruler guides on or off.

Show Image Info

Look up the filename, dimensions, upload by, date,
section, and keywords for selected image.

Swap Images
Shift+S

Swap images between selected frames.

Convert to Shapes

Change text to a graphic shape.

Add Text to Path

Opens the Text on a Path window.

Lock/Unlock Guides

Lock ruler guides in place so they can't be moved.
Toggles lock or unlock.

Snap to Guides

Control how close an item is to the nearest ruler
guide. When toggled off, items can be positioned
anywhere.

Clear Guides

Remove any existing ruler guides.

Hide/Show Column
Guides

Toggle display of column guides on or off.

Compound Shapes/

Combines several closed paths into a single object to

Undo Compound Shapes | create transparent holes for images or text.
Group/Ungroup Objects | Keep several objects together as one element.
Tag Images Assign section, keyword and/or name to images.

Create Image Caption

Auto-create a caption from assigned name tags.

Show Clipboard Panel

Works with Smart Templates holding all image and
text for swapping and/or placing.

Co_ntrol how close an item is to the nearest ;olumn None Remove any applied Transparency effects.
i guide. When toggled off, items can be positioned Adjust the opacity of a selected object.
Snap to Column Guides | anywhere. Transparency 100% (opaque) 0% (transparent).
Hide/Show Grid Toggle display of grid lines on or off. Drop Shadow Apply drop shadow to selected item.
} Control how close an item is to the nearest grid. Regular Remove Black/White or Sepia effects.
Snap to Grid When toggled off, items can be anywhere.
Black and White Convert a selected object to black/white.

Sepia (Color pages only.)

Convert a selected object to sepia tone.
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eDesign uses libraries to manage and organize candid images, art files, portraits, templates, and
pop-ins. The Art, Template, and Pop-Ins Libraries have pre-designed material you can use or you can

upload your own material.
Image Library

Search -

Topic | Any Topic -
P i o [Gt) |

Filter by | All images -

Advanced Search

Images B Clear

Get more Candids...

The Image Library contains
uploaded candid images and
school created art. Do not upload
portrait files to this library.

Pop-in Library

Search v

Topic | Any Topic -
Nt = o)

Pop-ins |&) |3 Clear

Get more Popins...

The Pop-Ins Library is a collection
from the HJ GO! Design booklet.

16

Portrait Library
Search L=J
Topic | Any Topic

Filter by | All Portraits -
e o)

Advanced Search

| B} Clear

Get more Poriraits...
The Portrait Library contains
uploaded portrait files. Upload
only portrait files to this library.

Art Library
Search L)
Topic | Any Topic L4

Get more Artwork...

The Art Library is from the
Herff Jones Graphics collection.

Template Library

Search -
Topic | Any Topic L
e —
Templates &) | & Clear

Get more Templates...

- Template Library contains

. templates from the HJ GO!

- Design, Your Layout catalogs,

- and custom created templates.

- Using Libraries on a Page:
- 1. Drag any item from a Library

to the desired location on
your page. Images, portraits,
and art can be placed:

e In a frame

e Freestanding on the page

e Within text

- Using Templates and Pop-Ins

. on a Page:

- Templates can save you a lot of
- page design time by letting you
. layout a page and re-use the

- layout as needed. You can use a
. Herff Jones template or create

* your own.

2. Similar to images, drag a
template or pop-in from the
Library directly onto a page.
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Page Design Tool Overview

Layout and design your pages in Page Design. You can: Choose a
template, drag images, artwork, and pop-ins onto a page, add text and
format columns, draw and format shapes, create custom colors add
Sticky Notes to share 2017 YEA C 99-0 B! Roturn to Bool View
comments with other File Edit Layout Object View # Previcus  J Next v All Pages
staff, create pdf proofs
of each page, create
new templates from
your layout and more.

Previous Next Mini
Spread Spread Ladder

To open Page Design:

1. From Book > Ladder,
click Edit next to the
page to be edited.

Control Panel Tools Each page must be assigned to editors and staff.

D Rectangle Tool [GY)

g

O Ellipse Tool

.

'i:{ Star Tool

O Polygon Tool

Selection Tool (Esc)

o X[ 6p1E88| w:[ 10p5
v:| B8pB333| H:[ 4pBBES |

Edit Path Tool (A)

Text Tool (T) Click to edit both pages in this spread?

This is only available to assigned users.
Text Control Panel

Character Font Text

Pen Tool(=)

Box Tool (R) Style Font Size Tracking  Alignment Wrap
Line Tool (\)
Edit Character Styles Text Leading Frame
Background Tool (B) Adviser/Editor only Color Inset

Hand Tool (H) Item Control Panel
Reference XandY Width & Rotation Stroke Str(_)ke Arrange Effects

Points Location Height Angle Color Tool Tool

Zoom Tool (Z2)

Sticky Note (N)

‘ Fill  Corner Corner Flip Picture  Texton
Rounded  otnded Color Effect Radius Tool Manipulation a Path

DO Rounded
PP |nner-Rounded
Bevel
Insert
Bevel Inset

Image/Content Control Panel

Picture Width & Rotation Effects Regular
Manipulation Height Scaling Angle Tool Black and White

Fit in Window
(Ctrl/Cmd+@)

Current View

None
Transparency
Drop Shadow

Distribute

Name Overlay
(toggle)

Background
Color

Bachkground (L): T Cloar image
Background (R): " Cloar image €

Background Reference  Crop XandY Flip Texton
Image Points Image Location Tool aPath

Sepia

17
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Used to select n object, point, or line on your
layout. Click and drag to select multiple objects.

Edit Path Tool [ (A)
Click to move points and edit a shape or path
drawn with the Pen tool.

Text Tool M

The Text Formatting Control Panel tools include:
Character Style, Font, Size, Color, Tracking
(horizontal space between characters), Leading
(between lines of text), Alignment, and Padding
(text wrap) with its offsets.

Pen Tool =)
The pen tool is used to draw a curved line or
create an abstract shape.

Rectangle Shape Tool E] (R)

Adjust the position, length, angle, stroke and fill
color, stroke weight, and corner using the frame
control panel.

Constrain the width and height of a frame
proportionally by holding the Shift key as
you drag.

More Shapes El (R) @ (E) m (S E (P), i —

Click and hold the rectangle toolto =,
select alternate tools. o
Customize the tool by double- chckmg " s
in the page area.

Bt M.

Corner Effects

Edit a frame’s corner style and
radius in the control panel.
Double-click in the page area to
create a new frame.

Line Tool jN (\)
Adjust the position, length, angle, color, and
weight of a line using the line control panel.

Constrain to a vertical or horizontal line hold the
shift key while drawing.

18
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B
Background Tool, Color .

“Fills and locks the background color into the
-correct position. |
“To create a color background'
“1. Click the background tool.
2. Background Color Picker is enabled.
3. Select the color for the appropriate side.

Background (L): [ PCES

Background (R): B

To Remove a color background:
1. Click the background tool.
2. Background Color Picker is enabled.
3 Select the []icon for the appropriate side.

P J PO - PO O PO O] IO o

e

Bechground (L): T Cloar image
Background (R): gl PCTSrTRagE

adladloacthaslh

el

el

1. Click the background tookk
24 Chck the C Clear Image icornm

e Bloagloagladl sl

8.

Zoom Tools

Zoom Tool m 2)

Use the Zoom tool or the Zoom commands to
magnify the size of your pages.

Click the magnifying glass on the page area.
eDrag the magnifying glass across items.

Fit in Window - (Ctrl/Cmd+0)
Resize the spread display to fill the window.

Current View (Current View)
Indicates the zoom percentage of the current
view. Click the arrows for more choices.

