Preparing InDesign files to be sent to FolgerGraphics

Introduction

At FolgerGraphics we use a number of different programs for designing and laying out all kinds of
printed materials. Of them all, the best program for laying out a newspaper or magazine is Adobe
InDesign. While we work with QuarkExpress, Pagemaker and Microsoft Publisher, to name a few,
Indesign has the most flexibility with other Adobe programs like Photoshop and lllustrator, and the
easiest tools for preflighting your document and then making PDF files of your document.

This guide will help you lay out your publication in Adobe InDesign and give you some tips on how to
prepare your files to be sent to FolgerGraphics for printing. It is not intended as a manual on how to
use Adobe InDesign, but more as a reference to use so your publication stands out, looks great, and
is worth all the hard work you put into it.
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Laying out the pages in your publication

When putting together your publication, the best thing to do is have all the pages in the same file. We
understand that there might be different people working on different sections of the publication and
they might have files for their own pages. This is okay. We are happy to work with individual pages
but it is much easier to layout your publication if it is all-together in the same file.

For example, if someone is working on a front-page article and you want it to continue on another
page, this is much easier to do if all the pages are together in one document. Also when making
PDF files or Packaging your document to be sent to FolgerGraphics, it's much easier to make sure
everything for your entire paper is collected to be sent to FolgerGraphics if all the pages are together.
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Fonts

There are thousands of really cool fonts and
using different fonts is a great way be creative
with your layouts and enhance a story. The
downside to some of the cool fonts found on
the internet is they have licensing restrictions.
Because of these restrictions, it's important to
do the following:

1. After making your PDF, open your
PDF using Adobe Acrobat. Then go
to FILE>PROPERTIES and click on
the FONTS tab. This will then list all
the fonts in your document. You want
to check that next to each font are the
words “EMBEDDED” or “EMBEDDED
SUBSET".

2. If the font is not embedded in your PDF,
go back to your InDesign document.
Select the text that is using that
font, and then go to TYPE>CREATE
OUTLINES. Then remake your PDF
and repeat step 1.

3. Finally, if you are sending us your
InDesign files, after you package your
document, make sure to include all
the font files when sending us your
document.
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Colors
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When the window appears, change the
color mode to “CMYK”

Then change the color type to “process”.

You must do this for each spot color in
your document.
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Pictures, Photos, and other Image Links

It is very important when putting together your page layouts that all of your image links are not
missing. Missing links can cause all sorts of problems. To avoid these problems, please do the

following.

1. Check your links in the Links palette to
make sure none of them are missing.
If they are missing they will have a red
circle next to the name of the link. To fix
a missing link, you can either update the
link (Recommended but not always an
option) or relink the link.

2. ltis important that color images be
CMYK and black and white images be
GRAYSCALE. To change the color
mode of an image, open the image in
Photoshop, then choose from the top
menu IMAGE>MODE>GRAYSCALE or
>CMYK. Then save your image and go
back to InDesign. The image should
update automatically but if not, you
should relink it as described above.
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3. We understand that some images may be taken from a web site. Normally these images are a
much lower resolution than what is recommended for printing, so be aware that these images
may print out pixilated or fuzzy. To get the best images printed, try and have your photos be no

less than 200 DPI.
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Making a PDF

When sending us your design for your publications, we prefer that you send us a PDF of your
complete document or a PDF for each page if you designed each page in a separate file. To make a
PDF file in InDesign, first use the preflight panel as shown above to check all of your links and fonts.

