Quick Start Guide

Everything you need to know
to create your yearbook!
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Welcome

Welcome to Irvin Simon Yearbooks! Thank you for volunteering to create your school’'s
yearbook. We understand that you are creating an important keepsake that will be valued by
many for years to come.

We are here to support you at every step and help is only a “click” or “phone call” away.

This Quick Start guide is an excellent roadmap that contains everything you need to know to
create your yearbook. Please read it carefully.

We also invite you to take advantage of our world class support program including:
e Our Website

Visit irvinsimonyearbooks.com which contains great tools including a time line, FAQ
section, how-to-videos, and great tips available 24 hours a day.

e Yearbook Software
Our yearbook software is called Yearbooks! Desktop 2010. Used by thousands of
schools across North America, you will find it easy and user friendly. (When using the
software, simply press “Help” for step-by-step instructions or click “Watch How” to view
great “how-to” videos.)

e Yearbook Design Guide
Check out this convenient printed resource included in your toolkit to easily view our
large and creative collection of clip art and backgrounds.

e Training
Visit irvinsimonyearbooks.com to sign up for free online software training classes.
They are taught by our very own yearbook experts from the comfort of your home. All
you need is a phone and a computer with internet access

e Support Team
Our support team is available to answer your questions. Please email us at
clientservices@irvinsimon.com or call us at 1-800-540-4701. We are here to help!
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Getting Started

Thank you again for choosing Irvin Simon to publish your school yearbook! We have over 60
years of experience in capturing beautiful portraits and creating high quality yearbooks. We
look forward to working with you!

Don’t worry — there is no design experience necessary. All you have to do is follow our easy
instructions. Help is always available every step of the way!

Start early.

We know that you are busy and that you have many distractions and obligations during the
day. If you do a little at a time you will find making your yearbook is easy and fun!

Decide what you would like to include in your yearbook

Start thinking about what types of pages you want to have in your yearbook. You may want to
look at last year’s book for ideas and inspiration. We’'ve also included a sample yearbook in
your toolkit to give even more ideas.

A few suggestions of what you can include are: a letter from the Principal, autograph pages,
baby pictures, a graduate’s favorite memories, collages or candid photos from yearly events
like the school play or Halloween.

Note: When planning your outline, keep in mind that the number of pages for the entire
yearbook must be kept in increments of 4. (Ex: A book can be 40 or 44 pages, cannot be 43 or
42 pages)

Be sure to check out the “Yearbooks” Program Guide to learn about great options we offer like
hard covers, year-in-review inserts and personalized covers.(This can be found in your toolkit.)

Organize your candid photos

Once you have planned out the book, we recommend that you begin collecting candid images
that you may need from other parents and faculty. For example, if you are making a baby
pictures page, start getting the baby pictures now. The sooner you do this, the better off you
will be. This will keep you organized and it will keep your stress levels down.

Also, organizing your library of candid photos is key to keeping your sanity throughout this
process. There will most likely be many candid photos from events throughout the year. Be
sure to organize your photos on your computer in labeled folders (Ex: Halloween, School play,
etc.) This can be a bit time consuming in the beginning but your organization will payoff later.

Later on in this guide, we will provide step-by-step instructions on how to import candid photos
directly into the yearbook software.

Note: Be sure to use high quality images. Visit irvinsimonyearbooks.com/support for details.

Note: If you have photos that are not digital they can be scanned and imported into the
software. See irvinsimonyearbooks.com/support for further instructions.
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The Cover

Choose your cover.

Included in your toolkit is our Yearbook Covers guide. We've got lots of awesome new
professionally designed covers for 2010. Simply choose the cover you want, visit
irvinsimonyearbooks.com and press “Submit Cover” to indicate your cover choice along with
how you want your school’s name to appear.

If you prefer, you can design your own custom cover using Yearbooks! Desktop 2010. For
detailed instructions, please visit irvinsimonyearbooks.com and click on “Submit Cover”

Note: We recommend that you choose from our wide selection of pre-designed yearbook
covers. This will save you a lot of time and allow you to focus more energy on the pages in
your book.

Note: If you prefer to design your cover using Photoshop or InDesign visit
irvinsimonyearbooks.com for specifications.

Your cover submission is due no later than January 22, 2010.
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Installing Yearbooks! Desktop 2010

Now you are ready to download and Install Yearbooks! Desktop 2010. Simply visit
irvinsimonyearbooks.com and click on “Download Yearbooks! Desktop 2010".