Hand Tool [l (H) M

Click and drag to pan the page view in the layout
window.

Sticky Note Tool (N)

Click the Sticky Note onto the page. You can
move the note anywhere in the layout.

Name Overlay &l (toggle)

View the correct spelling of any name tagged
image.
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Control Panel Tools

Picture Manipulation Tool |d

Enables the manipulation

of content inside a frame.

1. Select the image.

2. Click the Manipulation
button.

3. Drag the circles O

Click the “lock” symbol on S
the right to toggle constraints on and off.

You can also enable the picture manipulation tool
by double-clicking the picture.

(A

i

Picture Cropping Tool [juiti}

Enables the manipulation

of both the frame and the

contents of the frame.

1. Select image.

2. Click the Crop button.

3. Drag the squares D to
manipulate the frame.

4. Drag the circles to ¢
manipulate the contents of the frame.

Click the “lock” symbol on the right to toggle
constraints on and off.

You can also enable the picture manipulation tool
by Ctrl/Command double-clicking the picture.
Rotate Too! NN

To enter a rotation degree:

1. Select the object(s) to rotate.

2. Select a rotation degree.

3. Or enter a number between -180 and 180.

o To rotate manually:
1. Select the object(s) to rotate.
2. Hover over a corner point.
3. When the rotate icon appears,
click and drag into position.

Flip Tool | A

Flip objects either horizontally (mirror) or
vertically (upsidedown).

To flip an object, page, or spread:

1. Click the object to flip.

2. Click the reference point.

3. Click the Flip Vertical or Horizontal button.

Text boxes cannot be flipped.

Caution: When items are flipped or rotated, the
contents appear backwards or upsidedown.

Arrange Tool

Overlapping objects are stacked in the order in
which they are created. Arrange tools change
their stacking order (Arrange tools are also in
the Object menu).

*Send Backward moves the selected object back one level.

*Shift Send to Back moves the selected object to the back
behind all other objects.

*Bring Forward moves the selected object forward one level.

«Shift Bring to Front moves the selected object to the front

above all other objects.
Transparency

Adjust the opacity of
the selected object from
0% (fully transparent) to
100% (fully opaque).

1. Select image.

| 2. Click the FX button.

3. Click Transparency.

4. Adjust the slider.

Drop Shadow

Lift the image off of the
page by adding a drop
shadow.

1. Select image.

2. Click the FX button.
3. Click Drop Shadow.

See page 32 for more details.

Black and White Image
Convert the selected
image to black and
white.

1. Select image.

2. Click the FX button.

3. Click Black and White.

Sepia image

Convert the selected
object to a sepia tone.
1. Select image.

2. Click the FX button.
3. Click Sepia.

Sepia is a color effect that can
only be used on color pages.

gee page 31 for Text on apa\,\\
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Page/Image Manipulation
Page Design is an easy and powerful area to apply your assets. You can select custom draw or select
templates for spreads, add & edit text, add photos to your pages and much more.

A search drop-down menu is available for easy keyword searching.

KPORTS PAGE ~|EPoRTS PAG

gl :I,rh’*.

sBLaBLaElasl

T e —————————————————————————————— - £
Create your own layout or use a pre-designed - Drag any image, portrait, pop-in, or art into a
template which can be customized on the spread. : frame or onto the layout.

.““?\‘.IW\J?“\HH?l"\fz.l.‘\‘?“l..\?“‘\‘.l?f\"|?F§\"H?\H\?.l.‘\"“|..\F,\..IT?\HH?\HH‘.M‘\??\l"\:“il..\ﬁ..lf‘?\‘.|.5“\HH?\H\ .

SPORTS PNGE

S H

Bloaghaglagloaglodlashaghosghallaslha

i

M.
H
i3

#

Click/drag the Zoom tool to enlarge the view. Use :
Shift+Zoom while clicking/dragging to zoom out. : L] e
. p—

\

Edit image

dolobor sequam|

veros Averebenatus, Dam intient dem|
mo ad face inpra tes core hae

publine natius iae inum tea

Edit frame
\ kel
{1

AHJ Sans Bold

AHJ Sans Bold Oblique

AHJ Sans Oblique

Double-click to scale the image independent from
the frame.

Highlight the text to edit the content and/or

. . Ctrl+double-click to scale both the image and frame
the type specifications. Dragout a text frame to independently. On the Mac, Command+double-click.

enter new text.
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Sticky Note \52020 02:00!

A Sticky Note is an easy way to add comments directly Trw A

on a page. When you type a Sticky Note it’s added to the| jgersNe™ o greaty n 2Pl csage B

\ |\
Message Center on the Home page. W NOIB i and €O d“‘\‘ o s
. . . stic ale © o liste! pe P&
1. On the active page, click the Sticky Note tool. x 0‘2.‘“0‘;::“5 \\\\‘yN t"e 100l B ant the note 1©
. \ i i
2. Click where you want the note to be placed. ‘\\‘?o\'\c\«\“ep o powoers rote;
© Type your comments into the note. \ 2 3{1‘9‘2‘3 ot o%Y\““;‘f;‘ e 28 "%°
\ finimtes lessages | v 7] Post Message
The Message Center only displays the first 300 characters. Youmes‘\ &M - (A Mesoges 7] LA P
From | Date Sent

Click the minus sign in the upper right corner to minimize the Sticky Note. [ SRR . TP TRUL RSy I616 (125PH)  ©

Delete the Sticky Note by clicking the X in the upper right corner of the :i"_" |2ty Nos'on Facs b: Flee hostea sopion: m'jm':'z BN

note. This deletes the entire note, on the page and in the Message Center. S ::fr e ST Y

lerff Jones (E4 Please mark your calendars and plan accordingly. eDesign will .. more 03/22/16 (8:15PM) @

Force Quit CENEANET: 4

0 i 't ly closed and in locked 43

n occasion pages aren'’t properly closed and remain locked.
The Adviser can unlock the page through the Force function. . ¢ gwa @) Glick 10 snec snpeopic I
e Sig 1 FlatA
To Force Quit: Proof

@ From Book > Ladder, click the Force button.

Folio Color Double Click Shape
Folio colors too similar to the Apply specify characteristics _I_l _
image or background can be to a shape (star or triangle). LA
. "“"‘"""LW ka-v:l: ] i
difficult to read. To draw a shape using O pae - |
| ot [} 5% | el | | |

To change the folio color:
1. Open the page or spread.
2. Select Layout > Right/Left 2. Select the shape.
Folio Color. 3. Double-click on the page. O
3. Select either: Black/White/ 4. Enter the characteristics.
Default (from Folio page). 5. Click the OK button.

the dialog boxes:
1. Hold down the shape tool. ﬂf

Overset Text

“ach text box contains an In-port and Out-port,

More text than the text box can hold is depicted by a yih can comnect o other text boses 4 whitc Hovering over

red diamond. i s ket i e . Lt red diamond
[diamond indicates that there is more text in the reveals the

To reveal overset text: o Tl e i ke oot s OVEFSEL text.

1. Hover the cursor over the red diamond.

Linked (threaded) Text
Flow larger blocks of text across several text boxes on the same page/spread.

To link text:

@ Click the red diamond bport and Ovtpor.which | g fcheater that e rame - | OVErset
2. Do one of the following. Beginfing fc e | /AT | text
*Use the Overflow balloon and drag of text forendofawextiion  T7 [Mhis remaining unseen text

another text box. The text will auto-flow. Linked text e

 Cursor over an existing text box and click The text flows into the frame.
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Utilities contd

DPI Warning O
If an image is enlarged beyond § P‘ .

a resolution of 300 DPI, an alert Se&a¥ 8
watermark displays on the .
image. Printing an image with
a resolution lower than 300
DPI, may result in poor quality.