Then do the following:

# inDesign G Edit Layour Type Object Table View Window

1. Go to File -> Adobe PDF Presets -> (B E e O wb
High Quality Print. LB Sl opmmem B [y F
. . 800 Share My Screen... k
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' File Info... Rt |
] Package... CORP
; Print Presets *
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:{" Print Booklet...
3. Anew window will pop up: On the left .
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Stanclard: | Nane 2! Campatibifity. | Acrobat 5 0PDF 140 B8]
. K Ceneral
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sure under -PAGES- you vl Ay Mirthe ot ik sy et et Lo
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i. Under Marks and Bleeds: T Pages
If your document has O e
any bleeds (images or S
graphics that extend off ap— . e O R
the page) under ‘MARKS' Efﬂtﬂl:\l:;:l;;:ﬂb\'h Crmate Acrobat Layers
select “Crop Marks” and Export Layers: | Viibie & Pronsbis Lavers. 159
under -BLEEDS- uncheck seclude
“use document bleeds” S ermley Sl
and in each box below - Visible Guides and CHids 1y | tive Objoce Semings
make sure to type in “.125 - -
i (SavePresee.. _Cancel ) (EESRer)

n-.

4. Click EXPORT and then OPEN YOUR
PDF AND REVIEW IT.
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Packaging your InDesign files

While we prefer you send us a PDF of your
publication, you can also send us your native
InDesign files. If you send us your InDesign
files, you must also include the fonts and image
links. An easy way to make sure you send us
everything we need is to package your files
together into a folder and then compress or ZIP
them into one file.

1. First, use the preflight panel as listed
above to make sure you have all your
images, fonts and you text is error free.

2. With your InDesign file open, go to
FILE>PACKAGE... Then click Package
on the next screen. A new window that
says Printing Instructions will appear.
Just hit “Continue”. Then the Create
Package Folder Box will appear and
you can name the folder where all the
files for your InDesign document will be
saved.

Preparing InDesign files to be sent to FolgerGraphics - 2/11

1] #.
11T Place... ®D
. ‘ Import XML...
12 P
IR Adobe PDF Presets »
11 &, Export... $E
11 & Export for Digital Editions...
| = Export for Dreamweaver...
1| B4 Document Presets 2
][ Document Setup... B8P
. E User...
1 = File Info... il
1= Package... 4P
| 2 Print Presets >
] : Print... 8P
{ﬂ}.] Drint Ranldar
i Packays
Sy Summary
:.l:ul = sy huen irrirw Pestomion
rr-.:':l:.::::“ Forin. | Fomty L, B Shey. & Lrebedided. § inconpiets

Lnis—al Puy im 0 Frvincred

Linki gnd migen.  Liska fousd, G Mogvhed, © Bagieg
Imagry 0 Emdwoded, 0 ube MG coke igdce

Coror aeed imia | Protun e, 0 3ot eng
BN D6

eyl Figg i 1

Foren, g ORGETIS N

et o Deau=eeny
Fayraimn Boiars be-e

Sherw Data Fosr Hiddan and Non=Printing Layart

Cancel .-_Il-tpnrt.. ] f--m... A
L
) Create Package Folder
Save As: | Untitled-2 Falder | =

a4 g9 a0 | B Desktop ;} a
¥ OMICTS

2 Masintash 1D Hame “Date., difed® tind Size

= iDusk B Untted-2 indd Y g

L2 Neprinee - amtithe. _ Yiop.id% 4.0 P InD.. File  Te D
AT : G InDesign Manual EEFY.T] Folder - :

- & k images F80 Folder —

# Copy Fonis (Except CIK)
?‘Epny Linked Craphics
_ Update Graphic Links In Package
Use Document Hyphenation Exceptions Ondy
Include Fonts and Links From Hidden and Mon-Printing Conftent
_ View Report

| Instroctiond... |
‘i i




3. When finished, you should have a folder Preparing Your Indesign File for FolgerGraphics
you just created with your InDesign file, ——
links folders containing all the links used 2 [E|mm| =~ © e
in the InDesign file, and a fonts folder
with all the fonts used.

Mame h

|| Fonts

= Instructions.txt

[ Links
'ﬁ Preparing Yaour Ind...algerGraphics.indd

4. After your files are packaged into a
folder, right click on the folder and Open
choose to Compress (also known as
ZIP) the folder into a file. You can then Move to Trash
send us just that file with all the other Cet Info
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Clean Up Selection
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