
The sample graphic shown below has been reduced to fit on this page.  Your finished document will fit perfectly

into our student planner when you use the page setup settings shown in this sample.

To create a Primary and Junior custom school pages section, use the following page

layout settings:

  Page size: 8 1/2" x 11"

   Margins: Top margin 1.00"

Bottom margin 0.75"

Left margin 1.00"

Right margin 1.00"

Your custom school pages will be printed exactly as submitted.  It is very important

that you proofread everything carefully before you send it in.  You will not receive a

proof from us before we print.

When creating your custom school pages, keep these simple guidelines in mind, and 

we will be able to print a professional looking student planner for you.

1)  Do not use text, lines or boxes with any shaded areas or backgrounds.  If you want

     to highlight a particular section of text, use bold, underline, or bold-underline.

2)  Lines should be solid black, not grey.  Line thickness should be at least .5 points.

     You may be using lines in lists, charts, graphs, or tables.

3)  Number your pages starting with 1.

4)  Proofread, proofread, proofread.

5)  Email the file to showie@faithstudentplanners.com.  Be sure to include your name,

     school name, address, telephone number and fax number.

6)  If you are not emailing the file, please:

a)  Use a laser printer.  Print the pages on 8 1/2" x 11" white paper.

b)  Mail us original paper copies only, not photocopies.

c)  Do not fold your originals.  Use a large envelope and cardboard

      backing to avoid damaging your originals.

d)  Do not fax your custom school pages to us.

e)  Include your name, school name, address, telephone and fax number.

Layout Guide for Primary and Junior Custom School Pages

The outer border represents an 

8 1/2" x 11" sheet

This area, where there is text, is 

referred to as the "Image Area".  The 

Image Area measures 6 1/2" wide x 

9 1/4" high.

Top Margin: 1.00"

9 1/4" high
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Bottom margin 0.75"

Left margin
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Layout Guide for Custom School Pages
Large Size (8 1/2 x 11) Format

To create a 8 1/2 x 11 custom school pages section, use the following page  
layout settings:
 Page size:  8 1/2” x 11”
 Margins:  Top margin  1.00”
  Bottom margin  0.75”
  Left margin  1.00”
  Right margin  1.00”

Your custom school pages will be printed as submitted. It is very important that you 
proofread everything carefully before you send it in. You will not receive a proof from 
us before we print. To avoid formatting and reflow issues, final documents must be 
submitted as a PDF file.

When creating your custom school pages, keep these simple guidelines in mind, and  
we will be able to print a professional looking student planner for you.

1) Do not use text, lines or boxes with shaded areas or backgrounds. If you want 
to highlight a particular section of text, use bold, underline or bold-underline.

2) Do not use colour.

3) Lines should be solid black, not grey. Line thickness should be at least .5 points. 
You may be using lines in lists, charts, graphs, or tables.

4) Number your pages starting with 1.

5) Proofread, proofread, proofread.

6) Save your working file as a PDF.

7) Email the file to handbook@firstclassplanners.ca. Be sure to include your name,
email address, school name, address, telephone number and fax number.

8) If you do not receive an e-mail confirmation that the file has been received or for  
additional support please call 1-800-883-0705