Possible
Misspelled Word

Highlight for
Spelling Suggestions

cham pionlip
championships
championship's

DPI Warning

Add to my dictionary

Cut
Copy
Paste
Delete

Spell Check

Spell-check any spelling errors on the fly: Don’t
depend on spell-check to catch all spelling errors. Read
everything on the page (including Folios) with an eye
towards spelling and typos.

Select Al

Settings...
About Adobe Fash Player 10...

Practice Page [ Practics Pages J Jump to 8 (Al spresds | - Advanced Searc
Practice on a spread without impacting the book pages.
@ From Book > Ladder click the Practice page button. .
The practice spread will not save when returning to book view. Ef,ff‘,’.‘if;’ff;’mm il
To keep the design, save it as a template. f;ﬂ;i;:”‘

...................................................................... -
Undo
Redo

Name Spell Check

Check for correct and consistent name spelling in your yearbook. Rather than
scrolling through a name list, use eDesign’s Name Check to quickly narrow down
and correct the names.

Ctrl+Z
Ctrl+Y

Crtl+C
Cut Ctrl+X
Paste Ctrl+V
Paste In Place
Delete

Copy

See page 8 for importing the school roster into Master List.
Add commonly used nonstudent/faculty names to Book Setup > Custom Names.
Name Check scans text/pages and looks for a sequence of two or more consecutive capitalized words.

Partial names can be entered in the Name Check window.
The Ignore button will ignore a name in the current session only.

Select All Ctrl+A

Run Name Check

To run Name Check on an individual name:

1. Insert the text cursor into the flagged (red underlined) name.
@ Right-click on a name > Name Check.

3. Type a name or a partial name.

4. Press the enter/return key.

5. Replace by double-clicking the correct name.

IF rst row: Nathan Ackerman Derek Alexander, -T
Adam Bell, ﬁmdrcw Bmlkc Juc Brd 9

Ry -
Cut

vvvvvvvvvvvvvv

Copy
Paste
Delete

Laura Cur]sun. Brianna (,odcn Run
Dahlheimer, Dan Haney, Thomas B
Caflisch.

To run Name Check on a page/spread:
6. Make sure nothing on the page is selected.
7. Go to the Edit menu > Run Name Check.
The top left will show the first name in question.

© Type a name or a partial name. Laura Carlson
9. Press the enter/return key. e Ron Couk|
10. Replace by double-clicking the correct name. Fmeinioz

11. Click the Previous/Next Name buttons.
12. Continue until complete.
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Utilities contd

Swap Images

Quickly swap images in frames on your page to see which looks best.
To swap images:

1. Hold the Shift key and select multiple image frames.
2. Object menu > Swap Image (Shift+S).

3. If necessary adjust the image in the new frame. ot will gointo a clipboard for placement.

Smart Template swaps all images to a new template.

Hold the Shift key while dropping the new template.

Show Image Info

Look up the filename, keywords or other important oo o e "

information for a picture that’s been placed on a he dimension shows the best possible
size of an image using the DPI of 300.

spread. ' gives a DPI warning when

1. Select any image on a page. scaled beyond 150% of this size.
2. Go to the Object menu > Show Image Info. —

Name Tag Images
Images can be name tagged for easy correct spelling and quick caption creation.

To tag images placed on a page:

1. Click the Tag button &= @
A tag overlay displays on all images.

@ Double-click an overlay to open the tagging dialog box.

3. Click the Names tab.

4.1n search, type any part of the desired name. |og8lethe &to

view names of any
© Check the necessary names. name tagged images.

Caption Builder
Automatically create captions from name tagged images.

To image tag for caption starter
1. Click on the photo you wish to caption.
2. Then right-click the image and select Tag Image.
3. Click the Facial Tagging button.
@ Click Auto Detect Faces.
5. Add additional tagging frames by clicking and dragging over a face.
( Click on each face frame and check the name in the list.
As you identify each face, the pictured list will built on the right.
7. Delete any unnecessary tagging frames.
© Click the Auto Rows button to place the names in the correct order.

9. If necessary, drag and drop names to reorder. : 5
Capiion Style and Farmatiing Proview

To build a caption: ot (Ooea__[5)@ | stz i e
10. After tagging and arranging names, click Build Caption. i o
@ Set the necessary formatting specifications. & hareen
@ Click the Create Caption button. g ®

To use an existing text frame: )l |
13. Select the existing caption frame. TOTN

14. Shift-click the image to select both at the same time. St

15.Right-click on the image and choose Create Image Caption. masaece 4

16.The resulting caption will be placed into the selected frame. S e
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Utilities contd

Group and Ungroup

Group several objects on a page to keep them together, as a group. A group can include
images, text, art, and Pop-Ins. Grouped items can be moved, rotated, resized, or colorized as
an entire group.

I8 Group elements by clicking the Group button or go to the Object menu > Group Objects.

I Ungroup by clicking the Ungroup button or go to the Object menu > Ungroup Objects.
Lock and Unlock
Lock an object into position on a page. When locked, you cannot move the object.

Bl Lock elements by clicking the Lock button or go to the Object menu > Lock Object.

Align and Distribute
Quickly arrange and align multiple elements on the page.

Align left, horizontal center, right, top, vertical center, bottom.

ﬂ Distribute, in most cases, gives even spacing between elements.

D s o 8 aprwad 16 2 o poaifon i e ldder i changes s placement in the book dump ta [

Move Spreads
Rearrange designed spreads.
To move spreads:
1. From the Ladder go to the Edit menu > Move Spreads.
2. Click the spread you wish to move (it will turn darker).
©. Drag the spread to the desired location
—Move Here- displays if it’s okay to drop the spread. — p—
%8 Indicates the spread can’t be dropped in that location.
4. Click the OK button.

There are a few instances where you cannot move spreads:
* The first and last spreads in the book.
* All pages in a signature must have the same color specifications.
(e.g., black and white, color, etc.)

* Books using spot color.
Remove spot color then reapply after pages are moved.
* Spreads that are in proofed, preflight, pre-submit, or submitted.

Spread Navigation from within page edit view
Move from spread to spread within the page edit view g U MembRe
without returning to the ladder. # Provious ™3 Next v All Pages

@ Click Previous or Next to move to an adjacent spread.
2. Click All Pages to navigate to a whole different spread.

Unless assigned to the spread, the move will be in View mode only.
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Hi-Res PDF

If an image has a DPI warning or you suspect a resolution/quality issue, create a Hi-Res PDF.

1. Open the Ladder (or the page/spread you wish to check).

2. Select the File menu > Create Hi-Res PDF.

3. Open the Hi-Res PDF in Acrobat Reader.
@ Set the zoom magnification to 150%.

FE Page Name.pdf - Adobe Reader

5. Scrutinize the image(s) in question SRR D I -
If in doubt, replace the image. | B&&E e[ @@ iy e |

Pre-Flight

Before submitting a page/spread, a quality check is Preflight Alert

run. Preﬂight alerts you of pOtential problems. TEXT ACROSS THE GUTTER: A text frame that touches or

. crosses onto the adjoining page.
1. Open the page/spread you wish to check. BLEED OBJECT: Bleed elements must extend to the outside

2. Select File > Run Preflight Check. edge of the 1 pica red border around the spread.
3. Correct any errors listed for each side. PICTURE BOX: The image is not completely filling the
4. Click the Exit Preflight button to return to the page. | image frame. o
¢ IMAGE RESOLUTION: the resolution is too low to produce a

W Y W 0 0 0 O T 0 O O N E N R WP S quality image, usually has a DPI warning on the image.
i * TRANSPARENCY: JPEG Images with transparency in
eDesign will not be color enhanced.
« EMBEDDED IMAGE: Non-JPG images. These are not color
enhanced at the plant.
¢ INVISIBLE CONTENT - If the page contains invisible frames
(items with no stroke, fill, or content), you are given the
option to delete that content.

