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The United States Government Printing Office (GPO) is
dedicated to providing you, our customer, the best possible
printed job at the lowest possible price, while meeting each
important deadline. The GPO has provided, free of charge, this
and other publications designed to minimize the potential
errors associated with digital design.

Preflighting files, the process of checking Electronic
Design and Prepress (EDPP) files for common errors, is cur-
rently a priority for many of our quality conscious customers.
In response to this basic customer need, the GPO has provided
these guidelines as Standard Operating Procedure (SOP) for
agencies interested in minimizing problem file submissions.

Due to the many advantages of digital design, GPO en-
courages the use of digital technologies. Following these
guidelines should help agencies ensure low cost and timely
products. Your assistance in following these guidelines is
appreciated.

MICHAEL F DiMARIO
Public Printer
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About The Term “Preflight™

This booklet provides Standard Operating Procedure
(SOP) for examining EDPP files, and is a supplement to GPO
publication 300.6 (Guidelines for Preparing and Submitting
EDPP files) The term Preflight* is used in the print publishing
world to describe the methodical examination of native (Page
Layout, Graphic, Image and Font Files) or PostScript files prior
to final processing.

GPO vendors are contractually accountable for performing
a preflight on all “disk jobs” procured through the GPO. How-
ever, it is GPO’s view that a limited preflight performed by the
ordering agency will empower the project, by minimizing
problems and keeping extra costs and lost time to a minimum.

Digital file preflight is derived from an airplane pilot’s
check of his/her craft. Prior to takeoff, pilots perform a routine
check of the aircraft to determine if any obvious malfunction,
that MAY cause a crash, is likely to occur. In much the same
manner, a routine check of digital files must be performed
prior to Raster Image Processing (RIP) to determine OBVIOUS
problems, and eliminate likely “crash” causes. If a preflight is
not performed on the files output crashes may occur.

* Definition: Preflight (Agency): The process of checking and identifying any OBVIOUS
problems with digitally produced government furnished materials (GFM) prior to submission
to GPO for printing procurement. These potential errors consist of various conditions that will
adversely affect successful output to film, press, proof, or other imaging device, or where the
information in the digital files fails to conform to Agency expectations.

Note: A digital preflight is designed to identify obvious errors, and is not a solution to BAD or
IMPROPER design.

Agencies who wish to take advantage of this powerful
preventative tool should make use of the information in this
publication. In addition, conformance to GPO Pub. 300.6
assures that standard design practices are followed, while a
complete and accurate form 952 insures that the contract is
viable and enforceable. For more information contact the
Digital Information Technology Support Group @ 202-512-
1491, 0r on the WWW @ http://www.gpo.gov/procurement/
ditsg/.
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introduction

The GPO recognizes that not all agencies have the neces-
sary hardware, software and personnel to perform a compre-
hensive “computerized” preflight. This publication has been
divided into multiple sections in order to accomodate most
agency workflows. GPO customers are encouraged to follow
the section that most accurately reflects your agencies pre-
flight/EDPP workflow,

Section One (S1) is the background portion of the publi-
cation and provides the details necessary to identify and
understand common icons (MAC)file extensions (WINDOWS)
and paperwork for professional graphics applications.

Section Two (S2) has been written for those customers
who do not have computer equipment, but who are interested
in eliminating common file errors. This section details easy to
follow “clues” that allow common errors to be unearthed.

Section Three (S3) has been written for customers who
have computer equipment, but limited software or actual
software knowledge. This section takes advantage of auto-
mated preflight routines, and applications. S3 builds on les-
sons learned in all previous sections.

Section Four (S54) has been written for customers who
have computer equipment and software, plus the necessary
printing expertise required for a traditional preflight. S4 details
the process of examining native PG files and builds on lessons
learned in all previous sections.

Section Five (S5) details what to do if problems are
encountered, etc.
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Section 1
Icons, and other information. ........ccooveeiv i, S1-6
What does it all mean?

Section I

Preflight without cOmpUter............cccceeeiiiiiei e S2-21
e Examining Supplied Documentation

* Icons, extensions and paperwork ~ what they reveal!!

» Standard Operating Procedures

Section Il

Automated preflight.........ccooooii S3-25
 Building on Section 1

= Using Flightcheck, Preflight Pro, Acrobat, Download Me-
chanic, Transverter Pro and Tailor.

e PostScript and Related Errors

e Standard Operating Procedures

Section IV

Traditional Preflight with computer ...........ccccceeiiiineenee S4-32
e Building on S1 thru S3

* AWell Equipped Preflight Facility.

» What Native Files Reveal

» Standard Operating Procedures

Section V

MISCEIHANBOUS ....eeiieiiiiiieei e S5-36
» Potential Problems and Solutions

» Keeping The Workstation Functioning Properly

e Handling Common Problems



Draft 10/15/97

Section 1- lIcons, etc.

Icons and Misc. Examples.

A typical file submission will not have one particular
“look”; therefore, it is sometimes difficult to identify the good
from the bad. The difference between a good submission and a
bad submission may depend upon the type of file(s) submitted
when compared to the project desired. However, if you know
the meaning of supplied file icons (mac), extensions (PC) and
some basic Desktop Publishing theory, you can often catch
problems before the job is submitted to Procurement.

ICONS:

The Macintosh platform relies extensively on an interface
called GUI (Graphical User Interface). This GUI file architecture
eliminates the need for three character file extensions (found
in DOS based systems). The Macintosh also provides a very
simple mechanism for outputting a file directory that shows
icons. For this reason, understanding the meaning of icons is
an effective tool in examining Mac based file submissions.

EXTENSIONS:

The Windows (PC Compatible) also offers a GUI interface,
however it also relies on DOS, or a DOS shell. DOS does not
understand files in the same manner that the Macintosh does;
therefore Windows files must have three digit extensions in
order for the DOS registry to work properly.Windows does not
provide a simple mecahnism for printing “icon” based directory
contents (it can be purchased). For this reason it is much more
efficient to use the 3 digit extensions for Windows machines.

Examples of miscellaneous icon and extensions are
represented on the following pages.Take some time to learn
these icons, and what clues they represent and you will greatly
reduce the problems associated with Disk Jobs.

FILE NAMES:

File names may also provide clues to problems files. Look
for key phrases such as FPO, RGB and similar phrases. In
addition, file names such as “myjob.gxd” means very little
whereas*“poster97.gxd”is more explanatory.

S1~6
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Section 1- lIcons, etc.

Font Icons (Mac):
In order to output files properly, all fonts MUST be pro-
vided. This means Printer & Screen fonts for EACH font used.

-
This icon represents a PostScript Screen font.

Screen Font loon

This icon represents a suitcase which can con-
tain both PostScript screen and TrueType fonts.
cuitease con, 1 NIS SUItcase WILL NOT contain PostScript
printer fonts.

This Icon represents aTrueType font. TrueType
fonts are NOT preferred by GPO/Commercial
True Type Font lcon VendorS.
A This icon represents a PostScript printer font
manufactured by Adobe Systems, Inc..

Printer Font lcon #1

This icon represents a PostScript printer font
GrizziTobgBTReg  Manufactured by Bitstream Type Corporation.

Font Extensions (PC):
Examine the icons (and extensions) listed below left.

Question:
Can you determine (from the file name) what font
“MOCI .PFM” represents?

The .TTF extension signifies aTrueType font.
Remember, TrueType fonts can cause problems
at output (The file name signifies Arial Bold
Italic).

ARIALELTTF

S1~7
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Section 1- lIcons, etc.

