
Font submission and proper PDF construction are two of the most common
problems encountered when submitting final files for production. Here are
some quick guidelines you can refer to when preparing your files:

HOW TO GATHER FONTS FROM THE MAC OS 
The Mac OSX presents a new challenge when gathering fonts because
now there are multiple locations for fonts. In addition, the font suitcases
and the printer component may not be readily distinguishable.We 
recommend that you not use multiple versions of a font in your 
computer because then it won’t matter which location you collected 
the fonts from. For more information about the various locations for
fonts on OSX download Article ID: 106417 from Apple's website.

If you use Font Book 2.0 to manage your fonts in OSX, you can use it to
gather the fonts to send along with your application files.With Font Book
2.0, select the fonts needed and select EExxppoorrtt  from the file menu.Type a
name for the folder and choose where to save it. If you don't use Font Book
2.0 to manage your fonts, you can start by looking in the fonts folder at the
UUsseerr  lleevveell  and move up from there. System 9 and older versions, go to the
system folder and OOppeenn  tthhee  ffoollddeerr called ““FFoonnttss””.

There are several different fonts. Use the following descriptions to iden-
tify the type(s) you are using and gather them accordingly. Mac fonts are
based on suitcases. Suitcases contain the screen fonts for a typeface.To
tell which type of font you are working with, double click the suitcase to
reveal its contents (System 9 only).

TTrruuee  TTyyppee  FFoonnttss  
A TrueType font consists of one file which contains the information for
both on-screen viewing and printing to your printer. If you are using
TrueType fonts, you will only need to supply the suitcase for each font,
as it will already contain both the screen and printer fonts for the 
typeface.

TTyyppee  11  oorr  PPoossttSSccrriipptt  FFoonnttss  
A Type 1 font is a two-file system which has separate screen and printer
font components.This means you will have one suitcase which contains
all of the screen fonts (for display only), and separate printer fonts for
the typeface (which drive the output device). Each type style is a sepa-
rate file.

MMuullttiippllee  MMaasstteerr  FFoonnttss  
This font architecture is made with Type 1 characteristics, however you
have a greater ability to manipulate the body of the character. In any
case, screen and printer fonts are required for transmission. Multiple
Master fonts usually have an MM in the label.

OOppeenn  TTyyppee  FFoonnttss
Open Type fonts consist of one file and have .OTF as an extension. As
with other font technologies, there are Windows and Macintosh-specific
versions.

HOW TO GATHER FONTS FROM WINDOWS 9X
The following assumes that you’re not using a font utility such as Extensis
Suitcase® to manage your fonts.

TTrruueeTTyyppee  FFoonnttss  
11..  Go to the SSttaarrtt mmeennuu, up to SSeettttiinnggss and across to CCoonnttrrooll  PPaanneellss.
22..  DDoouubbllee--cclliicckk on the FFoonnttss  ffoollddeerr.. TrueType fonts used in your 

document will be located here. SSeelleecctt the required fonts and CCooppyy
them to your removable media.

TTyyppee  11  oorr  PPoossttSSccrriipptt  FFoonnttss
Type 1 fonts are usually located in a different folder on your drive or
server. You may need to use  Adobe Type Manager to cross-reference
the font name as it appears in an application’s font menu to the file
name listed in Windows Explorer.

1. Using WWiinnddoowwss  EExxpplloorreerr highlight your CC::  ddrriivvee.. You should see a
folder named ppssffoonnttss

2. SSiinnggllee  CClliicckk the ppssffoonnttss  ffoollddeerr to view its contents  
3. CCooppyy both the .pfb and .pfm files to your removable media 

Note that the .pfm files may be located in a separate folder within the
psfonts folder.

*For specific Windows NT instructions, please contact your Webcom
Representative.

CREATING PRINT-READY PDFs 
If you intend to send print-ready PDFs as part of your submission to
Webcom, please make sure that your Distiller settings are adjusted to
the following specifications for compatibility with Webcom all-digital
workflow.

