Pictavo Community

Encourage others to contribute photos

and purchase their books online
(see pages 6 & 7 for more details)
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Quick Start Guide

A quick overview of the power of Pictavo!
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Help in Pictavo

NEED HELP? Go here to find comprehensive help topics, FAQs and video tutorials all right within
Pictavo! This area is full of in-depth, step-by-step guides that will help answer popular questions and
teach you how to use the many features in Pictavo!
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Dashboard Ladder Images Cover Pages Submit

N i _— Keyword Search
Collapse All | Expand All [+ ] e - Search: el . .
 Masimising the Power of Fictava  Using Colorable Items Use the Search Bar in the upper right hand corner of
g s Pictavo's help area to search by topic or words that de-

= Managing User Access ‘Whan you place 3 coiorabia a page,
Assiin aers mmnmwwwmw. mawmmﬂaﬂrmma . R .
' scribe the area or behavior you need help with.

Managing Upleaded Images

Encourage users to finish pages
= Communicate EMclently

Using chat and sticky notes

Sections & Articles

Share pages with the Principal

Keeping team on track . . .
Wi Browse the Sections to find help categories and click the

Knowing your deadline and boc H 1 H

oot plus sign fo see articles related to each topic. Many ar-

Project milestones and tracking
= How To
= Pietave Video Tutorials

ficles will contain video tutorials by that walk you through
each step.

New fentures for 2014-2015

If at any fime you need help navigating Pictavo, our extensive Help area within the program provides comprehensive
help topics. Technical support is just a phone call or email away to answer any questions that may arise as you work on
your yearbook. 1-800-594-2324 or support@pictavo.com.

Look for the Help icon throughout this guide for the specific topics and areas you can find additional
. help within Pictavo.



Getting Started Activating Your Account

Welcome to Pictavo! Pictavo is full of robust features and tools to help you manage and design an
awesome book. This guide will take you through an overview of each area to familiarize you with Pictavo
so you can get the most out of the program. Get started by activating your account. Once activated, you
can log into your book anytime, anywhere you have internet access!

1. Activating Your Account @"&av
Click on the link in your activation email which will take you to -
your account activation screen in Pictavo. el o)

o _ 2. Logging In

Enter your contact info and a password to activate your book.

3. Start Working

. How would you like to get started?
Choose how you would like to get started on your book.

If multiple people will be working on the book, click on Q¥ ‘ .
Create Accounts to set up additional users and groups. To a“_s }
. . . K . Create Accounts View Book
begin working on your book right away, click on View Book. St mosons ol sl e s o by
more n a single user to creating my bo
You can set up additional users or groups later, foo. -m:'im::tumw create accounts later.

% Repeat Pictavo User

If your school has used Pictavo to create a book in the past, some of your settings and items may be carried over into your
new book, which you may use again or delete/modify at anytime.

These include:

e Last year's pages (will be saved as templates)

e Custom Clip Art you had uploaded

* Backgrounds and Cover Backgrounds you had uploaded

e Portrait settings

* Users and groups you had creatfed (permissions and page assignment will not carry over)



Setting Up Your Book Choosing Your Settings

From your overall book specs to the design of your pages, choose the elements and settings you want
for your book with just the check of a box.

- & _
Settings

Book Settings

View and edit your book’s overall settings and cover seftings, such as:

Overall Book p Cover

Settings Settings
* Page Count e Custom or Stock
* Book Quantity e Cover Personalization (if applicable)
* Binding Type ¢ Inside Cover Printing (if applicable)
* Autograph Pages e Custom Endsheets (if applicable)

_ & DeSign _
Settings

Design Settings

View and edit your book’s design settings, such as:

Portrait Settings Index Settings Page Number Settings

e Font Style/Size * Number of Columns * Placement on page

e Flow Type e Divider Style e Font color

* Name Order e Font Style/Size * Background shape
* Name Order e Font Style/Size

9 Stock Element
' Seftings

Stock Element Settings

Choose or limit which design elements can be used in your book to help maintain a consistent,
fully-coordinated book.

B den S in. ey Do @l @B G| Qo o

View and edit your book’s stock element setftings, such as: e

* Backgrounds * Cover Backgrounds '
e Clip Art e Colors
e Templates e Fonts




Setting Up Your Book Working With Teams

Get more help in the creation process of your book! Set permissions for people based on how much
or how little they will be allowed to do.

[ ] User/Group
&P Permissions

Adding a User or Group
If you have multiple users who will receive similar permissions, it is often easier and faster to create a group, set the group
permissions and assign them as users fo the group.

