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"What To Do Now" Guide – Customised Date Section (New Clients)

Date Section Layout Specifications (See Page 2 for Examples)

1 Colours you prefer 

(Please specify your CMYK colour codes if you know them. PMS colours are only available by 
prior arrangement as they carry considerable surcharges.)

2 Do you want to include your School Events or Day Rotations?  No  Yes

(If Yes, please use our MS Excel Template, available at: 
http://www.getpositive.com.au/relatedlinks.html)

3 Column Headings (e.g. Day, Subject, Homework, Due, Assignments/Notes) 

4 Do you want to include Saturday/Sunday in the layout?  No  Yes

5 Do you want to include an Inspirational Quote?  No  Yes

6 Do you want to include your School Motto in the page Footer?   No  Yes  

If Yes, please specify 

7 Do you want to include Parent/Teacher Signature/Comments?  No  Yes

8 Do you want to include School/College logo? 

 No  Yes (  as a watermark )

9 Other items (you can select up to 2 of the following extras):

 Fascinating Facts

 Funny of the Week

 Gospel Reflections

 Month shown on the side as printed 
'tabs' within the page

 Monthly Calendar

 Prayers

 Study Tips

 This Day in History

 Want to supply your own content

 Weekly Puzzle

 Word of the Week

Thank you for choosing our services and welcome to MyDiary. On your Order Form you have selected a customised date section. This means:

¨¨ The homework pages of your diary are designed to suit your specific school needs.

¨¨ We are customising the layout with your school colours and crest/logo.

¨¨ School events and day rotations can be included on each day.

¨¨ The structure and headings have been rearranged to suit specific homework purposes.

Below is a questionnaire to help us design your layout.

We require you to return this Job Card with your requirements within 7 working days or the deadlines stated in the accompanying email.

¨¨ Please note that we cannot change the design later in the year so it is important that any changes are made now. We can of course add in school events as soon as they become available.

Date Section General Specifications

Would you like us to design the best option for you?   Yes  No

Do you want the layout based on your existing diary?   Yes  No

If Yes, please email a PDF or scanned images of personalised pages & a sample week of the date section. Or post a 
hard copy sample to: 

MyEDiary, Shop 4, 129 Mooloolaba Esplanade, Mooloolaba QLD 4557 

Do you wish to make any changes in terms of 

structure of the the page (such as line widths, 

column headings etc)?

 No, keep same as existing   Yes

If yes, please complete the “Date Section Layout 
Specifications” section on the right

Are there any changes you wish to make in 

terms of colours or fonts?

 No, keep same as existing   Yes

If Yes, please include your new CMYK codes and 

style guide. Other details: 

Are you happy for us to commence design work?

Because there is a lot of effort and time required to 
design your diary, we are required to commence 
design ASAP.

Please note that once we have updated the date 
section and you have approved it, we are unable to 
make further changes to the design and structure 
in that diary year. We can of course add in school 
events as soon as they become available.

Changes can be made each year.

 Yes  No

If No, reason: 

If Yes, could you please complete the following:

Date section to start on: 

Term 1 start / end:  

Term 2 start / end:  

Term 3 start / end:  

Term 4 start / end:  

‘WTDN’ – New Clients
Hi, I’m an editable PDF form.

Simply select different design options, for your Date Section, 
Cover, Personalised School Pages and Bookmark (as applicable) 
using the checkboxes, select options and text boxes provided 
for you.

After you have marked your choices, please review them and 
click on ‘Email My Choices’ button (Page 4) to send your 
choices and comments to MyDiary. Save a copy for your records.

PLEASE NOTE:

We are NOT asking for your final personalised content. 
We ARE ASKING for information to allow us to create a 
Pre-Design of your DATE SECTION.

Please reply, using this form, within 7 days.

OK
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IC DATE SECTION 7

ACHER COMMENTS

:

re:

JANUARY 2016

Sun Mon Tue Wed Thu Fri Sat

31 1 2

3 4 5 6 7 8 9

10 11 12 13 14 15 16

17 18 19 20 21 22 23

24 25 26 27 28 29 30

January

J
A

N

58 59Marian Catholic College : Walk with Christ Walk with Christ : Marian Catholic College

 I have checked my child’s Diary.

Parent/Caregiver’s Signature

Teacher’s Signature

Day and Date P Subject Homework Due

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Notes Teacher – Parent/Caregiver Communications

T
E

R
M

 
1 T

E
R

M
 

1
26

DAY 1
Australia Day

27
DAY 2

Staff Development Day 
(Pupil Free Day)

28
DAY 3

Year 7 Students & 
Student Leaders

29
DAY 4

Years 8 - 12 Return

Year 7 Jump Start 
Commences

30
DAY 5

31

01

Aim not for what you are, 
but for what you could be.

