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S I i n P D F Fi I eS You may supply files in PDF format, these are the basic requirements
u p p y g Please note: this is our preferred option

PDF files are the industry standard format for transporting artwork files. Firstly a few myths need
to be dispelled. PDF files are not infallible. Sometimes things change in a PDF file in the same
way as they do in other formats - they are not 100% platform or device independent. PDF files
can have missing fonts, and images in PDF files can print incorrectly, for example RGB images.

That said, if a PDF file is generated correctly then it is probably the most reliable format for
supplying your files. Most applications now have an option for exporting PDF files. These will
invariably have preset options for producing different types of PDF file (for example "PDF For
Screen", "PDF For Electronic Distribution" etc). Remember that your PDF file is to be printed on a
litho printing press so some strict rules apply. Creating a PDF file for "screen” or for "electronic
distribution" is not an option. This will result in a low resolution file similar to a JPEG taken from
the internet. Although these files will be very small do not be tempted to use them - they will
provide inferior results.

Every application has slightly different interfaces for producing PDF files, so we will use the
terminology from Corel Graphics PDF generator. Other applications will have the same options
but may be labeled slightly differently. The first issue we have concerns text and fonts
(typefaces). When creating your PDF file it's our preferred option to "Embed All Fonts". This will
remove the need for typefaces to be used. This also means that a PDF generated on a Mac can

be used on a PC without any text problems. Text can be “converted to curves”, but this does OO i
increase the file size substantially. nevm Dk ot | o | mtcemi | B 1 g
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The second and slightly more complex issue concerns the compression of images. PDF files will :.ﬂx:-_::ﬂ
embed your image in a way which is useable on our digital platemaking system. You should ' o Vs e Ty |

ALWAYS make sure your image files are CMYK before starting any layout. When generating your 1 .,ﬂ:t".,. -
PDF file do not compress the images. You will normally be presented with compression options
for three different types of image file: Colour, Grayscale and Monochrome. Each will have O

options for the resolution to be exported, and in some cases options will be given for the type of S

e b i

compression to use. DO NOT DOWNSAMPLE YOUR IMAGES TO ANYTHING LESS THAN =
500dpi. If you have generated your artwork correctly then your images will be 500dpi CMYK files.

Therefore we do not want to do anything at the PDF stage which will degrade the quality of the

images. When given the options for compression type always select NO COMPRESSION or the I
equivalent. If presented with options for resolution of images always use 500dpi E“.,,:me.-_::'_“ 't:_liu-;“! -

(Colour/Greyscale). Always make sure the option for "Compress text and line art" is off. ([ s S RS
B Pormeor gt ey
-

Finally, when exporting your PDF you should have an option for the colour space to be used - o e

iyl o ooz | MY =
ALWAYS select CMYK for this option. e
w el Esman: P
To reiterate, PDF files are not always useable. It is imperative that artwork is originated correctly e, St
before the PDF file is generated, AND the PDF file is generated correctly. Other applications may [ Jotemin | o]

have more or less options and may be labeled differently - as stated the illustrations here are
from Corel Graphics.

Quick Guide |
 Printing Resolution

Printing resolutions, not to be confused with United
Nations Resolutions - they do differ! Ours prevent
things from going wrong!! The resolution of your
IMAGES is very important, too high and you're just
increasing the size of the image needlessly, too low
and the quality suffers.

This i is 72dpi (I luti
These images are 500dpi is image is pi (low resolution)

CMYK high resolution scans This image is 100dpi (low resolution)

Images on LEFT are 500dpi images at 100%.
Images on RIGHT are 72dpi, similar to the quality
you will get if copying web page graphics.



( : | O r P al t-t Colour palettes are the bars or menus from which you choose text or graphic colours.
u e e S In the case of image editing programs such as Adobe Photoshop, these may be called "Modes".

All artwork supplied must be based in the CMYK colour mode. RGB is not acceptable for litho
printing. Why not? RGB is a colour mode created to represent colours on a screen. Printed inks
are translucent and work in a totally different way. If a RGB image is supplied the computer will
try to substitute the corresponding CMYK values and use these values to create the print. When
this happens there is an added variation in colour which can have an adverse affect on your
image. In the case of some packages (notably Adobe Pagemaker) a RGB image file will result in
a black and white printed image. When creating artwork and defining colours it is essential that
you begin working in CMYK. If you create your artwork and then subsequently convert to CMYK
your colours (especially black) may be drastically affected.