1. Choose New User or New Group

2. Add a New User or Group

Follow the prompts and fill out the information based on the
permissions you would like the user or group to have. é”“"“““ |

e —
Group Nama
Assa A Now Linsr Staptafr3 Eghors ]
. / bt s —.
i ' iais Drgettd
i) ) TR # Upioas Images  Updaie image
klencyipicimuschonl edu Acd A New User Sep oty | I‘ o Duiete Inoges 4 Croate Foider
| Y @ oo Feoer
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1 Mo Accuss @ view Imges (o Soooe Shrorao
) Vi 8 Gocse Gammunity images et 0t ([ i S
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Gancet  Bach
Assign Pages b
Choose Permissions
po— |
Once users/groups are added, you can also assign them fo
pages using the Ladder. See page 20 for more details. Add Group Info
FEEmN e, o e b L :
e P oz [Rmn. Lwme e 25 % View Your Team
i i NewlUser  SEA Mew Group . . . .
P prersr———r—r— PP R——————— Come back anytime to quickly see each user’s status, edit their
, . permissions and add or delete users or groups.
Kathy Clancy Logged Out () UNASSHENFD Filil Dot
Amclia Marner Logged Ot ) | Fobrary 24, 2004 01 0254 PN UNASSIGNED Edit Delene

Have a user or group that has completed their task?
R [ S PR s Swioctin |5 vaen Delete them if they no longer need to have access to the

Doy Bomere | LoggetOn ) | Pheeey 4, 2004 2 3-8 1 book. Have a user who now needs to be able to do more? Edit
LuvissRoed  Romeve | Lopped Ost @ | Febrary 17, 2014 s 1118 AM Sectue Edtor Edit Diets
o S P bttt =T R i ot their permissions to grant more access.

Find in-depth help in the My Account & User Account Management section of Pictavo's Help area.



Set up your school's own online community with Pictavo Community to allow members to upload
photos, design and purchase ads and purchase products (like their yearbook!). Simply check the box
fo turn Pictavo Community on and choose the options and settings that you want for your school.

Manage Pictavo Community

Upload Settings _
Here you will define the list of categories that community members can e
upload photos info. A list is pre-populated and you can add or remove e B
categories as you see fit. =, ‘::" =
You can also: I — EE;:':
« Determine if you'd like members to be notified once theirimage(s) e = EE

have been used. g:.:g
 Set the maximum number of images each member can upload. EZ:::
 Set the last date you will accept uploaded images. ;&Mm_
e Be sure to save these settings before advancing to Shop School Settings.

[
Shop School Settings
Here you will enter the address where the reimbursement check will be
el S ol R v

sent for money collected through Pictavo Community.
You can also:

e Decide if you'd like to offer discounts to qualified purchasers. W
* Add the required sales tax rate, if applicable. =
e Defermine how the required 5% service fee is displayed.
* Add homeroom/grade for easy distribution. S T

e St ) G e s e e

() Dreree =

Crote DN N T caagii B o s s T et
Piase Gortac 0.t KGR 4T Ay NGRS,

S — SRS Shop Product Settings
Here you will define the product(s) available for purchase and set
your desired price(s). You can also:
e Describe each product and customize your delivery message.
» Set the maximum products available to purchase.
» Set an overall deadline for products or specify
individual deadlines.

% Find in-depth help in the Pictavo Community section of Pictavo's Help area.



Setting Up Your Book Approaching Design

Whether you are using Pictavo design elements, uploading your own elements into Pictavo or
creating custom elements within the program, Pictavo makes it easy to incorporate anything you

want info your book.

Using Pictavo Design Elements

Pictavo has an art library full of pre-designed Clip Art, Backgrounds, Templates and Snippets available for you to create
your book. Many schools like to use these design elements to create a fully-coordinated book, so we have organized

them into collections.

Browse through these collection folders to find art that
coordinates well fogether. You can also search by the
collection name and the coordinating elements will be
filtered to display.
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Using Your Own Design Elements

For a book that matches cover-to-cover, search by a
stock cover number fo find coordinating art that would
go well with one of the Pictavo stock covers.

= :_-:.-_‘E..g(
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If you have chosen a certain theme/collection and only
want those design elements to appear (often great if you
have multiple people working on the book), you can limit
what displays by adjusting your Stock Element Settings.
See page 4 for more details.

Some schools purchase an art collection from an outfside vendor, want to use art not found in the Pictavo library (like their
school emblem or mascot) and/or design pages or elements in other programs. Pictavo makes it easy to upload and use
your own design elements so you can have exactly what you want!

Upload your art and organize it by creating folders for
easy refrieval when designing.

You can also create and save your own templates, and
Snippets using the Pictavo design tools. You can start
from scratch or use an existing Pictavo design element
and modify it however you like, then save it as a
custom piecel!



Ready to upload photos? Just click on ‘Images’ and the tab of the type of images you are uploading
and create folders within the chosen category (as applicable) to keep your images organized and
easy to find. Prompts will walk you through the upload process and let you select multiple images at
once for fast and easy uploading.

Uploading Candids Rz e

Go to the Candids tab to: 1N s E

» Easily upload/delete your candid images. e 2

» Create folders to organize images for ety BRLRY - - -
easy refrieval. g S B

* Quickly rotate images to correct the orientation.

¢ Tag images so names automatically appear in your
index.

