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INTRODUCTION

This guide is meant to answer any questions you have about sending an electronic file to Gustavus Printing Services Pre-press Office. The guide covers all aspects including file types, font issues, compatible electronic media and more. In the unlikely event that you can’t find the answer to your question here or want to know more about a specific policy or issue, just call 933-6272 or 933-7536 and ask for Eileen Holz.

Is your printed piece going Off-Campus?

   if so…your first stop should be the Office of Publications. They offer coordination of publications for the College, including proofreading, style guidelines, and—in collaboration with Printing Services–design and layout assistance.

Are you mailing your printed piece?

   if so…your next stop should be the Campus Post Office. To get the best service and lowest cost they can help you with the specifics of preparing your mailing piece to be machine processed and advise you of delivery times for the different rates.

________________________________

ELECTRONIC FILE CHECKLIST

· See your printer first to pick up this guide and for any tips and specifications. Check to verify that we have the
stock on hand which you are planning to use. This is also an excellent time to discuss when you need the job completed; when Printing Services needs the disk file in order to accomplish that completion date; and to get your job entered on the production calendar so we can reserve the production time needed.

(
Be sure you read and understand what is contained in this guide. If not please contact Gustavus Printing
Services for assistance.

(
If this job will be distributed off-campus it is highly recommended that the Gustavus Publications Office see 
it BEFORE you bring it to Gustavus Printing Services.

(
Make sure you are working on a virus-free machine.

(
Label your disk(s) with your name or your department’s name. A contact name and phone number can also
be very helpful, and is a necessity if a proof is being prepared.

(
Include on the disk.


(
the file to be output


(
any imported or placed graphics


(
any PostScript fonts used which you know Gustavus Printing Services does not own and which you
do own or have specific permission to use (see fonts and font licensure sections)

(
Include a list of the name of the file to be output and any file(s) connected with the output file.

(
Include a 100% black and white copy of the final version of the file. If you have several versions make sure by
actually printing the laser copy from the file you have placed on your disk.

(
Write up a duplication request (available at the front counter of Gustavus Printing Services) which tells us
quantity, stock, finishing method, date needed—everything we need to know to properly complete your job.

(
Place all of the above in an envelope unless you are planning on direct contact with the Pre-press operator who will output your file.

If any of the above items are unclear, please read the following sections which pertain to your specific job. We have included items for all accepted software. You need only read those which apply to you. Should you need further assistance, please contact the Pre-press Office (x6272).

________________________________

1. Gustavus Printing Services Accommodates

All electronic files REQUIRE a 100% B&W laser proof for quality control and checking.

QUARK® (Mac only)

We will accommodate files created with QuarkXPress® for Macintosh/PowerMac. Please use Quark’s Collect For Output to gather imported graphics, or for best results, use an Xtension (ex.: Magpie) to gather imported graphics and fonts. (Please do not use PasteboardXT.) Printing Services is presently at Quark® v4.1 for Macintosh.

PAGEMAKER® (Mac and IBM versions)

Please check that your preferences are set for embedding your graphics. It is always best to provide your printer with the original imported or placed graphic file in case a link has broken or become corrupted. Printing Services is presently at PageMaker® v6.5 for Macintosh and IBM.

EPS (Encapsulated PostScript) FILES

Many applications have the functionality to export an EPS format. We will accommodate only those files that embed fonts (ex: Adobe PageMaker®); have created outlines of all fonts (ex: Adobe Illustrator®); or have converted fonts to curves (ex.: Aldus Freehand®).

TIFFs / JPEGS

Photoshop tiffs (.tif) and jpegs (.jpg) are accepted by Printing Services. We recommend 300 dpi for scanning resolution. Save TIFFS with LZW compression checked. JPEG format will compress your file size, however it is a “lossey compression” so we recommend saving with a quality option of maximum or high quality. Please scan at 100% of final output size. Do not size in your layout program. (i.e. if you need the photo placed at 150%, scan at 150%). Printing Services is presently at Photoshop® v5.5 for Mac only.

WORD (Mac and IBM versions)

We will accommodate Word documents for Macintosh or IBM either as documents or Word text files (for keystrokes only). If saved as text please use Word 6.0/95 format. We are much more limited in fonts on the IBM side. You MUST include your fonts if you want us to output your IBM files exactly (see #4 FONTS section)

ANY COMPRESSED FILES MUST BE SELF-EXTRACTING.

2. Parameters for Best Results

Files should be prepared at actual size and be accompanied by a 100% B&W laserproof for quality control.

