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Getting Started 

 
Firstly, you need to install the flashback software.  You can use the instigation disk provided or you can 
download it from: 
 
http://www.thehomeworkdiary.co.uk/Products/Yearbooks 
 
The download time will be dependent upon your 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 done this, click on the flashback  desktop icon or select Flashback from the programs 
section in the windows menu. 
 
The software is now ready for use. 
 
  

http://www.thehomeworkdiary.co.uk/Products/Yearbooks
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Creating a New Project 

 
Once you have started the software, the following switchboard welcome screen will appear, select the 
æcreate a new projectç button:   

 

 
 
Selecting a product is easy, just select the æCreate New Projectõ button and choose from 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: 
 

 
 

Product selected and images 

Product name and description 

Click ôNextõ when you have 

selected the product you want 

Switchboard Screen 

 You cannot change the 
 product at a later stage 
so please ensure you select the 

correct one to begin with. 
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Give your project a name. 

Now select ôCreateõ to start creating 
your product.  This will open the page 
editor. 

 The óprojectsô folder is the 
 default save location and 
is placed in the documents of the 
user who has installed the software.  
Contact hdc for more technical help. 
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Flashback Assistant 

 

 
 
The flashback assistant is switched on by default.  When you start to use 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 screen.  

Flashback assistant 
detailing tips and 
instructions on how to use 
the software 

 The red line 
 is the edge of 
the page.  Do not place 
anything too close or 
over this line unless you 
want it to run off.  Please 
note the position of the 
red line especially for 
Hardback book covers. 
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Adding Pictures 

 

 
 

 
 
The flashback graphic design team have created some fantastic profile page styles.  Select from the following 
themes or create your own: 
 
V Facebook 
V iTunes 
V Magazine 
V Comic 
V Music 
V Scrapbook 
V Film 
V Sweets 
V Vintage 
V Classic 

  

Select the Add button. 

Locate your picture 
folder on your 
computer and click 

ôSelectõ. 

Your pictures will 
appear in the pane on 

the left. 

To place your pictures, 
ódrag and dropô the 
picture from the pane 
to the page you want it 

on 
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Adding Page Styles 

 

 
 
 
 
 
 
 

  

Select the ôPage 
Styleõ tab and ódrag 
and dropô the page 
style you require onto 

the page. 

Select from the 

ôCategoriesõ tab 
(this will give a more 
selective choice from 
each category).  Then 
drag and drop the 
page style you require 
onto the page. 

If the predefined page styles are not what you are looking for, you can of course 

create your own.  You can then save them for later use. 

Simply drag and drop 
your pictures into the 
pictures frames and 
double click to edit the 

text in the text boxes 

Take a look at the 
various categories for 
some innovative page 
layouts for your 

pictures and text 
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Adding Backgrounds 

 

 
 
 
 
 
 

 
  

Select the 

ôBackgroundsõ tab 
and drag and drop the 
background you 
require onto the page.  
The backgrounds are 
also categorised, 
simply select the drop 
down arrow to list the 
different categories 
then select the 

category you want. 

If the predefined backgrounds are not what you are looking for, you can add your 

own.  Click on Add and then browse to the location of the file. 

To add a background 
across two pages, 
ódragô the background 
to the middle of the 
spread and then ódropô 
it when the blue line 

outlines both pages. 

 If you 
 choose to 
add your own 
backgrounds, be very 
careful not to place 
anything to close to 
the red line, unless 
you want it to run off 

the page. 
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Adding Frames 

 

 
  

Select the ôFramesõ 
tab and drag and drop 
the ornamental frame 
on top of a picture or 
scrapbook item to 

apply the surround. 
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Adding Scrapbook Images 

 

 
 
 
 
 
  

Select the 

ôScrapbookõ tab and 
drag and drop 
the image you require 
onto the page.  The 
images are also 
categorised, simply 
select the drop down 
arrow to list the 
different categories 
then select the 

category you want. 

You can add your own scrapbook images.  Click on Add and then browse to the 

location of the file. 



