
get perfect output every time
a guide to preparing files
ready for output
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The most important point to remember is to
send all the electronic files that are contained
within your document. Although this sounds
obvious, poor preparation of files for output is
the number one problem we encounter.
Sending jobs with corrupt or missing screen
and/or printer fonts, missing graphics and
unclear instructions is a waste of both time
and money.

Put all items into one folder for output and be
sure to include all fonts, images and artwork.

Take advantage of any feature/utility your
application offers in this respect.
QuarkXPress, CorelDraw and Adobe
Pagemaker, for example, all offer features that
gather all the files used in a layout and 
stores them in a folder.

Keep the file names simple and
straightforward - avoid special characters and
extremely long file names.

Don't send superfluous material - it will only
confuse matters. If you haven't time to
remove other files from the media on which
you're sending a job, put them in a folder
clearly marked 'Please Ignore'.

Always, supply a hard-copy, 100 per cent
proof of the final version of the file. Remember
that PDC Copyprint will not accept
responsibility for the final print without a hard-
copy proof.

Provide a job sheet or an order form for each
file sent for output with full instructions: file
names, fonts, Pantone names, proofs, and
expected delivery times. Don't forget to put
your contact details should PDC Copyprint
encounter problems or need to contact you.

It's not just missing fonts that cause
problems, it's wrong typefaces, corrupt or
unusable versions or manipulated fonts. PDC
Copyprint have a large database of fonts, but
we don't stock every font that's available.

Be specific: PDC Copyprint need to match
your fonts exactly - fonts must be of the same
vendor, name and manufacturer.

Adobe Postscript Type 1 fonts are the defacto
standard of the industry. To play it safe, stick
with Type 1 fonts from recognised type
foundries.

Avoid cheap throwaway fonts - which can
cause output problems - and most of the Mac
typefaces that are named after cities (such as
Geneva, New York, and San Francisco),
which are designed as screen fonts not for
high-end output.

If your sending Postscript fonts remember
that these fonts have both a 'screen font' for
proper display on your monitor and a 'printer
font' that's used to create smooth type on a
printer, especially on an imagesetter.
Forgetting to send the latter will result in type
appearing bitmapped (jagged).

Windows-based designers need to be
particularly aware of the fonts they use. Mac
and Windows fonts are different, even if both
are Adobe Type 1. Sometimes designers use
a TrueType version of a font but send a Type
1 version (or vice versa). While the type may
output correctly, text can reflow because of
differences in character widths and kerning. A
laser proof of the page in this situation is vital
so that any major changes in font metrics are
corrected at PDC Copyprint’s end.

Be sure to include any font used in EPS
images.

Never be tempted to use your DTP program's
style menu to make type bold or italic. If your
font dosen't offer you that choice, it's best to
select another one that does. The same goes
for creating outline or shadow text. While your
in-house proofer can create and print most of
these type effects by altering your basic fonts,
a high-end imagesetter will not be so
forgiving.

Sometimes it pays for a designer to convert
small amounts of unusual fonts such as those
used in headlines to paths in Illustrator or
Freehand or to curves in CorelDRAW. This
avoids the need to supply a font and removes
the threat of awkward line breaks or
accidental font substitution.
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After fonts, the next biggest problem are
graphics - and the most common problem is
missing graphics. Too often designers place a
linked graphic into a layout program, but
forget to send it, so at output time they get
either no graphic or a low-resolution version.

Always convert to CMYK - while RGB looks
great on screen, it won't separate properly on
most Postscript output devices.

Choose the right file format. PDC Copyprint
advise designers to save files in
uncompressed CMYK TIFF or EPS format
and avoid, for example, files such as TIFF files
saved with LZW compression that are resized
in a layout as the RIP has to decompress the
graphic and resample it at the new size
simultaneously.

Avoid manipulating a graphic in a page layout
application as it can have serious
repercussions in the time it takes to be
processed through a Postscript RIP. While
QuarkXPress, for example, lets designers
rotate, mirror and flip images with ease, the
RIP will have to do the same and the result
will be longer processing times and hence
slower turnaround times. Make changes such
as these to the original file in Adobe
Photoshop.

Likewise avoid placing a scaled down
version, or using just a portion, of a huge file
in a page layout program. It's always best to
cut or crop an image before placing or you'll
pay the cost in the job taking forever.

When it comes to resolution and the
problems PDC Copyprint encounter with it,
the Web has a lot to answer for. The
temptation to download images from the
Web without a thought for resolution is
sometimes too great for many designers up
against a looming deadline. Receiving 72dpi
GIF or JPEG RGB files that may look fine on
screen are no good as they cannot be
separated. Even converting them to CMYK
TIFF dosen't solve the resolution problem.
Increasing an Image's resolution in
Photoshop dosen't help either. Interpolated
pixels added by the program are merely crude
approximations of the missing information
and the result is less than satisfactory. To
ensure high quality images you need to start
with an image at the right size and resolution
for the final output.

Never trust  what you see on screen as a true
representative of what you'll get in the final
printed version. Transmitted additive images
can never match reflected subtractive
images. Similarly, don't rely on lasers or inkjet
proofs to truly represent the colours of your
final output. They hide a multitude of sins
such as low resolution or RGB graphics.
Colours on an inkjet in particular look brighter
and more saturated than the final printer
piece. Rely instead on printed swatch guides.

Convert your colours to CMYK if you want
four-colour process printing.

To get a rich black don't use 100 per cent of
all four colours, as  this results in
oversaturation of ink, especially disastrous on
thin paper. If you want a rich black, use 100
per cent black and 20 per cent Cyan.

For high-profile colour jobs that require
absolute colour accuracy it is imperative that
you pay for a printed proof on the final stock.
Proofing pages on high-gloss and coated
stock can encourage unrealistically high
expectations for the printed product.

Check all proofs carefully when you receive
them. Once you sign off a proof, any further
changes are your responsibility.
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Be compatible. Using obscure graphics or publishing applications is likely to encounter problems.
It is best to submit files from standard applications: QuarkXPress, Adobe Pagemaker, Illustrator,
Photoshop, Macromedia Freehand and CorelDRAW.

Set up your file so that the page size of the electronic document matches the page size of the
printed piece.

Check for bleeds - if you want your image or colour background to run to the very edge of a
finished printed piece allow at least a 3mm bleed for trimming.

A minimum of 4mm ‘quiet zone’ is required. A ‘quiet zone’ is from the edge of the page size
inwards and must not include any important elements of your design. This is important as not only
will it make your design look more professional, it will ensure that all important elements are clearly
visible and do not look like they are ‘falling off the page’.

Have you checked:

all images are CMYK and in the right format

the document is set up correctly

Have you supplied the following:

all graphics required for the job

all fonts used in the job - screen and printer fonts

fonts that are used in your EPS files

an accurate hard-copy proof

any original artwork that needs to be scanned

a job order or instruction form
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PDC Copyprint
147 Station Road
Edgware
Middlesex HA8 7JS

Telephone
020 8952 3777
Facsimile
020 8952 3999

Email
sales@pdc-edgware.co.uk
Web
www.pdc-edgware.co.uk