On-Campus Output Devices

Press


20˝ x 14˝
maximum sheet size


13.25˝ x 19.75˝
max. imprint area


8.5˝ x 11˝
minimum sheet size (runs LEF, allow for gripper)


133 lpi

recommended screen for halftones (photographs) and tints

Copiers


11˝ x 17˝
maximum sheet size


Bleeds

not possible unless run on oversize and trimmed




(allow for non-printing area)


8.5˝ x 11˝
minimum sheet size


75 lpi

recommended screen for halftones (photographs) and tints

Recommended B&W screen tinted background 15%–80% with 20% difference between levels for differentiation.

Any type positioned on top of 50–100% tinted background should be white and not less than 12 point. (especially if a copier job)

Any type positioned on top of 0–40% tinted background should be black.

Please do not use white boxes to cover up areas.

Scan to actual size (place in Quark® / PageMaker® / Word at 100%). Line art should be scanned no more than 600 dpi and photos should be scanned between 300 and 600 dpi.

Rotation or scaling of graphics should be done in their original application, not in Quark® / PageMaker® / Word.

Select your colors from a PMS® (Pantone® Matching System) color chart or the Pantone® models or libraries provide with your software. Be sure to use that same color in the final output software. (i.e. If you use PMS 032 Red in your Illustrator® artwork and place it into PageMaker®, use PMS 032 Red for anything else printing in red.)

Do not use CMYK except for 4-color process jobs which will have to be outsourced. Please see Brad Johnson (x7536) or Eileen Holz (x6272) BEFORE planning a 4-color job.

3. File Formats

GRAPHICS

There are a number of formats in which the art of pictures can be saved. Gustavus Printing Services can only work with TIFF, JPEG, and EPS. These three file formats are the most common types, and they cause the least number of problems and most can be pre-flighted by the software we own should there be problems with the files.

Fonts within EPS graphics MUST BE OUTLINED.

Any image requiring color corrections must be an RGB TIFF. We will only correct images upon request. (We use the Photoshop® Extension Intellihence™.)

Color images that require no color correction must be CMYK TIFF or EPS.

Low resolution for position only (FPO) photos may be any format and must be clearly marked as such on the proof and you must be sure to included the high resolution file on the disk.

SELF-EXTRACTING

All compressed files must be self-extracting.

There are many compression applications available to Macintosh users. Some of the most popular are Aladdin’s Stuffit™ and Symantec’s Disk Doubler™. If you compress your files to fit on a disk or send one file by modem, you need to choose an option called SELF-EXTRACTING. By choosing this option, Gustavus Printing Services does not need to have a copy of the same application to uncompress your file. A self-extracting compressed file acts like an application, once it is double-clicked on, it opens to the files it contains.

4. Fonts (SEE FONT LICENSING)

Gustavus Printing Services is licensed to use a wide selection of fonts (list available for perusal in the Pre-press Office).

Fonts other than those which Gustavus Printing Services owns will not be accepted unless they are embedded in an Acrobat PDF or PostScript file. They may also be outlined in an illustration application.

If you can prove ownership of the fonts you have used in your file, you may include the fonts on your disk. Printing Services will use those fonts for outputting your specific job. We will not add the font permanently to our font library and we will dispose of the fonts and any files using those fonts immediately after output.

All of Gustavus Printing Services output devices are PostScript devices. We have very inconsistent results with True Type, Multiple Master (i.e. Nueva MM) or CityName (New York, Chicago, etc.) fonts. If you own a font and plan to provide it for one-time output it MUST BE A POSTSCRIPT FONT. This means the font is composed of two parts, a screen font and a printer font—both parts of the font MUST BE INCLUDED ON THE DISK.

Remember all EPS graphics need to have fonts outlined.

Do not use the Quark® measurements pallet to apply styles (i.e. Bold, Italic, Outline, Shadow, Underline)—use the real typeface (i.e. B Helvetica Bold).

Do not use the PageMaker® styles or control pallet to apply styles (i.e. Bold, Italic, Outline, Shadow, Underline)—use the real typeface (i.e. TimesNewRomanPS Italic).

Do not use the Word formatting toolbar to apply styles (i.e. Bold, Italic, Outline, Shadow, Underline)—use the real typeface (i.e. BI Times BoldItalic).