AAccrroobbaatt  DDiissttiilllleerr  VVeerrssiioonn  55
These settings can be used for both Windows and Macintosh

SStteepp  11
11.. From the SSeettttiinnggss  MMeennuu, select JJoobb  OOppttiioonnss.This opens a dialog 

box containing a series of tabbed panels.
SStteepp  22  
11..        On the GGeenneerraall  tab, SSeett CCoommppaattiibbiilliittyy to AAccrroobbaatt  55..00  ((PPDDFF  11..44)).
22.. CClleeaarr all options below CCoommppaattiibbiilliittyy.
33.. SSeelleecctt  AAllll for PPaaggee  RRaannggee.
44.. SSeelleecctt  LLeefftt for BBiinnddiinngg.
55.. SSeett  RReessoolluuttiioonn to 22440000  DDPPII.
66.. For PPaaggee  SSiizzee,, enter values that will accommodate the size of the

document. In most cases Distiller will get the page size from
PostScript code and override the values entered here.

SStteepp  33
11.. SSeelleecctt the CCoommpprreessssiioonnss  TTaabb.
22.. For both Colour and Grayscale Images, SSeelleecctt  BBiiccuubbiicc

DDoowwnnssaammpplliinngg, 330000  DDPPII for images above 450 DPI, SSeett
CCoommpprreessssiioonn  ttoo  ZZIIPP and SSeett  QQuuaalliittyy to 88bbiitt.

33.. For Monochrome Images, SSeelleecctt  BBiiccuubbiicc  DDoowwnnssaammpplliinngg  ttoo  11220000
DDPPII  for image above 1800 DPI and SSeett  CCoommpprreessssiioonn  ttoo  CCCCIITTTT
GGrroouupp  44..

44.. SSeelleecctt  CCoommpprreessss  TTeexxtt  and LLiinnee  AArrtt.
SStteepp  44
11. SSeelleecctt the FFoonnttss  TTaabb.
22.. SSeelleecctt  EEmmbbeedd  AAllll  FFoonnttss and SSuubbsseett  FFoonnttss and SSeett  tthhee  vvaalluuee  to 35%.
33..        SSeelleecctt  WWhheenn  EEmmbbeeddddiinngg  FFaaiillss and SSeelleecctt  CCaanncceell  JJoobb from the pull-

down menu.This will ensure that a PDF won’t be generated unless
all the fonts used in the document are either embedded in the
PostScript file or available to Distiller when generating the PDF file.

44..        CClleeaarr  aallll  ffoonnttss from the NNeevveerr  EEmmbbeedd  ffiieelldd.. (There may be
instances when the Base 14 fonts need to be listed in this field but
it is best to start with none).

SStteepp  55
11..        Select the Colour Tab.
22.. For Adobe Colour Settings, select Colour Management Off from

the drop-down list.
33.. Select Preserve Overprint Settings.

PPrreeppaarriinngg  PPrreepprreessss  FFiilleess
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SStteepp  55
11..        SSeelleecctt the CCoolloouurr  TTaabb.
22.. For Adobe Colour Settings, SSeelleecctt  CCoolloouurr  MMaannaaggeemmeenntt  OOffff  from

the drop-down list.
33.. SSeelleecctt  PPrreesseerrvvee  OOvveerrpprriinntt  SSeettttiinnggss.
44.. SSeelleecctt  PPrreesseerrvvee  UUnnddeerr  CCoolloorr  RReemmoovvaall and BBllaacckk  GGeenneerraattiioonn  SSeettttiinnggss.
55.. SSeelleecctt  PPrreesseerrvvee  TTrraannssffeerr  FFuunnccttiioonnss.
66.. Ensure that Preserve Halftone Information is not selected.
SStteepp  66
11..        SSeelleecctt the AAddvvaanncceedd  TTaabb.
22.. SSeelleecctt the following options: PPrreesseerrvvee  LLeevveell  22 copypage SSeemmaannttiiccss,,

IIlllluussttrraattoorr  OOvveerrpprriinntt  MMooddee,,  CCoonnvveerrtt  GGrraaddiieennttss  to smooth shades.
33.. Under DDooccuummeenntt  SSttrruuccttuurriinngg  CCoonnvveennttiioonnss,,  SSeelleecctt  the following:

PPrreesseerrvvee  EEPPSS  iinnffoorrmmaattiioonn from DDSSCC,,  PPrreesseerrvvee  DDooccuummeenntt  IInnffoorrmmaattiioonn
ffrroomm  DDSSCC..  DDee--sseelleecctt  PPrreesseerrvvee  OOPPII  CCoommmmeennttss.

SStteepp  77
11..        CClliicckk  SSaavvee  aass.
22.. TTyyppee a name and CClliicckk  SSaavvee.
33..        CClliicckk  OOKK.
44.. On the main DDiissttiilllleerr  WWiinnddooww, for JJoobb  OOppttiioonnss, select the name of

the set that was just created.

