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1 Introduction

Welcome to YBLive software!

This software uses the latest HTML5 web-based application technology to make creating
your school yearbook fun and easy, while also offering a broad selection of features and
creative tools. And since it's completely online, you can login and work on your yearbook
from anywhere!

1.1 The Basic Process

The basic process for creating your yearbook will involve defining the book using a planning
ladder and then designing individual sections using a robust set of page design tools. You'll
be able to combine templates, photos, text, clip art and other elements into custom-
designed, finished sections.

Multiple users can collaborate on the yearbook simultaneously, each working on their own
sections. Finished sections will be checked into an adviser for review. The adviser can then
approve or reject each section, with online comments and interaction.

Once all sections of your yearbook have been created and approved, the yearbook will be
ready for print! Sale of the finished book can be accomplished traditionally in the classroom,
or online with a Shopping Cart.

1.2 What's New for the 2022-23 Season?

If you're a returning user, you may notice some new features that have been added for this
season. Here's a list of the most significant changes and additions:

e Activity Page Preview: You can now Preview the book from the Activity page.
Additionally, any user with Viewer-only privileges can only see the Activity page and
view the book.

e Grids and Rulers: A new Ruler feature is now available in the editor. The ruler can be
turned on and off, and the editor now remembers your ruler, grid and snap settings
across all editing sessions and all sections.

¢ New Borders and Edges dialog. A new Borders and Edges dialog replaces the
original borders control and allows you add a shape to an image frame, add a stroke,
fill, and drop shadow, and control color and transparency. The previous Edge
Effects functionality has also been incorporated, with enhancements, making all
image frame editing available in one place.

¢ New Add Shape tool. A new Add Shape tool allows you to add a shape to the page,
and adjust border, corner radius, fill, transparency and drop shadow.

e Add Borders to a selection of frames. Borders controls are now available for a
selection of image or text frames, allowing you to add borders, shapes, fill colors, and
drop shadows to a selection of multiple frames at once.

¢ Adjust Font for a selection of image frames. The Edit Text dialog is also now
available for a selection of frames, allowing you to adjust font, size and style for a
selection of multiple text frames at once.

¢ Center Alignment. An Align Center feature has been added to the Alignment menu,
SO you can now center a selection of image or text frames both vertically and
horizontally.
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e Colorization for Candids. A new Colorize feature allows you to adjust the color of
candid images using the standard color palette.

¢ Background Knockout. A background knockout feature allows users to remove the
background from a candid image with one click.

¢ Upload Candid photos as PNG files. You can now upload candid photos as PNG files
with a transparent background.

e Drop Shadow in Portrait Wizard. The Drop Shadow feature in the Portrait Wizard
has been expanded to all frame shapes.

¢ Fill Color in Portrait Wizard. You can now fill names with color, and change the font
color in the Portrait Wizard.

¢ Adjust Name and Metadata in Reflow Portraits. In the Reflow Portraits dialog in the
editor, you can now change the name display (First, Last or Last, First) and also
organize Metadata. This allows you to make these changes to an existing panel page
without the need to use the Portrait Wizard.

e Page Number Configuration. Page Numbers can now be configured and reset on
the Adviser Configure page. This feature can be enabled and disabled in Admin.

e Copy Saved Layouts. Saved Layouts can now be copied to the Master site, for the
purpose of using them on other sites in the same account. This feature is only
available for Admins.

¢ New and Updated Content. 15 new professionally designed High School
Themes have been added, along with new backgrounds, fonts, elements and covers.
In addition, there are a variety of new Portrait and other layouts.

e Cover Themes. The Themes tab is now available in the editor for Covers, with a new
set of adjustable cover designs for each theme.

e Theme Info. Detailed Theme information is now displayed along with a preview of
each theme on the Adviser Configure page, and also in the Editor.

¢ Limited Theme Sets. Also on the Adviser Configure page, content can now be limited
to only Elementary, Middle School or High School themes, allowing Advisers to
control the amount and type of content available for users to choose from.

¢ Background Search. You can now search backgrounds by keyword.