 

© 2010 The Homework Diary Company Limited (hdc).  All Rights Reserved. 12 | P a g e  
 

Applying Masks to Pictures and Scrapbook Images 

 

 
 
  

Select the ôMasksõ 
tab and drag and drop 
the mask you require 
onto the picture or 
scrapbook image you 
want to apply the 

mask to.   
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Text Boxes 

Adding Text Boxes 

 

Editing Text 

 
 
 

 

Click the ôAdd Text 
Boxõ button to add the 
text box to the page 

selected 

Double click the text 

box to open the ôText 
Editorõ window and 
add your text.  You 

can ôcopy and 
pasteõ text from third 
party software 
packages such as MS 

Word, Wordpad, etc. 

Standard ôText 
Editingõ features 
include font selection, 

point size, bold , 
italics, underline, left, 
right, centre alignment 
and colour.  You can 
edit all or just part of 
the text contained 
within the text box.  To 
edit part, simply 
highlight the text 
concerned. 

The ôTextõ tab in the editing pane can offer some additional text 
box formatting.  To access the options select your text box and 

click on the ôTextõ tab on the editing pane. 

Select from Top, Centre or Bottom  for the vertical position 

of the text within the box. 

Increase or decrease the text box margins.  

Increase or decrease the line spacing  of the text. 
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Editing Features 

Shapes, Borders and Drop Shadows 

 
  

Select the first button on the editing pane to view the controls for 

Shapes, Border and Drop Shadows.    

Set the shape of your picture, text boxes or scrapbook item. 

Set the number of sides for your picture, text box or scrapbook item 

Rotate picture frame  (only works with shape diamond applied) 

Choose to have rounded or square corners (only with square) 

Set the background colour of your text box 

Set blur  to harden or soften shadow  effect 

Set the opacity of your picture, text boxes or scrapbook item 

Opacity of border 

Thickness of border  

Choose a border  for your picture, text box or scrapbook item 

Colour of border  

Choose to have a drop shadow  

Offset  the shadow  away from a picture, text box or scrapbook item 

Angle  the shadow away from a picture, text box or scrapbook item 

Specify the Colour of shadow  

Set the overall size of shadow  

Set the density of shadow  
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Orientation, Colour and Vignette 

 
 

 
 
  

Select the second button on the editing pane to view the controls for 

Orientation, Colour and Vignette.  
 

 
Change the angle of your pictures within a box. You may have to 
double click on the picture when you change the orientation to 

confirm the crop area (see Cropping Pictures for more info) 

Check the box to flip vertically  

Check the box to flip horizontally  

Choose between original, black and white  and sepia 
effects for your pictures 

Adjust the brightness by sliding the control or typing a value 

Adjust the contrast by sliding the control or typing a value 

Check this box to add a vignette to your pictures 

Select the shape of your vignette 

Slide the control to adjust the size of your vignette 

Slide the control to adjust the blur  of your vignette 

 

Select the colour of your vignette 
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Position, Size and Offset 

 
 
 
 
 
 

  

Select the third button on the editing pane to view the controls for 

object position, size and offset.  
 

 
You can specify X and Y co-ordinates to position objects precisely 
on the page by entering values in the fields. 
 

 

You can specify dimensions  of objects by entering values in the 

width and height fields.  Deselect óconstrain proportionsõ if 
you want to adjust the dimensions of an object in one dimension 
only. 

You can change the focal point of pictures by entering +/-values to 

adjust the offset.   You can also change the percentage scale.  

You must deselect óZoom Lockõ before adjustments can be 

made to either of these properties. 

You can change the angle of pictures or text boxes by rotating the 

angle button or by entering a value (degrees) in the field.  N.B. 
Text boxes can be rotated in increments of 90°  only. 

Right Click on a ôtext boxõ or ôpictureõ to access some additional 

positioning options. 

Select óAlignõ to centre the item vertically or horizontally on the page. 

Select ôArrangeõ to move items forward or backwards in the sequence. 

Select ôfitõ (Pictures Only) to adjust a picture to fit to a page or box. 

Select óAdd To Scrapbookõ to add the selected item to your scrapbook 

repository. 
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Cropping Pictures, Backgrounds and Scrapbook Items 

 

 
  

To adjust the ôcropõ area of a picture, 
background or scrapbook  item, double 
click it and move the frame so the area of the 
picture you want visible is highlighted.  Click 

ôOKõ to accept. 