Acrobat Distiller Version 6
These settings can be used for both Windows and Macintosh

SStteepp  11  
11.. From the SSeettttiinnggss  MMeennuu, SSeelleecctt  EEddiitt  AAddoobbee  PPDDFF  SSeettttiinnggss.This opens

a dialog box containing a series of tabbed panels.
SStteepp  22  
11..        On the GGeenneerraall  ttaabb, set CCoommppaattiibbiilliittyy  ttoo  AAccrroobbaatt  55..00  ((PPDDFF  11..44)).
22..        SSeett  OObbjjeecctt  LLeevveell  CCoommpprreessssiioonn  ttoo  OOffff.
33.. SSeett  AAuuttoo--RRoottaattee  PPaaggeess  to OOffff.
44..        SSeett  BBiinnddiinngg to LLeefftt.
55.. SSeett  RReessoolluuttiioonn to 22440000  DDPPII.
66..        SSeelleecctt  AAllll  PPaaggeess.
77.. For PPaaggee  SSiizzee EEnntteerr  vvaalluueess that will accommodate the size of the 

document. In most cases Distiller will get the page size from
PostScript code and override the values entered here.

SStteepp  33
11..        SSeelleecctt  the IImmaaggeess  TTaabb.
22.. For both Colour and Grayscale Images, SSeelleecctt  BBiiccuubbiicc  DDoowwnnssaammpplliinngg,,

330000  DDPPII  for images above 450 DPI, SSeett  CCoommpprreessssiioonn  ttoo  ZZIIPP and SSeett
QQuuaalliittyy to 88bbiitt.

33.. For Monochrome Images, SSeelleecctt  BBiiccuubbiicc  DDoowwnnssaammpplliinngg  ttoo  11220000  DDPPII
for image above 1800 DPI and SSeett  CCoommpprreessssiioonn  ttoo  CCCCIITTTT  GGrroouupp  44.

44..        SSeett  AAnnttii--aalliiaass  to ggrraayy  to OOffff.
SStteepp  44  
11..        SSeelleecctt the FFoonnttss  TTaabb.
22.. SSeelleecctt  EEmmbbeedd  AAllll  FFoonnttss and SSuubbsseett  FFoonnttss and SSeett  tthhee  vvaalluuee  ttoo  3355%%.
33.. SSeelleecctt  WWhheenn  EEmmbbeeddddiinngg  FFaaiillss and SSeelleecctt  CCaanncceell  JJoobb  from the pull-

down menu.This will ensure that a PDF won’t be generated unless
all the fonts used in the document are either embedded in the
PostScript file or available to Distiller when generating the PDF file.

44..        CClleeaarr  aallll  ffoonnttss from the NNeevveerr  EEmmbbeedd  ffiieelldd.. (There may be
instances when the Base 14 fonts need to be listed in this field but
it is best to start with none).

SStteepp  55  
11.. SSeelleecctt  the CCoolloouurr  TTaabb.
22.. For Adobe Colour Settings, SSeelleecctt  CCoolloouurr  MMaannaaggeemmeenntt  OOffff

from the drop-down list.
33.. SSeelleecctt  PPrreesseerrvvee  under CCoolloorr  RReemmoovvaall and BBllaacckk  GGeenneerraattiioonn.

44.. SSeelleecctt  AAppppllyy for WWhheenn  
ttrraannssffeerr  ffuunnccttiioonnss are found.

55.. EEnnssuurree  that PPrreesseerrvvee  HHaallffttoonnee  IInnffoorrmmaattiioonn is NNoott  sseelleecctteedd.
SStteepp  66  
11.. SSeelleecctt the AAddvvaanncceedd  TTaabb.
22.. Under Document Structuring Conventions,,  SSeelleecctt  the following:

PPrreesseerrvvee  PPSS  iinnffoorrmmaattiioonn  ffrroomm  DDSSCC,,  PPrreesseerrvvee  DDooccuummeenntt
IInnffoorrmmaattiioonn  ffrroomm  DDSSCC..  DDee--sseelleecctt  PPrreesseerrvvee  OOPPII  CCoommmmeennttss..