Click on the link that corresponds to your computer’s operating system. (MAC, Windows XP, or
Windows Vista) and press Download to save the program to your desktop.

Depending on the speed of your computer and internet connection, this can take up to 20
minutes.

Note: If you are having trouble downloading and/or prefer to receive a copy of our software on
CD-Rom, please let us know.

After your download is complete, please continue to the instructions for installing on Windows
or Macintosh.
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Windows XP and Vista Installation

(1) Double click the Yearbook setup file on your desktop called
“Setup_Yearbooks1l0 WinXP-Vista_Irvin_Simon.exe” and within a few
seconds the Yearbooks! Desktop 2010 Setup window will appear. (On
some computers, an “Open File” window may open up. Just hit “Run to
continue.”) Then, click ‘Next’ to continue with the installation.

(2) Please read the license agreement and if you agree to the terms of
use, click the button labeled ‘I Agree’ and click ‘Next'.

(3) Accept the default location to install Yearbooks! Desktop and click
‘Next'. Click ‘Next’ one more time to proceed. The program will begin to
install. The installation may take up to 15 minutes depending on the
speed of your computer.

(4) On the next screen, click ‘Next’ to continue. (The recommended
options have already been chosen for you.)

(5) When you see the confirmation screen, click the ‘Finish’ button to
continue the installation.

(6) After the setup is complete, you will be prompted to install Quicktime,
the Adobe Flash Player, and Adobe Reader. Follow the instructions on
your screen to carefully to finish the installation.

(7) Congratulations! Your software is now installed. Please continue on
to “Using Yearbooks! Desktop 2010 for the first time.

Note: The minimum requirements to use Yearbooks! Desktop 2010 are Windows XP or Vista
with a 2 GHz Processor and at least 1GB of RAM. 2GB of RAM is recommended. Internet
access is also required.

IMPORTANT NOTE FOR WINDOWS VISTA USERS:

If you are using Windows Vista you may have Microsoft's 'User Account Control' turned on. In
order for the Yearbooks! 2009 to function correctly, we recommend turning ‘User Account
Control off". Here is how to Turn 'User Account Control' off:

Click the Windows Start Button

Click on Control Panel (‘Classic View')

Open 'User Accounts'

Choose the user, and of the available options, the bottom one will be "Turn User Account Control off or on'.
Turn 'User Account Control' off.

Restart Your Computer

ogkrwnrE
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Macintosh Installation

(1) Double click the file “Yearbooks10_IrvinSimon_MAC.zip” on your desktop and
within a few seconds the Yearbooks! Desktop 2010 Setup window will appear.
Click ‘Next’ to continue with the installation.

(2) Once the file named “Setup Yearbooks Desktop 2009 Mac OSX.zip” has
been copied to your desktop, double click the file to begin unarchiving it.

(3) You will now see a folder named “Yearbooks10” on your desktop.
(4) Drag the “Yearbooks10” folder to your “Applications” folder.

(5) Congratulations! Your software is now installed. Please continue on to
“Using Yearbooks! Desktop 2010 for the first time.

Note: The minimum requirements to use Yearbooks! Desktop 2010 are
Macintosh OSX 10.4 or 10.5 with a 2Ghz Processor and at least 1GB of RAM.
2GB of RAM is recommended. Internet access is also required.

!

]

Yearbooks10.zip

»

Yearbooks10
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Using Yearbooks! 2010 Desktop for the First Time

To launch Yearbooks! Desktop 2010 in Windows XP or Vista, double click the desktop icon
titled ‘Start Yearbooks! Desktop 2010’ or use the icon that was created in your Windows Start
menu.

To launch in Mac OSX, open Finder and browse to the folder that the program was installed to
(Macintosh HD: Applications:Yearbooks Desktop 2010), then locate and double
click the file titled “Yearbooks”.

Once you have launched Yearbooks! Desktop for the first time the software will be in
“Demonstration Mode”, with many sample pages already created.

The sample pages were included to quickly show off the many features of Yearbooks! Desktop
2010. Simply click on the checkbox in the “Tip” window to continue. You are now ready to
explore the software. Click on the “Pages” button on the left hand column to begin exploring
different features.

Don't be timid! Feel free to double click on a demo page icon to get a closer look. The demo
pages are interactive. It's OK to press and explore different buttons since you are in
“Demonstration Mode”. Later on in this guide, we will go over basic features step-by-step.

Registering Yearbooks! 2010 Desktop

Once you have downloaded and installed Yearbooks! Desktop 2010 on your computer you
need to request a Registration Number.

