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Firstly, you need timstall the flashback softwareYoucan use the instigation disk provided or you can
download it from

http://www.thehomeworkdiary.co.uk/Products/Yearbooks
The download time will belependentupon you broadband speed. It could take up to 30 minutes.

Please download the software to the designated computer for creating your Yearbook. Once
you have started creating your Yearbook, you will not be able to transfer the file s to another
computer. You should create only one project for your Yearbook.

If you encounter problems during download or install, please check with your system administrator or IT
Technicians to ensure you have sufficient privileges.

Once you have donghis, click on thélashback desktop icon or seledtlashback from the programs
section in the windows menu.

The software is how ready for use.
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http://www.thehomeworkdiary.co.uk/Products/Yearbooks

Once you have started the software, the feliog switchboardwelcome screen wilappear, select the
&ecreate a new projectc¢ button:

Flashback

( Switchboard Screen

L

W <

l ﬂOShquk Your past in print

Create 2 New Project

—d
’ Oper\ an Bxisting Project

Selecting a product is easy, just select®er e at e N e wbuttBrr aod ckoose fiom the list available.
You will see a small and large image for each product when you click on it, the product name and
description is also displayed below:

( T\

— Product selected and images

PmductType [an -] |
’ A4 Softback Yearbook
\ s a

y AT Product name asielscription
— g
4 N
ClickiN e xwthén you have

selected the product you want
\ y,

New Project... -

Use Wizard To Create Your Project

A
A4 Softback Yearbook

-

\
You cannot change the
product at a later stage

0000{23\{
so please ensure you select the

Back | [CNet ] correct one to begin with.

Product Description: A4 Softback Yearbook

Product Pri

Not Available
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New A4 Yearbook Softback’ Project...

Folder: ‘ Prajects

v

Mame

Type Date Modified

( N\
Give youproject a name.

~
Now sele@ Cr eta stagt Greatin

New Folder

Project Name: |Vaarbook 2010

Back

P
<«

|
g

Cancel Create

hd \) © 2010 The Homework Diary Company Limited (hdc). All Rights Reserved.

your product. This will open the
editor.
- _/
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The oOprojec
default save location ani
is placed in the documerttseof

user who has installed the softw
Contact hdc for more technical
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4 Project test (A4 Soiback Vearboon
Fie Edit Inset Page

e el T . . 2 E=I0] Flashback assistant
) - The i project. Click the = button to sdd some pictures. VE=T i Lt
B : T ——_—
LY merotonsgn e detailingps and
i § = ' " s s g Sides: O . .
o ' R mal = instructions on how to u:
g2 AN O e = kthe software
Opacty, (e
n o~ f \
o & The red line
o is the edge of
o the page. Do not place
Y — anything too close or
v over this line unless yo
\ , B G want it to run off. Plea:
PRSI | Mok |[ Backgrounds || Frames || Scropbook - L
= - note the position of the
: o B 2 FEL, . .
TEEEEDRE: e Inespecialor
: -, , ™ Cover Tunes CoverA Tunes Cover B Tunes Cover C Tunes Cover D ‘Comic Cover Fim Cover Tiagazine Cover - m.’ \Hardbacbook:oversj

The flashback assistant is switched by default. When you start tse the software, tips will
appear on screen explaining how to use the feature you have clicked on. You can turn the
assistant off in the help drop down menu at the top of the seree
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T e e

ew  Help

( Select th&dd button.

(O] T == 01
1 : : : . . L : —
Shape.
Sos O——
Tover T T3 % 7 () (o [FED) (e (s
I
e .{%‘ = r— = Comen (S
=) =) =
0 it NN _._E_LA—E
— - s
b et =
Please select the folder containing the pictures you wish to -
add..
une
L& Favorites Size: ‘V‘___.
InstallAnywhere R =
# Links
My Documents Opacty, (e
& My Music
Drop shadow
& My Pictures
8 My Videos L
To view subfolders, dick the symbol next to a folder. -
e B B O
[ ] s 44 S
I Colour:
| —
Opacity. e
Pagestyles || Masks || Backgrounds || Frames [ scrapbook | £
= = Pl
—
- TunesCoverA  MunesCoverB  MuneaCoverC I Comie Cov Uagazie Cover  Scrapbook Cover

DSC00257 PG

DSC00288 PG

DSC00289 PG

DSC00270 PG

3
ul
—
il
i

( Locate your picture

folder on your
computeand click

.ect o

10-11 12-13

14-15

s
T

«§
r (

RN RRRRE

@

Your pictures will
appear in thEane on
the left.