5 W o [ TOURRS e PO

Uploading Portraits

With your PSPA-compatible CD/DVD provided by your photographer, you can quickly and easily upload your porfraits,
select the setftings you desire, automatically low them and make any edits or adjustments whenever you need. Just click
on Upload Database and the Portrait Wizard will walk you through the process of uploading your portrait database. You
can also:

* Make and save changes to your database. a8 on PN D e, Qs shms_ o,

» Copy Portraits to candids. Bore e T

* Show portraits with missing data

e Filter to quickly find duplicates. ﬂ . ! ! H . . H H
e Delete an individual portrait or the H - . H ! E “ . .

entire database. e e

e Add new portraits at any fime. ! ! . H H . . “

* Make a duplicate portrait if you want that

portrait on multiple pages. . ' ! - H H - .

 Verify or edit portrait and portrait flow rrmnnt; o et Emen & omem ® Eenm

settings information.

Using Pictavo Community to Gather Images
Pictavo Community opens the door for your entire community fo connect and be a part of your yearbook, increasing
coverage and potential sales. When members upload and submit photos for your consideration in the yearbook via the
mobile app or online site, the photos are placed in the Community area in Pictavo where you can view and select which
fo include.

Go to the Community tab to:

* See images submitted through Pictavo Community.

% ok Coevrasty g 0t

e Select images and drag info your Candids folders so g‘;
they can be used in your book. s

* Hide images that won't be used. iy

* View submitted recognition/business ads and drag into m—

your Candids folder to use in your book.

Find in-depth help with uploading your photos and importing Pictavo Community images in the
' Uploading/Working With Images and Pictavo Community sections of Pictavo's Help area.



Setting Up Your Book Organizing Your Pages

Ladder

Get started planning your book by using the Ladder Descriptions in Pictavo to indicate what content
will go on each page and which users are assigned to the page. Simply go to ‘Ladder’ and choose
‘Ladder Descriptions’ in the drop-down.

Using Your Ladder

* Easily make edits o descriptions.

¢ Visually break down the book project info manageable segments.
e Ensure that you have adequate coverage of all the content of your

book without missing anything important. ===

e Get an accurate estimate of how many pictures you'll be able to use S 3
. . Labvis femd 8
per tfopic so users don't select or expect to use more than there is room. o :
* See the progress that you're making as the book comes together.
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what has or hasn't been worked on. See page 20 for more details.
el Btk By Sonke Ciler Laad Bkt By Jontie S
2 P TG T P g TR Auigaiisen | Assgn G
(= — Lesge | T OBASEAE  BASENS P Liage t— By
s : ;
Lt R Ll L
ay Cwrcy L] o
Ruced Boina L} 1
Lt bt By Wmu-lﬂ.(.“
ey ey | el ety s
E— Liage | T PASEM PAOETS T usge ettt ‘—-:
s : ;
Lt B L L
s : :




Templates

Browse through hundreds of pre-designed femplates.
Search by number of photo boxes or item number to easily
find specific ones, or create and save your own! Just drag
and drop them onto your page and use them as is or as

a starting place to your own design. Star your favorites to
save into your ‘Favorites’ folder to quickly find again!
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Backgrounds & Clip Art g 1
Browse through the extensive art library of pre-designed backgrounds and clip art organized - e B
by collections, or search by keyword or item number. You can also upload and save your = [ E ors  peo

own. Drag and drop your item right onto the page and edit using the ‘Effects’ palette. Look
for the color wheel symbol for items that you can change to any color in the Pictavo color

palette. See page 7 and 11 for more details.

------

Snippets

Simply drag and drop these pre-designed mini-templates
onfo your page and edit as needed. Search by keyword,
description or item number to easily find specific snippets,
or create and save your own in the Custom folder! Star to
save into your ‘Favorites’ folder to quickly find again!
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Current Events

Current Events are available as Clip Art and Backgrounds
in Pictavo. Just drag and drop them onto your page! Select
from a variety of single-page pre-designed backgrounds
and individual story clip art. Add as many as you like and
enjoy the flexibility of choosing placement and specific
current events appropriate for your school!



'ﬁ? Favorites

Quickly find your favorite
design elements. Simply
click on the star above the
element and it will be saved
in the Favorites folder for

Templates, Clip Art, Snippets

“Favorites” folders QLR B n
for quick access to O

flagged items.

==
that category. Backgrounds, 2 omio ;‘E"'mg
and Candids all have their own 5.0 '57; g

Designing Your Pages Design Tools

Y want!
CE6573N_BW
Text Tools ?m Shapes
Click on the text = Oalolo - Choose from a
box icon and draw a '\KM s variety of shapes
on the page where to add to your
you want your new s page. Simply

text box to go. =
Double-click to

add text into the

text box. To make »
edits to your text -
box, simply use :
the tools to adjust.

Photo Boxes

Create a photo box using a variety
of shapes. Simply click on the
desired shape and draw it on

the page. Then click on Candids
and choose the photo you want
fo drag and drop info the shape.
Double-click on the photo to adjust
the portion of the image that is
visible within the shape. Use the
Effects palette to make additional
adjustments.

click on the
desired shape
and draw it on
the page. Then
click on Effects to
— adjust the fill and
border color.