The .pfb extension signifies a PostScript printer

MOC | pfh

font, and stands for Printer Font Binary.

The .PFM extension signifies a PostScript screen
font, and stands for Printer Font Metrics.

g L R

Answer: One of the main issues with the Windows PC
platform is font handling, and the obscure nature of font
naming. Many PC designers have trouble providing fonts
because, while they know the actual font name, they can’t find
the proper DOS file name and extension. Who would have
guessed that “MOCI___.PFM” is Minion Condensed Italic?

liustration/Drowing Icons and Extensions:

Note - Mac icons are similar to the icons used by Win-
dows 95. Understand however, that PC users deal more with
extensions (.eps, .CDR, .PM6) than with icons. For PC Illustra-
tion/Drawing files the proper extension is .eps.

A,

Mustratar 6.0 lcon

A
Mustrator .0 leon (EPS)

This icon represents a native Adobe Illus-
trator 6.0 file. This file format should be
used for illustration/drawing (logos, etc.)
only and should not be used as a page
layout file. In addition, these native files
cannot be placed into a layout program
such as Quark, or PageMaker. As a general
rule, native Illustrator files should not be
provided. The native lllustrator extension
is .Al

This icon represents a EPS graphic file
from Adobe Illustrator 6.0. This file is not
designed as a “stand alone” format, rather
it is supposed to be placed into a layout
program such as Quark, or PageMaker. EPS

S1~8
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Section 1- lIcons, etc.

files are a supplement to the native page
layout file; therefore a page layout file
should also appear on the directory print-
out. A sample file name would be
“chart.eps” (.eps is the extension).

This icon represents a native Macromedia

5 Freehand 7.0 file. This native file format
@ should be used for illustration/drawing
Freshand 7.0 leon (logos, etc.) only and should not be used

as a page layout file. In addition, these
files cannot be placed into a layout pro-
gram such as Quark, or PageMaker. As a
general rule, native Freehand files should
not be provided. The native FreeHand
extension is .FH7

This icon represents a EPS graphic file

from Macromedia Freehand 7.0. This file is
5 5 not designed as a “stand alone” format,

rather it is supposed to be placed into a
layout program such as Quark, or
PageMaker. EPS files are a supplement to
the native page layout file; therefore a
page layout file should also appear on the
directory printout. A sample file name
would be “graph.eps” (.eps is the exten-
sion).

Freehand 7.0 lcon (EPS)

@ This icon represents a native Macromedia
Freehand 5.5 file. This native file format
should be used for illustration/drawing
(logos, etc.) only and should not be used
as a page layout file. In addition, these
files cannot be placed into a layout pro-
gram such as Quark, or PageMaker.As a
general rule, native Freehand files should

Freehand 5.5 lzon

S1~9
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MustratorZ 0 leon (EPS)

Section 1- lIcons, etc.

not be provided. The native FreeHand
extension is .FH5

This icon represents a EPS graphic file
from Macromedia Freehand 5.5. This file is
not designed as a “stand alone” format,
rather it is supposed to be placed into a
layout program such as Quark, or
PageMaker. EPS files are a supplement to
the native page layout file; therefore a
page layout file should also appear on the
directory printout. A sample file name
would be “seal.eps” (.eps is the extension).

This icon represents a native Adobe Illus-
trator 3.0 file.Version 3.0 is an older
software program that should can, but
should no longer be used. This file format
is similar in use as versions 5.5 and 6.0 As
a general rule, native Illustrator files
should not be provided.Most customers
and vendors NO LONGER support this file
format. The native Illustrator extension is
Al

This icon represents a EPS graphic file
from Adobe lIllustrator 3.0. The issues with
this version are similar to versions 5.5 and
6.0. It is important to note that EPS files
exported from Illustrator 3.0 are difficult to
edit, trap, or correct. If a 3.0 EPS file is
provided, it is important that the native 3.0
file is provided as well. A sample file name
would be “logo.eps” (.eps is the exten-
sion).

S1-~10



Draft 10/15/97

CarelDraw & file

Corellraw & eps file

Section 1- lIcons, etc.

This icon represents a native Corel Draw
6.0 file. This native file format should be
used for illustration/drawing (logos, etc.)
only and should not be used as a page
layout file. In addition, these files cannot
be placed into a layout program such as
Quark, or PageMaker. As a general rule,
native Corel Draw files should not be
provided. The native CorelDraw extension
is.CDR

This icon represents a EPS graphic file
from Adobe lIllustrator 3.0. The issues with
this version are similar to versions 5.5 and
6.0. It is important to note that EPS files
exported from Illustrator 3.0 are difficult to
edit, trap, or correct. If a 3.0 EPS file is
provided, it is important that the native 3.0
file is provided as well. A sample file name
would be “logo.eps” (.eps is the exten-
sion).

Common lliustration/Drawing Programs

Adobe Illustrator 5.5t0 7.0

Macromedia FreeHand 5.5to 7.0

Corel Draw 5.0t0 7.0

Page Layout Icons:

Note - Mac icons are similar to the icons used by Win-

il

Fagerlaker &.5 lcon

dows 95. Understand however, that PC users deal more with
extensions (.eps, .CDR, .PM6) than with icons. For PC Page
Layout files the proper extension will be unique to each pro-
gram.

This icon represents a native Adobe
PageMaker 6.5 file. This file should be
used to generate final output. Most

S1-~11
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FPagetaker 6.0 lcon

L=
I 50
2l

Fagefaker 50 [con

E
Quark 332 leon

[

Framerlaker 3.1 lcon

Section 1- lIcons, etc.

customers and vendors CAN and DO
support this file format. The PC extension
IS .p65.

This icon represents a native Adobe
PageMaker 6.0 file. This file should be
used to generate final output. Most
customers and vendors CAN and DO
support this file format. The PC extension
is .pm6. A sample file name would be
“book.pm6”

This icon represents a native Adobe
PageMaker 5.0 file. This file should be
used to generate final output. Although
this version is several years old, most
customers and vendors CAN and DO
support this file format. The PC extension
is .pm>5. A sample file name would be
“brochure.pm5”

This icon represents a native
QuarkXPress 3.32 file. This file should be
used to generate final output. Most
customers and vendors CAN and DO
support this file format. The PC extension
is .gqxd. A sample file name would be
“flyer.gqxd”

This icon represents a native Adobe
FrameMaker 5.1 file. This file should be
used to generate final output. Most
customers and vendors CAN and DO
support this file format. The PC extension
is .fm5. A sample file name would be
“book.fm5”

S1-~12
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RFeady, Set, GO 7.0 lcon

Section 1- lIcons, etc.

This icon represents a native Ready, Set,
GO! 7.0 file. This file should be used to
generate final output. Some, but NOT
MANY customers and vendors support
this file format. This is a Mac only format
there are not any corresponding Win-
dows/DOS extensions.

Common Page Layout Programs

Adobe PageMaker 5.0 to 6.5
QuarkXPress 3.32t0 4.0
Ready Set GO! 7.0*
Adobe FrameMaker 5.0*

Microsoft Publisher * (.pub extension)

Corel Ventura * (.pub extension)

* Less Common - Problems GettingVendor Support (Time & Money), May Not
Have High End Features Necessary For Smooth PrepressWorkflows.

Other Icons:

Note - These icons are similar to the icons that Windows
95 users also work with. Understand, however, that PC users
deal more with extensions (.eps, .CDR, .PM6) rather than icons.

