HANDBOOK SET-UP AND INSTRUCTIONS

Print a copy of these instructions. Then delete this text and add your handbook information in its place.

TEMPLATE INFORMATION: This template is for our 7 X 9 Planner.  If your planner is this size, you can easily format your handbook by doing either of the following:

-Remove this text and paste your handbook here. Please do not change any margins or page settings.  

(Margins:  Top .4", Bottom .3", 

Right and Left sides .55". )

These margins need to remain the same when you have completed your handbook.

Handbooks submitted in incorrect formats will not be accepted.

INCOMPATIBLE SOFTWARE

· Power Point (.PPT)
· Publisher (.PUB)
· Rich Text Files (.RTF)
· Microsoft Works (.WPS)
Please follow these guidelines when setting up your handbook document.

Step 1: Fill in the template with your handbook information.

· If you plan to submit your handbook back to Success by Design in a Microsoft Word™ format, please limit your font use to Times, Helvetica, or Arial. These fonts are the most universal and will transfer into our systems the best. If other fonts are used, there is a greater possibility of messy and defaulted text reflow from computer to computer.
· If you plan to submit your handbook back to Success by Design in a PDF format (the preferred choice), you may use a variety of fonts—as long as they are embedded in the PDF. However, if you submit your handbook to Success by Design in a PDF format, we cannot make emergency corrections.
· Check to ensure that the fonts are embedded in your pdf. Mac users, open the PDF in Adobe Acrobat™, hit the command key and “D” and check to make sure the words “Embedded Subset” appear next to each font name. PC users, open the PDF in Adobe Acrobat™ and go to File > Document Info > Fonts and choose List All Fonts. In the Used Font column, make sure the words “Embedded Subset” appear with each font.

Step 2: Proof your document. Our graphics department does not proof handbooks. Changes made after submission could result in extra charges and increase the chances of errors and/or production delays.

Step 3: Converting your handbook to a PDF is highly recommended. This will ensure that the text doesn’t shift or reflow during processing. If you do not have .pdf creator software, please go to either of these websites for assistance.

PDF Creator websites

· http://www.bullzip.com
· http://www.pdf995.com/
Step 4: Submit your finished handbook. We accept files on CD or via e-mail.  If necessary, you may also submit your handbook as a printed hardcopy, but the quality may not be as clear.

If emailing, please send to sales@successbydesign.com. In the subject line of your email please type: HANDBOOK – School Name, City, & State. This will guarantee your email is given top priority.

If you are mailing your handbook on a CD, please tape heavy cardboard tightly around the media for protection. When mailing your hardcopy or digital media please send it FLAT AND PROTECTED to: 

Success by Design, Inc.

3741 Linden Ave. S.E.

Wyoming, MI 49548. 

Include your name, school name, address and the phone number(s) where you can be reached (even during the summer months).

All handbooks are printed with page numbers and placed IN THE FRONT OF THE PLANNER. Unless the customer specifies otherwise, the very first page will always be numbered page one, even if it is the title page.

Thank you for choosing Success By Design.  If you have any questions or need additional we will be happy to assist you (800-3327-0057).

