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What is
StudioWorks+?

StudioWorks+ is Balfour’s
publishing software that
gives you everything you
need to plan and produce
your yearbook online.
You can easily manage
your project, your staff
and your content as well
as create imaginative
yearbook designs.

For more detailed
information, please refer
to the StudioWorks+
User Guide.

1 LOGGINGIN

In your browser, go to studio.balfour.com.

At the login screen, enter the username and password that were
provided when you were added to your yearbook’s StudioBalfour
project. If you do not have them, contact your Balfour representative or
Account Executive.

You may be directed to the StudioWorks+ System Check for the
computer you are working on. This will ensure that your system has
the necessary requirements to run the program. If you do not have the
current version of an item, a red ‘X’ will appear next to that item. You
can update the item by clicking the link, if you have security privileges
to do so. After upgrading, or if your computer is ready to go, click the
Proceed to StudioWorks+ button.

On the StudioBalfour home page, click
Launch StudioWorks+. StudioWorks+ will open.

Welcome! Please log in:

Je—

My Email is

Dashboard ~ Summary

Announcements. []

 |lmage Share 1S

Turns fans into'yearbook photographers!

Downioad Compete.

My Password is

SystemCheck  Support  Public Upoad  Clear Cache
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b " YEARBOOKS t d'
dliour. StOI0works:
StudioWorks™ System Check [b6.4.000-19347]

Component Required Status
Operating System | Windows 2000/x?, Windows Vista, Mac OS X v10.6 (7]
Browser o eas 1E 7+, Firefox 2+, Safari 3+ | Firefox 21 [}
‘Adobe® Flash®
i Adobe Flash 7 Adobe Flash &+ Flash 11.700 [}

- Version 1.6 (Win), [unknown]
et e Version 1.6 (05 X) (install) (7)
Adobe® Acrobat® | Adobe Acrobat 6 Adobe Acrobat 6+ Acrobat 7.0 @9
o
ceu 1 Ghz or higher PU with Dual Core processor | (?)
o
RAM 168 268 (g (7)
Screen Resolution | 1024 x 768 pixels 1024 x 768 pixels 1920 x 1200 pinels | €
System Tir Wed Jun 05 2013 09:26:20 GMT-0500 (Central Standard Time)
For a bet these updates to your computer
Download a free copy at
significant difference in performance. See your
Proceed to StudioWorks
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2 GETTING TO KNOW THE SCREEN

To the right of the Balfour Yearbooks logo, there are eight icons that : + Maximizing/Minimizing Your Screen:
Studioworkst -
&

you can use to navigate to different screens within StudioWorks+. [ Manage .
) To help you maximize your
[“Pages | cover | Endsheets = X L3} workspace in certain areas of the
Fludiﬂwomf Diross Moomen  [@rootoss [Hrme  Mrscentacy  Lhssun Y etopennal H [ = ..., ™ | program, like the Page Editor,
T NI > you can customize your screen.

........

..... E Under the Balfour Yearbook

) —

Overview: A general overview of your yearbook. Ee—— ‘ = X XMAa/MO@/ iE¢ logo, click on the green arrow to

EQ

maximize and the red arrow to
minimize. You can also change
the size of the menu bars that run
along the top and left side of the
screen by clicking and dragging
the dot patterns (up/down for top
menu, left/right for left menu).

Pages: Manage and edit the actual pages of your book.

Content: Access Balfour clip art and backgrounds, as well as upload
your own images.

Portrait Data: A database of your school portraits.

Planner: A monthly calendar where you can add assignments for
staff members, and list deadlines and events for coverage.

Recent Activity: A comprehensive list of actions performed in StudioWorks+,
with the date, time and the user who performed each action.

Setup: Project and staff information, including Project & Book,
Manage Fonts, Manage Colors, and Public Upload tabs,
and a User area to set up additional users and set permissions.

Logging Out and Refreshing:

The logout button (top right of the
screen) closes the StudioWorks+
Support: A direct link to StudioWorks+ technical staff via refresh  log ot program. If you have not saved
your web browser. pages, a prompt window will ask
you whether you want to save.

To the left of the logout button
is the refresh button, which
updates the screen with any
changes you may have made.




3 DASHBOARD

The first screen you will see after logging in is the Overview window. This is a
general look at your yearbook with three main sections: Status, Activity and Notes.

StudioWorks+

studioworkst Dirsess [loonient @ rototosa  [Freme  Mrecennoiiy  Lhsewn
&

Status Activity Notes

Project Completion Gowsewp  Deadiines & Events A

SezerizEan) ) Mest with your phatogrepher saon sbot portit end 5 PSPl mace CD, Large
Total format portrats are recommendiet

Page & Signature Progress GotoPages

P P '
EE - - B8 - EEE

01 12 13 18 15 1 .llzs 2 a0 1 |2

the color. Comp. o
eliabl for precticting color autput for pritec materisls.
Assignments. o to Planner precictg ot forp

Assignee Description Date

A atert

anyone inyour
the yearbook fromtheif mokile devise. Leam mors here

The Status Area shows a graphical overview of the project status including
project completion, image allocation, and page and signature progress.

The Page and Signature Progress graphic shows a page-by-page breakdown of
page status using the same colors as the status bar. Scrolling over a page displays a
tool tip with the status. Clicking on a page opens that page in the Pages Window.

Moving the mouse over the Status Bar displays a tool tip with more detailed
information: total pages in that status, percentage of pages in that status,
and total pages in the project.