FPhotoshop 3.0 lcon

FPhotoshop 4.0 lcon

This icon represents a native Adobe
Photoshop 3.0 file. This file should be
used to for photographic/photorealistic
images. Although comparable software
exists, Photoshop has become the de-
facto industry Standard. The PC extension
is .psd for native Photoshop files, and .tif
for most graphic files (scans usually). A
sample file name would be “photo.psd”

This icon represents a native Adobe
Photoshop 4.0 file. This file should be
used to for photographic/photorealistic

S1~13
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Section 1- lIcons, etc.

images. Although comparable software
exists, Photoshop has become the de-
facto industry Standard. The PC extension
is .psd for native Photoshop files, and .tif
for most graphic files (scans usually). A
sample file name would be “scan.psd”

This icon represents a Adobe Photoshop

4.0 TIFF file. This file should be used to

for photographic/photorealistic images.

The PC extension is .tif. A sample file
Fhatoshep TIFF file name would be “phOtOl.tif"

This icon represents a “PostScript” Print-
To-Disk file. These files may be submitted
for final output, but require special atten-

Fi tion by the agency (color seps/crops
&, turned on, page information, and appro-
FostSoript lcon #3 priate print driver, etc.).The PC extension

is usually .ps, or .prn. A sample file name
would be “final.ps”, or “final.prn”

This icon appears different, but repre-
sents a “PostScript” Print-To-Disk file
also. These files may be submitted for
final output, but require special attention
by the agency (color seps/crops turned
on, page information, and appropriate
:@ print driver, etc.).The PC extension is
PostSoript loon usually .ps, or .prn. A sample file name
would be“flyer.ps”,or“flyer.prn”
This icon appears different as well, but
represents a “PostScript” Print-To-Disk file
also. These files may be submitted for
final output, but require special attention
by the agency (color seps/crops turned
on, page information, and appropriate
print driver, etc.).The PC extension is
usually .ps, or .prn. A sample file name
would be “final.ps”, or “final.prn”
PostScript loon #2
NOTE: If PostScript files are provided by an agency, the agency accepts
almost all responsibility for proper output. Changes, corrections and any other

additional work will be difficult (time and cost prohibitive) if not impossible.
S1-~14
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Section 1- lIcons, etc.

Word Processing Icons:

This icon represents a native Microsoft
@ Word 6.0 (Mac) file.This file should be
‘ord 6.0 lcon used to keystroke text only. It SHOULD

NOT be used to generate final output.
The PC extension is .doc.

This icon represents a native Corel
WordPerfect 3.5 (Mac) file.This file
should be used to keystroke text only. It
wordPerfect 3.5 loon SHOULD NOT be used to generate final
output. The PC extension is .wpd.

Miscellancous PC Extensions that can cause output problems*

three letter extension File Format

.PCX PC Paint file.

.BMP Windows Bitmap

XLS Microsoft Excel File
WMF WIndows MetaFile
.CGM Computer Graphics Metafile
.PDF Adobe Acrobat Extension*

*Special circumstances apply

S1-~15
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Section 1- lIcons, etc.

€xamples of common file submissions (Madntosh):

The first example shows a typical file submission using
directories to create a “multi-level” hierarchy. Notice that the
fonts are contained in a separate directory as are graphics. The
layout file is loose in the directory, but separate from fonts and
graphics. Each directory identifies the icon (see examples on
previous pages) as well as the file “Kind”. Remember, each
“disk” job should contain a page layout file(s), graphic file(s),
and fonts (printer and screen). In this example, the agency
provided the following:

= A page layout file “Demo File” generated from PageMaker
6.5.

« A folder containing PostScript Printer and Screen fonts.

« Multiple images including illustration/drawing graphic files
“GPO SEAL NO.5.EPS”, “fhcircle.eps”, “Circle.eps” and
scans “GPO Seal.tif”, “Graphic #1”

SA=———— Demo File.job EE
MNarne Size Kind Laszt Modified
ﬁ Ceerna File 416K Adobe® Pagelaker... Tue, Sep 23, 1997, 11:52 AM ﬁ
- '@ fonts § —  folder Tue, Sep 2%, 1937, 1152 4M
%} MNovarBollta &4k PostSoript™ font Fri, Mow 17,1929, 9:42 &M
%} MNowvarBoo &4k PoztScript™ font Fri, Mow 17,1989, 9:48 &M
%} GillZan Z2K  PostScript™ font Thu, Jan 25, 1996, 1202 PM
%} GillSanBol 32K PostSoript™ font Thu, Jan 25, 1995, 1203 PM
Ej] GillSans Z2K  font suitcase Tue, Sep 23, 1997, 1152 4M
m GillZans Bold Z2K  font suitcase Tue, Sep 22,1997, 1153 4M
[:';] Movvarese Boldltalic T2k font suitcase Tue, Sep 23, 1997, 11:5% AM
m MNowvarese Book Z2K  font suitcase Tue, Sep 23, 1997, 1152 4M
- '\-Sﬁ? images f —  folder Tue, Sep 22,1997, 1152 4M
E GPO Seal tif S12K Photoshop® TIFF file  Wed, Sep 18, 1996, 11:19 AM
lﬁ GFO SEAL MO S EFS 224K Adobe Mustrator™ 5. Tue, dug 23, 1935, 7201 PM
Circle.eps DK EPS File Tue, Sep 23,1997, 1137 &M
@ theircle eps &4k FreeHand 7.0 docurnent Tue, Sep 23, 1997, 11:50 4M
= Graphic #1 64K FPhotoshop® TIFF file  Thu, Feb 27, 1997, 6:48 AM
]
||

e Do the Icons look familiar?
e What Does The “Kind” column tell you?
e What Does The “Size” column tell you?

S1-~16
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Section 1- lIcons, etc.

€xamples of common incorrect Mac file submissions:

These examples show incorrect file submissions. The first
example shows a typical file submission. Notice that the
FONTS (printer and screen) are missing.

SiI=—————— Demofile.pb =———————PI=

Marne Size Kind Last Modified

@ Derno File 416K Adobe® FageMaker... Tue, Sep 23, 1997, 11:52 4M ﬁ

= “&? images f —  folder Tue, Sep 23, 1997, 11:539 aM

ﬁ GPO SEAL NO 5.EFS 224K Adobe Mustrator™ 5. Tue, dug 29, 19395, 7:01 PM

@ theircle eps &4k FreeHand 7.0 document Tue, Sep 23, 1997, 11:50 &M

Circle eps Q5K EPS File Tue, Sep 23, 1997, 1137 aM

E GFO Seal tif 512K Fhotoshop® TIFF file  ‘ed, Sep 18, 1996, 11:1%9 aM

= Graphic #1 &4k Photoshop® TIFF file  Thu, Feb 27, 1997, 6:48 &M 3
< B[

The second example shows an incorrect submission
method. Notice that the GRAPHICS are missing.
S Demofile.eph=— [AI-

Marne Size Kind Lazt Modified

ﬁ Lrerno File 416K adobe® Fagetaker... Tue, Sep 23, 1997, 11:52 AM ﬁ

- fonts f — folder Tue, Sep 23, 1997, 11:59 &M

%} GillSan I2K PostSoript™ font Thu, Jan 25, 1996, 1203 PM

%} GillZanEal 22K PostSeript™ font Thu, Jan 25, 1996, 1203 FH

%} MowarBollta 64k PostScript™ font Fri, Mow 17, 1989, 948 AM

%} MNowarBoo 64K PostSoript™ font Fri, Mov 17, 1989, 9:48 AM

Ej] Gill3ans 22K font suitcasze Tue, Sep 23, 1997, 11:533 &M

m GillSans Bold I2K font suitcasze Tue, Sep 23, 1997, 11:53 &M

m Movarese Bolditalic IZ2K font suitcasze Tue, Sep 23, 1997, 11:53 &M

[E] Movarese Eook 2K font suitcaze Tue, Sep 23, 1997, 1152 4 ||
&l [

The third example shows another incorrect submission
method. Notice that the GRAPHICS and FONTS are missing.

