Monthly Planner

How to print and use



Contents
What you are printing ...
Two ways to handle overflow
What and how many to print
Set Up YOoUr Printer ..o
Put the sheets together

Uk W e



Instructions Do not print this page

1. What you are printing

This file holds undated monthly-page templates. Print as many months
as you need. Each month is two pages, printed on both sides of one
sheet.

* The left page is Monday through Thursday. It has a month box and a
year box at the top, and day boxes below.

* The right page is Friday through Sunday, with a notes column down
the right side.

Every day box has a small square in the corner. Write the day’s
number in that square; the rest of the box is for writing.

Months don’t always fill the grid evenly. The last day or two that won’t
fit are called overflow. A 31-day month that starts late in the week, for
example, leaves its last two days with no row.
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2. Two ways to handle overflow
Overflow days can be handled two ways. Pick one.

The easy way — no extra boxes

Print every month as a plain month. When a month runs past the fifth
row, write the extra day numbers in the first row’s empty Monday and
Tuesday boxes. Those boxes are always empty in such months,
because the month starts on a Saturday or a Sunday.

Print:

* the First sheet: once

* the No-overflow month sheet: once for each month except the last
* the Last month (no overflow) sheet: once

That's the full print list.
The boxed way — overflow boxes

If you'd rather give overflow days their own boxes, sort the months
into three groups.

Use a calendar. For each month, decide its group:

* Group 0 — no overflow. Anything not in group 1 or 2 is here. Most
months are.

* Group 1 — one overflow box. A 31-day month starting on
Saturday, or a 30-day month starting on Sunday.

* Group 2 — two overflow boxes. A 31-day month starting on
Sunday.

Sort every month except the last into these groups, and count each:

e group 0 (not the last):
e group 1 (not the last):
e group 2 (not the last):

Note the last month’s group: 0/ 1/ 2
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3. What and how many to print

Here are the seven pieces, their page range, and how many of each to
print.

piece pages | print this many

First sheet 8-9 1

No-overflow month 10-11 | one per group 0 month
One-box month 12-13 | one per group 1 month
Two-box month 14-15 | one per group 2 month

Last month (no overflow) | 16-17 | 1, if the last month is in group O

Last month (one overflow) | 18-19 | 1, if the last month is in group 1

Last month (two overflow) | 20-21 | 1, if the last month is in group 2

If you chose the easy way, only three rows matter: First sheet, No-
overflow month (one per month), and Last month (no overflow).

Example, boxed way. Months sort into group 0 = 8, group 1 = 3,
group 2 = 1, with the last month in group 2. Print:

e First sheet: 1

* No-overflow month: 8

* One-box month: 3

* Two-box month: 1

e Last month (two overflow): 1

After printing, you’ll have a pile per piece. Next: Set up your printer.
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4. Set up your printer

Open the print window and set these:

1. Paper size: A5. If your printer has no A5 preset, set a custom size
of 148 x 210 mm (5.83 x 8.27 in).
2. Scale: 100% (“actual size”). Do not use “fit to page” — it shrinks
the pages and throws off the punch holes.
3. Pages and copies: type the page numbers in the pages box, and
the copy count in the copies box.
4. Two-sided printing: three ways to print both sides:
* Automatic duplex: choose “flip on the long edge.”
* Even/odd runs: print the odd (front) pages, put the whole stack
back in the tray, then print the even (back) pages.
* By hand: print the front pages, then feed each sheet back through
one at a time to print its back.

If you're not sure about a setting, print one sheet — both sides — and
check it before printing the rest.
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5. Put the sheets together

Sort the printed sheets into one stack:

1. First sheet on top.

2. Month sheets next, in calendar order, for every month except the
last.

3. Last month sheet at the bottom.

The sheets are unmarked, so pick each month’s sheet by its overflow:

* No overflow: No-overflow month.
* One overflow day: One-box month.
» Two overflow days: Two-box month.

(Easy way: every month is a No-overflow month.)
Now bind the stack:

Lay the notebook open with the discs in the middle. Take the sheets
one at a time and snap each one onto the discs. Check two things on
each sheet:

* The punched edge snaps onto the discs.
* The day labels read upright. The left page has Mo Tu We Th along
its top; the right page has Fr Sa Su along its top.

When you're done, flip through the notebook. If any sheet is upside
down, pop it off and turn it around.

Version: 2026-10-25 2306 7






Mo

Tu

We

Th




Fr

Sa

Su

Notes




Mo

Tu

We

Th




Fr

Sa

Su

Notes




Mo

Tu

We

Th




Fr

Sa

Su

Notes




Mo

Tu

We

Th




Fr

Sa

Su

Notes







Fr

Sa

Su

Notes







Fr

Sa

Su

Notes







	1. What you are printing
	2. Two ways to handle overflow
	3. What and how many to print
	4. Set up your printer
	5. Put the sheets together