¢ Find the item that caused the alert, click once on the alert.
e Hover over the alert for a brief description of the alert.

Spread History

Spread History lets you review the save history of an spread open and look at past versions. If
something has happened to your spread an older version can be easily restored.

To View/Edit Spread History: Spread History - Pages 2:3 E

1. Open the necessary spread. b b e

2. Go to the File menu > View Spread HiStOl’y. | Dale Saved Saved By Pages Edited |

3. Select the necessary version. Tue Jun 14,2011 11:02:56 AM  Debbie King [\
Click Open. The selected version opens on your spread. o ThuFeb 3,201 4:0133PM  Julle Bogart R

e Any problems will be ﬂagged Mon Nov 1,2010 12:41:55 PM  Julie Bogart :

© To make that vergion the current one: OIS N—— =

(® Return to Book View and save the changes. e sopmasionsitom ossiins izt |

Or Click File > Save as Current Version.

7.To return to the most recent version, | Cancel | SRS
Click File > Back to Most Recent.
8. To see more versions, Problems in Spread Version
Click File > View Spread History. e At TRLS M i M i ot e vt o
roview,
Spread History does not include folio and page column changes. If the folio is mo,‘

disabled on a page, restoring a past version will not automatically enable the folio.

You can access Page History from two places: Save changes to the spread before closing?
*From the Ladder - You can view the page history list. *You are editing an older version of the spread.
*From within Page Edit - You can see the page history and also open the different Baving will msks it the most cormmnl yeriort
versions of the page. | _Yes || No || Cancel |
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Set browser cache to 1024 and clear before starting panel flow.

Flowing Portraits
To Portrait Flow:

@ In the Ladder, select the first portrait page. Build Index
2. Select Edit menu > Flow Portraits. - g e Delete Index
@ Do one of the fOllOWil’ng - Edit Folio
*Click Add to set up and flow a portrait e Move Spreads
group with images or placeholders. L o Practice Pages
*Click Edit to remove the original flow, edit P —
the settings, and reflow. S n e iy
*Click Duplicate to create and flow another i I e
portrait group using the same settings. -E"-E“@-m:.;sm. T T
To use the Portrait Flow Wizard to flow panels: o —— Ry e
@ Enter or Edit the Flow Name, mark Placeholder or —_— e —
Portraits, select the Category, check the group name i
or grade, and mark what to do with any missing N @
portraits. O oo Lo
5. Click the Next button. g — | |
(@ Specify the starting portrait page. v} o)
7. Click the Next button. rosiss @ uromsnec v S
© Setup Portrait Size, Rows, Columns, and text formatting. e
*View in Layout View or Live Preview. | e .

eEdit Character Style.
eAdjust the margins and spacing between portraits.

Click the Next button. EEW
Clicking on any portrait box turns it off to accommodate | = “
other page elements. P Frneaa)
Click the right arrow button to customize additional pages. v werovn

. Click the Next button. SEEE TR i

Review your portrait flow settings.
Click Flow Portraits to flow your portraits.

Make all portrait changes in Library > Portraits > Data View.
To Reflow Portraits for changes or corrections:
15. Select Edit > Flow Portraits.

Click the alert symbol show the reason for the alert.
16. Select the necessary portrait group.
17. Click Edit then Yes to delete the portraits from the pages.
18. Click the next four Next buttons then Flow.

AP=® Bv

Top Margin: [ T
Boftom Margin: | fo
Onster Margin: [ g

-
L]

wnermargn: (10 H — = ——

i L .
ot inllal Setup 02 Page Select ) Size & Position @ 04 Layout 05 Flow

Flow Name:
N Click & Drag over porirait boxes to bum them ool
Include Teacher e + =gannna BERERE:
ciudae iLeacne . of Pt 90 " =gy =
Hover over name the name reveals teacher picture Postrak bl 024 picns - I I I: ﬂl!ﬁ ®
Include a teacher with a class when flowing portraits by teacher m::“:_ ’ o n b e
other category. Step 01 Step 03 Character Style: Pansls |
@Check the include gz i e e || T gl | 3 |
the teacher box. s e Gl = om0 o

nclude Teacher's ue? &

@ If necessary, select i i e
I S -

the teacher’s name. : o e —

[ () Tite st Fusll Name

@Choose teacher s @) e e B

name specifications | e -

and/or larger portrait.

Thachar's Uitk | i
*Change the frame width and letter
spacing to fit longer names.

Rows: |8

*Make any necessary corrections to
Library > Portraits > Data View.

s, Cartale. Colamas: | 5
Wessaw do you want to placa
the missing ponraies?

© Wame Ovder: | Farst Last
) End of Graes
 Nome

Charactor Stybe: | ndex =]

*Portrait Flow will skip any page/
spread that is not in Edit mode.

Text Posibon: | Side
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Set browser cache to 1024 and clear before starting the indexer.

IndeXing Coverage can also be monitored in Indexing. :
eDesign scans all pages for two or more uninterrupted capitalized words and common |k
name prefixes such as de or la. You can sort and filter the list several ways, correct
inaccurate entries, and add missing entries. This should be done throughout the year.

Delete Index
Managing and preparing the index Edit Folio
To start the Index Builder Wizard Move Soreads
1. From the Ladder, select Edit > Build Index. 9P
2. 01 Names: Edit imported names. FREEHES FESE

Make corrections to index entries.
Ignore — Exclude an entry from the final index pages. You can undo ignore at anytime.
Combine (@) - To combine several duplicate

entries or undo combine at anytime. . Don oy L
R . R 1 Names 02 Index Setup 03 Text 04 Layout 05 Flow
Fuse - Fix organization names by
o . . Filters nines - earch [~ Claar W
combining into one (Chess Club). o [feobries E0+] gt | (Beow)  Lsapmver || 3 Soe
. Last Name & | First Name Usage Pages Combined  Edded
Swap - Correct multiple component P s - : pipe
names (Gomez Ramirez, Anna” or e aan P w
Gomez Ramirez, Anna Julia). prese Derek s 5,118 e e
Edit (@)- Change spelling, case, page O =_ oo '
number and/or usage count. Andetson Lauren 2 tre L
Add (RED) - Manually add a name, its page %' = o e
number, and usage count. = . R B i =
Restore Original - Undo all edits to a name. ooee.
. . | cark Alice [+ ” - 1 50
Bookmark (J)) -Flag a name for verification ————
. Current Filter Entries: 285 Active Entries: 285 Ignored Entries: 25 Combined Entries; 22
OT review.
Reviewed - Mark names as reviewed. | Swosndcione [l._Mow. |

@ Set Name Formatting.

Name Formatting Original Name: Drew Bialke

Clark, Alice Hover over any edited, combined, fused, or swapped

Clark, Alice B.

; the original q b Original Usage Count: 2
Clark, Alice Betty name to see tne original name, usage and page numoers.