Si=——————————— Demo File.job
Marne Size  Kind Lazt Modified
ﬁ Derno File 416K Adobe® Pagetlaker... Tue, Sep 23, 1997, 11:52 Ak ﬁ
i
<l B

S1-~17
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Section 1- lIcons, etc.

€xamples of common correct file submissions (Windows PC):

The first example shows a typical correct (except for the
TrueType fonts) PC file submission. Each three letter file name
extension (.XXX) identifies the creating program (see examples
on previous pages). Remember, each “disk” job should contain
a page layout file(s), graphic file(s), and fonts (printer and
screen). In this example, the agency provided the following:

- A page

layout file “Final.p65” generated from

PageMaker 6..5

« Multiple illustration/drawing graphic files. Examples
include “runner~1.eps”, “FinalN.eps”.

« Multiple scanned graphic files. Examples include
“kidbike.tif”, “water2.tif".

 Printer fonts and associated Screen fonts (including
TrueType fonts).

Volums Serisl Hupber 1= 2ID3-G0GT
Liveocory of 1'% WINDORE, Deaktoph artive ool Julichcovpach

<B LR 07 =08=87 11:06m .
" <DI[PR> o-08-97 11:06& ..
ECHNHEE~1 EF3 388,020 DE-D3-97 21189 rumosr Jopy.EF3
FIDEIKE TIF 145,852 DO7=10=87 1:50p kidbiks.vif
FINAL PAs 30,364,720 O7-17-97 3:32p Final.PAS
FINALMN=1 EPS 393,088 OR-R7-97 156p Finallortih.=ps
FINALS~1 EFS 24%; 145 D-17-87 156p FinalSocutk.eps
HY FFE 28,77 D5=23F=00 tzda HV -FFEB
HY FFH 1,676 Di-14-83 pa0e HY -FFA

FINALZ FHE

FINAL1 FES 13,163, 632 OD7-18-97

AEIAL TIF
FARETHGE TIF
EEITR1 TIF
WATERZ TIF
FEZHEZ TIF
SEGRAY~1 TIF

TENWF <D
15 fileia
3 dix [a]

153 Fimald . PAE
15E6a Finall.PEE
tiia ARIAL.TTF
cidm ParkingEoEif
1328 Fescrooms AL
133, water? . il
tEa Phosel.cif
:13m SEgoaytsg ., TIF
P90 teEmn

L, 776, 640 O7-17-97

&5, 882 1F-31-8]
123,194 07-11-87
214,868 O7-11-97
210,550 DO7-11-97
SE, 304 DOV=11i=-87
288,884 O7-15-87

[R= o?-17-97
17, 665, 542 byrea
1, 30&, 5893, 5356 bhycea foee

Om i d I o] -] b 0 W e

-
-1

e What Do The various extensions tell you?

S1-~18
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Section 1- lIcons, etc.

€xamples of common incorrect file submissions (PC):
The following example shows a typical incorrect PC file
submission. The agency provided the following:
« A text file “mission.wpd” generated from WordPerfect
It is assumed to be the layout file because there is no
proper layout file (.pm6, .p65, .qxd) provided.
« Multiple graphic files generated in formats other than
TIFF or EPS. Examples include “logo_bm.gif”,
“Seawolf2.pcx”, “Fa_18.bmp”, “Cw7195.wpg”.

Volum= Seriml Humber is ZZDG=6CET
Dicectocy of C:\UWINDOE Deakioph Bew Folden

<D IR 07=18=-97 10:18m .

4t <D IR= 07-15-97 10:18m ..
FRlZ 1 EXE 784,372 07-12-87 10:20a Falf 1.bep
CWTLaE WES 69,291 04=-21-897 12:41p Cw7195.wpg
SBAWOLFZ PCE 70,054 0O7-13-97 10:21a Seawdlid.pey
MIS3TON EIDE TE,125 04-11-97 T:4Sa MIS3ION.WED
LoF0 B GIF #5.,973 07=18=57 10:21s Logo bw.gif

3 TLle|=] 3000, 751 hyces

2 die |a) 1,301,151,741 bytea feee

e What Do The various extensions tell you?
.gif Graphic Interchange Format (used on the world wide web)
.bmp Bitmap (used by Windows PC paint programs)
.wpg  WordPerfect Graphic (typically low res clip art from
WordPerfect)

This problem job listed above would normally be associated

with one or all of the following problems:

- Lack of bidders (no bidders, or few bidders) due to lack of
industry support. This leads to limited competition and
increased costs.

-Vendors who send the job back because they“didn’t realize
that the files were in WordPerfect” which translates to lost
time.

- Text Reflow which translates to lost time and increased costs.

- Failed output due to poor document construction which
translates to lost time and increased costs.

- Reduced output quality due to vendor’s giving up on file and
shooting copy. This may lead to lost time and increased
costs.
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Section 2 - Preflight w/out computer

Preflight Without a Computer:

S2 will build on information learned in the previous
section.

In order to be effectively processed, disk jobs should be
submitted to GPO along with appropriate documentation.
Documentation is not mandatory, but is STRONGLY encour-
aged includes GPO form 952, a hard copy visual, a directory
printout, and any other pertinent information.

Each “disk job” should contain a page layout file(s),
graphic file(s), and fonts (printer and screen). If any of these
elements are missing, the job may not output properly. The
most common “disk job” errors can be prevented by examining
the supplied paperwork - NO COMPUTER IS NECESSARY.
Issues such as missing graphic files, missing fonts, incorrect
font types, and improper software usage can be easily identi-
fied. The end of this pamphlet details steps to take if a prob-
lem is encountered. Remember that DITS Group (202-512-
1491) is always available to answer questions.

S2 ~ Standard Operating Procedure (SOP)

Listed below are the common “spot check” items that
each specialist should look for:

Examine the provided paperwork (including form 952,
directory printout and miscellaneous paperwork) and look for
the following information:

1 Fonts

A. - Are font files (printer and screen) provided (block 5)?
If not, problems are likely to occur.

B. - Are the fonts True Type, or PostScript (block 5)? If
TrueType, problems are likely to occur.

Hint Check block 5 of form 952 and S1-7 for an explanation of fonticons
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2 - Gragphics

Are the graphic files provided in an appropriate format
(TIFF or EPS)? If not, problems are likely to occur.

A. Windows PC jobs = Are the graphic files provided with
extensions such as .BMP, or .PCX? If so, problems are likely to
occur.

B - Macintosh jobs = Does the directory printout indicate
that the graphic files are saved as “kind” PICT, or anything
other than TIFF or EPS? If so, problems are likely to occur.

3 - Miscellancous Information

A. Does the directory printout contain information that
would indicate additional work required? In other words, are
some graphics named with “key phrases” such as “RGB”, “Low
Res”, “Do Not Use” or “FPO”? If so, problems are likely to
occur.

B - Has the agency attempted trapping (block 8)? If so, the
vendor may be required to undo the traps in order to correctly
trap for the vendors’ particular equipment.

C - Has the agency used a PostScript , or PCL printer
(block 6)? If PCL, problems WILL exist at output.