0 Colorable Art
Pictavo offers a variety of
backgrounds and clip art
available for custom coloring.
Just look for the color wheelicon
next to the grayscale item to
quickly find those available for
customization. Drag and drop
the art or background onto your
page and choose any color
from the entire Pictavo color
palette to achieve the look you

Design and edit your pages using these robust, yet easy-to-use design palettes and tools.

m——u Effects

Tigo- This palette allows

2 g you to make

x W O adjustments fo your
| | ET SRR art and images. Just
A = click on the item you

'“"""'m want to edit and
S choose among the

options, including
color, placement,
fransparency
and more!

Candids

Just drag and drop the photo
ontfo the page and use the
Effects palette fo edit for
things like color, tfransparency,
brightness, contrast, drop
shadows and more. Star

your favorite images and go
into your ‘Favorites’ folder to
quickly view them.



Designing Your Pages Design Tools

Design and edit your pages using these robust, yet easy-to-use design tools.

AN . Bl S R

2
/u e

Link Save Edltv vewr 1B @ @ v: 0

Link
Link two pages of your book together so they can be
designed as a spread.

Save

To prevent unwanted changes from being saved, Pictavo
only saves when YOU tell it fo. Save as often as you want.

You will also be reminded to save before leaving a page.

Edit

Click here to erase a background or crop out parts of an
image. Lock an item or fill an entire page with a photo

in just a quick click. Grouping, spacing, alignment and
distribution tools for multiple objects are also found here.

View

View rulers, guides, snap-to guides and grids on your
pages while designing fo ensure page elements appear
exactly where you want.

Cut, Copy, Paste

These tools let you quickly cut and copy items onfo your
clipboard to paste onto your page. You can also easily
cut or copy items from one page and paste onto another.

Crop

Use this fool to easily crop, re-size and position images.

Print

Print a low res copy of all pages, a specific range or just
one. You can also print your notes or ladder descriptions,
tool

Delete
Remove an item or image from your page by selecting it
and clicking the delete button.

Zoom

Use these tools to zoom into or out of specific areas on
your page. Just select the corresponding button and click
on the page area where you want fo zoom.

53 CEIS Do ot
kj._: 4445 5 ™ 30 0 Notes

Position

Use the coordinates for exact positioning of objects based
on the page’s X and Y coordinates to ensure precise
placement on multiple pages.

O

Hi-Res Preview

Size

Easily define the exact height and width of an object. You
can also lock the height and width together to maintain
proper proportions when resizing.

Rotate

Choose an exact degree to rotate an item, or use the
rotation tool on the item and see the degree reflected
here.

Pages

Quickly see which pages you're working on and jump to
the pages before or after by clicking on the arrow. You
can also type in a page number to skip right to it.

Undo, Redo
Enjoy unlimited undo and redo capabilities until you
choose to save your pagel!

Layer
Use these layer tools to bring overlapping items to the
front or back and forward or backward on the page.

Notes

Relay messages to other feam members by simply sticking
a note on the page and/or item. Notes will not print when
your book is published.

Hi-Res Preview
View any page in high resolution to get an accurate look
at how allimages, items and page details will print.



Dashboard

Pictavo makes it easy to collaborate with your team while working on your book. Use these tools to

stay connected and improve workflow.

Chqt View Chats
When you log info your book, you can click on S g e e
the chat button to see all the other users who are el dis | aew | velest  JIESSLEEEEE BRI S e
. . . 1 i = 14, bul... Delsly ©7.10.2015 26 AM Ywarbook Ak
currently working on the book. This is a great way Surel Vowdews Kok monh. _ Dalat 0332013 | izl | ke
. . . 1 I R, .. .. . : s s i for o g e B uploatad
to quickly check-in with someone and make sure T : 5138 A
that everything is progressing. However, if you 2-;';;":’.;,:;;“_"::;';';; gt avay. T et you ko whan there arm
don't see a userislogged in, the chat feature can e
be used to deliver a message to them the next i
fime they log in. L
;:l:blelolk Advisas lasva tha chat theasd
I AM

Dashboaru Ladder Images Cover Pages Submit

_ . g Messages

Reporting/Indexing

If you received a message while you were offline,

| g W ﬁl‘ Coverags @Sages Pictavo will alert you with a popup message upon log

in.
New lessage To view the message, click on the Dashboard in the
e top-level toolbar and click on the Messages tab in

them.

the second-level toolbar. Any chat messages that you

have not yet read will be displayed here in a bold font.
Click on the message to read it.

Sticky Notes
You can also use sticky notes to make comments, ask
questions, or give instructions regarding a particular
page. Just like physical sticky notes that can be placed
on a piece of paper, Pictavo's electronic Sticky Notes
appear on a page so that each user accessing it can
read the note and respond accordingly.