The Project Completion bar gives you a high-level graphic of how you are doing.
As you move through the project, the bar will change colors
based on pages started, completed and published.

No Color Not Started In‘ Progress
with Errors
_ In Progress Light Blue Completed
Yellow In Progress Dark Blue Published
with Warnings
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The Activity Area shows an overview of the recent activity. It also includes planning
schedules for your yearbook.

The Notes Area includes alerts, tips and other information from Balfour. Clicking
on an entry will open a new Web page with more information about the topic.

4 SETUP

The Setup window is where you can view your book specifications,
as well as your staff.

Confirm Book Settings:

On the Project and Book tab, review your book size, page count, binding type,
colors specifications and other information about your project. If there is a
problem with your book settings, please contact your account representative.

=] StudioWorks- E=EE

studioworkst  @owses e Cortant [ Permitein Plarner  f RecentAciviy [Treen] \E’
I3

) ot Fort (7.0

TR worgerovs | Wamgecoors | Pubiciposd | |

Page Wictn 5.5 Inches (6120 point)
Page Heignt 110 Inches (7320 points)
s
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iansge Fonis [ ManageGoiors |

— Select Fonts:

On the Manage Fonts tab, you
can select a collection of fonts
for your yearbook. Your collection
starts with a single font, to which
fifty (50) fonts may be added.

our Collection (2)
LFoNso Add ot to your

fcasivs

Times

Bsmoergxignt

Times
ABCDEFGHIJKLMNOP

QRSTUVWXYZ
abedefghi j

Information

vz
1234567890

::T::::,‘,:f::‘;::m The following item(s) are currently used
The quick brown fox

and cannot be remove from your list:
jumped over the lazy dog.

Athena

Report | [ save

Usage for Athena

page usage. Pages:
1,3,5,7,12, 14,15, 16, 17, 46

Click on item name above to see

[ox |

To add fonts:

1. Scroll through the Available Fonts. (A preview will be visible in the
Font Preview window below the list.)

2. Highlight selected font.

3. Click on the right arrow to add to Your Collection and save.
To remove fonts:
1. Highlight font in Your Collection and click on left arrow and save.

2.If the font has already been used on a page, you will not be able to remove
it until you delete the text or change it to another active font on any page
where it has been applied. (Either click on the font in the dialog box or click
the Report button at the bottom of the window to get page-by-page
font useage.)

[ ProjectaBook |  ManageFonts |  Manage Colors | Public Upload

Select Colors:

Available Colors Your Collection (7)

xs000 ]
X9001 I
xs002
X003
00
o005

On the Manage Colors tab, you can
create a collection of colors for your
yearbook. Additionally, you can limit

xs008

*3007
1 x9008
W x3009

-
W wisteris Blue No. 2

v the color choices to Your Collection for
e other users in your yearbook project.
W x3014

i Information

| KColors | Balfour Colors | Custom

Ensble Color Palstiss

Q The following item(s) are currently used
(¥ X Golors Swatan

and cannot be remove from your list:

¥/ salfour swatcn Kelly Green No. 21

@ imege Click on item name above to see Usage for Kelly Green No. 21
In erder t ensure tht only the editorselected ErarE= Page:
8

preject coler: are made available, dizable the

coler palette suatches by Uneheeting the baces
sbove.

==

There are three color palettes available: X Colors and Balfour Colors
(see “Balfour Process Mix Color Chart”), and a Custom Color RBG Mixer.

To add/remove X Colors or Balfour Colors:
1. Select the color to add from one of the palettes. Click the right arrow and save.

2. Select the color to delete from Your Collection. Click the left arrow and save.

3. If the color has already been used on a page, you will not be able to remove it
until you delete the text or object or change it to another active color on any page
where it has been applied. (Either click on the color in the dialog box or click the
Report button at the bottom of the window to get page-by-page color useage.)

To add/remove Custom colors:
1. Create a new color by moving the RGB sliders to the desired values.
2. Name the color, click the right arrow and save.

3. To alter the color, click the left arrow while still on the Custom tab;
make changes, click right arrow and save.

4. To remove a Custom color, click on either the X Colors tab or Balfour Colors tab,
select the color to remove, click the left arrow and save.

5. See information above if the color has already been used on a page.

Note: Always select colors from a printed sample or swatch with the RGB values.
Computer monitors vary widely in their display of colors and are not reliable.




4  SETUP (continued)

Managing Public Uploads:

Check/uncheck the Enable Public Uploads
checkbox to turn on/off the service for
your school. Users will need your school’s
project number (the same one you use to
login to StudioWorks+), plus an optional
password. Check the Require Password
box and enter a password. The password
can be changed at any time, as needed.

Adding Users:

User accounts for your staff or volunteers
can be added to your StudioWorks+
yearbook project. Users are added &
managed at Balfour’s yearbook website,
StudioBalfour (http://studio.balfour.com).

In Manage > Project Users, you can add
as many users as you need, or disable a
user if required. You will set a role for each
user, with which they have designated
access (permissions) to your yearbook’s
content (see table at right). Note: Only
users with their login/account set to an
Adviser role can add users to your project.

| ProjectaBook |

(] Enable Public Uplosd Feature

Manage Fonts

(¥ Require Password for Public Uplosd Access

Password: | CentralHigh|

Designer

Photog

View Only

Manage Users

o | o | Adviser
Editor

Publish Pages

Manage Page/
Section Settings

Manage Planner/Tasks

Manage Content

Upload Content

Download Content

Manage Master List

Upload Master List

Manage Yearbook Sales*

Manage BAL4.TV*

ADD NEW USER

No Email Address: 7|

First Name* |

Last Name* |

Email % [

Role*
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5 CONTENT

The Content window shows everything that can be placed on actual yearbook
pages. This is where you upload and organize photos. You can also browse
templates, modules, clip art and backgrounds in this screen.

