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For best results, build your files in our templates.

Page Mavigation <

1. Open the template.
Note the importance of safety zone, trim edge
and bleed areas for best results.

2. Expand Page Navigation so you may identify the
templates quickly (fig A). 1o
Go to View tab, then check Page Navigation (fig B) +--

a. First page is always where the template would be.
On some templates that require different guidelines
for front and back sides, the template for the back

side would be on Page 3. L)y °
NOTE: DO NOT DESIGN ON THE TEMPLATE PAGES.
Please put your designs on the pages labeled as
“Your Artworks Here (Front or Back)” (fig C).+-------3

3. Design your front side on page 2, or where it says
“Your Artworks Here (Front)”. Once finished, design
your back side on where it says “Your Artworks Here
(Back)”.

-y

4. By default, placed images on MS Publisher are
automatically embedded. But to be sure, check it on the
Graphics Manager (fig D). t----=-=-=-=-===-=-m---mommn

a. Go to View tab and check on Graphics Manager. -+
All placed images should show Embedded on the
details (fig E). #---=--==ccnomcemomcmmccccnc e,
b. It is recommended that you leave imported images’i
color mode to RGB when being used in MS Publisher
and let us convert them to CMYK.

Graphics Manager bt

Display options

2] Al pictures -

Show thumbnail

NOTE: This is only suggested to MS Publisher users.

Other applications should have images in CMYK.

5. Before saving your MS Publisher file, make sure that el
all the fonts used in it are embedded or subsetted to
avoid delay in preparing your files for offset printing.
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Review

a. Got to File > Info > Commercial Print Settings > Fle  Home et PageDesgn  Malings
Manage Embedded Fonts (fig F). " soe R SEET TR

B save As

D:\Templates\WDF TEMPLATES\~Revised Tel

H . B Open
b. On the window, make sure the following L -
. Business Informati
are checked (flg G) i [ag] The defautBusiess)
Fdit Rusiness__ + . i
i. Embed TrueType fonts when saving publication. o B
m lanage settings for ¢
ii. Do not embed common system fonts. T This publcaton
Print Settings ~

iii. Subset fonts when embedding

24 Choose Color Model
'- Choose RGB, process or spot
colors for commercial printing.

c. Click OK on Fonts window. ] dmeane i Lt
Select substitute fonts and
subsetting options.
l; Registration Settings
Manage trapping, overprint

and spot color settings.

v Embed TrueType fonts when saving publication
¥ Do not embed common system fonts
[ Subset fonts when embedding

Font Name | FontType | Font Source | License Restrictions | Embed Font

Blackoak Std Printer  System May not embed

Click Save As from File menu (fig H).

a. On the Save As window, type in the filename of
your publication, make sure that Save as type is
: ” then click Save. o | | s |

File Home

T! Save

B save As
Open

Close

Quick Tips 300DPI|

2x2”

1. Image resolution placed in your publication
must be 300DPI for best printing quality (see
figure to the right)

2. For deeper rich black color, use the following
CMYK color percentages:

a. Cyan - 60

b. Magenta - 40

c. Yellow - 40

d. Black - 100

3. Borders - to ensure borders appear even,
we recommend a minimum border width of 1/8” (0.125”)Typical web images are 72 DPI.

For best result, images must be at 300DPI.
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LOMMON SIZES CHART

PLEASE READ

In order to offer the lowest price possible, we do not budget labor time in an order to check and repair files.

When we receive an order, we assume all files are print ready. So, please check your files carefully.

We will not be held responsible for errors when files are not submitted in exact accordance with our specifications.
Even a slight difference between our requirements and your digital files may cause delays with your order.

Please be exact when setting up your files.

1
.
)
a
] | prevent trimming.
- 1" TRIM
! This is the actual cut of the final design.
BLEED
Extend your artwork to the edge of this  Product
template if you want your design to
extend to the edge of your final prints. ~ Gjze
We require 1/8" bleed.
Side

BORDER
Minimum border thickness is 3/8" from
BLEED line.

PRINT TEMPLATE
Business Card US Std.

3.5"x 2" (WxH)

Front (Outside Face) '
Back (Inside Face) !
I

1

1
l«——BLEED
1
1

SAFE ZONE
WITH BLEED No text or Non-bleed items out of
FINAL TRIM SIZE Extension of backgrounds this area
(Actual trim size) (+0.125" from trim edge) (-0.125" from trim edge)
3.5"x2 3.75" x 2.25” 3.25"x 1.75”
4.125" x 2.625” 4.375" x 2.875” 3.875" x 2.125”
4.125" x 3.375” 4.375" x 3.625” 3.875" x 3.125”
5.375" x 2" 5.625”" x 2.25” 5.125" x 1.75”
5.375" x 2.625” 5.625" x 2.875” 5.125” x 2.375”
5.25" x 4.125” 5.5" x 4.375” 5” x 3.875”
5.375” x 5.375” 5.625" x 5.625” 5.125” x 5.125”
4" x 6” 4.25" x 6.25” 3.75" x 5.75”
5" x7” 5.25" x 7.25” 475" x 6.75"
8.375” x 2.625” 8.625” x 2.875” 8.125" x 2.375”
8.375” x 3.375” 8.625” x 3.625” 8.125 x 3.125”
8.375” x 5.375” 8.625” x 5.625” 8.125” x 5.125”
10.875" x 4.125” 11.125” x 4.375” 10.625" x 3.875”
8.5"x 11” 8.75" x 11.25” 8.25"x 10.75”
8.5" x 14” 8.75" x 14.25” 8.25"x 13.75”
17.5" x 5.5” 17.75" x 5.75” 17.25" x 5.25”
[ WARNING: IMAGES AND TEXTS IN THIS SHADED AREA WILL BE TRIMIMED |
________________________ :
| SAFEZONE '
g heyond fhe dotted area o s——— FINAL TRIM

<—SAFE ZONE

= in today = out tomorrow