Senior

Tagging Photos

photo! See page 17 for more details.

Communicate to your team who is in each photo by tagging them while working
on the page. Great for caption writing and indexing to quickly view who is in the



"W Flowing Portraits

Once your PSPA CD/DVD has been uploaded, the Portrait

Flow Wizard will walk you through the following selections

",;,‘;”,;;.‘? and then automatically lay out your portrait pages:

* Which group(s) of portraits you'd like to flow onto your

pages.

* How many pages on which you want your portraits to
appear.

* Whether or not you want teachers and assistants
included in the flow.

* How many rows and columns in which you'd like the
portraits to fill.

e The location of the name in relation to the portrait
(e.g. next to the portrait or underneath).

Editing Portraits

You can make edits to your portraits
affer they have been flowed by simply
selecting the portrait group

on the page and clicking on

Edit Portrait Flow.

You can also make adjustments to
names by double-clicking on the name
text box right on the page.

WHAT IS
Youk,
FAVORITE
€LASS
AP wE'?

? Find in-depth help located in the Portrait Flow and Editing the Portrait Database sectfions of Pictavo's

m Help area.
- 4



Editing Portrait Information

You can edit and make any changes to the data

contfained in a portrait by going to Images, clicking on

the Portraits tab and selecting the portrait you wish to
edit. Edits can be made right in the portrait information
box. You can also:

* Move someone to a different group by dragging and
dropping theirimage info the folder you want them to
bein.

» Duplicate a portrait by choosing where you want the
duplicate photo to be placed and clicking the
Duplicate button next to the chosen folder.

When you are done, make sure you click Ok fo ensure all
your changes have been saved.

Once you save the information, the portrait flows will also
automatically update to reflect your changes.

Portrait Flow Settings
You can change your portrait flow settings at anytime
and your portraits will automatically re-flow onto your
pages. Just click on “Portrait Flow Settings” and make the
changes you desire, including:
e Font type and size

e Order of first and last name

Portrait Fiow Ssttings

Duplicate this portrait into sort:

- L
0015.j0g

Courtesy Title:
First Name: gy
LastName: agams
Title:
Grade: 12

Teacher/
Homeroom: 16017

=) Poriits with Complete Data

sl = “ R
oy e pre—— U p—— | p—— L pp——r
= 7 -

)

)

— |

e ey ey T e— R e—ye— L pr—Ser i ppe——

e Sorting organization (grade, teacher)

PoanFomt
Purivait Fut Bizw

Porieat Order:

Ponrat Sioing:

?

<«

Help area.

Ly - -
| TmeahewRoman | v | $ .; _131 =:
- =) -~ s .
f G e B B ooy W G B oy O G ey 1 e, ey, pp—

Fiest Name Last N v | it

Find in-depth help located in the Portrait Upload and Editing the Portrait Database sections of Pictavo's




Thumbnail View

Click here to see a thumbnail of all of your
pages at a glance. Double-click on any page
to go directly to that page in the

page designer.

&t W t— L
ey

Rearranging Pages

To move a page or spread, simply select it and
drag it to the spot you wish to move if. A red line will
indicate where the page will be placed.

Adding & Deleting Pages
Add a page(s) anywhere you want by
defining in the box where you want it to
go. Easily remove pages by selecting the page(s) you wish
fo delete and clicking the delete button.

Linking Spreads
é f To keep two pages together (spread),
Link simply click on the Link button. Click on
it again to unlink them. Linked pages will

move together while unlinked pages can be
moved individually.

Sharing Pages Hi-Res Preview
E Email a watermarked PDF or weblink of D Use this fool fo view your page in the
a page, arange of pages or your entire Hi-Res Freview oso|ution it will print at. Zoom in and out
book to recipients. Great tool for getting approval of areas to view in more detail.
or feedback from administration, faculty
and others! Creating a PDF of Pages
E Quickly download a PDF of a page, a range of

pages or your entire book right to your computer.

Ak Email 3 ow resolution POF

Ter From
|LJ Imatwcod@waltenpubiiahiog con v Make PDF
Wab o ot mres. Sorels mopy o oy smed How many pages do you want to include in your PDF?
‘Select Pages o smail
w n...un-_g-m- Selact pages to include below:
Rarge
(= Range of Pagss __1 13304
LE2)
Frre reither a s ngle
betwsen e pa
For exampls, 1,3,5-12

() All Pages

POF Socumant is alteched Gt EM|



Designing Your Pages Creating Your Index

Tagging Photos

Make sure fo tag your photos while working on the page to be
picked up by the Index Flow Wizard. Simply right-click on the
photo, select “Tag This Photo” and begin typing in the name : i
of the person. Pictavo will pre-populate based on your flowed E‘E‘...Z’ESB‘;
portraits making it easier to quickly find students and faculty Seni (e
already in the book. View or make edits to a tfagged photo
the same way.

