Making a Calendar

Document Setup

1. Create a new document that is 14 tabloid sizes pages. Uncheck facing pages and choose the orientation that the fits the rough. Once these options are chosen, click ok. 

2. The rulers, by default are measuring in picas, which is not what we are accustomed to using. To change the units the ruler is using, right click on each ruler individually and change the units to inches.

3. In the pages panel along the right, double click on A-Master to view the pages template. Anything put on the A-Master will appear on all pages of the document and can only be removed or changed through the A-Master. 
4. On the A-Master, ¼” margins must be added. Anything running beyond these margins will get cut off. Click anywhere inside the ruler and drag a guide out onto the A-Master. Drop the guide ¼” in from each of the edges of the document. Zooming in to 100% could make it easier to be precise.
5. In the pages panel, double click on page 2 (1will be the cover, so skip it).

Calendar Grid

1. Choose the rectangle tool and click once anywhere on page 2. This will open a new dialogue box. Here, add the dimensions that you want the box to be. This measurement can be found on your rough. Once entered, click ok.

2. Just above the newly created box, using the type tool, click and drag a box for the day number to fit into. Inside this new box, type 33. 

3. With the selection tool, click and drag the number into the rectangle. Position it wherever you would like the number to appear. 

4. Select both the rectangle and number. To do this, click and drag a box over each with the selection tool.
5. Press Ctrl c to copy the selected items.

6. Now, choose Edit>Step & Repeat. In the new dialogue box, set the count on 6 to finish out the first week. The vertical measurement should be 0 while the horizontal measurement should be the width of the rectangle. Click ok to close the dialogue box
7.  Select all 7 rectangles and the numbers inside them. Choose Edit>Step & Repeat. On the new dialogue box, change the count to 4 or 5 depending on the number of weeks that you had planned. This time the horizontal should be 0 and the vertical should be the height of your rectangle. Click ok to close the dialogue box. 
8. Select only the top row of rectangles, not the numbers. Press Ctrl C to copy them. Now, choose Edit>Step & Repeat again. This time, change the vertical to a negative amount of the same height, the count to one, and leave the ​​horizontal at 0.
9. Finally, with the top row of rectangles still selected, scale down the row so it’s roughly half the size of a day or less.
10. Select the type tool and click and drag a box. Inside of the text box, type Wednesday. With the type highlighted, choose the font, color and center the type (with it highlighted, click on the paragraph symbol just below File).
11. Now with the selection tool, click and drag the text to move it so that it is inside the first day’s name box. Scale the text box so that it’s the same width as the other box that the text was just positioned over. 
12. Using the Selection Tool, select the type and copy it. Now choose Edit>Step & Repeat. In the new dialogue box change the vertical to zero, and make the count six. The horizontal coordinate should match the horizontal measurement from the rough. Click the preview to test the settings. If it looks good on the preview, click ok to close the dialogue box.

13. Change all the days to their correct names. This completes the grid.

Page Layout

1. Use the rough to build the rest of your calendar. With the rectangle tool, create a box the that is the size of the picture box on the rough. 

2. Make another box for the name of the month. Use the rough to determine how big it should be. 

3. Make more boxes for any other element that appears on the rough. 

Applying the Template to All Pages 

1. With all items just as they should be… location, color, size…. all perfect, select each and every element and copy them.

2. Now, from the pages panel along the right, double click on page 3. 
3. Choose Edit>Paste in Place. This will paste everything onto page 3 in the exact same location it was in on page 2.

4. Repeat steps 2 & 3 for each page up to and including page 13.

Editing the Pages

1. Change each pages month name to its correct month.

2. Next change the number of each date to the correct date. Check google or the clock in the task bar to make sure the dates are correct. Remember that the first is usually on a different day every month!