-To do this, visit irvinsimonyearbooks.com

-Click on “Request Registration number”

-Follow the on screen instructions.

-Within 2 days, you will receive an email with a unique registration number and instructions on
how to register.

Note: You can begin trying out most of the great features in your software without a
registration number; however you should not begin designing final pages until you register your
software.

When you have successfully registered your copy of Yearbooks! Desktop 2010, you will
receive a “Congratulations!” message on your screen.

On this screen, Yearbooks! Desktop 2010 will ask you if you wish to “Start New Book!” which
will clear your yearbook OR “Keep Current Book”. You should choose to clear the book so
that all of the demonstration images and data are deleted and you can start with a clean slate.

Note: When you choose to clear the book, all of the demonstration pages along with any
content you may have added will also be deleted.
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Building your pages

The first step in creating your yearbook is to Add New Pages.

Add New Pages:

-First, click the “Pages” button on the left hand side of your screen

-Click the “Add Pages” button to open the ‘Add Page’ Window. Follow the instructions on your
screen carefully to add as many new blank pages as you like.

-Then, to begin working on a page, double-click the page you want which will open the page
editor

Note: You can add and delete pages to your book at any time during the creation process.
Keep in mind that when you submit your yearbook the number of pages for the entire yearbook
must be kept in increments of 4. (Ex: A book can be 40 or 44 pages, cannot be 43 or 42

pages)

Note: A great thing to remember is that you can delete and re-do a page as many times as
needed. Feel free to experiment with the different features of the software. If you have added
something to a page that you do not want; simply click on it once and press the “Backspace”
button on your keyboard. This will delete the unwanted item.

Add Text to a page:

- Click on the “Add Text button”

- A Text Edit window will appear on screen.

- Enter the text that you would like to have appear on your page.

- You can choose the font, size and color, and change attributes like bold, italic and underline.
-When you are done click “OK” to add the text to your page.

To adjust the font, size or color after creating your text, click once on the text box to select it
and make the necessary changes from the Tool Bar on the top of your screen

Add Clip Art, Borders or Backgrounds to a page:

To add clipart, click the “Clipart” button to display available clipart. Simply drag and drop the
desired clipart on to your page.

To add Borders or Backgrounds, click the “Backgrounds” button and simply drag and drop the
desired background on to your page.
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Working with Candid Images

Once you have your candid images organized in your computer you can begin to import them
into the yearbooks software. There are 2 ways to import candid photos: They can be imported
one at a time or you can import a whole folder at once.

Note: Be sure to organize your candids on your computer in labeled folders (Ex: Halloween,
School play, etc.) Then, when you import your candids in the software, you will be able to sort
by folder name.

Note: Before you import any candid photos; Please choose the photos that have at least an
85% chance of making it into the yearbook. This will give you less photos to sort through when
you are creating a page in your yearbook.

Note: Please be careful to choose only well composed photos for your yearbook. Images
that look dark on your monitor can look even darker when printed. If in doubt, leave it out!

Import Candid Images:

Importing candids one at a time:

Launch Yearbooks! 2010

Click on the “Images” button on the left side of the screen.

Then click on “Import Images”

It will then ask you to select the photo file you would like to import
Highlight the file by clicking on it then click “Open”

The photo will now appear in your “Images” Library

ok wNE

Importing a folder of candids at one time:

Launch Yearbooks! 2010

Click on the “Images” button on the left side of the screen.

Then click on “Import Folder”

It will then ask you to select the photo folder you would like to import
Highlight the file by clicking on it then click “Open”

The entire contents of the folder will now appear in your “Images” Library

ok wNE

Note: The software has excellent tools to help you label and group your images. This will
help you to find the desired photos a lot faster when you are creating/building a page.

Please see irvinsimonyearbooks.com for details.

Add images to a page

Once you have imported the desired candids you can begin to place them on your yearbook
pages.

1. Open the desired page

2. Click on the “Candid” button (this can be found on the top of the rightmost control panel
square)

3. Simply drag and drop the desired candid onto your page
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Importing Student Portraits:

Yearbooks! Desktop 2010 allows you to quickly and easily place or “flow” student portraits into
your yearbook.

After your school’s retake day Irvin Simon will send you a CD-Rom of all of the student
portraits. This is called a PSPA CD (named after the Professional School Photographers
Association) and will include the portraits of all the students in the school that were
photographed.

When you import the students into the software, their name, grade and teacher will be included
automatically.

Important Note: The PSPA CD will also include the class group photographs. These photos
will not upload into the software when you upload the portraits. If you plan to include any group
photos in your yearbook, you should simply import them as candid images.