¢ Delete Individual Pages from a Section. You can now Delete individual pages within
a section, and Rearrange Pages, using the Configure feature on the Yearbook Ladder.

¢ Delete all Portraits. You can now delete all portrait folders with one click. This is an
Admin feature, to be used for support purposes when its necessary to delete all
portraits.

e Past Due and Completed Notifications: A bold message will appear in the Yearbook
Info section of the Activity Page when the book is Past Due, and when it has been
Submitted.
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1.3 Using this User Guide

This User Guide describes the process for creating your yearbook using all the features in the
software.

Helpful Tips and Important things to note are emphasized in blue text.

Shortcut links to other relevant sections of the User Guide are shown as underlined. Clicking
the underlined link will take you to that specific section.

1.4 Configuration and Preparation

Before you start, your software should have been configured with a blank book, in the
appropriate style and number of pages. If you have any questions about this configuration,
please contact your yearbook provider.

Once this has been accomplished, you are ready to begin creating your yearbook. In
preparation you should have a plan for the organization of the sections in your yearbook, and
the expected number of pages per section. It is also helpful to have your candid photos
organized for each section.

Finally, if multiple people will work together to create your book, such as in a Yearbook Class,
you should have a list with the names, and e-mail addresses if appropriate, of each person
that will be involved, along with an idea of their individual responsibility. This planning will
help to assure that the creation process goes smoothly.

1.5 Software and System Requirements

Please be sure that you are using a compatible computer/device and a supported browser to
create your yearbook. YBLive is certified to run reliably on the following systems and
browsers:

Operating System Device Browser
Apple Macintosh Laptop computers Apple Safari
Desktop computers Mozilla Firefox
Google Chrome
Windows Laptop computers Mozilla Firefox
Desktop computers Google Chrome
Microsoft Edge
Apple iOS iPad tablet Safari
Android Tablet computers Google Chrome
Chrome OS Chromebook Google Chrome

Note that new operating systems, browser versions and devices are constantly being made
available, and we're committed to providing compatibility with the most popular platforms. If
you have any questions about a specific device or operating environment, please contact
your representative.

IMPORTANT! For the best software performance, you need to have a reliable high-speed
Internet connection.
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1.6 The Basic Steps

Below are the basic steps for creating your yearbook using the software. Each of these steps
is described in detail in the User Guide. Click the link if you'd like to go directly to the section.

1

o N W N

Add users to the software

Add sections to your book, and assign sections to individual users (if applicable)

Upload and organize photos for use in your yearbook

Edit the sections of your book

Submit sections for review and approval

Submit the final book for print!

1.7 Help Within the Software

In addition to the information in this User Guide, you can also click the Video Help link at the
top of each page of the software for a video overview of the main features on each page.

Click the Help link at the top of each page for online access to this User Guide.

Now, let's get started on your yearbook!
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2 Using the Software

Your yearbook software has its own web site. You should have been given a link to your
yearbook site by your adviser or administrator, along with a username and password. Each
time you use the software you will go to this site and login on the home page.

2.1 User Login

On the home page of your site, you will see your school’'s name, with a login section below it.
To login, enter your username and password then click the Login button. If you do not have
login information, please contact your adviser or administrator.

%YEARBOOKPRO

Your School

Login to your account to get started.

Forgot Password?

If you forgot your password, or your password isn't working, click the Forgot Password link.
You will be redirected to the Forgot Password page. Type in the e-mail address that you
registered with, and then click Send. You will receive an email with instructions for changing
your password.

Please contact your Yearbook Adviser if you have any issues logging into the software.

2.2 The Navigation Bar

The Navigation Bar provides access to all the features in the software.

fﬁp Activity [ Yearbook Photos r% Users @ Sales {C}} Configure

—

Main features are organized on six different pages, which will be available to you based on
the permissions granted by your adviser or administrator.

Depending on your permissions you may see buttons for some or all the major functions,
each of which is described below. The Users section of this document describes the
permission levels required to view each of the main features.
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2.2.1 The Activity Page

The Activity page is the main dashboard page that you see when you log into the software.
The Activity page provides information about the book and overall progress.