SStteepp  77  
11..        CClliicckk  SSaavvee  aass.
22..        TTyyppee a name and CClliicckk  SSaavvee.
33..        On the main Distiller Window, for Default Settings, SSeelleecctt  tthhee

nnaammee  of the set that was just created.

CREATING PDF FILE FROM INDESIGN CS AND CS2
These settings can be used for both Windows and Macintosh. Before 
generating a PDF file, the TTrraannssppaarreennccyy  FFllaatttteenneerr  OOppttiioonnss need to be set.

SStteepp  11
11.. From the Edit Menu, SSeelleecctt  TTrraannssppaarreennccyy  FFllaatttteenneerr  PPrreesseettss..
22.. CClliicckk  NNeeww, type in a name in the NNaammee  FFiieelldd..
33.. SSeett  the RRaasstteerr//VVeeccttoorr  BBaallaannccee  to 75
44.. SSeett  LLiinneeAArrtt  and TTeexxtt  RReessoolluuttiioonn  to 22440000ddppii
55.. SSeett  GGrraaddiieenntt  and MMeesshh  RReessoolluuttiioonn  to 33440000ddppii
66.. SSeelleecctt  CCoonnvveerrtt  AAllll  TTeexxtt  to OOuuttlliinneess
77.. SSeelleecctt  CCoonnvveerrtt  AAllll  SSttrrookkeess to OOuuttlliinneess
88..  CClliicckk  OOKK
SStteepp  22
11.. From the File Menu, SSeelleecctt  EExxppoorrtt.
22.. GGiivvee  tthhee  ffiillee  aa  nnaammee,,  a location to save the file to and SSeelleecctt  

AAddoobbee  PPDDFF as the format. CClliicckk  SSaavvee.
33.. On the General Panel SSeelleecctt  PPDDFF//xxttaa::22000011  ffoorr  SSttaannddaarrdd.
44.. SSeelleecctt  AAccrroobbaatt  55..00 for CCoommppaattiibbiilliittyy.
55.. SSeelleecctt  AAllll  ppaaggeess.
66.. CClleeaarr  aallll  ootthheerr  ooppttiioonnss.
SStteepp  33  
11.. On the Compression Panel, SSeett  CCoolloouurr  aanndd  GGrraayyssccaallee  iimmaaggeess ttoo

BBiiccuubbiicc  DDoowwnnssaammpplliinngg  aatt  330000DDPPII,,  SSeett  CCoommpprreessssiioonn  ttoo  ZZIIPP  and
QQuuaalliittyy to 88--bbiitt.

22.. SSeett  MMoonnoocchhrroommee  IImmaaggeess  ttoo  BBiiccuubbiicc  DDoowwnnssaammpplliinngg  aatt  11220000  DDPPII  
and SSeett  CCoommpprreessssiioonn  ttoo  CCCCIITTTT  GGrroouupp  44.

33.. CClliicckk  CCoommpprreessss  TTeexxtt and LLiinnee  AArrtt..
SStteepp  44
11.. On the Marks & Bleeds Panel, SSeelleecctt  CCrroopp  MMaarrkkss.
22.. SSeett  WWeeiigghhtt  ttoo  ..2255  ppttss  AAnndd  OOffffsseett  ttoo  2244  ppttss.
33.. SSeett  BBlleeeedd  amounts to 3/16 inches.
44.. DDoo  nnoott  SSeelleecctt  UUssee  DDooccuummeenntt  BBlleeeedd  SSeettttiinnggss..
SStteepp  55
11.. SSeelleecctt  tthhee  OOuuttppuutt  PPaanneell..
22..        For Colour Conversion SSeelleecctt  NNoo  CCoolloouurr  CCoonnvveerrssiioonn.
33.. For Profile Inclusion Policy SSeelleecctt  DDoonn’’tt  IInncclluuddee  PPrrooffiilleess.
SStteepp  66
11.. On the Advanced Panel, SSeett  SSuubbsseett  FFoonnttss  ttoo  3355%%.
22.. DDoo  nnoott  SSeelleecctt  OOmmiitt  ffoorr  OOPPII..
33..        UUnnddeerr  TTrraannssppaarreennccyy  FFllaatttteenneerr,,  SSeelleecctt  the previously created PPrreesseett..
SStteepp  77
11.. SSeelleecctt  tthhee  SSeeccuurriittyy  PPaanneell.
22.. CClleeaarr  aallll  ooppttiioonnss..
33.. CClliicckk  OOKK.
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