Cropped area 

You can reduce the frame size by clicking 
and dragging the bottom right corner of the 

frame  
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Adding, Removing and Rearranging Pages 

 

 
 
To Rearrange pages, select ôRearrange Pagesõ from the drop down menu: 
 

 
  

Click on the ôPageõ drop down and chose 
from 

- Insert (Inserts pages in the current 
position shown on screen) 

- Duplicate (Duplicates the current 
pages selected) 

- Add (Adds a page at the end of the 
book) 

- Delete (Deletes the current page(s) 
selected.) 

 

Click the double page spread you want to 
move and click one of the arrows on the left 
to move it to the start, move it up one 
position, move it down one position or move it 

to the end of the publication. 

The numbers below the spread show the 
page number prior to moving and the 
numbers on the left show the new pages 

numbers. 
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Customising the Graphical User Interface 

 
You can customise the GUI to show or hide various section of the interface: 
 

 
  

Click the ôViewõ drop down 
menu to hide or unhide the 

Inspector, Library, Page 
Previews, Pictures and 
Toolbar. 

Also, in the ôViewõ menu you 
can specify settings for 

Rulers, Guides, Grids, 
Snap to and Zoom.  

Click ôPreviewõ to see a full 
screen overview of the book 

created. 
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Generating and Reviewing Proofs 

 
Select æcreate proofsõ from the æfileõ menu 
 

 
 
 
 
 
 

 
 
Flashback will create an individual file for each page.  The files will be ælow resolutionç so please do 
not be concerned if the image quality is unsatisfactory.  The final printed book will be normal 
resolution. 
 
 
 
 
 
 
 
 
  

Select the ôOutput Formatõ for the 

proofs.  Choose from JPEG or 
TIFF.   

Select a destination for the proof 

images.  Click óOKõ to create the 

proofs. 

Select a range of pages.  Select the pages you want by ticking the check box on the 

left hand side.  Click óokõ to create the proofs. 

 Generating the proofs , reviewing the proofs  and correcting 

 your Yearbook are crucial parts of the process.  Failure to do so 
effectively, could result in a delay, spelling mistakes and poor quality layout.  Be 

sure to have your proof  checked thoroughly by several people. 
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Placing Your Order 
 

 
 

 
 

To place your order, Select 

ôOrderõ from the ôFileõ menu or 

click on the shopping cart. 

You may get a yellow warning message 

after clicking on ôorderõ.  This is only a 
precautionary measure.  Most pictures taken 

with modern digital cameras  will print 
fine.  You do have the choice to use a better 
quality picture if you want to, if so click 

ôCancelõ and replace the image(s) and 

start again with the ordering process. 

Click ôOKõ to proceed with your order if youôre 

happy with the current pictures. 

 Red warning messages are critical 

 and should be addressed. 



 

© 2010 The Homework Diary Company Limited (hdc).  All Rights Reserved. 22 | P a g e  
 

 
 
 
 

 
 

 
 
  

You must read and accept the ôterms and 
conditionsõ before you can proceed with the 

ordering process. 

Once all the necessary fields are complete, 

click the ôorderõ button 

Complete the order information form making 

sure all the details are accurate and 
correct . 

Flashback will then 
generate and save the 
Yearbook pages.  The 
progress will be illustrated 

on screen. 

Once the page data is 
created, a window will 
appear showing your 
project folder.  Copy the 
folder and contents 
starting 

Order_CONSUMER to 
CD or pen drive and send 

to hdc.  Please ensure 

you send details of 
your school name 
and hdc Order ID with 
the CD or pen drive 
otherwise we will not be 
able to ascertain who the 
files are from until the 
production files are 
produced, which may 

delay the  delivery  of 

your Yearbook 

 Please make 
 sure you send us 
the correct files.  Failure to 
do so could result in a 
delay 
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Yearbook Project 
Management Section  
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Project Management 

 
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 project and 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, who is 
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 Yearbook will include 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 areas of the Yearbook Project and the 
team member(s) who have responsibility for each section. 
 