Original Page Numbers: 50, 52

© rFilter Index Entries.
Active Entries - Displays all entries, except those you have chosen to Ignore.
Ignored Entries - Displays entries you have chosen to ignore. Reactivate by clicking Undo Ignore.
Combined Entries - Displays all variations of combined names. Undo Combine in Active Entries.
Edited Entries - Displays entries you have changed using the Edit, Fuse, or Swap buttons.
Multiple Last Names - Displays entries that have more than one last name.
Non-Reviewed Entries — Displays entries that have been marked as Reviewed.
Bookmarked Entries - Displays entries you have bookmarked.
( Sort index entries by clicking on a column heading.
7.1f you are not ready to flow the index, click the Save and Continue button.
Edits to index entries are saved as you make them.
Running Index Builder updates names based on the current state of your book.
Indexing remembers all edits including ignore, combine, fuse, and swap.
Misspelled names should be edited on the yearbook page or in the index after flowing.
Index Builder ignores names preceded by: photo by, copy by, story by, layout by, and written by.
Regardless of case, all Topic and Subtopics automatically import into the index list.
Photo file names and keywords are indexed if it meets the naming criteria.
Change the case of multiple names at the same time; shift-click, then click Edit, and choose the case you want.
A hard copy of the index entries can be created in Print View.

Throughout the year, monitor spelling and student coverage often.
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Generating and Flowing the Index

Generating the index can be done multiple times during the year.

To avoid

previously flowed before generating a new index.

6. Click the Next button.

02 Index Setup: Specify the page settings

@ Select the Start page number, Columns per
page, and Spacing.

8. Click the Next button.

03 Text: Configure index text.

© Select the header and body character styles
and header alignment.
If necessary click the @ to create or edit an

capturing flowed index entries, delete any current index

Staff Setup BookSetup Sawve It Forward

Indas Huskder x

o1 N

Bpecify ta gessral setings for W ndes.

02 inclex Setup @ Tert  Gilspos 0 Flew

Live Chat  Sign Out

y

HERFE JONES

Flow Portraits

Delete Index

Edit Folio
Move Spreads
Practice Pages

. \ [
index character style. © oo Gindecsoun 03Text  oéLowa  08ow
10, C]_ick the NeXt button. - - o Sot the appeorance of headers and body text. A
04 Layout: Column adjustment. = | B
@ Move the text handle to adjust the height of L . it st (P .
the column. = 4l
@ Click the text handle to split the column for - o | Lo | | e
candids or graphics. L .
{® Click the right arrow button 9 to go to the next o :
spread (left arrow button j for previous). e -
14. Repeat the above until the configuration o o ar oiaywsree
is complete. i I o g Rt o
15. Click the Next button. q ][]
05 Flow: Review the Number of Entries, starting page,
and number of pages. @ m @
@ Click the Flow Index button. [][ h
1 Names 02 Index Satup 03 Tent sLayout 05 Flow — . 0 T ._:.T
@ Flow Index |
| Brivdom §

Reflowing an Index

Delete any previously flowed index from the index pages/spreads.

17. From the Ladder, select Edit > Delete Index.

& Click the Yes button to verify you want to delete the existing index.
19. Click Edit > Build Index.

20. Proceed through the Index Builder Wizard.

Flow Portraits

Build Index

Edit Folio
Move Spreads
Practice Pages

The exi

ing index will be from the book. Do you want to

continue?

(e ][ % ]
18
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Proof/Preflight/Submission

Changing a Page's Status:
There are several steps in a page’s workflow. Changing page mode depends on the user’s assigned
role. Except for secret pages, any editor and staff member can view a page.

No edits have been made. Move the page to Edit mode by clicking on the Edit link then
saving changes. Only the persons assigned to the page or the Adviser can change the status.

Edits have been saved to the page. When the page is complete, click the Proof link. Type any
Special Instructions and click OK. Only assigned persons and the adviser can edit the page.

m The page is ready for proofing by the Editor. Move a page to Preflight Ready by clicking the
Preflight Ready link. No edits can be made except by the Adviser and assigned Editor.

The page has been proofed and is ready for a preflight checking by the Adviser.

1. Click Run Preflight.

2. If necessary open the adjoining page.

3. Correct any page alert warnings

4. Click Finish and type any Special Instructions

5. Click the OK button.

6. A Hi-res (high resolution) PDF will be created.
The PDF must be proofed very carefully and
should be printed for your records.

This is your proof before submission.

Only the adviser can run the preflight check.
Click any Preflight Check alert to highlight the page element.
Hovering over an alert will give a brief description of the alert.

Preflight issues definitions:

*Text across the gutter: A text frame that touches or crosses onto the adjoining page.

*Bleed object: Bleed elements must extend to the outside edge of the 1 pica red border around the spread.

*Picture box: The image is not completely filling the photo frame.

*Image resolution: the resolution is too low to produce a quality image; usually has a DPI warning on the image.

*Transparency: JPEG Images with transparency in will not be color enhanced.

*Embedded image: Non-JPEG images. These are not color enhanced at the plant.

*Invisible content: If the page contains frames with no stroke, fill, or content, you are given the option to delete the empty frame.

M The page has been proofed, preflighted, and approved by the Adviser. It can only be unlocked
by the adviser. Pre-Submit is the final step before submitting to the plant.

The Adviser has submitted the page to Herff Jones and the printing process has started.
Displays the pages which have deadlines that have passed.

Needs Work: Is not a status, but used to move a page from any stage of the proof/pre-submit stage back to Edit mode.
Only one person can edit a page at a time. A padlock indicates the page is currently being edited by another person.

It is important to use the Return to Book View button to go back to the ladder. Do not use the browser's back button.
Use the low-resolution PDF for proofing roughs.

If you question the quality or get a DP1 Warning, create a Hi-Res PDF and view it in Acrobat or PDF Reader Previewing
at 150% will give a good representation of the quality of images, etc.

Be sure you are happy with the appearance of the printed PDF; It is your final proof. If you have any doubts about the
PDF, contact the TSA Hotline at 1-877-362-7750.
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Page .
woinon [ = I = [ > [ —> [ —

Process

~

I [/ | |Jump to [ (x| {Au Spreads v | Advanced Search

Search by Page Status Edned
Limit the Ladder's pages displayed using page status. Iﬂ E:gﬁif "
Use the search drop down menu to display within the page status. gre-Sub?nit
bmitted
Ol\J/errglltth
Submission

Once the page/spread is in Pre-Submit mode and PDFs have been created, they can be submitted.
o -

Single pages can be submitted with one click. @ ="
@ From the Ladder, click on a pages Submit button.

2. Add any necessary special instructions.
3. Click the OK button.

Multiple Page/Spread Submission 4 - -

Submit a few pages in Pre-Submit mode. " == | Print Ladder

@ From the Ladder, click on the blank space . —— ] View Spread History
of the first page to be submitted. ’ it T - i
*Hold down the Shift key and select all the ; - greate Lg res PO

. reate Hi-Res PDF
consecutive pages. - -

*Hold down the Ctrl key and select all the non-consecutive pages. Submit Pages

© When all the pages for submission are highlighted, go to:
File menu > Submit Pages.

6. Add any necessary special instructions. s
7. Click the OK button. ==
Express Submit [ o Express Submit ] =
Quickly submit multiple pages at one time. =3 = _
8. From the eDesign home page, click the Book button.  -== - aaa f"_ i e
9. From the Jump to drop-dqwn select Pre-Submit. = -~ '_" - —
@ Click the Express Submit icon. = e -
11. If necessary type any special printing instructions.  “= e =
12. Click OK. =3 0 oy

- =

Submission Tips

*It's a good idea to set the browser cache to 1024 and clear it before you start submitting.
*If any page elements cross the gutter, submit it as a spread.

*It is a good idea to submit complete signatures.

*Proof, proof, and proof again prior to clicking the submit button!

*Proof the printed PDF. The printed PDF is the best representation of the actual yearbook page.
*The automatic preflight PDF is Low Resolution.