E. Yiwanin Svbhrvtied
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" 3
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D - Have the files been changed since the hard copy visual
was output? If so, the vendor will have no way of verifying
content, and reflow issues may occur.

A N L wyael Tl b
¥

E - Has the agency used an Office Graphics application
(Word, WordPerfect, Harvard Graphics, PowerPoint, etc.) for
page layout? If so, many vendors will charge additional time
and money for outputting these files.

A BofTame
P vl 0 Dol el 0
.

-4

Examine the directory priatout (should be provided) and look for
the following:

1 - Verify that a Page Layout file is furnished (Quark,
PageMaker, etc. - see layout icons). If no Page Layout icon
exists, the job will usually become a problem later in the
procurement process. Some designers will used an illustration/
drawing program (lllustrator, CorelDraw, FreeHand) as a page
layout tool. Using software for unintended purposes can cause
problems.

2 - Check the names of the Page Layout file(s). Do the
names indicate that the job is saved as individual pages (Page
1.pmb5, Page 2.pmb5, etc.), or as a complete job (Book.pm5)? If
the files are saved as individual pages, additional time and
money will be factored into the bidding process.

3 - Verify that PostScript fonts, both the screen and printer
fonts, or TrueType fonts are provided. If fonts are not provided
check the 952 for the name, version and manufacturer of the
missing font. If fonts aren’t provided, information about the
font is MANDATORY.
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4 -Verify that TrueType fonts were NOT used. If they are,
the job could have problems.

5 - Verify that Graphic files (scans or illustration/drawing -
see icon list) are provided. A directory printout that contains
only a Page Layout file, no graphics, will usually cause prob-
lems later in the procurement process.

6 - Check any additional paperwork. Are special require-
ments necessary? Will the contractor be required to convert
RGB files to CMYK? Are silhouettes required?

7 - Check for TIFF files. How big is the file size (in mega-
bytes)? Most high resolution scans will be larger than 1.2 mb
(1,200 K). Small file sizes for scans may indicate that compres-
sion (no-no) was used, or that the scan is low res (bigger no-
no).

Size 72 DPI 150 DPI 266 DPI 300 DPI
grey cmyk grey cmyk grey cmyk grey cmyk
1x1 6K 21k 22K 88k 0K 277k 88k 352k
22 21K 81k 88K 352k 277k 1.08mb 352k  1.37mb
35 76k 304k 330k 1.29mb 1.0lmb  4.05mb 1.29mb 5.15mb

5x10 254k 1.0mb  1.07mb  4.29mb 3.37mb 13.5mb 4.29mb 17.2mb

The grey bordered area signifies high resolution images
(based on a standard 133 to 150 line screen) Although high
resolution files can be smaller than 1.0 mb, as a general rule
you should question scans that are smaller than 1.0 mb
NOTE: Also examine the visual and look for the following:

- Black & White - Are the visuals marked for various instruc-
tions? If so, what extra work is required?

- Color Separations - Are there missing/misidentified colors?
Are there extra colors?

- Bleeds - Does the visual show bleeds? How much bleed?

- Trim Size - Does the size match the SF-1?

- Variation - Does the visual exactly match the agency request?
Has the visual been updated for corrections?
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Automated Preflight Routines
Building On Past Lessons

The science of a thorough preflight is complex. An opera-
tor must understand computer platforms (Mac and Windows),
Software (layout, drawing and image) as well as the entire
printing process. A daunting task for most people. Because of
the complexity of this process, several commercial software
companies have developed applications that automate the
preflight process. This section is not an endorsement of any
particular product, company, or service, but does offer tips,
hints and techniques for automating this important preventa-
tive tool.

Software Products

The available software products (as of 10/97) capable of
automating preflight can be segregated into three categories:

Cat.1 - Native Application File Examination (the preferred
method)

Cat.2 - PostScript File Examination

Cat.3 - PostScript RIP Emulation

The use of software in each category is dependent upon
specific agency workflow. In many instances DITS Group uses
software from each category in order to verify critical orders.

Category 1 - Native Application Examination

Markzware (www.markzware.com) offers a product called
“FlightCheck” for examining Native Professional Graphic appli-
cations. The Macintosh version examines files generated from
QuarkXpress, Adobe PageMaker (5- 6.5) Adobe Illustrator (5 -
7.0), Adobe Photoshop (2- 4.0) and Macromedia FreeHand 5 -
7.0. In addition, this software will examine PostScript and
Encapsulated PostScript (EPS) files. This software program
also offers other features designed to accurately collect graph-
ics and fonts in order to minimize potential problems. This
package is available for a charge.
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FlightCheck® Results —"i—"————————8H

0 Resuits: 8 Flagged Items

V Application wPrinter Type VColors x Innages

VDocument Yersion VPrint Infa VTrapping x Image Backgrounds

VPage Infor VRegistration Marks x Fonts VRequired “Tensions
Item : [ Show &1 Specific tems Possible Remedy -
[- 1)1 font is TrueType. Change the Font -
[» 211 font iz non—Adobe®. Change the Font [
[+ 3) 2 images are missing. Locate the Image
[+ 4) 4 picture boxes are using a fill of "None . Edit the Picture Box
[» 5) 2 images are sealed. Edit the Picture Box
[+ &) 5 picture boxes are rotated. Unrotate the Box
[» 71 4 image effective resolutions are not within the specified range. Edit the Image
[+ &) 5 images are using picture styles. Turn off Styles

~ [
[ Page Setup ] [ Print ] Save

The graphic above is an example of the information gath-
ered in a “FlightCheck” examination.
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The graphic above is an example of more detailed infor-
mation gathered in a “FlightCheck” examination.
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Extensis offers a Quark XTension called“Preflight Pro”
that performs automated filed examination on QuarkXPress
documents only. Extensis is currently in the process of devel-
oping plug-ins for other applications as well. This package is
not included with copies of QuarkXPress (mac or PC) and is
available for a charge.

PageMaker 6.5 contains a built in “Utility” called “Save for
Service Provider” ~ “Preflight Pub” that examines native
PageMaker 6.5 files. In addition, this program also offers
features designed to accurately collect graphics and fonts in
order to minimize potential problems. This package is included
with all copies of PM 6.5 (mac and PC) and does not cost extra.

QuarkXPress contains a built in “Utility” called “Collect for
Output” that offers no “real” preflight service, but that can
make the preflight process work better.This feature is designed
to accurately collect the native Quark File and necessary graph-
ics in order to minimize potential problems. This package is
included with all copies of Quark (mac and PC) and does not
cost extra.
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Section 3 - Automated Preflight
Category 2 - PostScript File Examination

Acquired Knowledge (www.acquired~knowledge.com)
offers a Macintosh product called “Download Mechanic Pro”
for examining PostScript “Print-to-Disk” files. This software
analyzes PostScript files for potential problems such as miss-
ing fonts and non-conforming PostScript Language. Download
Mechanic requires the preflight operator to be familiar with
PostScript programming.

0 =-———-———— Agency Preflight Fin - Analysis =————H B
- (M Possible Problems -

3} This file contains binary data.