B I a C k Text Most computer packages allow you to use either preset colours or colours which you "mix" yourself by varying
values of Cyan (C), Magenta (M), Yellow (Y) and Black (K).

When generating black text it is essential that the black is made of the correct colour mix. It is
possible to create a black which uses all four process colours (Cyan, Magenta, Yellow and
Black) but this is not the mix of black we need for colour printing. As litho printing involves
physically aligning four separate plates, if the mix of black text is made from more than one plate
the printer must then align these plates perfectly to give a nice smooth print. If any of the plates
is even fractionally out of register the resulting text will have a slightly rough edge to it. Therefore
it is essential that black text is generated using only the black plate.

The figures to the right illustrate the correct and incorrect mixes for black using Adobe
Photoshop. When creating artwork in an image editing package such as Photoshop it is vitally
important to use the correct black mix from the outset as these colours cannot be easily
changed later.

The resolution of an image describes how many pixels or dots there are in a specified area.

P ri nti n g R eSO | ut i O n The higher the number the better the quality of the image.We normally work in inches for this

measurement - hence dpi or dots per inch.

When scanning images for print please make sure they have a resolution of at least 500dpi. If
artwork is generated at a lower resolution the quality of the final print work will depreciate. Edges of
lines, graphics and text will change from a sharp, clear, smooth edge to a rough square edge.

It is essential that artwork is generated at a resolution of 500dpi from the outset as this cannot be
‘repaired" at a later stage. In most graphics packages this will not be a problem, but again when
using image editing packages this is vital. It is possible to edit a 100dpi file and set the resolution to
500dpi but this will not give the required clarity to the image. It will however increase the file size
and very likely reduce the physical size of the image. For these reasons it is not possible to use
images from the internet for litho printing. These will be optimised for computer screens and will
therefore be set to either 72dpi or 96dpi in order to keep the file size down.

Quick Guide Quick Guide

BLACK TEXT CMYK
Black is Black, isn’t it ? N | ]

the above is 100% Black (K)

. . . Why is black referred to as “K”, some find this
Black is Black isn’t it ? confusing, it should, after all, be *B”. But then “B”
the above is created using all process colours (50% CMYK) may be mistaken for Cyan, which is Blue, so Cyan,
which is Blue, is given “C” and Black, which
should be “B” is given “K”. It's comforting to note
that yellow is easy, “Y”, and magenta, which is red,
“M”. So, hence the term CMYK, and not CRYB.

When using black text, especially in booklets etc -
it's always best to have the black set to 100% K -
ie black only and NO OTHER colours. This will
provide a sharper finish.



File Charges

We DO NOT charge for checking PDF disks/files or for proofing. We offer TWO services to our clients supplying finished artwork.

FREE DISK CHECKS, we will check the file supplied using a “pre-flight” software package and advise if the file(s) have any OBVIOUS errors.
A proof copy will then be provided either in the form of a colour print out or as a low resolution PDF file by e.mail. Please note BOTH these
proofing methods are for content checking ONLY and are NOT colour accurate. The proof copy MUST be completed and returned to us by
e.mail, fax or post as no print work can start until the proof approval has been given.

NO PROOF REQUIRED, providing a colour output is provided, we can proceed without proofing if requested by the client. Please note, whilst
we will check the proof against the copy provided we CANNOT be held responsible for errors or omissions, regardless of cause. This proofing

service is provided entirely at the clients own risk and is not recommended.
As we have no control over the way in which the artwork is produced we cannot guarantee that the file will print correctly, Even after checking the

file, errors not evident may occur when being processed for plate making. When artwork is supplied The Ink Shop cannot be held responsible
for the result of the printed work.

Please note that when files are supplied incorrectly a charge of £15 will be made for re-submitting files - it pays to read this guide.