«If there is an image quality concern, create a High-res PDF and view, on-screen, at 150%.
*Pages in Pre-Submit mode are not submitted.

*Submitted is the final step of the page workflow process.

*|f there are any questions, before you submit your pages, please contact Technical Support.

*CONTACT TECHNICAL SUPPORT
1-877-362-7750
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Convert Text to Shape
Change text to a shape/outline if you want to
size text larger than 127 points, create a drop
cap, apply a stroke, insert an image into the text,
reflect text, use with compound path, etc.

¥

To Convert to Shapes:

1. Text must be set to LEFT aligned.

2. Use the pointer to select the text box.

3. Go to Object > Convert to Shapes.

4. The text is now a graphic frame and can
be manipulated as desired.

Pen Tool

Use the Pen tool to draw lines, curves, custom
shaped frames, or for text on a path.
1. Select the Pen tool.

2. Click on the canvas to a place point.
3. Click the next point to create a curve,
4. Shift-click to create a straight line.
5. Click on the beginning point

to close the path.

Or double-click to end without closing the path.

6. Apply a stroke color and weight.

Smoothness changes the angle of the line at each point.
Corner produces a straight line. ]
Smooth produces a rounded curve) =

Smooth
Wavy produces a sharper curve. > 0 -

Twist changes the amount of curl in a line at each point.
Twist ranges from -180° to 180° o

Edit Path Tool

Use the Edit Path Tool after you've drawn a path
with the Pen tool.
1. Click a point to see its handles.
(the point turns green)
2. Make adjustments to the point or handles by
dragging in/out or longer/shorter.

_f
Text on a Path Tool

Text can be placed on objects and
lines. Use the Pen tool to draw
custom lines or place text | i
on a shape drawn using the | o mew
shape menu. W O e
To place text on a path: | =
1. Click the path or object.
2. Click the Text on a Path
button.
3. Select the font settings.
@ On the left, type the text.
The text previews as you type. |
© Adjust all text specs on the right.
(Click the OK button.

Compound Shapes

Draw several shapes and compound them
together to create a mask or cutout.

To use compound shapes:

1. Select two or more closed shapes.

2. Click Object > Compound Shapes.

3. If desired, insert an image.

4. Double-click to adjust the image.

=]
o I
L]

To Edit compound shape: &
5. Delete the placed image.
6. Select the object.
7. Click Object > Un-Compound Shapes.

8. Make the desired changes.

9. Use steps 1-4 to compound the new object.

You may use any closed path shape, not just squares.

Because this feature uses shapes, you cannot “compound” the following:
* Lines

* Text, unless you convert it to shapes first.
* Any unclosed path.
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Drop Shadow Change Folio Color N
. age Columns
Drop shadow can add depth to your page. A background or image [
It can be added to any object on a page, behind the page 3) Left Folio Color
4 o o . Delete Left Background Image
including text, image frames, geometric number may make a |GG
objects, pop-ins, and art. folio difficult to read. SRR [N
I Diop Shadaw X § To change the color of a folio:
SelectStfle | Dolete | Disance: Ta_=" 1.0pen the page or sprgad in Page !De51gn.
Bk | @ | . 2. Select the Layout >Right/Left Folio Color
" | © Black - Changes the folio to black.
ur: - . . .
%T__ [== 1 White — Changes the folio to white.
R Yy Ul Default - Uses the Folio Page color.
.{‘:=:‘OJ
B B B3 Download Image s
*Distance between the object and shadow. Download one image file:
*Opacity is the transparency of the shadow. 1. Rjght_click > Save Image As. G
*Blur sets the shadow's hardness/softness. . . mm;
*Angle moves the light source. Download multiple image files:
(Eereseineargiliaaizi oy 2. Select consecutive images with Shift key.
»Apply sets the shadow to an element. Ctrl key selects non-consecutive images.
*Save As allows the style to be used again. 3. Go to File menu > Download images as zip.
=Save allows changes to a style.
. IS Images
To add and format a drop shadow: Transfer Templates —

1. With the pointer, select the element. Easily import or export templates,

2. Click the Effects button [i§§ > Drop Shadow. ¢, potential reuse in another & Popins

3. Make the necessary adjustments eDesign project. it

4. Click Apply, Save As, or Save. il e
To export templates: (30 Temwies )

Drop Caps cg;gg;;;:.;;;gf;gg;‘3*;:;13;';;{.";n*;'m 1. Go to Library > Templates > Expor tems

Use eDesign’s shape [yl fe e s e b gomeeSwdens——— Import/Export Templates button. | & wesee
wrap and convert Freshmen theme s wesems. sopnomars ieme v @) Select Import/Export into an existing order.

horror; junior theme was action, and seniors was

to shape features to  omune. Fout frensy s aivays st e we — €) Select the appropriate project.

don't have a lot of time to prepare and the float has to be

create drop caps. done that day. We resly have o work meether nd st 4 Click Neext the next button.

everything done within the time limit. But [ think we

pulled it off,” McCrancy said. The junior float was
To create a drop cap: in i © Click the respective check boxes.

1. Create and format the story. 6. Cth the OK__'bEEon | T =

2. Create and format the initial letter. —r— o L[ o

3. With the pointer tool, select the letter. e s st ; oo o I e

4. Click Object > Convert to Shapes. R =

5. Size it as needed. e =
Hold the shift key to keep proportional. [mm”x: ‘ ‘

6. Position the letter in the story.

7. Click Object > Bring to Front. Only Advisers can save templates to other projects.

8. Delete the first letter in the story. Transfer business ads from year-to-year.

9. nghhght the text in the Story, Missing staff portraits can be transferred from the previous year.
10. Ahgn the text to the left. All page elements transfer. Remove any unnecessary images, art, or
@ Select Shape Wrap graphics in Practice Pages before resaving and transferring templates.
in the Control Panel.
32
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Reports
When running a coverage report, eDesign scans your yearbook for names and matches
them to the Master List. It then displays the report, which shows you how many times
a name is mentioned and on what pages.

Print Report
Export Report

X Coverage thresholds are set in Book Setup > Reports (see page 7)
Using Coverage Report

You can filter the Coverage Report several
ways, to get a better idea of who you need to
focus on including in your yearbook.

Coverage Report alerts you of duplicate names. Hover over the
name to see a list of pages where the entries are found.

Covernge Report  Stall Activity Reports

& Refresh | All Master List Entries (585)
You can filter several ways: e | —
@ How many times a name is mentioned in | g5 e
0 ® Moderats (22) Search [ 0 Cer |
the yearbOOk' Oi_J.&mIl&e; Times In YB | First Nama Middla Nama | Last Name & | Grade  Gender | Bought Book | Bought Ad |
@ Grade, Faculty, or Staff. e TR — : I
@ Bought a Book, Ad, and/or Gender. Os T P g
. L 1 Ponkn Adae 1
@ Coverage based on submitted pages. 93; M et =
© Duplicate Names Only. o . pii s
[S———4  T Aiexin Asen 16 [ ]
. Bought Ad -
Configure the report and print/save as a P s .S e ? N
student target list. =crpivecr il N -~
. . ] Onplscate Names. Oty [ 1Y Chanton Agmatrong 10
To print a report: === l"e: s s " o o

Click File > Print Report.

FERRRREAT

Export it to a .csv file that you can then open in other
programs, such as Excel.

To export a report:

Click File > Export Report.

e‘M .

o@

L B

FIEi iR o

Using Student Activity Report
The Student Activities Report provides information on staff
activities while engaging in the creation of the yearbook.

To view/print staff reports: T

@ Click the refresh button.

