
 
 

 

Step by Step Instructions for Creating a Calendar Project: 

 

Step 1/14:  

 

Go to http://www.calvendo.co.uk, complete the free registration and enter all of the mandatory 

information in the "My Profile" tab. 

Next, go to the "My Content" tab in your account. Use the blue "Upload Images" button to 

upload your own images to the CALVENDO Editor. They should have 150 dpi, i.e. a height of 

420mm and a width of 594mm in order to be of sufficient size for all formats up to our 

maximum of DIN A3. Prerequisites: RGB colour space, JPEG file with maximum quality and 

Baseline (Standard) Format. 

 

 

 
 

http://www.calvendo.co.uk/


 

Step 2/14:  
 

Give your image collection a meaningful name.  

Press the "Upload Now!" button. A window displays for you to select images from your hard 

disk.  

You will see your files added to a list of images ready for upload.  

Confirm the upload by pressing the "Upload File" button in the bottom right-hand corner. 

The upload process begins. 

 

 
 

 



Step 3/14:  

 

Go back to your account. At the top right-hand side of the page, you will see a menu bar. Select 

the menu item "NEW PROJECT".  

Select the country in which you would like to publish and the project format, e.g. Landscape, 

Portrait, Square or Poster Book. 

 

 

 
 

 



Step 4/14:  

 

Press the "Start" button to transfer directly to the input page for a new project. Now you can get 

started. 

Enter a name for your project, taking note of the tooltips provided.  

At the top of the editor, you will see several tabs ("SETTINGS", "LAYOUT EDITOR", etc.) for 

the steps you need to follow in creating your project. 

Don't forget to press "Save" regularly whilst creating your project. 

 

 
 



Step 5/14:  

 

Next, go to the "LAYOUT EDITOR" tab. This is where you design your project. In the sidebar 

to the left of your workspace, you will find an image explorer. Click the + symbols to expand the 

levels of the tree structure and view the images you have uploaded.  

The right-hand sidebar contains a number of tools to help you design your calendar project. 

The workspace in the centre always shows the calendar page you are currently working on.  

To begin working, simply drag and drop an image from the left-hand sidebar to your layout page. 

The image will automatically snap to the centre. 

 

 
 



 

Step 6/14:  

 

Drag and drop each image to a separate layout page until all of your calendar pages are filled. 

 

And don't forget: your cover plays a crucial part in attracting potential buyers, so take your time 

over designing it. 

Make sure you have not accidentally hidden an extra image or text box under your main image.  

You may not be able to see it now, but it will cause problems later on when your project is 

printed.  

 

As soon as you save your work, the Editor will check whether all of your images are correctly 

aligned. 

If not, you will see a warning message with an exclamation mark displayed in the right-hand 

sidebar. The message tells you where the problem is and what you need to do. Follow the 

instructions and save your project again. The red warning icon should now have gone. 

 

 
 



Step 7/14:  

 

Next, select a calendar grid that suits your image format. To do so, press the "Calendar Grids" 

button in the right-hand sidebar. 

A popup box will display with different grid options to choose from. To see which grid is best, 

it's generally a good idea to try several to see which suits your work. Each new calendar grid will 

automatically appear on your entire layout pages. 

 

 



Step 8/14:  

 

Next, choose the colors you want to use in your calendar grids. 

To do so, select the "COLORS" tab in the right-hand sidebar. Choose one of the many default 

colors or define a new one. 

You can also adjust the opacity of your calendar grid. To get a nice effect, for example, you can 

make it semi-transparent. 

The colors will apply to your current page only. To apply them to the whole project, press 
"Apply to all pages: Colors". Don't forget to save your work! 
 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 