There are seven sections within this part of the program: My Content,
Portraits, Templates, Modules, Section Masters, Balfour Clip Art and
Balfour Backgrounds. You can navigate through these sections by clicking
on the section name under the Galleries tab on the left of your screen.

Content may be viewed as Thumbnails or in a List window with details
about each item.

SlUdil]woﬂcs'." @ vsrtoms [ Paoes Erosatoon [ Fiomer
®

™ cuteries [ mers | | toumonais | st |

SImPICREATE (114)

Stesl Grate

Letter Sslad
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S CONTENT (continued)

Uploading Content: Pitures 020 sy - | SHUBOworksF  Bomee Do @
I3
— I iters | | Thumbnais || List | -
This is where your candid photos and imported stories are saved. You can - e St Content
add as many folders (galleries) to this section as you wish. You can also ;
create sub-folders. - ;
% s e 128458 MG_ 12308
= ] »
Creating Folders: ﬁ m
E - P
1. Click the Add button at the bottom right on the Galleries tab. - — tovan {0 meswose [ . I—
— o — e |
2.Enter a name, and then click OK. e
Upload/delete images or text: and T your comnt e
1. Select folder where you want to add the image (or text in a .txt format).  Cropaninemineo B = i 1
2.Drag images or text from your hard drive, USB drive, desktop or CD into the
desired gallery icon (folder), or into the thumbnails window. Or, click on the
Import button on the lower right to search your computer for the file(s).
3. Click Add File(s). [ AgaFies) | [ Upload 1 il |

4. Click Upload File(s).
5. To delete a file, highlight it, and then click the Delete button on the lower right.

o 6 PAGES > CREATING A VIRTUAL LADDER

20 MB each in size. In the Manage tab, you can
create a virtual ladder, manage
page information, and launch
the Edit page function by

Working with images in Content:

1. Double-click on the image inside of the gallery or click Edit at the double-clicking on a spread.
bottom rlght of the screen. To expand or co”apse a

2.0nce image has been opened, you can enter description of the photo, section, click on the orange
browse to see where it has been placed in your book, or delete it. triangles to the left of the

section description.




6 PAGES > CREATING A VIRTUAL LADDER
(continued)

To add a section:

1. Double-click on a section. This displays the thumbnails in that range.

2. Click the Manage tab. (Make sure that the Include Section Masters
box is checked at the bottom left.)

3. Click once on the spread labeled Master.
4. Enter the section name.
5. Click Set Range to set the beginning and ending page numbers, and click OK.

6.In type pull-down menu, select the page type: Plain, Portrait or Index.

Pages | cover | Manage | Edit I List

L Section: New

Name: [Naw
Page Range: 1-35 | setrange... |

Ty

Locked: [

I i

[ Remove

Set Page Range
Start Page: End Page:

| ok |[ cancel

Setting up Section Master Attributes:

1. Click on the Default Section Master triangle below the last page
thumbnail on the left-hand side.

2. Double-click the spread labeled Master or click on the Edit tab at
the top of the screen.

3. Click the Menu button > Tools > Section Definition.

4. Set defaults for Text Area, Stroke, and Folios, and click OK.

StudioWorks+ Essentials Guide

RBAaH4E

IENE

[* [
w1

Java Contrel Panel...
About

Section Preferences

‘ Text Areas “ Stroke || Folio |
© Standard Folio Falio ID: ceior: [N
@ Page Number
Folia Text. | |
Page Number Font
Font: Stle:  Size: Coler
-

Folio Text Font

Font: Style:

fn ™ = -

[E] Center=d

Preview

Size: Color

oK

|[Caeey |

Close |

7 PAGES > EDITING TOOLS & INSPECTORS

In the Edit tab, choose a thumbnail page or spread from your ladder on the

left side of your screen by double-clicking it. (These can also be opened by
clicking on the page or spread in the ladder view in another window and clicking
either the Edit tab or the Edit button on the bottom right of the screen.)

(2 StdioWoris:

SUioworkst @ B W Gmeres e
L

[ cowr | [ Mange |

Lt

Edit |
| = X xBAa/HOe/ V08
| T
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7 PAGES > EDITING TOOLS & INSPECTORS

(continued)

Editing Toolbars:

= X RBA'HOe./ XABl& BQ

Menus Save Image Shape Tools Cut Paste Redo  Sticky  Zoom
Close Selection Text Copy Undo Note

HIXPON N g "EF L e

Repeat Flip Object Alignment Tools
Mirror
; o e—— & T QS ABC
= FEFB/UMEE=EEALE &
Font Size Bold Underline Text Alignment Tools Spell As

You Type
Tool

Italic Outline

Inspectors:

The Inspector Palette, located on the right top
tab of the screen, includes four inspectors. This
is where you change or modify most elements.