I PostScript Language Level: unspecified
[ b€ Fonts missing from file (1)
[> I Features usedin document [5)

— 1 Summary Infoermation

This P ost Scripkfile confarmns o DSC version 3.0
Creator: Pagehdak er 6.5
Datecreated: 9-25-1997, 14:03:06
For:DITS Group
Pages: 1
%} This file contains binary data_

@M@ Image bounding box:
left, bottarn= 0,0
fight,top= 612, 792
- b Fonts usedinthe document (3]
EnztonBlack
Helveticableue-BoldCond
Titnes-Roman
~ b€ Fonts missing from file [1]
Titnes-Foman
~ b Fonts embeddedinfile (2]
EinstonBlack
Helveticahleue-BoldCond
- I Features used in document [5)
*Collate Collate
*Input Slok Input Slot
*ManualFeed False
*PageSize Letter
*Resolution G00dpi
~ M@ Resources supplied bythe document (2]
procset PESIMAGE_PS 1.01
procset PESPS_PS1.01
- [ OFlimage Files[2)
[Macintosh 1 HD:DIT SG Info:Graphics rmotion tif)
bacintosh 1 HD DT 5G Info:Graphics ot on b
-~ B ProcessCalors Used (1]
Elack

[ 1 File Outline

Sl

An example of Download Mechanic’s information.
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Category 3 - PostSaript RIP Emulation

Adobe offers a multipurpose solution with Acrobat Dis-
tiller and Exchange (www.adobe.com). It is important to note
the that the free “Reader” version of Acrobat is not a preflight
tool. Acrobat Distiller rasterizes PostScript code and previews
the image on screen. Acrobat is essentially a software RIP that
in many ways is similar to the RIP that a commercial vendor
will use to output the file. In most cases, a PostScript file that
distills in Acrobat will output properly at the service provider.
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TechPool software offers another multipurpose solution
with Transverter Pro (www.techpool.com).Transverter Pro’s
main function is to convert PostScript into a graphic file format
(such as EPS). This package serves a secondary purpose of
RIPing files similar to the way a prepress house will RIP a file.

EnFocus software (www.enfocus.com) offers another
multipurpose solution with Tailor. Tailor is a PostScript analyz-
ing tool similar to Transverter Pro.

NOTE: Check the website for Markzware
(www.markzware.com) for a free trial download, or updates for
FlightCheck.

SOP for Cat. £

1) Examine the supplied documentation for obvious
errors. This includes the SF-1 (request for printing and bind-
ing), the GPO form 952, and any other paperwork.

Check the following:
» Platform (Mac or PC)  Software (Professional or Office)
* Media type (SyQuest, zip, etc.) < File directory/printout
* Hard copy Visual

After determining the platform, verify that the necessary
software is loaded and available. Verify that the provided
media can be reviewed.

NOTE: If the media cannot be reviewed, perform a basic
exam of file contents and document on the form 952 that a
preflight did not take place.

2) Insert the media into the proper drive and scan using a
virus utility such as MacAfee, or SAM. If no viruses are de-
tected, proceed to the next step. If viruses are detected, do not
proceed. Inform the project originator of the problem and send
the media back for cleaning.
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3) Copy the appropriate files to a separate folder or direc-
tory (see example below). All elements (graphics, scans fonts

and layout files) should be on one level (see page 37?).

If errors occur during copying, the media may be damaged. Run a utility
such as Disk First Aid, or Norton Utilities. Look for bad blocks/sectors and
fragmented files. Repair as necessary.

Note: Never work from the original media. Always copy the data onto your

hard disk drive

4) Archive the file using a DAT tape, jaz, or other large
capacity device. Maintain this archive in case problems occur
in the production of this job

1) Open the directory/folder of the archived job.

2) Compare the directory of the files furnished to the
information on the requisition and the form 952. Look for
fonts, additional files, and designations on scans/graphics
which indicate that a problem may exist (FPO instead of live,
RGB instead of CMYK, PICT instead of TIFF or EPS, etc.). Note
any discrepancies.

3) Load the fonts through a font utility such as Suitcase,
or ATM deluxe. Make sure that the fonts are activated/open
and look for Font ID conflicts. If a font ID conflict exists close
out that offending font, DO NOT rename/renumber, and pro-
ceed with the preflight.

4) Launch the automated preflight package (FlightCheck)
and under File~Open, select the layout file to be examined.

Examine the report generated from FlightCheck. Compare
the information on the report to all of the provided documen-
tation.
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Traditional Preflight With A Computer
Preliminary Steps.

In many cases this preliminary “review” can catch some of
the more common file errors. Check the directory printout. Are
all the printer and screen fonts provided? Are supporting
graphic files provided? Do any of the scans contain “red flags”
such as RGB or FPO in the name?

It is important to remember that a preflight should be not
be performed on the same system that created the files. In
addition, the preflight should be performed on the production
media (and files) that will be supplied to the print vendor.
Preflighting only those files contained on the production

Esystem may not yield accurate results.
LO

Basic Preflight System Requirements

A preflight workstation should be a stand alone system,
dedicated to the task of “preflight”. This machine should have
sufficient RAM (no less than 64 MB) and hard drive capacity.
Peripherals (SyQuest, jaz, zip, etc.) should mirror those drives
supplied on a design contract. Software and fonts should be
kept to a minimum.

» Only load the required fonts. Delete any fonts that are
not used by the system. Eliminating fonts minimizes the
chance of failing to catch missing fonts.

e The system does not have to be “cutting” edge, but
should handle the software necessary.

Draft 10/1
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SOP For Cat. 3

1) Examine the supplied documentation for obvious
errors. This includes the SF-1 (request for printing and bind-
ing), the GPO form 952, and any other paperwork.

Check the following:
» Platform (Mac or PC)  Software (Professional or Office)
* Media type (SyQuest, zip, etc.) < File directory/printout
» Hard copy Visual

After determining the platform, verify that the necessary
software is loaded and available. Verify that the provided
media can be reviewed.

NOTE: If the media cannot be reviewed, perform a basic
Sexam of file contents and document on the form 952 that a
—preflight did not take place.

/15/97
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2) Insert the media into the proper drive and scan using a
virus utility such as MacAfee, or SAM. If no viruses are de-
tected, proceed to the next step. If viruses are detected, do not
proceed. Inform the project originator of the problem and send
the media back for cleaning.

3) Copy the appropriate files to a separate folder or direc-
tory (see example below). All elements (graphics, scans fonts

and layout files) should be on one level (see page 37?).

If errors occur during copying, the media may be damaged. Run a utility
such as Disk First Aid, or Norton Utilities. Look for bad blocks/sectors and
fragmented files. Repair as necessary.

Note: Never work from the original media. Always copy the data onto your

hard disk drive

4) Archive the file using a DAT tape, jaz, or other large
capacity device. Maintain this archive in case problems occur
in the production of this job

1) Open the directory/folder of the archived job.

2) Compare the directory of the files furnished to the
information on the requisition and the form 952. Look for
fonts, additional files, and designations on scans/graphics
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which indicate that a problem may exist (FPO instead of live,
RGB instead of CMYK, PICT instead of TIFF or EPS, etc.). Note
any discrepancies.

3) Load the fonts through a font utility such as Suitcase,
or ATM deluxe. Make sure that the fonts are activated/open
and look for Font ID conflicts. If a font ID conflict exists close
out that offending font, DO NOT rename/renumber, and pro-
ceed with the preflight.

4) Open the necessary page layout files (usually Quark or
PageMaker).

N~
= 5) If fonts are missing, the program alerts the operator
=with a message and font listings. Note any missing fonts.
:’ PageMaker notes: Pagemaker is notorious for identifying fonts as
‘©missing when in fact they were used, but then deleted. If a font is
Oidentified as missing, substitute the font Zapf-Dingbats. Look for
improper symbols where there should be type.
Quark Note: Quark will occasionally misidentify fonts as missing.
Always check “utilities<font usage” to verify which fonts are missing.
Any missing fonts will be preceded by a “-” symbol.