-

-

IHifin

Eﬁﬂﬂﬂ.ﬂ%ﬁ

Tunes CoverA Tunes Cover B Tunes Cover C

Tunes.

CoverD

Magazine Cover

I

o

To place your picture
d@rag and dréghe
picture from the pane
to the page you want
on

/
\

W

sumk Cover

The flashback graphic design team have created some fantastic profile page styles. Select from the following
themes or create your own:

< <K<K LKLKKL

Facebook
iTunes
Magazine
Comic
Music
Scrapbook
Film
Sweets
Vintage
Classic
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Selectthé Pa g e
St ythbeaddirag

.]EEH

Tunes CoverA

Tunes Cover B

unes Cover C

Tunes Cover D

Vintage Theme

and drofithe page
style you require ontc
the page.

/Select from the \

@Cat egaabi e
(this will giveraore

. | | | | e
’ | | | | | foe —
[ 1 2-3 s 87 3-9 0-1 2.1 freesy y' 3
ange |~
DSC00267.JPG 4 L} 3 ~—
R = -
ol A BEE  AREDO w.. —
s ——
L =
» B sSize: O
DSC00268.JPG —
Colour
Opsity: Oy
voan
Comic Theme Diop Shadow
Facebook Theme [ o w—
. ,s Fim Theme 3
DSC00269.JPG iTunes Theme
A Magazine Theme
[} Miscellaneous
[} Music Theme
] Serapbook Theme
L A L Sweets Theme
» [Fpsgesiyies] [ Masis [ Backgrounds |[ Frames || sgrapbook Tradiional Theme
DSCI0Z70.576

selective choice fron
each category)hen
drag and drdpe
page style you requi
onto the@age.

If the predefined page styles are not what you are looking for, you can of
create your own. You can then save them for later use.

-~

Simply drag and droy.
your pictures into the
pictures frames and
double click to edit th
text irthe text boxes

ag< o)
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Take a look at the
variougategadesfor

Tanes 3 profA
)

.
% Project test (4
fde Edt et Page View Hep
 Ptwes || #0 T =0
L 4~ (— —
[— -
OSCOIBTRG : S
g Sides: O
Cow 4-5 6-7 8-9 10-1 12-13 *-15
Cover I (\7
« v
=/ Comer (O
= = (=) s
P | < W ®mgo L]
DSCWZBQJPG e &
Une
C —
oo
Opadty O
'DSCO0290.57G. : Drop Shadow
A —
w2
! =
i —
nscwzguvc Bpang Of——
opaty  O——
[“Pagestyles || Mesis || Backgrounds || Frames || scraphook | o
DSC00293.J°G
Bipoie B2Potes T3potes Bepmones mmpmm Tines1pof  Mumes2profA  Tunes2pf8

some innovative pag!
layouts for you
pictures and text
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r:r. g ——
[ Pawes ] @O T =[] f \
i ‘ ’ ﬁ | | | | | = Select the
Cover 1 2-3 45 8-7 8-9 10-11 12-13 14-15 - (, N 6 B a C k g rtabu |
| & = : — anddrag and drdpe
Pl | < & ®EP Aen 0 Ll . background you
" e O require onto the pagt
e The backgrounds are
n come also categorised,
Opadty. .
Gy — simplyselect the_ drop
¢ et o down arrow to list the
Tioes e =@ differencategories
Magazine Theme Blur: O—
m A s I then select the
|+ J Music Theme
| , ! e | [ category you want.
[ pagestyies || Masks |[Bockirounds|| Frames || Scrapbook | 1 Traditional Theme \ j
el = M mca s ™ 1 profie 2 profies o 3 profiles o 4 profiies o Aternative o plai page A o pian page 6 s

f & If you \
choose to
add your own
backgroungdbe very
careful not fwace
anything to close to
the red lin@nless
you want it to run off

: | . Kthe page. j

p
If the predefinbdckgroundse not what you are looking for, yadd:gour
own. Click ¢kdd and then browse to the location of the file.