‘ b Page Inspector |
b Object Inspector

b Type Inspector

» Image Inspector

| Content || Inspectors |

Page Inspector

The Page Inspector
controls overall

¥ Pagelnspector [V Pagelnspector |

[‘nfo | tayers | mames | Errors

| mfo | Layers | Mames | ;rmrs |

Content | inspectors |

Layers © SF B W Mo problems found
. features on the page.
[ Remoe | You can check page
Rename

errors and warnings
using this inspector.

Merge |

\
AWV

| content | nspectors |

Delete ||

Info — This tab gives you basic
information about the page or page
size, page number(s), and page
status. It will also indicate whether
the page is black and white or color.

Layers - This tab shows the layers

of the page. When you first open a
page, there will be two layers: the
Section Master, which is locked and
cannot be edited, and Layer 1, which
is where all elements that you add
will be placed.

This part of the program functions
much like layers in Adobe® InDesign”®
or Adobe Photoshop”.

You can make a layer invisible or
lock a layer simply by selecting the

layer and changing the icon next to it.

(The eye icons make the layer either
invisible or editable.)

Names — This tab lists any
names that have been tagged
for the index and shows on
what page the names appear.

Errors — This tab shows warnings and
errors on the page.

Warnings appear next to a yellow
box. These are items that the
program wants to alert you to, like
a “Shape on gutter” or “Image
resolution issue.” A page can be
published if warnings are present.

Errors appear next to a red box.
These are problems with the page
that must be resolved before the
page can be published. Examples
include “Unacceptable image
resolution” and “Improper shape
position for bleed.”

A green box means that there are no
warnings or errors and the page is
ready to publish.

To find out what element on the
page is causing a warning or error,
click on the warning or error and the
element causing the problem will
then be selected on the page. You
can correct the error or warning, or
hit the Delete button at the bottom
of the tab to remove the element.



7 PAGES > EDITING TOOLS & INSPECTORS
(continued)

Object Inspector

The Object Inspector allows you to manipulate individual objects, including boxes
and other shapes. You can add fill colors, strokes and drop shadows to objects here.

Remember that you must select the object that you wish to manipulate with
the black arrow tool (Selection Tool) before working in the Object Inspector.

[ acqust | Fn | stroke | shadow | [ Adiust | Fii [ Stroke | Shadow | [ Adust [ Fii | siroke | shadow | | Adjust | Fi | stroke | snecow |
0 eee - s
© Solid size: [0 [¥] % Solid @ Gradient
Trom P e Fill Color: [ e IEI I%I
* * % Gradient Cap Softness 4
v [es[E] g oe Stert Color  End Color:  Angle: sain: [Miter || O o T e
[ Allow for text Wrapping El El Oftsst X
Rounding Radius: Q= 10:3
Master Transparency 0: Tranzparency 0 Transparency 25:

Transparency 0:
s - > -
R R R q L L

To position an object:
1. Click on the Selection Tool and select the object to manipulate.
2. Open the Object Inspector and click on the Position tab.

3. You can manually enter values to move the object horizontally (X)
or vertically (Y) to a particular point on the layout. You can also
manually adjust the width (W) and height (H) of objects.

. . proportionately scaled
4. Scale — Use the arrows or type in the values to scale an object

horizontally (X) or vertically (Y). By default, an object scales Scale:
proportionally. Click the connecting line to unlock proportion. ¥ 1

Y:I

disproportionately scaled

5. Rotation — Use the arrows to adjust the angle of the object.

6. Skew — Use the arrows to adjust the skew of the object.

Text Wrapping:
1. Click the box to activate the object for text wrapping.
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To fill an object:
1. Click on the Selection Tool and select the image or object to be filled.
2. Open the Object Inspector and click on the Fill tab.
3. Select None, Solid Fill or Gradient Fill.

Solid Fill:

1. Click the box to open the Color Palette and select a fill color.

Gradient Fill:
1. Click the Start Color box to open the Color Palette and select starting color.
2. Click the End Color box to open the Color Palette and select ending color.

3. Use the Angle Ruler to adjust the angle of the gradient.

To stroke an object:
1. Click on the Selection Tool and select the object to be stroked.
2. Open the Object Inspector and click on the Stroke tab.
3. Select the type of stroke: None, Standard, Harvard or Harvard Flipped.
4. Set the weight of the stroke, 1 — 12 point.
5. Click the Color box to open the Color Palette and select a stroke color.
6. Choose the Cap Style: Butt, Square, or Round.
7. Choose the Join Style: Miter, Bevel, or Round.

8. Select stroke transparency.

To add a drop shadow to an object:

1. Click on the Selection tool and select the object to which you want
to add a drop shadow.

2. Open the Object Inspector and click on the Shadow tab.

3. Click Shadow Box to add a drop shadow to the selected object.

4. Color — Click the color box to open the Color palette and select a shadow color.
5. Softness — Use the slider to adjust the softness of the shadow.

6. Offset — Use the arrows to adjust the horizontal (X) and vertical (Y) offset of the shadow.
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To add transparency: To set type style (continued):
1. Click on the Selection Tool and select the object to adjust its transparency. 5. Click on the box next to Color to change the color of the type.
2. Open the Object Inspector. 6. To change the color of the inside of a font that has been outlined, click on the box

3. Use the Slider at the bottom of the Inspector to adjust transparency next to Outline Fill.
o 7. To allow for words to be hyphenated or text-wrapped within the text box,
Color Options: check the box next to Hyphenation or Wrapping.

1. Select the object and click the Color box to open Color Options. 8. To change the transparency of the type, slide the ruler at the bottom of the window.