1

6) Check trim size in file to the trim size on the requisi-
tion. Note any discrepancies. In addition, if files have not been
created at 100%, indicate the size that files have been created.

7) Check for missing or modified graphics using links/

picture usages dialogues.

Missing Graphics - In the “utilities<picture usage” menu, Quark
will identify missing graphics with the word “missing”. In the
“file<links” menu, PageMaker will identify missing graphics with a “?”.
Missing graphics MUST be provided in order for corrections to be
made, or special features such as trapping to be applied.

Modified Graphics - In the “utilities<picture usage” menu, Quark
will identify modified graphics with the word “modified”. In the
“file<links” menu, PageMaker will identify missing graphics with a “u”.
Modified graphics MUST be updated prior to submission for output. If
updates cannot be accomplished, make it clear on the 952 that the
vendor must update the links.
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8) Check the color type and model (process or spot) in file
and compare to the SF-1 and 952.

- Are the color modes the same?

- Will the file output as desired.

Make sure that vis identified as process and spot is spot. Verify
that the designated color plate prints as indicated. Designers will often

pick a PMS 100 yellow in the file, and make an obscure note that the
color actually prints metallic gold.

9) If “live” scans are provided, check the color mode, and

the resolution.

Color Mode: In Photoshop use the menu “image<color mode” This
dialog will show the color designation (CMYK is the preferred color
mode).

5 Effective Resolution: Scans must contain 300 PPI (photographs)
Loand 1200 PPI (line art) to be output effectively. Lower resolution
—images may not output as desired. The effective resolution may be
:'determined by constraining proportions and changing the size of the

Eimage in Photoshop. The “new” resolution will be identified.
a

10) Check to make sure that graphics have not been
“rotated, scaled, or scaled” in the page layout application.

11) If all is OK, then disk review is complete.
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Potential Problems and solutions

1) Fonts

The most common problem associated with agency jobs
concerns fonts, specifically missing fonts. If fonts are not
furnished, call the designer/agency. Explain that GPO prefers
to have printer and screen fonts for each font used, even
standard fonts. Explain that if fonts are not furnished page
break/word wrap problems could exist. If agency will not fur-
nish fonts, document the conversation and write in the data
base “Contractor must furnish printer and screen versions of
the following fonts: ....”. NOTE: Font problems can exist with
EPS graphic files. Agency should send fonts used in the cre-
ation of all art work including EPS graphic files (Note: Fonts
missing from graphic files can be determined by outputting
files).

2) Trim Size

Agency personnel usually cannot review furnished disks. If
the trim size in file differs from the size on req. call the agency.
Have the agency confirm trim size with the designer. If agency
requests GPO to call designer for verification then it is OK
make the call. Make sure that the agency is aware of the proper
trim size.

3) Gragphic Files:
Missing Gragphics

All graphic files should be provided for every job that GPO
reviews. If a graphic file is missing, this information should be
brought to the agency’s attention.When using Drawing pro-
grams (FreeHand 3.0, etc.) original graphic files must accom-
pany EPS files. Simple graphics will occasionally output even if
they are not furnished. Any complex graphic, including color
separations, must be furnished. If agency refuses to furnish
files, document in the data base.
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NOTE

PageMaker has a feature called “Store in Pub”. This feature
directs PageMaker to store a high res data file for a graphic in
the base PageMaker file. A complex graphic stored in this
manner will output. However, since the file has not been
furnished, any corrections to the particular graphic cannot be
accomplished on a simple Desktop system. Accomplishing
color correction on this type of file requires a high-end system
(Scitex, or equivalent). In addition, PageMaker 5.0 cannot
create traps. If the graphic file is not furnished, K will have to
take the file to a high-end system for trapping

3 dtd - Modified Graphics

Designer will occasionally modify a graphic after placing
into a page layout file. Page layout programs usually warn that
the graphic has been modified and ask if you want to update.
Updating graphic files can cause changes in the appearance of
the file. If files have been modified, always contact the de-
signer and explain that the graphic appears to have been
modified. Ask for the designer/agencies permission to update
the file.

FPO Graphics

Designers occasionally furnish all FPO scans on disk. This
is unnecessary and even confusing to contractor. These scans
take up space and always provoke the question “are the scans
live, or FPO?”

PCX Graphic Files

PCX files are occasionally encountered on the IBM side of
DTP.These files are bitmapped paint files (Similar to PICT for
Mac). PCX files can be used in publishing IF certain criteria are
met. 1) The scan resolution must be fairly high. 2) The PCX
level should be high (24 bit color. 3) The file SHOULD be
created CMYK.
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JPEG Graghic Files

JPEG Files are occasionally encountered. Like PCX files,
JPEG is OK for publishing under certain conditions. If a JFEG
file has been saved with a low compression and a high quality
setting, the files are probably OK. These files should also be
CMYK and like all scans depend on scanning input for image
guality. However, the color compression scheme used by JPEG
can cause color shifts. Color management programs may be
adversely affected by a JPEG file.

4) Ink Colors
GPOreceives jobs that have conflicting color information

Process Colors

If the req. indicates that the job is to print 4-color process,
verify that the colors have been created properly. Verification
can usually be accomplished through the page layout program.
Occasionally you will be required to go back to the software
used to create the graphic for verification (FreeHand,
CorelDraw, Illlustrator). Colors that have been created as a
Pantone (not process) can be converted to process. It is usu-
ally more difficult to convert process colors to spot. Conver-
sion can take place either in the program used to create the
graphic, the layout program, or in some cases on a high-end
system.

Pantone Color

If the req. indicates spot Pantone colors, verify that the
colors have been created properly. Verification can be accom-
plished as above. Note that if the colors were mistakenly
created as process, the only way to correct is through the
originating program, or on a high-end system. The designer
should be required to make this type of change.
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5) Scans

All scans should be in CMYK format, saved as either EPS
or TIFF files. If the requisition/952 indicates that the scans are
live, verify the type of scan and the resolution.

Color Files

CMYK files use more memory than RGB files; therefore,
designers sometimes send files in RGB mode with notations
for the print contractor to convert to CMYK. Some designers
will claim that contractors prefer RGB over CMYK. GPO con-
tractors have stated a preference for CMYK files, NOT RGB. All
RGB files must be converted to CMYK (there are various meth-
ods) prior to output.This conversion can take place in RIP, or
manually. If an RGB file is furnished to a contractor, the print
contractor is NOT responsible for any color shift associated in
the conversion (usually, but not always a shift. Sometimes
subtle sometimes not).

Grayscale/Ductone Files

Grayscale/Duotone files are usually furnished as TIFF
images, and only occasionally as EPS. These files are normally
ready for output. Duotone files will occasionally be created
with an ink color that is not specified on the req. If Duotone
files are furnished as EPS, make sure that the halftone screen
and frequency options are deselected. These functions, if
present, can override a contractors settings and affect output.

6) Missing Visual

All jobs should have an up to date hard copy visual. If an
up to date visual is not furnished, changes should be marked
on the existing visual. DO NOT process a job without good
instructions, or an up to date visual.

7) Nonstandard Software

The vast majority of jobs will be created in either Quark
XPress, Adobe PageMaker, Adobe Illustrator, Corel Draw,
Adobe Photoshop or Macromedia FreeHand. Occasionally a
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simple job will be created in MacDraw Pro, Microsoft Word,
WordPerfect, Corel Ventura, Publisher, Canvas, or Ready, Set,
Go. These programs usually contain problems. GPO
Contractor’s are unfamiliar with, and unwilling to use many of
these programs.