n s: 8 ﬂl’o add a backgro®

= across two pages,
& Py - @ r &eldackground
i to the middle thie
Blur: O—
M » - m spread dam
s D S — it when the blue line
e 1 vess | [owtgoma] [ _rmes ][ scopbock 2 outlines both pages.
-
_IEIEEEN o /
I el | | B b |
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Tover T 73 ey &7 55 -1 (D) s

Select thdramesd

DSC00216 PG

[n
s
=
:/L,
{_
£
fiiikg
ITC

E= tab andirag and drop

o the ornamental frame
n o on top of a picture or

Opacty, .
T i — scrapbook item to

— apply the surround.
@ Z -

Opacity: (e

[eaesies || Masks ][ eckromes | e 2 B-

& Lo 0eald ld

&

el Cande Christmas. Cipboard 1
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€ Project 'Yearbook 2010° (A4 Yearbook Softback)

fSeIect the \

Fle Edit Insert Page View
Petores | ® O[T =[]
) [ =
A | | | | | | | | |
T T T T T T I e e
. Tover i 73 o 7 £ (eRT] (FXE [res \
ol oo 2
et gy — 7:‘}7 . > A
» ; 5 = & e ==
PI010054 P l LY |\ NeE»© ' [
Opaatyy O
e O—
oo |
O
P10100SS PG Opadty: €
offeet; I ~
Academc
gt Coetvarcn M
Crichood
A Bhr: Festve B
P1010056.76 Heloween
[} o .
Bpane M
' - =
4 1 SRR anre
. Profies
Rewerds
[ page stvies [ [ eacigrouncs | [Fserasbok | n L et
| Seort
P1010057.JPG asols
Q T V=) -
\» Cac /bmmqj
L8 B_ I wwm pO——
Dobin jpg Balons2 pg Dw 5 Frankinsten p Glosses pg.
2 >
iistat. W€ 0 Flashiack UserGuud... | g User Gude 2pp 2nd... | @ InboxmRobinClark... ¢ project Yeabook 20...  EN EEEEEErY < ®sic 05 o

You caradd your own scrapbook images. Gldk and then browse to the
location of the file.

A
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0 Scr a pthbamd|
drag and drop
theimageyou require
onto the pag&he
imagesire also
categorised, simply
select the drop down
arrow to list the
differentategories
then select the
category you want.

\ /
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€ Project 'Yearbook 2010° (A4 Yearbook Softback)

Fle Edt Insert Page View

‘ fSeIect thiMa s k s\

v

page styies | [ Masks ] [ eackorouncs | [ scrasboor

]

P1010057 JPG ’

Heartpg daisy pg

|
E Frosted pg Rpped cage 5 'J ange frame g

Elchaway rev ¢

Soft square rev

. F:-:u i ® 0T |==0O
1 ’ ‘ * | ’ | ‘ | ] s P tab andirag and drop
‘ o T g (5 themaskyou require
|'". d &g AE»9 W onto theipture or
\ I o scrapbook image yol
Z want t@pply the
sae: O—
. = mask to
PI01005.JPG k opecty:  O——
' K j
Offset: O—
| A e
| B O—
o . =
[} Bpand: O |
| opadty: O
|
|
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Adding Text Boxes

P1010054.1PG.

= (1 ¥ L]0 == =] ][9]

P10100S5.JPG ‘

P1010056.0PG.

P1010057.0PG

Ce==0) =

SEIE
@ =T =]0] Clickhed\dd Text
‘[ i::m B o budtorio add the
text box to the page
— selected
O KDoubIe click the te%
N box to open tideT e >

Edi twindow and

&
<«

add your text. You
canbcopy an
p a s texd om third
party software
packages such as M

e

v

—

war

:J g Word, Wordpad, etc.
’ N /

Editing Text

Font: |Tah0ma

J = [+ 9|0} IDI I O

Cancel ] [

KStandard Tex t\

Edi tfeatuged
includdont selection,
point sizehold ,
italicsunderlindeft,
right, centre alignme
andcoour. You can
edit all or just part of
the textontained
withinthe text box. T«
edit part, simply
highlight the text

Qoncerned. j

A

Thed T etabtindhe editing pane can offer some additio

B box formatting. To access the options select your text

click onthé T etabtorbthe editing pane.
- /
Alignment: | CEUCIUNNN— 1 S
35 Select frofop, Centre or Bottom for the vertical positiol

of the text within the box.