Tag

Tag:|Le
Leigh Amdt
Lenny Dawson
Lexie Robbins

Lenny O'Radnik

Flowing Your Index
The coverage report automatically lists the names of every portrait lowed on your pages and any tagged photos. Once
you are on the page you want your index to start on, the Index Flow Wizard will walk you through the following selections

and then automatically lay out your index pages:

¢ Edit name entries

Pee 7 6 = & WMGE® R —— » Define number of pages for index
...;;_.jﬁ?.-. “.x‘..f.ni: I"' L St T e R ¢ « Number of columns
T‘ ' ;n. ! e Divider font, color and size or none
el e Text font, color and size
& * Lines, ellipses or none
= e Designated areas you want to leave
by blank or flow around
& * Mirror layout on opposite page

? Find in-depth help located in the Coverage Reporting/Indexing section of Pictavo's Help area.

- ;.



Designing Your Cover

Pictavo offers multiple ways to design your cover. Just note, the cost of your book is based on your
cover/endsheets/inside cover printing selection, so please contact your yearbook representative for
more information about making changes to these setftings.

Choosing a Stock Cover

e Choose from dozens of professionally designed covers updated
every year.

e Make it your own with your school name on the front.

* Pre-selected font color, style and position (cannot
be edited).

Designing a Custom Cover

Option One

Design in Pictavo from scratch or choose a

pre-designed custom cover background and

customize it however you like.

Option Two

Upload your own design intfo Pictavo.

e Templates are provided based on your book
settings and can be downloaded at:
www.pictavo.com/cover-templates.

* Go to ‘Images’ and click on the Cover Backgrounds tab to
upload your design.

* Once uploaded, go fo Cover, then Backgrounds and
Uploaded Custom Cover to find your design and drag and
drop it onto your cover design area.

¢ Follow the directions in the Custom Cover Guide and make
sure to extend your design into the yellow bleed/wrap area.

Designing an Inside Cover or Endsheets

* Design right in Pictavo or upload your design and drag and drop
it onto the design area.

e Share, create a PDF, mark ready for approval, reject and/or
approve the design.

To access your inside cover prinfing settings (soft cover binding
only), go to Admin > Book Settings > Cover Settings. To access your
endsheet settings (hard cover binding only), go to Admin > Book
Settings > Endsheet Settings.

\ ? Find in-depth help located in the Building Your Cover section of Pictavo's Help area.
"\‘3“\. .




Managing Your Book Tracking Status

Dashboard

m _ m: Coverage
Book Status . Photo Status * Reporting/Indexing

Overi Covr Satus Tracking Book Progress

— Get a quick glance of project status

Overal Page Status * Overall Page Status
_ » Cover and Individual Page Status
el * Main Book Specs

Individual Page Status

e Overall Book Due Date with Countdown

Apprve

Overall Book Due Date:

I Y
)

W Progress | Days Hours Minutes Seconds
T N [] N ﬂ IN ﬂ mEEmEm
Tt 2 345 17121 15 18 17 18 10 3

B 7T 8 %W 0 30 3 2 2

Tracking Photo Usage
e 2 Y - - L Track helpful information about your photo usage:
- « Used or unused Candids, Backgrounds, and Clip Art in the book.
e Candids, Backgrounds, and Clip Art Tagged or UnTagged with data.
 Portraits with complete or missing data.
* Portraits flowed or unflowed onfo a page.
e Tracking Student Coverage
e View tagged photos being used on pages to quickly identify
e (—_ individuals.
Ve e o ¢ Easily view how many times a person is tagged in photos
= s (57 [5]

throughout the entire yearbook.
Adu Name E\t l!nf Duplicates nehtcPM
o — e = — ] * Generate reports and make changes to how often a

person appears throughout the entire yearbook.

e
Ao
Ancerson
Anaersn
Aneersen
aense
woming

TR
"
o]
Q000000

[EESTREIETE 2
t

% Find in-depth help located in the Coverage Reporting/Indexing section of Pictavo's Help area.



Managing Your Book Tracking Pages

Ladder
The Ladder lets you see a visual organization of all of your pages, statuses and warnings, and
assigned users at a glance. Double-click on any page to go directly to the page or click on the icons
to do any of the following actions listed below.
[ show Al | v Filter Page Status Indicators

Ready for Aoproval - Filter to view all or only Colored dots make it easy to see the status of each page.

Rejected specific pages. * Red = Nof Started

Approved =In Progress/Rejected

Show Al * Green = Ready for Approval

Ladder Descriptions * Blue = Complefe and Ready fo be Submitted for Prinfing

Share Pages
Email a low-resolution PDF or URL of a page orrange
of pages to one or more recipients.

PAGEMTY T Usage

*
=
o
3
ES
=1

Create a PDF

Create a low-resolution or watermarked
high-resolution PDF of a page, range of pages,

L;L_ or the entire book.

Assign Users or Groups

Quickly assign users fo as many—or as few—pages
as you'd like. Groups can be assigned to pages to
quickly provide access fo multiple people at once.