NOTE

Programs such as Microsoft Word and WordPerfect have
no color separation features. Any color contained in files will
output as a color composite or black and white composite
only. The acceptable method for dealing with these files is to
“shoot the visual”. In order to output separations, extra effort
is required (not worth the cost - contractors do not want to
do). Color work should never be attempted in these programs.
Canvas claims to have advanced features, but good luck find-
ing anyone who can help you figure out the color features.
Ready, Set, Go! (Manhattan Graphics) claims to be comparable
to Quark and PageMaker, but is generally not accepted by the
DTP industry. Ready, Set, Go! does appear to have the needed
features (Trapping, Separations, etc.). Publisher is OK for
certain jobs, but not for most color work.

8) Presentation Software

Presentation programs such as Aldus Persuasion repre-
sent another set of problems. Like Word and WordPerfect,
these programs do not have separation features. In addition,
since these files have been created for viewing on a monitor,
the colors are in RGB mode. Conversion of these files usually
requires color correction. The other alternative involves shoot-
ing the furnished visual.

9) PostScript Files

Many commercial designers furnish files in PostScript
format. This is not to be confused with EPS (encapsulated
postscript) which is a graphic file format. PostScript files are
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print driver files and cannot be viewed or altered on most DTP
systems. PostScript files work well IF the job is set up correctly
for particular service bureau’s image setter. GPO procurement
does not go to a specific contractor, therefore it is impossible
to determine if the files are set up properly for the low bidder.
As a test you can download PostScript files using the PSExec
utility on the hard drive. Another suggestion would be to take
the job to EPD (Joel Reeves) and ask if he can output.

10) PC-Jobs Output to PCL

Many agencies submit visuals composed to and created
on a PCL printer. In order to output to film the file must be
recomposed to a Postscript device and visual must be re-
imaged. If files are recomposed there can be no guarantee as
to page/word breaks. The only alternative is to shoot the
visual.
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Other Informalion:

Madntosh
- In order to keep a Macintosh healthy and happy, re-
build the desktop each week.

- Zap P-RAM if problems occur (Restart holding down
the option and apple (command) keys).

~ NOTE: Utilities such as TechTool (a free download
from www.micromat.com) can make performing

rebuilding and P-Ram zapping maintenance much
easier.

- Use the disk first aid tool (on CD) is problems occur.
Restart from the CD and run disk first aid.

Windows

- Run Norton Utilities Disk Doctor (or similar program)
bi-weekly. Fix any problems and optimize the hard
drive.
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Some of the more common system problems (and solu-
tions) are listed below:

Svitcase (Mac)

« Font ID conflicts can arise when loading furnished fonts.
For this reason, a proper preflight system should contain only
the base fonts furnished on the Mac.

» Occasionally the Mac will crash while Suitcase is open.
In rare instances the crash causes the loaded version of Suit-
case to become damaged. If you receive a file error with Suit-
case, close all applications and restart machine, then run Disk
Doctor. If the program is still problematic, reload Suitcase.

e Suitcase 3.0 should be used with any version of the
Macintosh OS later than 7.5.

Ridus FrecHand 3.0 (Mac)

« FreeHand will print with any of the drivers selected
under the chooser. However, if either of the “Laserwriter 8.0”
drivers are selected the system will crash after printing.To
avoid printing problems always use the “Laserwriter” driver
with FreeHand 3.0.

< \ersions 3.0 and 4.0 do not embed native data in EPS
files.You MUST include the native file along with the EPS.

Ridus PageMaker 5.0 (Mac)
= Always use the “Laserwriter 8.0 driver with this version
of PageMaker — (Mac)

Ridus PageMalier 5.0 through 6.5 (Mac)

« Unlike Quark XPress, PageMaker will list fonts not used
in the document as missing. If PageMaker indicates that fonts
are missing from a document call the designer and verify that
the fonts were used.
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» PageMaker Designates colors in different formats. In the
color palette menu colors in italic are process; colors in roman
are spot and colors with a PS prefix are imported colors (usu-
ally roman even if they are process).

= You must use the Post Script Printer driver for output-
ting files (windows).

Quark XPress 3.3 to 3.32r5 (Mac)

= Unless you have the “print job” extension, the print
dialog box in Quark XPress is less user friendly than that of
PageMaker. In order to select certain options you must go to
the File pulldown menu and (page setup option) and select as
necessary.

Adobe Mustrator 5.0 (Mac)

= Blends (gradients) cannot be created in this version
without banding. lllustrator 5.5 corrected this problem —
(Mac)

Adobe Photoshop 3.0
* Requires 16 MB memory to be launched. In order to
prevent system failure, close all other programs.

Corel Drow 5.0 (Windows)

= Spot 2-color gradients will convert to process as a
default. This can be corrected by changing info in an INI file.

» The color build tables are incorrect. Spot color builds
defined with this version will not match prescribed Pantone
builds. This can be corrected by changing the “.INK” file. There
is a ReadMe file associated with this problem.

Corel Draw all versions (Windows)
= As a general rule, CD is not accepted by Vendors.

Microsoft Publisher (Windows )

e In order to output for MOST commercial printing situa-
tions must be set up prior to design.

= Supports only 3 spot colors. Not CMYK, or more spot
colors.
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UWheat do | do now that | know there are
problems?:

As a general rule, the chain of events are as follows:

Notify the creator (designer, editor, etc.) that there are
problems and notify the appropriate agency printing contact.
The creator is normally given two options:

1) Fix the file, ~0r~

2) Have the print contractor fix the file.

If the creator wants the print contractor to make the
appropriate corrections, if it is possible (sometimes it isn’).
Explain that the files are bad. Make sure that the agency con-
tact agrees that the print vendor is the proper person to make
corrections. DON'T let the creator control the job (if the creator
is a contractor). The creator SHOULD be responsible for creat-
ing GOOD files. More leeway may be given if the creator is an
agency employee.

Fonts

- If the disk is missing fonts, ask the creator to supply. If
the creator will not supply fonts ask for the manufacturer and
version (very important), and include this information on the
appropriate paperwork (form 952 or attached pages). This step
is mandatory for legal reasons.

- If TrueType fonts are used, explain that problems may
occur.Ask if the creator can redesign using a PostScript font. If
not, note clearly that TrueType fonts are used so that GPO’s
specifications can explicitly state that TrueType fonts must be
supported.

Graphics

- If the disk is missing graphics, ask the creator if the id’d
graphic files are used. If they are, ask the creator to supply. If
the creator will not supply graphics. Explain to the designer
that the final, high resolution output may appear “bitmapped”

S5~45



Draft 10/15/97

Section 5-Misc.

(low resolution), or it will not image at all. Also explain that if
any additional work (trapping, color correcting, etc.) is required
the contractor will be unable to perform the necessary work
(the file is missing - there is nothing to work with).

- If inappropriate file formats (.pcx, .bmp, .pict, .gif) are
used contact the creator and explain that it may cost a signifi-
cant amount of extra money to successfully process these files,
and in many cases quality will still suffer. If the customer has
low quality/color match expectations, file formats other than
EPS and TIFF may be used. If the expectations are higher,
disappointment will surely follow.

Software

- If Office Graphics software is used, contact the creator
and explain that it may cost a significant amount of extra
money to successfully process these files, and in many cases
quality will still suffer. If the customer has low quality/color
match expectations, OG software may be used. If the expecta-
tions are higher, disappointment will surely follow.
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