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1. OPEN PHOTOSHOP TEMPLATE

Take note of safety margin, bleed margin,
cut line, binding margin, dimensions, and

fold lines.

1A. For booklets:

e Open both the left and right
pages.

For brochures:

e Open both the front and
back pages.

2. OPEN THE LAYERS PALLETE

FROM TOP MENU BAR:

e Click: Window > Layers
(observe all layers)
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Window = Help
Arrange
Workspace

Extensions

Actions
Adjustments
Brush

Brush Presets
Channels
Character
Character Styles
Clone Source
Color
Histogram
History

Info

Layer Comps

Navigator

O . BUILD FILE HERE
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3. BUILD YOUR FILE

From Layers pallete:

e Click: “BUILD FILE HERE”

Layers
* Make sure thislayer is highlighted O Kind
before building your file.

Normal
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%+ Opacty: 100%

Lock: EH o/%’ 6

Fill: 100% @~

I
Tip: toggle the eye icon left of the “ |! skt

ON to view our instructions

instructions” layer: N ﬁ
° MARGIN DETAILS(DELETE)

OFF to view YOUR file

View ~ Window
Proof Setup
Proof Colors
Gamut Warning

Pixel Aspect Ratio

Ctrl+Y
Shift+Ctrl+Y

. . Pixel Aspect Ratio Correction
3A. To hide blue guides: 32-bit Preview Options..

From top menu bar: Zoomin

Zoom Out
Fit on Screen

Actual Pixels
e Click: View > Show e Print Sze
e Uncheck: Guides creen Mode

Crl++
Ctrl+-
Ctrl+0
Ctrl+1

Ctrl+H

3

3

>

Layer Edges

Snap To

Lock Guides
Clear Guides

Ctrl+R

Shift+Ctrl+;

AltsCtrl+;

Selection Edges
v Target Path Shift+Ctrl+H
Grid Ctrl+'
>
Smart Guides
Slices
Notes

3B. To delete guides entirely: New Guide..

Lock Slices
e Click: View > Clear

Clear Slices
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— Pixel Grid
Brush Preview
Mesh
Edit Pins

All
None

Show Extras Options...

Template Instructions



Photoshop
Template Instructions
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Image Layer Type Select Filter View Window Help

Bitmap

3C. Image Color Mode

. Grayscale
. . . Adjustment: >
All images placed in your file MUST be in = Dustone
. Auto Tone Shift+Ctrl+L Indexed Color
CMYK, NOT in RGB. Auto Contrast Alt+Shift+Ctrl+L | RGB Color
Auto Color Shift+Ctrl+B
Image Size... Alt+Ctrl+I o Folor
From top menu bar: Canvas Size... AlteCrlec | Mulichannel
Image Rotation »| v 8Bits/Channel
. . Crop 16 Bits/Channel
e Click: Image > Mode . oSt Chamne
° ChECkZ CMYK Reveal Al Color Table...
Duplicate...
Apply Image...
Calculations...
*For best image print quality, make sure Variables »
. " Apply Data Set...
your images are at least 300 ppi* :”” =
rap...
Analysis

4. DELETE INSTRUCTIONS LAYER

BEFORE SAVING: Go to Layers pallete: A‘h
e Click: “MARGIN DETAILS(DELETE)” layer . HTEEREE

) . k O El MARGIN DETAILS(DELETE) ﬁ
e Unlock the layer by clicking the lock icon =

e Delete the layer by clicking the trash icon °. & 9

(-]
MARGIN DETAILS(DELETE)
F (s
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5. SAVE YOUR FILE

From top menu bar: e
e Click: File > Save As
e Rename file and save as Photoshop PDF
e Click: File > Save

5A. If this pop-up warning comes up:
e Click: OK and proceed °

5B. From Adobe PDF Preset drop down menu:

e Select: [Press Quality]

e Select: Acrobat 7 next to
“Compatibility” c

e Uncheck: “Optimize for
fast web Preview”
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File name: CB_Template_Instructions_Photoshop-1.pdf -

Format: [Photoshop PDF (PDF:"PDP) - [ Concel ]

Options
[C1As a Copy Notes
Alpha Channels Spot Colors
Layers

The settings you choose in the Save Adobe PDF dizlog
can override your current settings in the Save As dialog
box.

[T Don’t show again

Adobe PDF Preset: _[Press Qualty] (Modied)
Standard: None ~ Compatbity: -

General

Compression )
2 [Description: e these settings to create Adobe PDF documents best suted for

Output high-qualiy prepress printing.  Created PDF documents can be opened
with Acrobat and Adobe Reader 5.0 and bter.

Options
’Tﬂ Preserve Photoshop Editing Capabilties

[CJEmbed Page Thumbnais
Optimze for Fast Web Preview
[T] View PDF After Saving




5C. Under “Compression” tab on the left:

e Select: “Do Not Downsample”
from Options drop down menu

e Select: “None” from Compression
drop down menu

5D. Under “Security” tab on the left:

e Please DO NOT lock the file with
password

BE. Click: Save PDF
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| Adobe PDF Preset: ([Press Qualty] (Modified)
1

Standard: None ~  Compatibity: Acrobat 7 (PDF 1.6)

General | Compression
Options
Output

i Do Not Downsample ~ |300 Pixels/Inch
Security

Summary 450 Pixels/Inch

Compression: [[FNTHNNNNN ~ Tic Sie: 128

(V] Convert 16 Bit/Channel Image to 8 Bits/Channel