Import your PSPA Photo CD-Rom

(D)Insert the PSPA photo CD into your computer. Then begin by clicking the “Students” button.
Next, click the button labeled ‘Import Wizard’ located on the right side of the screen.

(2) Select ‘PSPA’ from the ‘Select Photo CD Type’ drop-down menu, then click ‘Browse To’ to
locate your INDEX.TXT file; it is usually found at the root of your PSPA Photo CD. Click ‘Next’
to continue.

(3) You can choose to organize your school by Grade, Home Room, or Teacher’s Last Name.
These options are called ‘Groups’ and Yearbooks! Desktop uses them to group your staff and
students when arranging the portraits on your yearbook pages.

(4) Click ‘Next’ and then ‘Finish’ to import your Photo CD. Yearbooks! Desktop will copy the
relevant information from the CD, and organize your staff and students into their specified
groups. This will take a few minutes.

(5) Yearbooks! Desktop will inform you when the process has been completed, and provide
you with a tally of the total image count. Click ‘OK’ to exit the wizard. Yearbooks! Desktop will
now review your student data to ensure that there are no errors. When the review is complete,
click ‘OK’ and return to the Student List screen.

NOTE: Once you have imported the students’ portraits from the PSPA CD be sure to review
the spelling of each person’s name.
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Creating Portrait Pages:

Create a Portrait Page

A Portrait page is where student portraits are displayed. You can “flow” all of the students in a
few easy clicks. Don’t worry if you make a mistake, because you can delete and reflow as
many times as you like. The program will not allow you to flow the same person more than
once.

Auto-Flowing Student Portraits

1) Launch yearbooks and click on the “Pages” button on the left hand column.

2) Make sure that you have enough blank pages for the group you are about to place. If
you do not have enough pages you can add pages by clicking on the “Add Pages” button.

3) Click on the “Autoflow” button on the right side of the screen.

4) Enter the page number that you would like for the portraits to start on in the box next to
“Start on Page”. It is critical the you specify the page number before continuing to the next

step.

5) Then look at the column labeled “ Available Groups”. Highlight the group(s) that you
would like to place and click “Add”.

6) This will then move the selected group to the other column labeled “ Selected Groups”.
This column will tell you how many people are in the group. When you are ready for the next
step click on “Next”.
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7) It will then ask you if you would like to add a background. You can then highlight your
background selection under the column “Select Panel Background”. If you are unsure about
background choice at this time you can click “No Background”. (Don’t worry! You can add and
remove backgrounds later). When you are ready for the next step click “Next”.

8) You can now scroll through the different panel layouts and choose how many portraits
you would like to place per page. Highlight your selection by clicking on it.

9) From here you can decide if you would like to add a border or an edge effect to your
portraits. This is something that you have to decide before you flow the photos to a page. It
cannot be added after they have been placed. (However if you do not like the border or edge
effect you can delete the portraits and start over.)

10) Whether you have opted for the edge effect/background or not you can next decide if
you would like to specify the “positions” of the portraits. This feature allows you to further
specify the portrait layout of each page.

11) Once you have made all of your selections and specifications with background, panel,
effects, and positions you can click on the “Auto Flow” button.

12) On the “Pages Ladder” screen you will see orange circle arrows. This signifies where
the portraits have been flowed. (See below)

-------

13) View each portrait page by simply double clicking on each page.

14)  After reviewing be sure to save each page.
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Finalizing Your Yearbook

When you have finished your yearbook you should then get it ready to submit to Irvin Simon.

First, print out a copy of your yearbook for you to review and proofread. To do this, simply
press the “PDF Pages” button. Then press “OK”. Your yearbook will then open up for your
review. To print, simple select, “File” and “Print”.

Review your yearbook page by page and make any edits or corrections that are necessary.

NOTE: PROOFREAD, PROOFREAD, AND THEN PROOFREAD ONE MORE TIME!

Even though you have been through the book many times have two fresh sets of eyes look at
the book after you have. The most common mistakes are the obvious ones that people tend to
miss. Each year there are a few schools that ignore this advice with bad results. Don't let this
happen to you!

Note: Make sure that each student’s name is spelled correctly everywhere in the book (not
just under their portrait.) We make every effort to provide correct spellings of students name,
but the final responsibility rests with you.

Final Checks Wizard

When you've finished proofreading your yearbook and are satisfied that it is error free, click the
Finalize button on the left side of your screen to launch the “Final Checks Wizard.”