2.2.2 The Yearbook Page

The Yearbook page allows you to set up and organize your yearbook using a planning ladder,
arrange and modify individual sections, assign sections to different users, and check out
sections for editing.

2.2.3 The Users Page

The Users page allows you to add users to the site and modify their permissions.

2.2.4 The Photos Page

The Photos page allows you to add and organize candid and portrait photos and clip art for
your yearbook.

225 The Sales Page

The Sales page allows advisers to track sales of yearbooks, yearbook ads and other products
sold online.

2.2.6 The Configure Page

The Configure page allows advisers to manage the available content, as well as page
numbers in the book.

2.2.7 Video Help

Click the Video Help link at the top of each page of the software for a video overview of the
main features on each page.

TIP: We recommend that new users of the software watch the Video Help Tutorials at the top
of each page. This is a great way to learn the software quickly!

2.2.8 Help

Click Help to view any current help or warning messages from the software. A message
indicator will appear when there is a new help message.

Below any alert messages you will also see a link to this User Guide. Clicking the link will open
the User Guide in a new browser tab, showing the section related to your current location in
the software.

2.2.9 Logout
Click Logout to exit and log out of the software.

The following chapters describe each of the main features organized by function.
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3 The Activity Page

Each time you login to the site, you'll see the Activity Page. This page provides an overview of
the yearbook and its progress and is your starting point for accessing the features in the

software.
Your School
fﬂ Activity L Yearbook Photos & Users @ Sales {5:} Coenfigure a Help @ Video Help Q Log Out

Activity Overview *YEARBOOKP RO

Yearbook in Progress

Your yearbook is 0% complete. Click the Yearbook tab to edit sections. Once all sections have been completed, and

§ Yearbook Info
then approved, you will be able to start the proofing and final submission process.

Due Date:  3/15/2023
Today's Date: 8/29/2022
Countdown: 198 days remaining

Page Progress Cover Progress
Cover: Hard Cover
Pages: 8Pages
Not Started 0% (0 pg) Not Started 0% (0) 60 Pages Maximum
In Progress 100% (8 pg) In Progress 100% (1)
Completed 0% (0 pg) Completed 0% (0)
Approved 0% (0 pg) Approved 0% (0)
Messages 9
Uploaded Photos Total Photos Unused in Book Unused Portraits Welcome back to sehool! Please contact us with
e 5 e any questions about your yearbook software.
. Have a great year!
Portraits 0 )
Hi everyone,
1100k forward to working with you all to create the
best yearbook ever!
11l post our first lesson here next week! For now
Activity please spend some time learning the software and
watching the videos.
Date Time User Event Section VR
8/29/2022 115:00 PM awood@pixami.com Checked in Hard Cover 2 Yearbook Adviser
8/29/2022 114:00 PM Checked out Hard Cover
8/29/2022 114:00 PM Checked in Hard Cover
8/29/2022 114:00 PM Checked out Hard Cover
110:00 PM Checkedin Hard Caver

The Activity Page of the site provides access to all major features.

All the functionality on the Activity Page is organized into sections, or ‘boxes. Here's a
description of the main sections on the Activity Page:

3.1 Status box

Yearbook in Progress

Looking good! Your yearbook is 7% complete. Click the Yearbook tab for more detail. Once all sections have been completed, and then
approved, you will be able to start the proofing and final submission process.

The Status box at the top of the page displays information about the current status of the
book, and the next steps.

3.2 Book Preview

I
@

bl

The Book Preview to the right of the Status box shows a small thumbnail of the cover, and a
Preview icon. Clicking the icon brings up a current preview of the book.
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3.3 Progress box

Page Progress Cover Progress
Not Started [ | 1% (8 pg)
59% (41 pg) In Progress
Completed [ 23% (16 pg) Completed
Approved . 5% (4 pg) Approved _

Uploaded Photos Total Photos Unused in Book Unused Portraits
~a d Photos 135 72 2 (101

404 101

The Progress Box provide a real-time visual overview of progress for the Book Pages and for
the Cover, with a set of color-coded progress meters.

The Not Started progress meter shows the percentage or number of pages that have not yet
been started, in red.