Paper Sizes and Bleeds

When supplying files please ensure you allow a bleed as detailed below, most leaflets and

brochures require a 3mm bleed. A5 leaflets and business cards require a 2mm bleed. When 297 XﬁgOmm
positioning text etc please allow AT LEAST 3mm from the edge of the FINISHED document to
allow for tolerances when cutting.
These Products require a3mm bleed.
Paper  Size (mm) Size WITH Bleed (mm)
A3 297 x 420 303x426 0 367
A4 210x297 216x303
These Products require a2mm bleed.
Paper  Size (mm) Size WITH Bleed (mm)
A5 148x210 152x214 A5 Compliment
A6 105x148 109x 152 148 x210mm 99 x o
1/3A4  99x210 103x214
Business Cards A6
are 90 x 55mm, with bleed 94 x 59mm 105 x 148mm
Business
Cards
90 x 55mm

g Quick Guide - BLEED

To allow for tolerances in the cutting process have text etc at least 3mm from
the edge of the paper/ card.

Bleed
required

No Bleed
required

The bleed information remains the same for brochures that are folded as the
bleed applies only to the edges of the paper and NOT the folded portion of the
document.

Sunshine Holidays

Paper Edge

Sunshine Holidays

Paper Edge Business cards can only be printed 90 x 55mm and require a 2mm bleed to
Teedtdge T Theedtage allow processing through ourimposition software and workflow.
N e T ) P
I r I FO I d : Reverse of . Reverse of Reverse of
L :|  Front Panel (cover) | : Back Panel Facing Panel
. 100mm wide 99mm wide : (cover)
Facing Panel Back Panel Front Panel (A4 papersize) - |: (A4 paper size) (A38mm wide )
. . N N aper size,
Leaflets ggmmwide |  99mm wide (cover) e
(A4 paper size) (A4 paper size) 100mm wide
(A4 paper size)
Here |S a baS|C Reverse of Reverse of Reverse of
Facing Panel Back Panel Front Panel
139 idi 140 id
template (A3 p?;r:;:‘gi:e) (A3 pr:gt‘e:v;izee) . 141($:r\llfxide
for a tri-fold : (A3 paper size)
A4 or Facing Panel Back Panel Front Panel
A3 Leaflet 139mm wide 140mm wide (cover) No text beyond this line
(A3 paper size) © (A3 paper size) 141mm wide Edge of finished page
£ (A3 paper size) [} Teeoeos 3mm Bleed
s ISR Fold




Specifying Bleeds

Bleeds are required on ALL printed items - A2, A3, A4 Documents, Letterheads & Compliment A business card with BLEED

Slips require a 3mm bleed on each edge. A5 leaflets and Business Cards require 2mm. Please ask The Spud Spot
about other sizes. Please remember that pages are imposed (placed together on a larger sheet :

size) and therefore trailing text/images etc off the edge of the page may interfere with other pages pavig s
once placed on the larger sheet. It is therefore important to “crop” any images and constrain any ; S

1066 Potato Road

bleeds to the values specified above. See our page sizes and bleed setups for guidance on the | 5 e
popular paper sizes. )

Paper Edge / Bleed Edge

Imposing Booklets

When supplying artwork for booklets it is important to supply the artwork correctly. We use a workflow
that will automatically impose the booklet. Files should be supplied in page order, for example if you
have a 12 page A5 booklet, supply the artwork as a 12 page document in page order. By page order
we simply mean page one ALWAYS being the COVER - readers proofs and not printers proofs.

Page 1
Booklets require bleeds in a specific way, again our workflow allows for this and does this
automatically. When supplying artwork for booklets it is essential to have 2 or 3mm bleeds ALL Front
AROUND, and please ensure that items such as crop marks are not provided. Our workflow will then Cover

automatically impose the booklet correctly, utilising “creep” if required. When we supply a proof for
checking this will be provided as a READERS PROOF and will be in page order with page one being
the COVER.

( : I O r R e ro d Cti O n Shades of colour can vary from time to time by the very nature of the
u p u print process, ie colours on bond stocks will vary to those on coated stocks.

Although we can provide you with a colour proof copy once your file(s) have been processed, this is
NOT colour accurate to the final print run. Our proofs are produced on a Konica Minolta Digital Printer
with a Creo RIP which uses toner rather than ink. This has slightly different characteristics and
therefore we cannot guarantee accuracy in shades of colours. We can provide you with a colour
swatch printed on our full colour presses which will give a better indication of colours achieved.
Pantone colours cannot be reproduced using the full colour process system. CMYK colour mixes
cannot provide the same colour accuracy for Pantone spot colours as is achieved by buying the ready
mixed Pantone Ink. If you use a Pantone colour in your document be prepared for it to look slightly
different when printed in full colour process. Please contact us if you require full colour PLUS spot
colours (Pantone colours).