Lucas Hellmer

Term 1 Week 1 January / February
1 Colours

4 Include/Exclude Weekend

5 Inspirational Quote
6 Motto in Footer

3 Column Headings

9 Monthly Calendar

9 Monthly 'Tab'

7
 Parent/Teacher 
Signature/Comments

8 School Logo

2 School Events

Customised Date Section Layout Features

Examples 

(fo
r r

eference only)
‘WTDN’ – New Clients
Hi, I’m an editable PDF form.

Simply select different design options, for your Date Section, 
Cover, Personalised School Pages and Bookmark (as applicable) 
using the checkboxes, select options and text boxes provided 
for you.

After you have marked your choices, please review them and 
click on ‘Email My Choices’ button (Page 4) to send your 
choices and comments to MyDiary. Save a copy for your records.

PLEASE NOTE:

We are NOT asking for your final personalised content. 
We ARE ASKING for information to allow us to create a 
Pre-Design of your DATE SECTION.

Please reply, using this form, within 7 days.

OK
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Cover Design Questions & Instructions

Would you like to design the cover yourself?   Yes  No
(If Yes, Please read our instructions on Page 5)

If you would like us to design you a cover (FREE service) please answer the questions below:

What Cover Design Option would you like? See examples above.  

Please tick what features you would like to add:

 School Name  School Logo  Year   School Photos  eDiary Instructions  Space for Student Name

What do you call your diary?

 Student Diary  Student Planner  Homework Book  Other 

What would you like on the Inside Front Cover? (in full colour)

 Semester 1 & 2 timetables  School Map  Other 

What would you like on the Inside Back Cover? (in full colour)

 Semester 1 & 2 timetables  School Map  Other 

"What To Do Now" Guide – Cover Design

Each year MyDiary updates its designs to present fresh and attractive themes to engage students and to assist in showcasing your school. Please select from the following design 

templates for your cover & personalised content or let us know your requirements.

Cover Option 1 Cover Option 2 Cover Option 3 Cover Option 4

Other comments you wish to make about your Cover design:

 

 

What You Need To Supply?
1. Up to 6 high quality images (JPEG, TIFF, Photoshop – NOT MS Word 

or Publisher).

2. School Logo in high resolution (if a new client).

3. School Timetables/Colour School Map for inner covers (if 
selected). Let us know if you need us to add multiple timetables 
to accommodate Week A/B and Semester 1/2.

4. Your School Branding colours in CMYK (if known). Please remember 
PMS colours are subject to extra fees and charges.

 TIP: School email systems usually have a 3MB limit… so try 
sending large emails from your home email account or via 
www.hightail.com or www.dropbox.com

— Please Select —

✔

‘WTDN’ – New Clients
Hi, I’m an editable PDF form.

Simply select different design options, for your Date Section, 
Cover, Personalised School Pages and Bookmark (as applicable) 
using the checkboxes, select options and text boxes provided 
for you.

After you have marked your choices, please review them and 
click on ‘Email My Choices’ button (Page 4) to send your 
choices and comments to MyDiary. Save a copy for your records.

PLEASE NOTE:

We are NOT asking for your final personalised content. 
We ARE ASKING for information to allow us to create a 
Pre-Design of your DATE SECTION.

Please reply, using this form, within 7 days.

OK
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Personalised Bookmark (A5 & B5 only) Generic Bookmark (A5 & B5 only) Bookmark Flap (A4 Covers Only)

Bookmark Design Questions & Instructions 

If you have ordered a personalised bookmark, please clarify 

the following questions:

What Bookmark Design Option would you like? 

 

Note: With Personalised Bookmark, you can have a variable number of 
student artwork / school images and/or school song/prayer etc.

What Happens Next?
1. Due NOW – Email this form attaching your logo and branding 

guidelines if available. Please also include up to 6 images 
each for the cover and bookmark, if ready to supply.

2. Will we create a Pre-Design for the “Date Section” for your 
approval.

3. We will then issue a final Pre-Design Proof for your approval. 
This completes the date section part until you are ready 
to supply us your school events.

4. SEPT/OCT – You supply “School Personalised Pages” in 
electronic format, proof ready and Cover & Bookmark 
images (if not already supplied) as individual image files 
(not in a Word document).

5. OCT/NOV – You supply “School events” if required.

6. Final Proof issued.

PLEASE NOTE: One set of proofs with minor editing is included 
in the order. Any major changes (e.g. adding planners) may 
incur an additional design fee. Once you have received Proofs, 
please check, sign and return them within 5 working days.

Your Name: 

Email: 

School Name: 

School Sub-Name (if needed): 

 e.g. Secondary, Junior or Parresia

"What To Do Now" Guide – Bookmark & Form Submission

If you experience any problems emailing this 

form, simply print it instead and fax it to:

(08) 6210 1702 or (08) 9200 3607

Other comments you wish to make about your Bookmark design:

 

 

 

What You Need To Supply?
Due Now or with personalised page update. 
High Resolution images with artist names, if relevant.