2. Color Options include swatches of Balfour, X Colors and Custom Colors.
Clicking a swatch will change the selected object’s color.
In the Effects tab, you can perform six effects on an image by checking

¥ Type Inspector Type Inspector the box next to them.

Most object effects can be applied to text as well
as to images. Text can be further manipulated using
Siz=: Lesding: U/¥  the Type Inspector to change type justification,

& family, size, leading, color and emphasis.

Note: To apply a Color Mask to an image, it must be converted to Gray Scale first.
[olympia-Lightcand [

To change the Brightness, Contrast, Softening or Ghosting, either click the

msets: [ 22 | <[¢] arrows up or down or type in the values in the respective boxes.
Character Spacing: | a[iB The first set of buttons under the Type
oo [H] Inspector tab changes the horizontal alignment In the Frame tab, you can specify any border you wish to place around an image.

of the text: Left, Center, Right and Justified.

() Wrapping [Z] Hyphenation

Transparency 0: ¥ Image Inspector ( | Image Inspector
p———  Thenextthree buttons control the vertical alignment e amaet | [ ertects || Adjust || vext | Frame g . P
of text within the text box: Top, Center and Bottom. R Type: | Simple || In this inspector you can
) Fip vorzontal () Fio verton Size: edit individual photos,
ip izon ip ical . . . .
To set type style: [C) Emboss [C] Invert Image Colar: lil mdUdlng .Ilghtemr_lg
1. Highlight the text within a text box by double-clicking within the b O cocste (3 sk i or darkening, adding
- rayscale ite e - (] .
- Highlight the text within a text box by double-clicking within the box or Rounded: [ masks, and cropping.
clicking in the box and pressing Control + A. cotorvas< [ .
i image vas [None [V "
2. Select the font for the text in the drop-down menu. (Font names are : : e
displayed in their respective fonts, providing an example of the font.) SRl Contast e >
Softening: --0IA Ghasting: --0IA n - @
3. Choose the font style: Bold, ltalic, Underlined, and Outlined. = T vert: ®
Transparency 0: nset:
4. Change Size, Leading and Character Spacing, as desired, using the respective @ e Inset

drop-down menus.




7 PAGES > EDITING TOOLS & INSPECTORS

(continued)

[ erects [ adiust | Text | Frame |
@image @ Tedt ® Mask @ Merged

[@ Flip Horizontal (@ Flip Vertical

[C) Emboss (] Invert Image:
[C) Grayscale [T Mask White
colormast: [

o

Invert Image

Grayscale Mask White
Content Pane [ omes [V]
. é Prom Instas (22)
The Content Pane provides access to r (s
the content uploaded to your Galleries 4 e
in the Content Window. Open the i H e
Galleries Pane by clicking the Content 3 ————

tab on the right side of the screen
(under the Inspectors tab). Clicking
the tab again will hide the Galleries.
There is also a top view; click Open
Content View under the program exit
icon on the top right to open the view
and Close Content View to close it.

instaprom7.jpg

Open Find 22 ltems
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...... Rrecentacty £ seny
i
. N -
— N

—_— | There are three main areas
‘:I':Rﬁ"l ‘:IT mm ‘ in the Content Pane:
- Galleries — Browse the main Gallery:
; My Content, Templates, Modules,
sl Clip Art or Backgrounds.

K : Sections — Browse the
g w subfolders in each Gallery.
i o Content — Includes thumbnail
; previews of the selected contents.
£

8 PAGES > EDITING & CREATING PAGES

Creating Pages
To open a page or spread for editing:
1. Click the Edit tab to activate it.

2. Click on a thumbnail in the Page Thumbnails. Clicking on one page
opens a single page, clicking on the middle of the spread opens
both pages.

3. Click the Maximize button (arrow under Balfour Yearbooks
logo in top left corner) to enlarge the Editor Window.




Studioworkst

Adding elements to a page — P e ~ | To apply a template or a module to a page:

Prom Instas (22)
Fuslic Uplosd (15)

To add an image to a page: S 1. Open the Content Pane.

1. Select a Gallery. 2.In the Gallery list, select a gallery from the Templates or Modules section.

[ Contort|inmpsciorsn

3. Select a template or module with the mouse and drag it to the page to place it.

T R NI N I N A NI N O UM A I N I I O N = [~
instaprom1S.ipg 5 ‘amazingCOMIC (12)

2.Select an image.

3. Drag and drop an image or story thumbnail
onto the layout or into a frame. To create a
frame, select the Image tool (camera icon).

bigPICTURE (13)

Inspector

aaaaaaaaaa 3 "
breskOUT (1)
bubbIsPOP (13)

T LT e

ColCrAVE (13)

4. A dialog box will appear when an image
is placed in a frame. Click Unscaled,
Scaled to Fit or Cancel, as desired.

5. Click tab to show/hide Galleries.

=
B
8

Croppable image sizing options:

Image Drop
[soumstor

To crop an image:

1. Drop and image into an Image Area.

2. Select the Unscaled option. (You may select Scaled to
Fit, but Unscaled works best for masking in most cases.)

T T P T P T T T T T T

kb
FRRRERRE
BeRBEC

3. Double click on the Image Area which will illuminate the
image outline. This shows the areas of the image that
extend beyond the Image Area. Note: Applying a template to a page or spread will replace anything already on that

4. Once the image is selected, use your mouse to move the page/spread; elements on the Section Master are not replaced.
image and to adjust the part of the image visible in the

Image Area. Only the parts of the image in the Image Area
will be visible (printable).