D at a Fi I e T e S Although each artwork package has it's own specific file type, most can handle several
y p "third party" files. For example images may be saved as TIFF, JPEG, BMP etc....

When using images in software such as Quark Xpress, Adobe InDesign or Adobe Pagemaker we require the original image & font files to
be provided as well as the document file. These packages do not store a printable copy of the image in their own file, instead when
being processed for print they look outwith the Quark, InDesign or Pagemaker file for external (third party or linked) files. Without these we
cannot print your document. These images / fonts are sometimes referred to as “Linked Files”, please ensure that linked files are supplied
to the correct resolution (500dpi) and the colour palette (CMYK) is used. 72dpi images from an internet site are NOT recommended.

Although these packages will allow you to use various different formats, we have found TIFF files and Generic EPS files to be most
successful. TIFF files should be used for all photographs while EPS files should be used for logos or drawings. As our preferred method

of file supply is PDF, we will charge for converting application files to PDF - please ask instore for further details.
wide
| .
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will look different on your screen than mine, and Johnny’s next door might be different

Colour printing is a complicated process - but let us deal with that. COLOURS - when is A f !
a blue not a blue??? Colours may vary from one press or process to another. Colours l & L Y I| |C

- [
again. r

Confused??? Don’t be, because help is at hand. We have produced an A2 colour
specifier chart - all the colour combinations of Cyan, Yellow and Magenta in 10% steps.
So you can select your colour knowing that this sheet is calibrated to OUR press.

OH - and it’s The Ink Shop, so these sheets are available at your local centre FREE of

charge. Yes, we know others charge for them, shocking, shocking, shocking!!! Free mnp-le Chﬂl‘l‘s



S Oftwa re S u O rte d The following is a list of the most common file types we can use for printing.
p p Please note file for print should be supplied as PDF files (page 2)

CorelDraw to version 13 (X3) A Pagemaker to version 7

Quark Xpress to version 6 Photoshop to version CS2
Pagemaker to version 7 lllustrator to version CS2

“topps ! I\PIIhOtOShf?'\)I\ItO \(/jersion cs2 Apple M Freehand to version MX
; icrosort yvor InDesign to version CS2
WmeWS Microsoft Publisher pp € Mac 9

Microsoft Excel
Serif Page Plus

We do have the above application software and can accept files (produced correctly) in these formats. However, as our preferred method of file
supply is PDF files - there may be a charge for converting application files to PDF. Please ask instore for details.

Software Packages in RED: Red means DANGER!!, whilst we accept and can use files supplied in the above programmes it MUST be pointed out
that these are NOT industry standard graphics programmes and as such can cause production issues. If you are able to convert the files to
PDF (using the guide in this booklet) please do so, alternatively you can supply us the file complete with fonts etc and we will convert this file for
you. Please note there may be a charge for this, please check before ordering.

As with ALL files supplied, as we have no control over how the artwork was CREATED, files are supplied entirely at the customers own risk. The
Ink Shop cannot accept responsibility for the printed results DUE TO FILE ERRORS.

Please refertothe back page foraguidance on our artwork charges and for requesting our free “scoring service”.

Sending Files by email

Files can be sent via email or when ordering on line can be uploaded direct to our server. When sending files by
email these should be 2mb or less, we always advise sending another email immediately after the file
attachment has been sent advising that you have sent a file, this way if the file is not received we can
immediately advise you. Please note that we deal with a great number of customer files, please do NOT send
any files without a covering note explaining what they relate to, this not only helps us identify the correct job but
assists us in virus detection too, any files received without a covering note will be deleted without any message

being sent to you. Covering notes simply stating “here’s the file”, “here’s the file as per telephone conversation”
will NOT suffice, we require company details and contact information. Please include your Ink Shop order

Responsibility

Whilst we will do our best to spot errors, advise of potential problems and generally check over your artwork, we cannot be held
responsible for the quality of finished print work when artwork is not produced by our own in-house studio. There are simply too many
variables outwith our control when artwork is supplied.