All of the Project Management documents are included within this document and can be 
photocopied.  Alternatively, if you would prefer them electronically, please email 
Flashback@thehomeworkdiary.co.uk and state which forms you would like emailed to you. 
 

mailto:FlashBack@thehomeworkdiary.co.uk
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How to Complete the Project Plan 

 
 
 
 
 

Yearbook Project Plan  

 
 

Task Description  Who 

Dates 

Status 

5
/1

/0
8
 

6
/1

/0
8
 

7
/1

/0
8 

8
/1

/0
8
 

9
/1

/0
8
 

1
2

/1
/0

8 

1
3

/1
/0

8 

1
4

/1
/0

8 

1
5

/1
/0

8 

1
6

/1
/0

8 

1
9

/1
/0

8 

2
0

/1
/0

8
 

2
1

/1
/0

8 

2
2

/1
/0

8
 

2
3

/1
/0

8
 

2
6

/1
/0

8
 

2
7

/1
/0

8 

2
8

/1
/0

8
 

2
9

/1
/0

8
 

Appoint Project Team Leader All                    F 

Prepare and distribute profile 
forms 

RC                    F 

Identify potential external 
advertisements 

HM                    F 

Retrieve completed profile 
forms 

RC                    F 

Confirmation of external 
advertisements and revenues 

HM                    F 

Enter profile information onto 
Flashback 

TB                    WIP 

First Flashback proofs 
printed  

All                    O 

Û                      

 

List all of the tasks to be 
completed in 

chronological order.  Use 
a different colour for 

milestones so they stand 
out 

YŜŜǇ ŀ ǘǊŀŎƪ ƻŦ ǿƘŀǘΩǎ 
done (in pencil) and 
ǿƘŀǘΩǎ ōŜƛƴƎ ǿƻǊƪŜŘ ƻƴ.  

O=Open 
WIP=Work.In.Process 

F=Finished 

Write in the dates 
of your Yearbook 

project from 
beginning to end 

Enter the initials of 
the person 

responsible for the 
task 

Shade the cell under 
the date the task has 
to be completed by.  
Again use a different 
colour for milestones 
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Master Project Plan 

 

Task Description  Who 

Dates 
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Dates (cont.)  

                                      Status 
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Sample Profile Form 

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:  
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Yearbook Specification and Contents 

Yearbook Specification Sheet  
Number of 
Colour pages 

 

Cover (Softback 
or hardback) 

 

Page 
Number(s)  

Contents/Description  
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Allocation of Responsibilities 

Yearbook Project Responsibilities  

Team Member(s) Responsible for 
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Doçs and Donçts 

 
Doé Do noté 

DoéEstablish a Yearbook Team. Do notéCreate multiple Yearbook files. 

DoéAppoint  a Yearbook Team Leader. Do notéChange the binding style of your 
Yearbook after you have started the design. 

DoéAssign each member with SMART 
(Specific, Measured, Agreed, Realistic and 
Timed) objectives and responsibilities. 

Do notéLeave things to the last minute. 

DoéTake regular backup copies of your 
Yearbook to avoid disappointment. 

Do notéConstantly work from a pen or flash 
drive. 

DoéExperiment with backgrounds, masks, 
layouts etc to get the theme youçre looking for. 

Do notéplace any items outside the red line if 
you want them to appear in the book 

DoéLeave at least 10mm between the edge of 
objects and the edge of the page (unless you 
deliberately want the object to be off the page). 

Do notémark alterations on the hard copy 
proof and send it to us. 

DoéStick to the agreed timescales. Do notéuse the software on a PC that has low 
memory and/or low hard disk space. 

DoéFollow the user guide when placing your 
order and creating proofs. 

Do notéplace objects (pictures, text boxes or 
scrapbook items) close to the edge of the page 
unless you want them to be æcroppedç. 

DoéAllow 6 weeks for delivery of your 
Yearbook from production approval.  

Do notéplace your order until you are ready to 
submit the file for production. 

Doécreate you r own proofs  and order your 
Yearbook following the instructions within this 
guide. 

 

Doécontact us if you would like some 
assistance creating your front and back cover or 
if you need any support. 

 

Doéinstall Flashback on a PC with at least the 
minimum specification. 
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Notes Page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