1.7 - /
. ) <

Increase or decrease the texnhoins.

hd ~> © 2010 The Homework Diary Company Limited (hdc). All Rights Reserved.
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Increase or decreaselithe spacing of the text.
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Shapes, Borders and Drop Shadows

— = ( Select the first button on the editing pane to view the contra
Ei 1 =] || L Shapes, Border and Drop Shadows.

(2

<h |_|< [ Set theshape of your picturext boxesr scrapbook item
ape:

Sides: ‘-\#_[ Set the numbersides for your picture, text bescoapbook item

Rotateicturdrame (only works with shaimmond applied)

Angle: [ %
Corner: 7

Choose to have roundeshioareorners (only witeguare)

Set the backarourawlour of your text box

Colour:

Set the@pacity of your picturext boxesr scrapbook item

Opacity: — % 100

Size: ‘)T—[ Thickness bbrder

)
)
)
)
)
)
)
)
Colour dforder ]
)
)
)
)
)
)
)
)

Choose horder for vour picture, text box or scrapbook item

) ) FL N

Colour: R [

Opadity <t - [ Opacity djorder

[] [ [ Choose to haveleop shadow

Offset: J:‘l < - [ Offset theshadow away frorapicturetext box or scrapbiiekn
Angle: |L4; Angle theshadow away frarpicturetext box or scrapbaekn
Blur: - < , { Setblur to harden or softgmdow effect

Colour: i [ Specify th€olounofshadow

Expand: o0 - { Set the overallze of shadow

Opadty: - : [ Set thelensity ofshadow

hdé> © 2010 The Homework Diary Company Limited (hdc). All Rights Reserved. l4|Page hd~)
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Orientation, Colour and Vignette

Orientation, Colour and Vignette.

(=)

p
Select theecondutton on the editing pane to view the cont

doublelick on the picture when you change ttationi¢n

0 Degrees

-
Change thangle of your pictures within a box. You may hi

confirm the crop area (see Cropping Pictures for more inf

Check the boxftip vertically

Check the boxftip horizontally

Choose betweeriginal, black and white andsepia
effects for your pictures
Qriginal

Adjust thbrightness by sliding the ¢oml or typing a value

Adjust theontrast by sliding the control or typing a value

Check this box to addcmette to your pictures

Select thehape of your vignette

Slide the control to adjussiteeof your vignette

Slide the control to adjusblifreof your vignette

Select theolour of your vignette

15|Page hd
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Position, Size and Offset

p
Select ththirdbutton on the editing pane to view the contro
objecposition, size and offset.

p
You can specKyand Y coordinates to position objects prec

on the page by entering values in the fields.

You can specidimensions of objects by entering values in
wi dt h and heicgohnts tfriae Ind spifr o
I you want to adjust the dimensions of an object in one dirr

only

-

You can change the focal point of pictures by extduiesg to/
adjust theffset. You can also change the percentage sce
You mus tZoaens ébefaedatiusttnents can be
made to either of these properties.

You can change the angle of pictures or text boxes by ro
angle button or by entering a y@agrees) in the fi\dB.
Text boxes can be rotated in increments of 90°  only.

-
Right Click onlae x t ord @ X @ to accessisome additional

positioning options.

Align ¥ r
Arrange . | S e | &lcittgaérdre the item vertically or horizontally on the pal
Fit A

Selecd Ar r angoeedtems forward or backwards in the sequ

Showe in Windows Explorer

Cut ( SelectH f (PittuFes Only) to adjust a picture to fit to a page or bo'
Copy

Delete
Clear _

P m— Sel _Aad:ct o S c toadd theselécted item to your scrag
Add To Scrapbock. . repository.
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W
C




St /To adjust thie ¢ r arga Of @icture,

background or scrapbook item, double
click it and move the frame so the area
picture you want visible is highlighted. ¢

. 06 O Kaccept
- \ )
| Cropped area

-
You can reduce fh@me size by clicking

and dragging the bottom right corner of 1

frame
\ /
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Fage \View

@Iick on th® a g drdp down and c®

Inzert Ctrl+I
Duplicate from

Upica < : - Insert (Inserts pages in the curre
Add Cirl+5hift+I position shown on screen)
Delets Cirl+D - Duplicate (Duplicates the curreni

pages selected)
Rearrange Pages... " - Add (Adds a page at the endeof tt
i book)

First Ctrl4+F - Delete (Deletethe current page(s
Last CtrlH i K selected.) /
Previous Ctrl+B I
Mext Cirl-+M i

To Rearrange pages, seledtRe a r r a n gfeomphe drepdbwn menu:

Rearrange Pages...

