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1. OPEN INDESIGN TEMPLATE

2. ADD NUMBER OF PAGES
(FOR BOOKLETS OR MULTI-PAGE COPIES)
FROM TOP MENU BAR:
e Click: File > Document Setup

2A. For Saddle Stitched booklets:

e Fill out: “Number of Pages”
(Divisible by 4)

e Check: “Facing Pages” box. Click OK

2B. For Perfect, Spiral, & Wire-O booklets:
e Check “Facing Pages” box. Click OK
e Fill out: “Number of Pages”
(Even number)

2C. For multi-page copies:
(Postcards, business cards, posters, etc.)

¢ Uncheck: “Facing Pages” box. Click OK

e Fill out: “Number of Pages”

2D. For Brochures (folded):
e “Number of Pages”: 2

¢ Uncheck: “Facing Pages” box. Click OK
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Take note of safety margin, bleed margin,
cut line, binding margin, dimensions, and

Document Preset: [Custom] v
Intent: Print h Cancel

Number of Pages: -28 Facing Pages
X i
Start Page #: Master Text Frame
Fewer Options

Page Size: [Custom] v

width: [[8.5im | orientation:
-

Columns

Number: H‘l ‘ Gutter: H‘0.1667 in ‘

Margins
Top: H‘O.S in
Bottom: [2[0.5in

“ Inside: H\O.S in ‘

Y ousde: Fosn |

Bleed and Slug

Top Bottom Inside Outside
Bleed: [0 in |[oin [[oin |[oin @

Slug: [0in |[oin [[oin [[oin E

Document Preset: [Custom] -
Intent: pint - Cancel

Number of Pages: -28 Facing Pages
X ([
Start Page #: [T Master Text Frame
Fewer Options

Page Sze: [Custom, v

Width: E@ Orientation:

Columns

Number: l%”l ‘ Gutter: H\0.1667 in ‘

Margins
Top: H\o.s in
Bottom: [2/0.5in

Inside: H\O.S in ‘
outside: [2[0.5in |

}

Bleed and Slug

Top Bottom Inside Outside
Bleed: [0 in |[oin [[oin |[oin @

Slug: [0n [[oin [[oin [[oin E
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3. OPEN THE LAYERS AND PAGES PALLETE -
FROM TOP MENU BAR: Workspace

Colour

¢ Click: Window > Layers (observe all layers) Control Alt Ctrl+6
Editorial

¢ Click: Window > Pages Effects Shift Ctrl+ F10

Extensions
Info F8

Layers F7
Links

Mini Bridge

Object & Layout

Ok
P

Pages F12
Stroke E10

Styles

Text Wrap Alt+Ctrl+W
Tools

Type & Tables

Utilities

4. TRANSPARENCY BLEND SPACE - T

Cut Ctrl+X

FROM TOP MENU BAR: i b
Paste without Formatting Shift+ Ctrl+V

¢ Click: Edit > Transparency Blend Space > e e i

Clear Backspace

Document CMYK

Step and Repeat... Alt+Ctrl+U

Select All Ctrl+A

*All images placed in your file MUST be in CMYK, S e
NOT in RGB. For best image print quality, make e Ogia
Edit With »
sure your images are at least 300 ppi*
Quick Apply... Ctrl+Enter
Find/Change... Ctrl+F
;:::I::xt Alt+Ctrl+F ,

Transparency Blend Space
Transparency Flattener Presets...
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5. BUILD YOUR FILE

FROM LAYERS PALLETE:
e Click: “BUILD HERE”

*Make sure this layer is highlighted before
building your file

Tip: toggle the eye icon left of the
“instructions” layer:

ON to view our instructions
OFF to view YOUR file

6. SAVE YOUR FILE

BEFORE SAVING: GO TO LAYERS PALLETE:

e Double Click: “Instructions(Turn off)” layer
and make sure that the “Print Layer” box is

NOT checked
6A. From top menu bar:
e Click: File > Export e

e Rename file and save as
Adobe PDF (Print)

e Click: Save

6B. From Adobe PDF Preset drop down menu:
e Seelct: [Press Quality]
e Select: Acrobat 7 next to “Compatibility”

e Uncheck: “Spreads” and “Optimize for
fast web view”
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Page: 1, 3 Layers

Name: | Instruction (Turn Off)

Colour: [I Grass Green v
Show Layer Show Guides
b 2 &]Lock Guides
[Cprint Layer
= SUPPTEsS TERC VWTap When Layer is Hidden

|

File name:

Save astype:

Renamelpdf =

(Adobe PDF (Prnt)

Standard: None

Gene!

‘Adobe PDF Preset: [Press Qualty] (modified)

ral

Compatbiity: Acrobat 7 (PDF 1.6)

Options
[CJEmbed Page Thumbniais

[C]Bookmarks
[Cltyperlinks [Clvisble Guides and Baseline Grids

Interactive Elements: Do Not Include

[T View PDF after Exporting
st Web View [C] create Acrobat Layers
PDF

's: Visble & Printable Layers

[CINon-printing Objects
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« . » " Compression
6C. Under “Compression” tab on the left: - —
Do Not Downsample - q pixels per inch
« ” v faci bovails pixels per inch
.
® seIeCt‘ DO NOt DOWnsampIe Compression: Automatic (JPEG) - Tie Sge: |128
L} Image Quality: Maximum -
for allsections
Y o
Do Not Downsample - [mlr Dixels per inch
Tor TTages quove. pixels per inch
Compression: Automatic (JPEG) - Tile Sze: {128
Image Qualty: Maximum -
Do Not Downsample - qo pixels per inch
- S pixels per inch
Compression: CCITT Group 4 -
Compress Text and Line Art Crop Image Data to Frames

maiks

{

e
b
[}

i

/1

[C] Al Printer's Marks Type: Defautt -
Crop Marks

Weight: 0.25 pt -

offset: [2]0.0833in

gﬁgfﬁ

6D. Under “Marks and Bleeds” tab on the left:
e Make sure no boxes are checked o Gl

Bleed and Slug
Use Document Bleed Settings

Bleed:

*PLEASE DO NOT LOCK DOCUMENT WITH PASS- T P
WORD* gottom: [lon | - outsde: [Zfon |

Include Slug Area

Bpot ) [ Gned ]

6E. Click: Export
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