Open Fing 12 tems

To apply clip art or a backdrop:
1. Locate the desired art in the appropriate Gallery.

2.Drop the art onto the page.

To add text to a page: e
= X XBAa/HO®./ ¥
s Sl MB/UME

1. Select the Text tool (with red ‘T’) from tool bar. Note: After placing them onto your page, avoid enlarging images or clip art. This

lessens the image quality. Enlargements of 125% or more will produce a Publishability
warning; enlargement of 165% or more will produce an Error Warning.

2.Drag and release cursor to create a text box.

3. Type text directly into box or drag and drop .txt file into box.
4. Open Text Inspector to select type style.




8 PAGES > EDITING & CREATING PAGES
(continued)

To apply color to clip art:

1. Drag a piece of art onto the page.

2.Select the art with the Selection Tool.

3. Open the Image Inspector > Effects tab. The Image box should be checked.
4. Click Greyscale, then Color Mask.

5. Choose a color in the Color Inspector. The art dynamically will change
colors onscreen.

¥ Image Inspector

[ Eftects | Adiust || Text | Frame |

@Image @ Text @ Mask @ Merged

(L] Flip Hotizontal (L] Flip Vartical

[Z] Emboss [T Invert Image:

] srmpcaie| () weskwnite
Color Mask
——c=

Brightness: Contrast:

Softening: Ghosting:

More >>>

O PAGES > VIEWING AS A LIST OR LAYOUT

List View

Original Image Greyscale Colorized

W

The List tab will show your pages in a list format. On this screen you can
select multiple pages to open in the Editor, proof multiple pages at once
and publish multiple pages. To select consecutive series of pages, click on
the first page and hold the Shift key while you click on the last page in the
series. To select pages in a non-consecutive order, click on the first page,
hold the Control key and click on the other pages you wish to select.

StudioWorks+ Essentials Guide

Layout View

The Layout tab shows thumbnail images of your pages in signature (16-page)

blocks. Red brackets around spreads indicate when an object crosses the gutter

and the pages must be treated as a spread. You can move designs from one
spread to another on this screen by clicking on a spread and dragging it to

another spread

A window will appear asking if you wish to copy the layout or if you want to
swap the pages. You can also apply templates directly to your pages on this
screen. Click the green plus sign in the top right corner to open the Content

window.

Choose your template, and drag it onto the appropriate spread.

StUdiﬂworks'." @ vasnbosms Eloomert  [Wromnoss  [Hramer  BRecsmiacwy % sewn

(L peges_ [WNGESE

| [ e o | st T

¥ 155 [ New]

‘ Locked Page Signature Label Status

| Pages [ cover |

Manage [ Edit | List I Layout |

W 155 New] |

Master Page

Drag and Drop Options

Do you want to:
? 1. copy over these pages or
2. switch these pages?

[ cooy |[ switch |[ cancel
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10 PORTRAITS

To import a PSPI CD:

Make sure that the CD is set up following PSPI (Professional School and
Sports Photographers International) guidelines. Large format images (800
pixels x 640 pixels) are strongly recommended. The CD should contain
folders where your portraits are stored, along with an index text file (*.txt).

1. Go to the Portrait Data window and click Import.

2. An Import Portraits window will appear. Click Open PSPI File and browse
to your CD drive. Select the index text file from your photographer’'s CD
and click Open.

3. The program will display “Verifying and Importing Data.” The window should
begin to list the names of students with a gray status bar. It looks similar to
the Import Content window when uploading photos in My Content.

4. Once all of the names have been listed, the window will indicate it is ready to
upload portraits. When it does, click Upload Portraits.

5. When it is finished, the window will say Portrait Upload Complete.

6. Close the window and click the Refresh button at the top right of your screen.
You should now see thumbnails of your portraits.

Import Portraits

~ Dscrowseen
Dscroootjpg  1eske
SDESF0001.jpg 55K
DECFO002n 230 k8
sDesFogezen 84K
DSCFO002.j50 219k8
Dscrozeejpg 108 KE
DSCFO005.jp 176 K8
DSCFOOO4jpg |1€3KE
DSCFO244.jpg 5318

o

To set up portrait sections: oo
1

4,
5.

Go to the Thumbnail Previews on the Pages window.
Be sure that “Include Section Masters” is checked.

.Find the page range (next to the right arrow) that will
contain your portrait pages. This will expand it. Click
the Manage Tab, then click the spread labeled Master. It will open in the Manage tab.

. Enter the section name. To define what pages the section will include, click

Set Page Range. Type in the page numbers for the Start Page and End Page,
then click OK.

Name the section using the teacher’s last name or the grade level.

Change the type to Portrait.

To set portrait flow settings:

1.

To choose the font and size of the names of all of your portrait pages,
click Section Set Up.

2. Select the font, emphasis, size and leading for your portrait names.

3. Below the font settings are the portrait group and sort settings. Select

4.

5

a group from the Portrait Data under Grade, Teacher Name, or Homeroom,
a depending on how the pages will be divided.

Select the Sort Attribute. Choose Teacher Flag, Name if you're
flowing by classroom with the teacher in the first spot on the page. Choose
Name if you're flowing by classroom or grade with only the students on the page.

. The Preview column will list the students in the order they will appear on

the page. At the bottom of this column, you will see the Total Portraits Selected
and the Total Portrait Areas On Page.