-

Click the dogbpage spread you want to
move and click one of the arrows on the

to move it to the start, move it up one
position, move it down one position or n
to the endf the publication.

o

The numbers below the spread show th

page number prior to moving and the
numbers on the left show the new page:
numbers.

~
2-3 |
2-3
4-5
4-5
Ii' -7
(4]
6-1,
[v] '
]/ -
8-9
10-11
10-11
12-13
(]
Cancel | | ok |
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You can customise th&UI to show or hide various section of the interface:

o 4 )

R — —— === Click thé V ierap down

e menu to hide or unhide the
Inspector, Library, Page
= , : Previews, Pictures and
LAY L = Toolb
DSC00216.PG. Opadty. e oolbar.
o - o \ /
n =
ox Gui oG Opadty, (e . ~ . ~
o - o Alsqin thé Vi memdyou
7 o can specify settings for
m —— Rulers, Guides, Grids,
—— = Snap to and Zoom.
| -\ /
- ORI | i [ Sackgromes || Fames || Serapbook | @ s & []
A T REERERBE = B (i atull
Tt Pl = & Click® r e v tosae & full
7 _— - screen overview of the book
3 - r ) \ - # o 1

-

created.

h—/
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Sel ercetatae fpomdhede s heni

Create Proofs...

Output Format:

4 R )
. l Selectthd Out put fdr the
Cormnpression: pI’OOfS. Choose fréREG or

TIFE
Pages: (Al \_ )
A selected —> ~N
Select a destination for the proof
Destinatigh: H | ma g e sQKi c@te thek
proofs.
(o ) o] N /

Select a range of pages. Select the pages you want by ticking the che
| eft handkt@&cieatesthe prodsl i c k 6

Select Pages...

>

Flashback will create an individual file for each page. The files wildbe resolutiorgso please do
not be concerned if the image quality is unsatisfactomhe final printed book will be normal
resolution.

Generating tipeoofs, reviewing theoofs andcorrecting
* ) yourYearbook are crucial parts of the process. Failusoto do
effectively, could resudt delay, spelling mistakes and poor quality layo
sure to have yqumoof checked thoroughly by several people.
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Check Project.

Create Procfs.

Order...

Preferences.
Edt

05C00217.JPG

DSC00218.1PG

05C00219.PG

FlightCheck Results...

. B T
- Eo I = g=
3 - BB
T3 7 7 e o e e
>l 0
=~ Il
= . T <
i3 #Eg=2  AE® O (g
i » - > - Opacity:
une
Size:
Colour:
Opaty.
orop
Offset:
Angle:
Blur:
Colour:
“
Expand:
L Opadty:
[oeoesis [ s | ORSR[ rrames ][ serapoook | B
: v‘ MinesCoverA  MuneaCover8  MuneaCoverc  Tunes Cover —
Wone T TReIA  WneTeeis  mmeIpeiA  mmesieis

6 Or drem thd- i

-

To place your order, Select
Imend or
click on the shopping cart.

fYou may getyallowvarning message\

after clicking @ r d .eThisis only a

precautionary measuvlest pictures take
withmodern digital cameras  will print
fine. You do have the choice to use a k
quality picture if you want to, if so click

@&ancelband replace the im@gand

start again with the ordering process.

Click on a line in the list to obtain more information.