Last Edited By : Jeney Atwood  Last Edited By : Jenay Atwood
at 11:14 AM on 707714 at 11:14 AM on TIOTH4

9

Usage ~  PAGE 12 PAGE13 Usage

Set Privacy
Select any page or pages you don't want users
fo see.

Page Number Settings
Easily edit the placement, font, and color for your
page numbers.

Last Edited By : Renee Belina Last Edited By : Renee Belina
at 10:51 PM on 5/21/15 st 10:51 PM on 57217115

Mark Pages Ready for Approval

Mark pages ready for admin approval. Just click on
the page(s) and click the green check.

Usage ™ PAGE 14 PAGE15 T Usage

Reject Pages

Review pages marked Ready for Approval and
reject any that need to be edited by clicking on
the yellow X.

00 B E

Last Edited By : Jeney Atwood Last Edited By : Jeney Atwood
at 11215 AM on 7/07/14 at 11:15 AM on 707714

Approve Pages
Review pages marked Ready for Approval and
Usage | D PAGE16 PAGE17 © | Usage approve by clicking on the blue star.

o

\ i; \ Find in-depth help located in the Ladder section of Pictavo's Help area.
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Managing Your Book Tracking Your Team

Dashboard
Get specific data about team collaboration and progress to help keep your team on task and make

grading easier.

(=

)4 i Team
=

Messages

Viewing Communication

View team chats and sticky notes here to track communication

g e awa o altmm

among feam members.
Othar Sticky Hotas
e - i

S e "

Viewing Individual Progress

Team Hembors Total Assigned Pages ot Started. in Progress Ready for Approval Approved . . . . . .
I Bl W T e e Quickly see statistics for your entire team, including:
1IR-145,047-249 138-137,148, I88-200 .
Amelia Martiner 7 m 1 (8) 7 (o) ° TOTO' GSSIgned poges
et s L e e s ] * Pages not started
138-145.147-248 136-137,146, 288- 189 .
Cavsandra Farrsal 308 ((198) :a‘:a;.x:::;;.' [z ;u.:‘;:“x;:s;:: (L5} :::'_:;“"“""' [T ° Poges In progress
138145147249 1346-137,144, J88- 289
i o ol B o I S Sl * Pages ready for approval
138- 134-137,144, 288280
- e e W |01 s | Sus e, * Pages approved
e

LIM-145,247-208 238-137,148, 308-200

Exporting a Usage Report

Track details surrounding individual usage and quickly e ;
pull a report, getting specific data like: P .
« Total time spent on each page ——— e ¢
* Total fime pages/book accessed mc?

e Total number of images uploaded

Just go to your Ladder and click the Full Usage Report

| A

Last Edited By : Jeney Atwood
at 11:13 AM an 7407/14

Assign Users

Full Usage Report Il‘
TmEE——

Assign Groups

Usar(s) Saves(0) PAGE3 O | Usage Usar(5) Saves(0)

Cassandra Farrell a Cassandra Farrell a

button and Pictavo will generate a full usage report Boney ron . - o
in standard spreadsheet format you can view with Jr—— o Pimeta \atbes o
Kathy Clancy a Kathy Clancy [

Microsoft Excel.

Assign Users

Assign Groups

Last Edited By : Jeney Atwood Last Edited By : Jeney Atwood
at 11:12 AM on 7407444 at 11:12 AM an 740714

Assign Users

Assign Groups

Usars) Savesld) | | Usage | © eaces PAGES © | Usage User(s} Savos(0)
Cassandra Farrell a Cassandra Farrell 0
Boboy Johnson a Bobby Johnson [}
Latvius Reed 0 Lativius Reed 0
Amelia Martinez 0 Amslia Martinez 0
Kathy Clancy a Kathy Clancy 0
Rtk
Lasl Edited By : Jeney Atwoed  Last Edited By : Jeney Atwood
Assign Users | | Assign Groups | at19:12 AM on 707414 2t 1112 AM on 7107714 Assign Users | | Assign Groups
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Managing Sales Using Pictavo Community

Whether you are selling online, offline or both, easily account for every sale paid by credit card,
check or cash. See page 6 for help setting up the item(s) in your Pictavo Community account. Offline
orders can be manually added anytime and online sales will show automatically after purchase.

— [ m Manage
é Sales

Tracking Sales DT o o
Here you can: Sales at a Glance
» Keep a constant pulse on all sales through an automatic At Middie Scto) qullq ok $1£;9.?5

Sales At A Glance report.
e See individual product sales by number of orders and
amount collected.