Then, click on the “Run Final Checks” button. If everything is in order, you will receive a
“Success!” message.

Click OK and then press Continue.

Then press “Next” two times until you are at the "Final Step: Package Your Files" screen.
Click the “Package Files” button to finish your yearbook. All of your pages will then be
combined into a “Yearbook Package ‘zip’ file. Depending on how large your yearbook is this
can take up to 15 minutes.

Then press OK.

A window will open displaying your Yearbook Package file.
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Sending In Your Yearbook For Printing

Visit irvinsimonyearbooks.com and click “Submit Yearbook”.

Complete the on screen form to confirm details about your yearbook order. Then, press the
"Browse" button to select your “Yearbook Package zip File"and press the "Send It" button to
upload to Irvin Simon. Depending on the speed of your computer, this can take up to 45
minutes.

You will receive an email when the upload is complete and a second email within 2 days
indicating that we’ve reviewed your yearbook. You will receive a hard copy proof in about two
weeks for your review.

Your proof approval and payment must be received within 1 week to ensure on time delivery.
Late proof approvals will cause yearbooks to be delivered after the end of the school year.

Your yearbooks will be delivered about 6 weeks after proof approval. (Please add 3 more
weeks for hard cover upgrades). Enjoy!
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Terms and Conditions

Errors & Omissions

0 Sole responsibility for spelling, grammar, or image placement errors rests with the customer. This includes
spelling of student and teacher names.

o Customer will sign off on proof. Irvin Simon Photographers is not responsible for spelling, grammar, or
image placement errors made by customer.

o ltis the responsibility of the customer to obtain permissions from copyright holder to reprint any
copyrighted material. Full compliance with copyright law is the sole responsibility of the customer.

o While Irvin Simon Photographers will make every effort to provide all student images and accurate data,
final responsibility rests solely with the customer

Deadlines & Timeline

o Failure to submit yearbook by the due date will result in yearbooks being delivered after the end of the
school year for the customer to mail home to students at customer expense.

o Failure to approve proof within 1 week will result in yearbooks being delivered after the end of the school
year to mail home to students.

o Customer is responsible for uploading yearbook files with all elements present and correctly configured.
Failure to submit a complete and correct yearbook will cause a delay in printing your yearbook and may
cause it to be delivered after the end of the school year.

o0 No changes may be made after a proof is approved.

o Irvin Simon Photographers will make every effort to accommodate your requested delivery date when all
deadlines have been met. However, we are not responsible for expedited shipping charges when the
customer has failed to meet the required deadlines or when the production schedule has been adjusted to
accommodate changes and corrections.

Payments

o Payment can be made using check, money order or credit card.

0 Tax-exempt organizations must submit a State Sales Tax Exempt Form for tax exemption.

o Full Payment is due upon approval of proof and placement of order. Yearbooks cannot be shipped until the
payment has been paid in full.

Proof Approval

o Proof approval (for each page) is required in writing. By approving your proof, you indicate that the order is
correct, approved by you and released for production AS IS. Irvin Simon Photographers will not be held
liable for errors on approved orders.

o Irvin Simon Photographers does not provide proofreading services, and will provide a proof to the customer
for review. We cannot take responsibility for accuracy of material printed if it has not been proofread by you.
We strongly advise that you carefully proofread your yearbook before approving the proof.

o Proof approval by the customer is expected within 5 days from receipt of proof. Deviation from this timeline
will cause your yearbook to be delivered after the end of the school year.

o No changes can be made after proof is approved.

0 An Additional Fee will be charged for a printed proof requested by customer when error is not Irvin
Simon'’s.

Other

o Irvin Simon does not provide technical support for general desktop and operating system issues. This is
the responsibility of the customer.

o For customers not using Yearbooks! 2010 software and submitting their yearbooks on PDF, they must
submit Press Ready PDFs. Press ready means the PDF is ready to print AS IS with no additional changes
or corrections.

o Irvin Simon Photographers makes every effort to ensure color accuracy in your finished yearbook.
However, due to differences in proofing processes and printing operations, a reasonable variation in color
from the approved proof and the finished yearbook is to be expected and is considered acceptable. Irvin
Simon Photographers is not responsible for color variation resulting from the customer’s design. Irvin Simon
Photographers reserves the right to choose the best output device for each yearbook based on yearbook
configuration, quality and timeline.

0 We cannot be responsible for paste-up pages received with scratches, flaws, or missing content; improper
preparation of work furnished by the customer; or judgments made in the absence of instructions.
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