Status Page Error
= Page 33 Low Quality Picture 'Celidh 1.jpg’ ]
E Page 45 Low Quality Picture 'Ttaly 2005 05.tif
E Page 50 Low Quality Picture 'New York 01.tf
E Page 51 Low Quality Picture 'Mew York 05.4f <« -
E Page 51 Low Quality Picture 'New York 07.tf
E Page 52 Low Quality Picture 'D15.jpg’
E Page 52 Low Quality Picture 'D2.jpg’
E Page 52 Laow Quality Picture 'D17.jpg’ |
E Page 52 Low Quality Picture 'D20.jpg’
E Page 52 Low Quality Picture 'D21.jpg'
E Page 52 Low Quality Picture 'D24.jpg’
t Page 52 Low Quality Picture 'D25.jpg’
=} Page 52 Low Quality Picture 'D23.jpg' [w]
Information

hd \> © 2010 The Homework Diary Company Limited (hdc). All Rights Reserved.

(GickﬁOKé proceed wit
L happy with the current pictures.

~

/

Red warning messages are critic

and should be addressed.
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e A "

Order..

Order Information

Delivery Information

You must read and accepbthee r ms

bty: I

Company Name:

our Reference: Address:

pecial Instructions
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Yearbook Project
Management Section
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In this section, you will find some useful tools to help you manage the Yearbook project from a
Project activity list to sample profile form. These tools have been designed to assist the
management of the projecand we recommend that the project leader ensure the team are using
them effectively.

The tools include:

Master Project Plan. This tool provides an overall view of the project by listing the tasks,isvho
responsible for the task, when it has to be completed by and the status of each. Key Milestones
throughout the project are also highlighted. We recommend the project leader have responsibility
for maintaining and updating the plan.

Sample Profile Fo rms. Most Yearbooks include a section on student profiles. We have prepared a
sample form, which includes some of the most popular questions. You can of course add your
own questions.

Contents List. To help you ascertain how many pages your Yearboadk imclude and how much
space you want to allocate to each section, we have included a form to help you achieve this.
Simply list the contents in order and assign a number of pages to each.

Responsibilities. Use this document to record the various areaf the Yearbook Project and the
team member(s) who have responsibility fach section.

All of the Project Management documents are included within this document and can be
photocopied. Alternatively, if you would prefer them electronically, pleasaiem
Flashbacl@thehomeworkdiary.co.uéind state which forms you would like emailed to you.
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Profile Form

Question Answer

Name:

DOB:

Email Address:

Nickname/AKA:

Favourite
School
Memory:
Will be
remembered
for:

Ideal job:

Where will you
be in ten years
time:

Describe
yourself in
three words:
Most Likely to
be:

Any
Confessions:

Always
fancied:

Final Words:

W
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Yearbook Specification Sheet

Number of
Colour pages

Cover(Softback
or hardback

Page
Number(s)

Contents/Description

W

c © 2010 The Homework Diary Company Limited (hdc). All Rights Reserved.

29|Page hd

W
C




hd

Yearbook Project Responsibilities

Team Membe(s)

Responsible for

W
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Do é Do not é
D o éstablish a Yearbook Team. Do n @reate multiple Yearbook files.
D o é\ppoint a Yearbook Team Leader. Do n &hagge the binding style of your

Yearbook after you have started the design.

D o éAssign each member wittSMART Do n adave things tohe last minute.
(Specific,Measured,Agreed, Realistic and

Timed) objectives and responsibilities.

D o érake regular backup copies of your Do n &€onstantly work from a pen or flash
Yearbook to avoid disappointment. drive.

D o &xperiment with backgroundsnasks, Do n placé any itemsutside the red line if
layoutset ¢ t o get t he t hg¢youwantthem toappearinthe book

D o d.eave at least 1:0mm between the edge ¢
objects and the edge of the page (unless you
deliberately want the object to be off the page)

Do n aoarkéalterations on the hard copy
proofand sendit to us.

D o éstick to the agreed timescales.

Do n odge the software on a PC that has loy
memory and/or low hard disk space.

Do éFollow theuser guide when placing your
order and creating proofs

Do n placé objects (picturesext boxesor
scrapbook item$ close to the edge of the page
unless you want them to beeroppedg

D o &llow 6 weeks for delivery of your
Yearbook fronproduction approval.

Do n placé your ordewntil you are readyo
submit the file for productian

D o &reate your own proofs and order your
Yearbook following the instructiomgithin this
guide.

D o é&ontact us if you would like some
assistance creating your front and back cowar
if you need anysupport

D o énstallFlashback on a PC withat leastthe

minimum specification.

W
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