Please make sure your virus protection is up to date at all times before supplying files. All files supplied to us will be virus checked before
being processed. Please also ensure that the originator and contact details are CLEARLY shown on files sent via e.mail. We regret that files
received without us being able to verify the sender will be deleted.

Contacting Us

If there is anything you are concerned about or do not understand please do not hesitate to contact us. We will do our best to help you
supply artwork in a format which we can use. Contact your nearest Ink Shop Centre (listed on www.inkshopprinting.com).

Remember - creating artwork CORRECTLY is not as simple as turning on the computer - creating artwork that SELLS is a different skill
level again. Don't let your business suffer by supplying sub-standard artwork. A small amount spent on design can return a significant

Quick Guide

SCREENING.

You may hear some dazzling and impressive names such as Stochastic Screening, or whizzy
titles like XM and FM screening... The truth of the matter is somewhat complex. Suffice to say,
we use a patented HYBRID screening process that brings the BEST of both worlds to your print,
Stochastic for the images, and conventional screening for smooth screens and tints. The result,
well you judge for yourself. This booklet was printed using our Hybrid screening technology.




Checklist

Before converting file(s) to PDF please check that the BASIC requirements have been completed, this is not an
EXHAUSTIVE list and DOES NOT guarantee that the file will print correctly, there are many factors outwith our
control. By checking the basic list below you simply REDUCE the possibility of errors. When the checklist below
has NOT been followed and new files require to be supplied an additional file charge may apply to EACH new file
received.

Prior to creating a PDF file and submitting disks, have you... AO\,\ \\.

Checked Images...

Checked that images are high resolution (500dpi)
Checked that any linked files have been provided
Checked that images etc are NOT RGB

Checked that no low resolution images are supplied

Checked Text...

Check all fonts have been embedded in PDF file
Check no text is RGB

Check all black text is 100% black ONLY

Finally...

Check that the document is the correct size

Check the bleeds have been applied correctly

Checked the document for spelling errors

Checked the margins (essential when folding)

Supplied the job in PAGE ORDER (essential for booklets)

And Lastly... A‘O\\ \\

Clearly marked the CD indicating whether it is Mac or PC
and which type of files are used..

Provided a hard COLOUR copy for us to check against
and saved the file onto the disk, and then removed the CD
into the storage case - it happens DAILY !!!

Always make sure the CD has been
taken out the drive - don’t laugh, it
has been done!!!

But Remember...

We are not responsible for ANY errors when artwork is supplied,
and remember when incorrect disks are supplied this

will incur further charges, and may delay your print order.

Due to the relative low cost of CD’s - we will not generally post such
items back. If you require your artwork files to be returned please
state this at the time of order.

Please help us by writing a name
or order reference on the CD, blank
CD'’s received in the post cannot
be processed.

Still confused?

Fear not, help is at hand... our fully experienced designers are on hand to create artwork for you. Leaving you time to
concentrate on your business. Our artwork prices are lower than you might think. Ask now for a price for artwork creation.

This brochure is intended as an outline guide to help you supply your own artwork files to us. Producing artwork
on computer which is compatible with commercial printing equipment can be very complex, therefore we cannot
possibly hope to produce an exhaustive guide covering every possible problem. However, we know what the
“basic mistakes” are and have highlighted them in this guide, and will try to explain them so you can
avoid/correct them before submitting files to us. Remember, following these simple steps will NOT
guarantee your files will work, they just reduce the possibility of errors. However, NOT following these
guidelines will almost certainly guarantee that your files WILL NOT PRINT CORRECTLY. Remember
too, we will charge for re-submitting files if these guidelines are not followed.



Are You Wild About
Design & Artwork 2

If you are then please follow our guidelines in this booklet. If you find the whole prospect of
screens, resolutions and CMYK a bit daunting... worry not, we have a full team of
designers that will produce artwork for you, and for probably less than you think.

\ . : '.: a‘f‘m“"'f".'.

We’re helping him and his relatives by adopting a sensible and proactive
approach to environmental issues, such as FSC and PEFC certification.
We can add the FSC or PEFC logo to your qualifying print work,

please ask for details.