The In Progress progress meter shows the percentage or number of pages that have been
started and are in progress, in yellow.

The Completed progress meter shows the percentage or number of pages that have been
marked complete by an editor, in blue.

The Approved progress meter shows the percentage or number of pages that have been
approved by an adviser, in green.

In general, as you glance at the progress meters, more red and less green means the book is
in an early stage. As you progress though the design process, you will see more green and
less red, to indicate that the book is nearing completion.

Candid and Portraits Status

The Candid and Portraits Status section shows the total number of Candid Photos and
Portraits that have been uploaded to the software, and the number of each that has not yet
been used in the book.

3.4 Activity Log

Activity

The Activity Log box shows a real-time log of all user activity in the book. Items are arranged
chronologically with the most recent at the top of the list, and the user and book section are
shown for each event. You can scroll through the Activity log to see a complete history of the
book.
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3.5 Info box

Yearbook Info

Due Date: 3f5/2023
Today's Date: 8/29/2022
Countdown: 198 days remaining

Cover: Hard Cover

Pages: 8 Pages
60 Pages Maximum

The Yearbook Info box displays the Due Date for your yearbook, along with today’s date, and
a countdown of days remaining. Below the due date information, you will also see the book
specification, including Cover Type, Number of Pages, and Quantity ordered. These items are
configured by your yearbook provider.

If the due date has been passed and the book has not yet been submitted, a large Past Due
banner will appear in the Info box.

Once the book has been submitted, a large Book Submitted banner, along with the
submission date and user information, will appear with the info box.

3.6 Message box
Messages (/]

Welcome back to school! Please contact us with
any questions about your yearbook software.
Have a great year!

Your Yearbook Provider
Hi everyone,

| look forward to working with you all to create the
best yearbook ever!

I'll post our first lesson here next week! For now
please spend some time learning the software and
watching the videos.

Mr. Johnson
Yearbook Adviser

The Message box displays any important messages or announcements from your yearbook
provider and from your yearbook adviser.

Any user with Adviser privileges can add or update the adviser message by clicking the Edit
icon, and then typing in a new message.
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4 The Yearbook Page

On the Yearbook page, you can set up and organize your yearbook, arrange and modify
individual sections, assign sections to different users, and check out sections for editing.

Your School

QO‘/ Activity Yearbook Photos & Users @ Sales {@} Configure @ Help @ Video Help O Log Out
Yearbook Ladder
Sectio -
a New Section o Submit Proof Pages: 1-5
Stat In Progress
L] < @
Section Name Pages Numbers  Status Actions
.Hard[nver 1 R In Progress Pe@H0 (]
.\r\trn 5 15 In Progress [ i RO N « W /] (]
.Purtrswtzlnlrc 2 &7 In Progress @000
@ scrooicave 12 819 In Progress (i O3 N ] (]
Clubs 2 2031 in Progress Pe@H0 (]
@ o 2 32-43 In Progress [ i RO N « W /] (]

The Yearbook Page contains a Ladder for creating and managing your book.

The Yearbook Planning Ladder, located on the left side of the Yearbook page, is a valuable
tool that graphically illustrates all of the pages of your yearbook, arranged into sections as
they will appear in the finished book, with page numbers. The ladder helps you organize the
book and determine the overall number of pages needed. In the case of a collaborative effort,
the planning ladder can also be used to allow individual users to work on different sections of
the book.

The Section View, located on the right side of the Yearbook page, displays a current
thumbnail version of each section in the book, and provides shortcut access to key
functionality.

TIP: Clicking on a section in the Yearbook Ladder will scroll that section into view in the
Section View.

The Yearbook page is accessible by users with Adviser, Editor and Staff privileges. If you don't
see the Yearbook button on the Navigation Bar, you have not been provided access.