  EMAIL MY CHOICES

— Please Select —

‘WTDN’ – New Clients
Hi, I’m an editable PDF form.

Simply select different design options, for your Date Section, 
Cover, Personalised School Pages and Bookmark (as applicable) 
using the checkboxes, select options and text boxes provided 
for you.

After you have marked your choices, please review them and 
click on ‘Email My Choices’ button (Page 4) to send your 
choices and comments to MyDiary. Save a copy for your records.

PLEASE NOTE:

We are NOT asking for your final personalised content. 
We ARE ASKING for information to allow us to create a 
Pre-Design of your DATE SECTION.

Please reply, using this form, within 7 days.

OK
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Designing Yourself? – Please follow our specification guide

CMYK Profile: U.S. Web Coated (SWOP) v2

Sizes (W x H) Covers / PP / Date Section Bookmark

A5 158 x 220 mm (1870 x 2600 pixel)* 258 x 220 mm (3050 x 2600 pixel)*

B5 180 x 252 mm (2130 x 2980 pixel)* 280 x 252 mm (3310 x 2980 pixel)*

Academic B5 (aB5) 219 x 265 mm (2590 x 3130 pixel)* 329 x 265 mm (3890 x 3130 pixel)*

A4 220 x 307 mm (2600 x 3630 pixel)* 330 x 307 mm (3900 x 3630 pixel)#

Bleed: 5mm around all edges; 60 pixels in case of cover or bookmark. 

All measurements are inclusive of bleed.

Bookmark Folds: Two folds for the wrap-around are situated at:

A5 153 / 163 mm (1810 / 1925 pixel)* B5 175 / 185 mm (2070 / 2185 pixel)*

A4 (Bkmk Flap only) 215 / 225 mm (2540 / 2655 pixel)* aB5 214 / 224 mm (2530 / 2645 pixel)*

* Pixel dimension are only applicable to cover / bookmark designs, if these are created in Photoshop or equivalent.

# Only applicable when ‘A4 Covers with Bookmark Flap’ option is selected.

Binding encroaches up to 10 mm (15 mm, counting the bleed) therefore do not place any text or important images in this area.

Acceptable Formats: Please supply a print ready PDF with bleed and trim marks. Whenever possible, 

also supply the original, editable files (Photoshop, Illustrator, InDesign etc) for maximum flexibility.

Labelling of components:

1. Inside cover footers must read "School Name Inside Front Cover & School Name Inside Back Cover" respectively.

2. Personal School Pages must be numbered and named with school name. Eg: Smithfield SHS P1.

3. Date Section Pages must be numbered and named with school name Eg: Smithfield SHS Dates P1.

4. Bookmarks can only be personalised one side (front side) and must be labelled with school name  
Eg: Smithfield SHS.

Output for Printing

¨¨ Single pages, not spreads

¨¨ Print Quality PDF with 5 mm bleed on all 4 sides

¨¨ Compatibility: Acrobat 5 (PDF 1.4)

¨¨ No printer marks

¨¨ No down-sampling applied to images

¨¨ InDesign Package with links & fonts

¨¨ Upload files via FTP or to Dropbox folder (as specified)

¨¨ May require converting all fonts to curves

In some cases, the final for-print pdf file may require converting all fonts 

to curves in order to avoid issues with the print-production. However, 

in order to save additional work, especially in the case of longer 

documents and to preserve text editing capabilities, it is advisable to 

use a pdf preset that does it automatically on pdf export instead of 

going through all text frames in the InDesign document and manually 

converting the fonts to curves.

PDF presets for exporting for-proofing and for-print 
pdf files from InDesign can be provided if required.

Some Useful Tips 

¨¨ General text size for Body Copy in:

 h A5 = 10 point

 h B5 = 11 point

 h A4 = 12 point

¨¨ General pixel dimension for school logo (when it is not 

supplied in vector i.e. .ai or .eps format) should be more 

than 1000 pixels, wide for horizontal and tall for vertical.

¨¨ In most cases, personalised school pages (pp) are in 

multiples of 8.

Adobe InDesign, Photoshop and Illustrator templates for Cover / PP / Bookmark / Date Section are available on request.

"What To Do Now" Guide – Self-Design Instructions

Self-D
esign In

stru
ctio

ns
‘WTDN’ – New Clients
Hi, I’m an editable PDF form.

Simply select different design options, for your Date Section, 
Cover, Personalised School Pages and Bookmark (as applicable) 
using the checkboxes, select options and text boxes provided 
for you.

After you have marked your choices, please review them and 
click on ‘Email My Choices’ button (Page 4) to send your 
choices and comments to MyDiary. Save a copy for your records.

PLEASE NOTE:

We are NOT asking for your final personalised content. 
We ARE ASKING for information to allow us to create a 
Pre-Design of your DATE SECTION.

Please reply, using this form, within 7 days.

OK