PEFFRPERERRFERRERERRRRREICF
PTRRTREREREPERRRRRRRRIRINET

R R RS R

LR R i
FETRRETEIfOE

|

2. Set the date or date range. @l | v e [ion | oscestet | TR o o oo
3. Use the Shift key to select all or consecutive | """ | : o . i S i c o
staff members. ) fenmin R : : : T S
4. Use the CTRL key to select non-consecutive | i P ! - T
staff members. Sk s / : i oo Y
© Click the Generate button. = = - ! 4 g st

Create pie or column chart:
6. Click the refresh button.

Charting jopional)

7. Set the date or date range. (S o Tre
8. Use the Shift key to select all or consecutive|
staff members. ==t

9. Use the CTRL key to select non-consecutive

T i esig

staff members.
@ Select the Type of Chart.
@ Select the Chart Metric.
12. Click the Generate button.

Reset the Staff Activity Report:
13. Click the reset button.
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HEFFE JOWES.

Quickly customize and send email blasts. This will boost the power of yearbook and ad promotional
efforts to helping you get a copy of your yearbook into the hand of as many students as possible.

Marketing with Send and Sell

You can create several campaigns ahead of time and save them.
When you are ready to send a saved campaign, all you have to do
is quickly verify your recipient list and send the email.

Set your school’'s name and address in Book Setup

The Yearbook Campaign has two preset templates.

The Ad Campaign has four preset templates.

Personalize each email message with dynamic text.

To Use the Campaign Builder:
@ From Send and Sell, Click the New Campaign button.
@ Select the Yearbook or Ad Campaign button.
@ Enter the Campaign name.
@) Enter the email’s subject line message.
5. Click the Next button.
(@ Select the header and color.
@ Insert an editable pre designed message.
© Or enter your own message using the dynamic test.
© If desired, add an image to your email.
10.Click the Next button.
{8 Refresh and choose filters for the recipient list.
12.Click Create Recipient List button.
(& Check recipients to receive the email.
14.Click the Next button.
@® Click the appropriate button:
Send to Myself to proof the email.
Send to All Recipients will send the emails.
Save and Close allows you to send the emails at a later time.

Tag several images to use a different image with each campaign. o
1. Click on an image in the Images library to select it. ‘

2. Right-click on the image, or click Edit from the menu bar.

3. Choose Select for Send and Sell. The image is tagged with an orange “SaS” tag.

Make sure you have the most current information

by updating the Master List in Master List.
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Edit Image

eDesign’s Image Editor lets you make some very interesting edits. You can: Insert Record
Cut out a background Replace Image
Add a color splash to accent a particular subject. Edit Image

Rotate Clockwise
Rotate Counter Clockwise
Delete

Remove redeye.

Change a photo to black and white, sepia, or apply a duotone.
Adjust hue, brightness, saturation, and contrast.

Make a photo transparent by adjusting its opacity.

To open the Image Editor:
1. In the Library or in the page, navigate to the image you want to edit.
2. Do one of the following:

Click the pencil icon /% in the upper left of the image frame.

From the menu, click Edit > Edit Image.

Right-click on the image thumbnail and select Edit Image.

3 Images edited in Image Editor show a purple highlight in the Library.
) Used edited images flag the original as VERSION IN USE.

Editing an image on a page does NOT update
that image. It MUST be replace on the page.

Filter edited images with My Edited Images and All Edited Images.

Cut Out Background - Erase areas of an image. Those areas will be transparent

Color Splash - Converts an image to black & white or sepia, then paints in the original color.
Red Eye Correction - Removes red eye from an image.
Color Filters - Converts an image to black & white, sepia, fade to sepia, or duotone

Exposure - Adjusts the hue, saturation, brightness, contrast, and opacity.

Image Name.jpg Save and Return Cancel and Return

Fit to Window Show Transparency as ...

Utilities

Undo and Redo

As you are working it may be necessary to undo a selection or stroke process. Rather than staring
over, use the Undo and Redo tools to step backwards or forwards.

Zoom and Pan
The Zoom and Pan Tools make selection and editing easier. While you are working, zoom in to make
precise edits while you are working. Zoom out to see the results. Hold the Shift key to Pan on the fly.

Fit to Window
View the entire image by fitting it back to the window size. Show Transparency as ...

Show Transparency as - . . D

When cutting out the background, view the selection cleanly by viewing the
background as a color rather than the checkerboard. Using the color will D . D D
show any missed background items.

Images exceeding 16 megapixels will not import into Image Editor.

Image edits processing may take some time. When processing complete, the new image will appear in the image Library.
Cut-Out Background, Filter, and Exposure edited image will not be color enhanced with Herff Jones Color Plus.

35



Herff Jones eDesign

Book Setup Save lt Forward Live Chat Sign Out

y

ya
Cutting Out a Background
When you cut out a background, you are actually making the background (or any unwanted area)

transparent. You can also make parts of a photo opaque or not quite fully transparent. Adjust the
size, shape, hardness, and opacity of the cursor, as necessary.

Use the shape, hardness and size to draw around the necessary
picture elements. Adjust the hardness to mask the hard edges
and size to remove smaller areas. For more control, hold the shift
key while clicking the Cut tool.

Image elements sometime need restored. Use the restore brush
to add any image elements inadvertently removed. Adjust the
tool controls to achieve the necessary results. For more control,
hold the shift key while clicking the Restore tool.

Make a rough shape with the Line Lasso to cut out large areas.
Set Opacity as needed. Use other tools to fine-tune the cut-out

P orea. Make sure you close the shape by clicking on your starting
point, then Erase Inside or Outside.

The Lasso tool creates a unique free-form shape to cut out, for
example a mascot-shape of a group students. Set Opacity as

: needed. After closing the shape, click Erase Inside or Erase
Outside to remove the necessary area.

E

@ Color-B&W-Sepia

Draw a box around the area to cut out or save. Set Opacity as
needed. Click Erase Inside or Erase Outside to remove the @ Duotone
necessary area. Click Apply Changes if more changes are
necessary.

If you are makmg more edits, click the Apply Changes button EETIEEETTN.
When you’re done, click the Save and Return button LI
to save all changes and return to the book.

At any time you can cancel the edits with the Discard or Cancel buttons |Cancel and Return |

To Cut Out Background:

1. Select the Cut Out Background tool.

2. Select your tool or tools of choice.

3. Adjust the size, shape, hardness, and opacity, as appropriate.
3. Marque or lasso larger areas and delete.

5. Paint out smaller areas changing the brush size as necessary.
6. Zoom and Pan as necessary.

7.Click Apply Changes periodically.

8. Click Save and Return to return to eDesign.

Marquee
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Color Splash
Color Splash is a fun way to highlight part of a photo (a person, an object, groups of people, etc.).

Paint over an area to make it sepia, black & white, duotone, or a custom color/sepia color.

Make the photo almost transparent, then use Color Splash to restore the original color to a particular person or item.
Use sepia for a person and duotone for another person or element.

Make a photo black & white, then add color to highlight a person or item.

Create interesting effects by combining Exposure and Filters.

Paint over the area you want to color splash. You can adjust the
size and shape of the cursor, and even specify the “hardness” of
its edges. For more control hold the shift key while painting the
effect.

womm The Line Lasso is useful for highlighting a large area. Adjust the
=0l opacity of the area you wish to color. Select the area you want to

el hichlight by clicking from point to point, making a rough shape.

Make sure you close the shape by clicking on your starting point.

Draw a unique freeform shape to highlight. Adjust the opacity of
the area you wish to color. Select the area you want to highlight
by clicking from point to point, making a rough shape. Make sure
you close the shape by clicking on your starting point.