. If you do not have enough Image Placeholders on your page for the Total

Portraits Selected, it will be indicated in this column and you will receive a page
error, making the page unpublishable.




10 PORTRAITS (continued)

Portrait Flow Settings

Font and Text Definition

N — 1) e o

Tex Dtspiay Fermat [(Frstiame) astiame)

9]

Flow Selection and Sort Atibutes

an
b Entries by Custom
¥ Entries by Grade

Chogse portraits to use in this section:  Choose sorling order._ Sample preview, 25 or less:
P Al

aTa Tescher Flag, Nsme

Choose sorting order:

Custom, Mame
Grade, Name

Pericd, Mame
Special 1, Name
Special 2, Name
Teacher Mame, Name
Track, Mame

Teacher Flag, Mame

Sample preview, 25 or less:

Ratme Abrabam
Mesica A cham

ik preryresc] e vt
Pdark A brechi
=raa Alrerwi

K =28 Amsiute
Wmarda Ardersan
Wshilery Archersan
Brax fan Anderson
(C e A rderson
Mesica A mmes
Ploale Amsrong
Perred Armell

Eiyle Ausin
Veslery Austin
EraniBatier

Portraits Selected: 80
Paortrait Areas Available: 70

To print directory proofs:

A directory proof is a list of all portraits
and names in a group within the Portrait
Data. Directory proofs make it easy to check

students, grade designations and correct spelling of names.

1. Once portrait sections are established and the photographer’s CD has
been uploaded, go to the Portrait Data window.

2. Click on the Sections tab, highlight one of the sections and click on the
Directory button. (This will create a PDF showing thumbnails of all of

the portraits and names in that section.)

3. Print a directory proof for each teacher. (The directory can be provided to
teachers for corrections. Include directions and a due date for their return.)

StudioWorks+ Essentials Guide

|_® Free emen 1210

To make changes:

1. In the Portrait Data window, click the List view, then the Filter tab. Scroll through the
groupings to select by Teacher Name or Grade, whichever applies.

2. Make corrections using the List tab in the Portrait Data window. You can change the
spelling of a teacher or student’s name or which group or filter they are assigned to.

3. Under the Thumbnail tab, double-click a portrait to make changes.

4. If teachers will be placed with their class, check the red apple icon in the List tab.
This will label them as a teacher and will put them as the first to flow with that class.
The teacher should be in the same group as the students he or she will flow with.

5. To add a student whose portrait was not included on your PSPA CD, click the
Add button at the bottom right of your screen. Type the student’s first and last
names under the Personal tab. Then, click on the Attributes tab and enter their
Teacher Name or Grade so that they will flow with the correct class.

6. Click Add and an Upload Portrait button should appear. Browse to where
their photo is stored, and click Save.

Note: Periodically click the Refresh button to update the changes you make. Changes
may not show on the screen until you hit Refresh.

—— e i

e e
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To pick a portrait template: To flow portraits:

1. Go to the Pages window and click on the first class portrait spread 1. Select all of your portrait boxes and text boxes; make sure you don't
thumbnail to open in Edit mode. select any non-portrait elements.

2.Select a portrait template with enough image boxes for the number 2.Go to Objects and Enable for Flowing. (Your portrait boxes should
of students in each class. (You can edit any Balfour Template to turn gray with a silhouette inside them.)
customize it for your school) 3. Click Objects > Flow Portraits. (Your portraits and names should

3. Group each row of portraits with its text box, if this has not already begin to appear on your page.)
been done on the Balfour Template you chose. To do this, hold down P
the Shift key on your keyboard and click on each portrait box individually. B B ENRE / UL

Also click on the text box for that row while holding the shift key. Then
click Menu > Objects > Group.

4. Do this for each row of portraits on your page(s).

5. To save your new, customized template, go to File > Save Template.
Then, choose if you want to save the left page, right page or spread
as a template. Type in a name for the template and click Save.

6. Now, this template can be found by going to St e e s
Galleries > Templates > My Templates. 1111

2229 =
222888 —
2228828
222999 —
Note: After flowing, any changes in spelling or classes must be made in the Portrait

Data. Do not click on the portrait text boxes to change name spelling. Changes will
not be saved if you do.

b XMA HO®/ %EE6 FQ
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Ungroup Cti=ShiftsG
q Bring to Front Ot ShifF
‘S2nd to Back Gri+shies
Alignment >
] Enable for Flowing s
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HINT R

Note: It's a good idea to leave any extra portrait boxes on the page until you’re
almost finished with the page. That way, if you have to add any students later
in the year, you already have a spot on the page for them. You can then delete
the extra boxes at the end or replace them with candid photos or clip art.




11 CREATING AN INDEX

Creating and flowing the Index should be among the final actions
before publishing the yearbook:

Note: Because portrait pages are dynamically linked to the Portrait
Data, final page numbers do not appear in the Portrait Data until the
portrait pages are published. For all other pages, page numbers appear
in the Portrait Data at the time the entry is marked on the page.
Populate the Portrait Data
To add an entry to the Portrait Data:

1. Click the Add button.

2. Complete the name and other fields.

3. Click the Upload Portrait button to locate and upload a portrait image.

4. Click the Add button.

5. Click Save, then Refresh.

To delete an entry from the Portrait Data:
1. Select the entry to be deleted.
2. Click the Delete button.