4.1 Organizing Your Yearbook Using the Yearbook Ladder

It's helpful to plan and organize your yearbook ‘off-line’ before you get started with the
software. You can then use the yearbook ladder to easily set up your yearbook.
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Yearbook Ladder

0 New Section o Submit Proof

Section Name Pages Numbers Status Actions
.HardCDver 1 5 In Progress Pe$o [a]
@ 5 15 In Progress 0 eso [a]
.Pnrtra'\ts\ntro 2 67 In Progress @0 (&)
@ 2 819 In Progress Pe$o (&)
.Crade]O 12 20-31 In Progress @0 (2]
.Schno\ days 12 3243 In Progress Pe@O0O (]
.Clubs 12 44-55 In Progress Pe@O0O 0
Sports 20 5675 In Progress pPe®@so [a]
@ 2 76-87 In Progress Pe$o [a]

The Yearbook Ladder allows you to organize your book into color-coded sections.

You can use the Yearbook Ladder to navigate through your book. Clicking on a colored
section will highlight it in the Section Name column, and thumbnails for the section will
scroll into view in the Section View.

4.1.1 Adding New Sections to Your Book

A book Section contains one or more pages, typically organized by subject matter. Typical
yearbook sections include subjects like Student Life, Clubs, Sports, Academics, and Portraits.

Click the New Section button to add a new section to your yearbook. Then enter the Section

Name, number of Pages for the section, choose a Color Code for the Yearbook Ladder, and
choose a Theme.

New Section ®

Background Theme

Select a background theme to be automatically used for this section. Select None to start with o -
blank pages. You can manually change the backgrounds later. See the Content Reference Vivid \LO
Guide for more information about themes.

-0 .1 B-
m

l

Check the boxes below to assign or unassign Staff users to this section
Robbins, Jeff
[ Johnson, Lisa

oK Cancel

Create sections using the New Section dialog.
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The Section Name will be referenced in the Section Name column and should represent the
subject of the section. Note that you can also change the section name later at any time.

For Section Type, select Pages for all main sections of your book.

The Color Code will be used to identify the new section in the yearbook ladder. The software
will select a new color automatically, or you can click on the color swatch and choose a
different color from the color picker.

Enter the number of Pages for the section. You can add more pages to the section any time
later.

Choose a Theme for the section from the dropdown menu. The theme will be automatically
applied to pages in your section, giving you a great head start on the design. You can make
any changes that you'd like later. If you don't want to start with a theme, and would instead
prefer blank pages, choose None from the menu.

To add a Due Date for the section. Check the Due Date checkbox, and then enter the due
date.

Finally, check the appropriate boxes to assign the section to any Staff users, if applicable.

When you're finished configuring your new section, click OK. The section will now appear in
the Section Name list and on the yearbook ladder. Page numbers will be added
automatically.

Repeat this process for each new section in your yearbook.

TIP: You can drag-and-drop the sections in the Section Name column to rearrange your
yearbook. However, you cannot do this if the change will affect a section that is currently
checked out by another user.

4.1.2 Pages and Page Numbers
The Pages column shows the current number of pages in each section.

The Numbers column shows the current page number range for each section. The numbers
will be updated as any changes are made that affect them, such as adding pages to a
section, or moving a section.

4.1.3 Understanding Section Status in the Status Column

On the Manage and Design Book page users can Check Out and work on individual sections
of the book. Once they are finished with their page designs, they can Mark the Section
Complete, which will submit it to an adviser for review. The adviser can then either Approve
the section as finished, or Reject the section with a comment. Once all sections have been
approved, the book is considered complete and can be ordered.

During this process, the status of each section may change regularly. The Status column next
to a section shows the current status for that section, and whether or not it is available for
editing by each user. There are four different section statuses: 1) In Progress, 2) Checked Out,
3) Complete and 4) Reviewed.

A status of In Progress means the section has been started but not completed. If you have
been given Editor or Staff privileges and are assigned to this section, you will see a Check out
for editing button. You can click on Check out for editing to check out this section and work
on its design.

A status of Checked Out means the section is currently being edited by someone and cannot
be modified by anyone else. Only one person at a time can check out and work on a section.
However, multiple sections can be checked out by different users at the same time.
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If you're an Adviser, you can click Force Check-In to force the section to be checked in, if you
know it is not currently being worked on. The section will be saved and then checked in,
where it will then be available for editing.

A status of Complete means the section has been submitted and is waiting for an adviser to
review it and provide feedb