If an electronic file comes in on a rush basis and some fonts are missing or it uses fonts other than those Gustavus Printing Services owns, we reserve the right to substitute with a similar font. If we do a font replacement, you the customer MUST do one of two things:

• 
provide a B&W copy of the original file so we know what font you originally used and agree to a “closest
match”, understanding line endings and spacing will probably need to be adjusted at a rate of $20.00/hour.

•
provide a B&W copy of the original file and make an appointment with our Pre-press Operator to work on the
font replacement (x6272)

Gustavus Printing Services may in the future offer the PDF alternative to avoid font issues, but that option is not available at present.

FONT LICENSING

Gustavus Printing Services font license from their various vendors states (in summary) that: “You may take a copy of the font(s) you have used for a particular file to a commercial printer or other service bureau (i.e. Gustavus Printing Services), and such service bureau may use the font(s) to process your file, provided such service bureau has informed you that it has purchased or been granted a license to use that particular font software.” Gustavus Printing Services will require proof that you own the font(s) which you are providing.

5. Compatible Electronic Media

Gustavus Printing Services can output from the following electronic media:


3.5 floppies (Mac or DOS formatted).


100MB ZIP cartridges (Mac or DOS formatted)


SyQuest cartridges (44MB, 88MB, 200MB)

6. Pre-Flightable Items

Gustavus Printing Services will preflight (see glossary at end of this document), to the best of their capabilities, the following specific items, ONLY if a laser copy/proof is included and:

•
all fonts and graphics are available and in the proper format on disk for output

•
halftones are prepared consistent with output device required and are corrected for printing on either the copiers 
or the press.

•
EPS graphics have fonts outlined.

•
graphics are scanned at the appropriate resolution.

•
graphics are outlined as needed.

•
colors are defined properly.

•
Gustavus Printing Services output matches the customer-provided proof.

•
document complies with all of the items in this guide.

•
the file is the proper size.

Pre-flighting is only fully available for Quark®, PageMaker® and Word, Photoshop®, Illustrator®. To a more limited extent for Claris Works, Excel and PowerPoint. Please use the appropriate software for your end product (i.e. PowerPoint is not the preferable software for a printed logo as PowerPoint will not separate the individual colors). Pre-flighting is billed at $20.00 per hour (minimum of 1/4 hour).

7. Proofs

Because of all the variables in fonts and software, you will be provided with a proof of your disk file to approve before we run the final quantity. We proof to a Xerox DocuPrint black and white or the Xerox 5799 color copier. We do not guarantee exact colormatch for all colors on the color copier.

8. Adjustments

Gustavus Printing Services will no give adjustments for Quark®, PageMaker® and Word documents which:

• 
are received less than 2 days prior to final film deadline, if going to press

• 
were received without a B&W, 100% sized laser proof of the file for quality control

• 
contains an error that could have been avoided by pre-flighting (see glossary at end of this document) the file which is done automatically when the file is received

• 
required Gustavus Printing Services to substitute fonts for any reason.

9. Assistance

The best way to alleviate problems with electronic disk files is to visit with your printer, Gustavus Printing Services, BEFORE you begin designing. Knowing our capabilities and limitations will only make both of our jobs easier. 

We will be happy to:

• 
provide you with a copy of this guide

• 
go over any unclear items on this guide

• 
allow you to look at the catalog of fonts which we own

• 
allow you to reference our Pantone® Matching System (PMS) color guide

• 
assist you in finding graphics you may need

• 
advise you in laying out the original template

Gustavus Printing Services cannot, because of many other deadlines, be considered a training site for your software. Nothing can be more valuable in that respect than taking the appropriate level classes and seminars for the specific software you own, reading the manual, checking software websites for tips, calling the Gustavus Helpline. If you are not willing or able to do the above, often the most expedient way to do the job, for all involved, is to provide a cleanly typed, well proofed, final-corrected text document and allow our Pre-press/Design department to apply your ideas and their talent and expertise.

10. Glossary

PDF
Portable Document Format, a file format created by Adobe® using the application Adobe® Acrobat. This application was originally designed for distributing electronic documents in the paperless office. Gustavus Printing Services presently does not have the ability to accept PDF files.

POSTSCRIPT FILE
Many applications can create a PostScript file. When a Mac prints to a printer, the Mac Operating System works with the application to translate the document into PostScript–a language a printer understands.

Printing to a file works the same way; however, you end up with a file instead of a printed piece of paper.

Gustavus Printing Services at present will not accept PostScript files as we cannot pre-flight a PostScript file for any of the problems outlined in this guide.

PREFLIGHT
To pre-check a file before printing to assure successful output.