3. Click Yes to confirm the deletion and to delete the portrait.

To merge multiple entries in the Portrait Data:

1. Use the CTRL key to select
multiple portraits.

2. Click the Merge button.

3. When the Merge Entries screen
appears, select the entry into which

the other selected entries will merge.

4. Click Merge to merge the selected entries.The new entry will contain the
index page references for all merged entries.

5. Click Yes to confirm and complete the merge.

StudioWorks+ Essentials Guide

Mark Names :

StudioWorks+ automatically adds marked names to the Portrait Data.
While you are working on spreads, highlight every name to be indexed
and click the Mark Name button. A non-printing line will appear through
each name to denote its marking and inclusion in the index. Marked
names and page information will be added to the Portrait Data.

Option A: To Mark a Name
1. Highlight a typed name.
2. Click the Mark Name button on the Editor toolbar.

UbLEE=E=E1£]
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Option B: To Tag a Name Edit Content
1. Double-click an image from My Content.
2. Click on the Names tab.

3. Type the name of a student or teacher
found in the Portrait Data.

4. Click Add.

5. When finished tagging names, click Save. L

To set up the Index:

1. In the Page Window, create your index section by opening the section
master in the Manage tab.

2. Set the appropriate page range and select section type to Index. (Before
proceeding, make sure your Portrait Data has been imported and edited.)

3. Click Section Set Up to set the style and format of the index entries, leaders
and page numbers. Use the drop-down menus to select: Entry Style, Font,
Font Size and Hanging Indent.




Studioworkst

[ Manage I Eait I List I Layout Manage | et I List I Layout ]

Section: Student Index Section: Student Index
Information

Name: [Student e

Page Range: 12 SetRenge

=

To create the index:
Option A: Use a template or draw text boxes

1. Open an index page/spread by selecting the Edit tab and double-clicking
the thumbnail of the page or spread.

2. Either place a template from Content > Templates > Balfour Index or draw
text boxes in columns on the index spreads. (This is where the index names will
be flowed. You should draw text boxes on every spread in the index section that
will contain index entries.)

3. Select each text column and right click the mouse to select Enable for Flowing.

4. Once you have enabled every text area column for flowing, save and close
the spread.

5. To flow the names into the index, select the Section Master for
the Index from the Manage tab. Click Section Set Up.

6. Click OK and dialog box will close.

7. Click Flow.
=] O I —] Index Settings
Align Left
Align Genter P =stoe
Alian Right Style Font: Siz=: Color  Indent
S = Y] ) a1 (-]
Lo T [T Drop Entries Without Page Numbers
Group
. Sring to Front - Separstor Settings
B L Send to Back Style: Font size: Color. White Space (Picas)
= s ) o () ]
e | lﬁl - Emphasis Settings | - Layout Definition
Flow Fortraits GeadesiCategaries. ® Use Page Layout
ErmaTeFe © Crasts Pags Layout
. Subtract Paths (E—
Seve Shape o Module e Mumber of Index Columns:
Gut Column Spacing (ptsr [ |
. Cery L |
[zoom: 170% ¥ Coordinates: 1 o

Option B: Create a page layout

1. Select the Section Master for the Index from the Manage tab.
Click Section Set Up.

2. Click Create Page Layout and enter number of columns and the amount of
space to be between the columns (in points).

3. Click OK and dialog box will close.
4. Click Flow.

Index Settings

Enty Settings

o o 9] [ ] [ [) ]
) Drop Entries Without Page Numbers

pr—— P
P

s |

Remove |

© Use Page Layout

® Creste Page Layout

Numbr ofIndex Calumns

Note: Do not design the text area layouts on the index section master. You may use
the Section Master for common elements to appear on each page in the index.)




12 SUBMITTING PAGES

A major difference between creating a yearbook online and traditional T
projects is spread submission. You do not ship spreads to Balfour but Page Information

Status

rather Publish spreads as they are completed and ready for printing. " Sescipion: [Opening-Faces |4 spreanas warnigs

Check Spread Status

Deadline: | 12/116/2017-Second Deadline || [ Add Deadiine

StudioWorks+ alerts you when a page is ready to be published in the Editor. j ‘ toot: @

One of three different status labels is displayed in the lower, right corner e
of each spread.

Proof Spread

Ready to Publish (shown in green box) — Indicates that the spread is All pages must be proofed prior to publishing. This must be done

ready to publish and does not require further adjustments or attention. within seven days from the date the page is published. You will receive

. ) ) . an alert in StudioWorks+ if proofing has not been completed.
Ready to Publish (shown in yellow box) — Indicates that the spread is ready

to publish, but there could be some potential errors such as elements
crossing a gutter. You should view these errors in the Page Inspector. Publish

Wh lick li he el ing th ill )
be re\i;tswll?guhfelc(j: on alisted error, the element causing the errors wi After a spread has been marked Complete and proofed, you can publish

it from the Pages Window. You can publish your pages in single pages
Not Ready to Publish (shown in red box) — Indicates that the spread or in multiples.

is not ready to publish because of missing elements or other errors

that would cause the spread to print improperly. You should view e e

and fix these errors in the Page Inspector. When you click on a listed Page Information

error, the element causing the errors will be selected on the page. ' e

- [ wn

Pl o[BI
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Oessiie: [12r15017-ecoma Dessive | ] [ AdaDesatie

Mark as Complete

Locked: [0

Once you have fixed all of the errors and a page is Ready to Publish,
you can mark the spread Complete in the Pages Window.

Hige: @
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