Bl area you wish to color. Click Color Inside or Color Outside. Use
sl additional tools as necessary to fine-tune the selection.

If you are making more edits, click the Apply Changes button [T AS .
When you're completely done, click Save and Return button @ Duotone
to save all changes and return to the book. At any time cancel the edits

with the Discard or Cancel buttons | Cancel and Return |

To add a Color Splash to a photo:

1. Click the Color Splash button (paintbrush).

2. Select Color, B&W, Sepia, Duotone, or Color-B&W-Sepia.
3. Adjust the size, shape, hardness, and opacity of the cursor, as appropriate.
4. Paint out smaller areas changing the brush size as necessary.

5. Draw or lasso around larger areas closing the path if appropriate.

6. Zoom and Pan as necessary.

7. Click Apply Changes periodically.

8. Click Save and Return to return to eDesign.

B Draw a box around the area to color. Adjust the opacity of the
Ma

@ Color-B&W-Sepia
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Red Eye

Red-eye is caused by bright light reflecting off the black pupil in the center of
the eyes. Use the Red Eye tool to place a black dot over the pupil.

To get rid of red-eye:

1. Click the Red Eye Correction button (eye) to open the tools.
2. Zoom and pan the image to the red-eye area you want to edit.

3. Click the Red Eye Tool, adjust the size and hardness to the pup11 center.
4. Click on the pupil.

5. Click Apply Changes to save the edits.

Experiment and try several sizes and hardness to get the effect you want.

Click Discard Changes to start over, or Undo to get rid of the last edit you made.

Color Filters

Use Filters to change a photo to Black & White, Sepia, a blend of color and sepia (Color to Sepia), or
Duotone. You can also adjust a photo’s opacity without changing its color scheme, or change both
the colors and the opacity.

To change the color scheme:

1. Click the Filters button (stacked layers) to open the Filter tools.
2, Click on one of the Color Filters.

3. Click Apply Changes to keep your edits.

Experiment with Black & White: Make Sepia: Make the Color to Sepia: Drag  Duotone: Clickona  Opacity: Adjust the
Filters for interesting the entire image entire image sepia. the slider to adjust color to change the  transparency of the
results. black and white. the color intensity to  photo to duotone. entire photo.

B/W or sepia. = m = Opacity

Color Sepia

4
Exposure

Exposure settings that you can adjust are:

@) Hue: shift colors around the color wheel to
change the overall color scheme

{9 Saturation: intensity or richness of the color

(@Brightness: relative lightness of the image

(@) Contrast: difference between the darkest and
lightest areas of the image

(®Opacity: transparency of the image

To change a setting:

1. Click the Exposure button.

2. Click and drag the Exposure tool’s blue slider.
3. Click Apply Changes to keep your edits.
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Description

™ | option - 2 Alt+ 0153 | trademark sign ° | option - shift - 8§ | Alt+ 0176 | degree sign
¢ |option -4 Alt+ 0162 | cent sign * | option - 8 Alt+ 0149 | bullet sign
£ |option-3 Alt+0163 | pound sterling p | option - m Alt+ 0181 | micro sign
¥ |option-y Alt+ 0165 | yen sign 9 |option-7 Alt + 0182 | paragraph sign
§ |option-6 Alt+ 0167 | section sign YVa Alt+ 0188 | one-fourth
© |option-g Alt+ 0169 | copyright Y Alt+ 0189 | one-half
® |option-r Alt+ 0174 | registered trademark Y4 Alt+ 0190 | three-fourths
A |option-" A Alt+ 0192 [ uppercase A, grave accent a |option-"a Alt + 0224 | lowercase a, grave accent
A option - e A Alt+ 0193 [ uppercase A, acute accent 4 |option-ea Alt + 0225 [ lowercase a, acute accent
A |option-iA Alt+ 0194 [ uppercase A, circumflex accent 4 |option-ia Alt+ 0226 | lowercase a, circumflex accent
A |option-nA Alt+ 0195 [ uppercase A, tilde 4 |option-na Alt+ 0227 [ lowercase a, tilde
A |option-uA Alt+ 0196 [ uppercase A, umlaut 4 |option-ua Alt+ 0228 [ lowercase a, umlaut
A | option - shift - a | Alt + 0197 | uppercase A, ring 4 |option-a Alt+ 0229 | lowercase a, ring
/A | option - shift - © | Alt+ 0198 | uppercase AE & |option - Alt+ 0230 [ lowercase ae
C | option - shift - ¢ | Alt+ 0199 | uppercase C, cedilla ¢ |option-c Alt+ 0231 [ lowercase c, cedilla
E option- " E Alt+ 0200 | uppercase E, grave accent ¢ |option-"e Alt + 0232 | lowercase e, grave accent
E |option-e¢E Alt+ 0201 [ uppercase E, acute accent ¢ |option-ee Alt + 0233 [ lowercase e, acute accent
B option-1E Alt+ 0202 | uppercase E, circumflex accent & |option-ie Alt+ 0234 | lowercase e, circumflex accent
E |option-uE Alt+ 0203 | uppercase E, umlaut ¢ |option-ue Alt+ 0235 [ lowercase e, umlaut
[ |option-"1 Alt+ 0204 [ uppercase I, grave accent 1 |option-"1 Alt+ 0236 | lowercase i, grave accent
I option - e | Alt+ 0205 | uppercase I, acute accent i |option-ei Alt + 0237 [ lowercase i, acute accent
[ |option-il Alt+ 0206 [ uppercase I, circumflex accent 1 |option-ii Alt + 0238 [ lowercase i, circumflex accent
[ |[option-ul Alt+ 0207 | uppercase I, umlaut i |option-ui Alt + 0239 [ lowercase i, umlaut
b Alt+ 0208 | uppercase Eth, Icelandic 0 Alt + 0240 | lowercase eth, Icelandic
N |option-nN Alt+ 0209 | uppercase N, tilde i | option-nn Alt+ 0241 | lowercase n, tilde
O |option-' 0O Alt+ 0210 [ uppercase O, grave accent O |option-"o Alt + 0242 | lowercase o, grave accent
0) option - ¢ O Alt+ 0211 | uppercase O, acute accent O |option-eo Alt+ 0243 | lowercase o, acute accent
O |option-i0O Alt+ 0212 | uppercase O, circumflex accent | | § | option-io Alt + 0244 [ lowercase o, circumflex accent
O |option-nO Alt+ 0213 [ uppercase O, tilde O |option-no Alt + 0245 | lowercase o, tilde
O |option-uO Alt+ 0214 | uppercase O, umlaut O |option-uo Alt+ 0246 | lowercase o, umlaut
() | option - shift - o | Alt + 0216 [ uppercase O, slash o | option - o Alt + 0248 [ lowercase o, slash
U option - * U Alt+ 0217 | uppercase U, grave accent u |option-"u Alt+ 0249 | lowercase u, grave accent
U option - ¢ U Alt+ 0218 | uppercase U, acute accent U |option-eu Alt + 0250 [ lowercase u, acute accent
[j option -1 U Alt+ 0219 | uppercase U, circumflex accent U |option-iu Alt + 0251 | lowercase u, circumflex accent
U |option-uU Alt+ 0220 | uppercase U, umlaut U |option-uu Alt+ 0252 | lowercase u, umlaut
Y Alt+ 0221 [ uppercase Y, acute accent v Alt+ 0253 | lowercase y, acute accent
3 |option-s Alt+ 0223 | lowercase sharps, German b Alt + 0254 | lowercase thorn, Icelandic
Y |option-uY Alt+ 0159 [ uppercase Y, umlaut Y |option-uy Alt + 0255 [ lowercase y, umlaut
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