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This is a helpful guide to using the new Premier Planner Builder. It's the easy way to create, review and approve your
planner. Just follow these few steps and you'll be done in minutes!

LOG IN n Email #1:

the links to vour order
Check your inbox for 2 more emails from School Specialty and log I I

Email #2:

into your order on the Premier Planner Builder. If your order includes
Your secure username & password

more than one package, you will receive links to customize each
package separately. If you don't receive these emails, you may want
to occasionally check your junk mail folder.

Level

Select Your Planner Level v
PICK YOUR GRADE LEVEL & SIZE |
Next, simply use the drop-down menu to pick your grade level and o
the size of your planners. Select Your Planner Size v

CUSTOMIZE e ——
YOUR COVER —— il

Handbook e

Sexcol Name

e Your School Name

Enae your school nama A& you want it 16 ApPART on th frart covee of yaur planrar

Using the menu options on the FhirmieriForme
left, it's time to start customizing! Enhencement s
First up — picking your Front Enhancement ..

Unbasd Your Schacl Loga

Back Cover

Cover. There are plenty of stylish
designs to choose from, with
some offering more
customization options than
others.

WATCH A HELPFUL VIDEO:

See how to customize your planners:
www.schoolspecialty.com/premier/planner-builder

Call our Customer Service Team for help with your order: US: 1-800-447-2034 « CA: 1-800-665-2461

Your schaol lage st ke in jpe, bmp, o oeg leemat. Click ta upland your schan’ lago fram your enmpct, oe eall us a1 1-800-447.

2004 [US] and 1800465 24561 {CAJ to wse artwark from 3 pravicus planner,
Pramiry Corer

Selcet Yaur Primary Coler -
Slect the primary Imaa] coiar far your covar fram taa drepdown manu,
Sneconlery Celee

Salret Yilr Sacandary Calee
Select the secorary (acoens} co'or fur your cover fram the dropdown menu,

Aedtonal Tos

Enter Your Add tions| Text

While there is no character Emit, the more text you write, the smaller it wil appear. F you dor’t add ary text, thiz section will e

Elark. Your taxt sl appear in ALL CAPS
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ADDING YOUR SCHOOL LOGO

If you choose a semi-custom or custom cover you can add your own school logo artwork \ E

(in a jpg, bmp, or png image format). To use artwork from a previous planner, call us at i ST e S
1-800-447-2034 (US) and 1-800-665-2461 (CA). Don't have a school logo yet? We've made Tr— Swe-

it easy to choose from our library of high quality images at www.schoolspecialty.com/

premier/logo-library, z @

¢ find and download an image ANIMALS oceani0’ ANIMALS ockantt

e upload it to your planner. We will automatically resize it and add Upload Your School Logo i) g,
your school name. All logos will be printed in black and white.

UPLOADING YOUR HANDBOOK -

Front Cover

Next, you can create your title page and upload a PDF of your school'’s specific ‘ Qo
handbook information. If you don’t upload any handbook pages, we will add an e
Emergency Contact page plus 6 notes pages in its place. Handbook pages will be .
printed in black & white. To help ensure your handbook is the right size and Bebmeomaet e
format, we've created ready-made templates you can download at Back Cover %
www.schoolspecialty.com/premier/reference

Planner Format

A NOTE ABOUT FONTS: Arial

When creating or revising your Handbook document, Comic Sans
please use only the following standard system fonts, Ay .

otherwise your handbook will not print correctly. If Calibri Times New
you nheed help, just call our Customer Service Team at C B Roman

US: 1-800-447-2034 or CA: 1-800-665-2461. ampria

Foundations Elementary Block

Customizations

3 Nona

CHOOSE YOUR PLANNER FORMAT

Next, choose the type of planner, and the block or matrix style of its
calendar pages.



http://www.schoolspecialty.com/premier/logo-library
http://www.schoolspecialty.com/premier/logo-library
http://www.schoolspecialty.com/premier/logo-library
http://www.schoolspecialty.com/premier/logo-library
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PICK YOUR ENHANCEMENTS

These can include Home-School Pouches, Hall Pass pages, Stickers and
Trackers. These thoughtful additions work in conjunction with your 3
planner’s exceptional design and content to give students a clear tool to
capture achievements, assess accomplishments and plan for their

personal goals. Le

PICK YOUR BACK COVER

Just like your Front Cover, there are plenty of stylish
designs to choose from, with some offering more
customization options than others.

America Facts (Back)
8"x10"

REVIEW & APPROVE

Your final step is to preview and proofread your planner
carefully. You can even download a PDF. Once you click
APPROVE PROOFS, your planner will be released to
production and printed as it appears in the preview. If you
are a PO-required school we will not start production until
we receive your Purchase Order.

If you notice this symbol beside the 'APPROVE
PROOFS' button, it means that there are still
sections in your planner that you have not
completed. Click the yellow circle to see
what's missing.
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Plain Calendar (Back)
5'x8"
8" x 10"

Positive Actions (Back)
8" x 10"