=0
P i ] ¥ ek L - an L bl wx
* Track credit card, check and cash payments by e S Y . e
product type. R O
e T N a = N
e T i g S
perespoon v T ; oy Qs )
Dsirass k. 1 Page ' v 1 3 wm =0 =0 Lo
ToTRS - s e m ursa nre 40 aws
somurines TR o o P
Add an Order
Fiequred boim ae rotes o bk
Purchaner Jotn £
Student: Mar S
e - Adding Orders
FTOIUCE | e 8 ‘Yearbook - Personaired (0433001901 =
et Here you can:
— - e Add offline (cash or check) orders fo conveniently track
pempm— %
<aiprai all sales in one place.
Fayment ethod: Chedk o . .. .
—— @ [ = * Make a note of any individual circumstances related fo
it i © T © st a particular order (e.g. special delivery instructions).
[ W
Order Darte: oajnn: B
Ad Design Recedved: = Mo s
N Plesase deliver s Orie 10 okder sister Megan 1 Urs. JOnes Homeroom 124, since Max il
e bbb ey
[ caveomn JERR
Viewing Orders e osn T
Here you can: G EE ) T e oy
* Easily review all data collected from each order. ey et .
« Filter data to see only the information you're interested in. e —————
. L ] e WS NATS  GCRBMT AT Lo Dale tyv: T mm Qogenr :;:: | =2
e See how much tax has been collected, if applicable, so you e e e ey ey B | e e g e
. . . et tust Brawes Enakes  Kedser's Dictoaay 10126014 o o 0 AsoherprodectD 45770 Crede Card
can submit it as required by law. it SN DI IR 0 0 OMSPieRes 4SS Coacan |
. S e o ity v P B I s gy
* Track whether each purchaser has received the product(s) T o an neeouee s o
el beat Seates Inakey  GRADDVOMROU  OROMTON4 o o O Toni Pusonaliund  TEITT  Cowdli Card
fhey Ordered' et Bestes Snshes ORADEVMROU  OMOAO1S 6 o O Tust Paisondind  TREFT  Covon Caid
. . eatinat st Wasuters Ductoany [OMTS094 o o © TeatPevonaiced 77306 Crecli Card
* Export data info Microsoft Excel for even greater mam i geeecad oo | o 6 enenesie e i
. . Wil Uit GRADEMONROU  VUTATON o o O HaEPus Recogr 01353 CreanCars
reporf Cusfom|zohon. atest tabetane GRADEMDNROU 198014 o o D QurrFaoeRec B2 Credecard
il tatataca CRADEACMEON  AUTIR0N o o OEginiuge e M1M4 CreeCas |
o1 = ._.vfl'
[ s ] [ o0 oroer]

Find in-depth help in the Tracking Sales and Adding Offline Orders articles in the Pictavo Community
section of Pictavo's Help area.
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Finalizing Your Book Proofing

Ladder
Proofing

Before submitting your book make sure you proof it thoroughly. This can be done in several ways:

e Proof on-screen in full-screen view by going to the Ladder and clicking on the ‘Full Screen’ icon.

e Save a watermarked high-resolution PDF of each page to see how page details will print or use the hi-res preview button
fo proof onscreen.

e Print out a hard copy or copies of your book to proof.

» Use warnings viewed from the Ladder to quickly identify and fix potential problem:s.

Page Warnings

Warning boxes alert you of potential problems with

itfems on the page. Click on the red warning box for a

list of the warnings on that page.

Warnings include:

e Low-resolution images

¢ Not all portraits are flowed

* Page elements close to the trim edge or extend
outside the safe area

Double-click on the page to go directly fo it to address

the warning.

Page Approval
m * When each page has been reviewed and approved for printing, click the blue star button to approve
the page.
* Once all pages are approved, they can be submitted for publishing.

% Find in-depth help located in the Page Approval Process section of Pictavo's Help area.
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Finalizing Your Book submitting

When you are ready to submit your book for publishing, go to Submit. Once your cover and pages are
submitted, you will see a green check mark over each. This indicates that your work is done! Great

job!

i

Plaaas dewcrin whers io place rames oo tha cover:

Autograph Pages (Additional Charges My Applyl
| Add Autograph Pages

PR ™
Cr- o= | = TEE SERRRRCET
Pasmion
1| | appeove any low rescluson images in my ook
g
phus addtien production B
Copyripht Iinfarmaticn.
B ey
e b i oo
‘and thal o X il
Shappang Addreas far bocks.
Mama
Acdrens (WO PO B
Caty State | Prrance: w | I/ Postal Code:

. Custom Cover Submission

e If you designed your own cover, you will need to submit it
to your publisher earlier than the rest of your book.

e Just click Submit and verify your book specifications.

. Pages Submission

e After all of your pages are complete and approved, you
can submit them for publishing.

e Click Submit and verify your book specifications (e.g.
number of pages, quantity of books, binding type).

* You will be alerted if any portraits have not been flowed,
so you can fix any mistakes before submitting your book.

e Confirm that any additional items are properly ordered
(e.g. personalization, autograph pages). Keep in mind that
additional charges may apply so make sure you consult
with your yearbook provider if you wish fo change anything.

eIndicate any special instructions.

% Inside Cover Printing & Endsheets

e |f you designed an Inside Cover, be sure fo complefe and
approve your design and submit with your cover.

e If you designed Custom Endsheets, it will require a
separate submission from the cover.

% Find in-depth help located in the Book Submission section of Pictavo's Help area.
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