








Exporting the Print Ready PDF - Quark 8.0
Choose File on the tool bar, Export then Layout as PDF.

Click on the PDF Style Options button.
 - Select PDF/X-1A:2001
 - Skip MetaData
 - Skip Hyperlinks
 - Skip Compression

Select Color.
 - Mode should be set to Composite.
 - Under Setup select either Composite CMYK or  
 Composite CMYK and Spot. 

When Choosing always check the Plate window for the 
number of colors (plates). If not correct, check your fi les.
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Select Bleed
	 - Bleed Type: Symmetric.
	 - Amount: 0.125”

Skip Layers, Transparency, OPI, JDF and Summary.
	 - Click OK

Click Save.

View the PDF.
	 - Page must be centered.
	 - Check all pages for bleed, trim marks.
 	 - The PDF will include all pages in the correct 	
	 order.

See sample of Exported page on page 4.

See the Upload checklist on page 15.

Select Marks.
	 - Centered
	 - Width = 0.003”
 	 - Length = 0.194”
	 - Offset = 0.167
	 -Do not Include Bleed Marks.
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Perfect Bound Brochures/Books

Create New Document for the COVERS
	 -Call Intell Customer Service to get the spine 	
	 width.
	 - Add 2 Pages.
	 - DO NOT use facing Pages.
	 - Set page size  equal to the FC,BC, and Spine 	
	 width. For example fc,bc, each 8.5” plus the spine 	
	 width of .125”, the final width is 17.125”.
	 -Click OK

Display the Pages window, it should look like the screen shot at right.
	 - Page 1 should be used for the OUT COVERS and Page 2 		
	 will be the IN COVERS.
	 - Design the file per diagram below.

Create New Document for the TEXT
	 - Add the Number of Pages.
	 - DO NOT use facing Pages.
	 - Set page size (Finished size).
	 -Click OK

** Two documents are necessary to create a perfect bound book.
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When designing your project remember:
 - The Black Frame is the fi nal trim.  
 - Any object, tint box, image etc. That touches the trim line must be pulled another 1/8” outside the   
 trim.  This will provide the necessary bleed for fi nishing purposes.
 - Intell requires a safety zone of  1/8th” inside the trim line.  Please do not place items, page numbers for  
 example, any closer to the trim. The higher the page count the more important the safety zone.

Bleed area outside the trim
Trim Line
Safety Area
1/2”Margin line (Program default) 

Display the Pages window, it should look like the screen shot at right.
 - Page 1 should be used for the fi rst page of text. (right hand page) 

Design the pages as you would a saddle stitch job. The ONLY exception  is an image 
that runs across 2 pages. Because most Perfect Bound books do not lay fl at, there is a 
loss of viewable area at the spine. To help the run-across image look better, the 
image must be offset 1/8” in either direction.
Duplicate the picture box as shown with the blue frame. Only move the image inside 
the picture box 1/8”. See sample below. There should be a double image at the gutter.

32

1/8”1/8”

Export the Press Ready PDF, for the Cover and TEXT document, the same as 
described for a saddle stitch book. See page 3.

See Page 14 for Basic Design Notes, for additional information on creating documents and using image fi les.
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Varnish Files
Duplicate the 4 color document.
	 - Delete all the text, except any very large text that you want to varnish.
	 - Delete the images, not the picture box, and fill with solid Process Black.
	 - Images that silhouette must be converted to black and white (Grayscale) in Photoshop and re-linked to 		
	 the InDesign or Quark Document.
	 - Illustrator files must also be converted to black and white and re-linked to the document.
	 - To create a 2 color varnish file, always use black for the images etc, and either Cyan or Magenta for the 	
	 2nd varnish
	 - Export the PDF as described earlier.

			   The Final Varnish files should appear like the samples pictured.

Typical varnish file

2 color varnish file
Black = Gloss Varnish
Cyan = Dull varnish
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Set up for Pamphlets, Gatefolds, etc.

Create New Document
	 - The document should always be built the flat size of the piece. One page for the outside and 		
	 one page for the inside. Remember that the inside pages would be reverse of the 
	 outside pages.

	 - See diagrams on the next few pages for size and folding configurations.

Folding Information
Why Compensation is Key
What looks like a folding mistake by the bindery is often designer error. Remember that if a panel is
to fold into another, it must be slightly smaller or there will be what is called "telescoping," or the inabil-
ity for the folded sheet to lie flat. It will have a roundish profile because the panels are too long and
push against each other for lack of anywhere else to go. The bindery will adjust the panels so there is
no telescoping, but margins and color breaks will shift noticeably. Look through the diagrams for the
individual folding styles and notice that there are slight adjustments in panel widths where appropri-
ate. Pay attention to the adjustments and apply them consistently for good, predictable results. If you
do not see the specific fold size you are looking for contact your Customer Service Representative.

Basic fold family consists of some of the easiest and most common folding styles. Your paper is fold-
ed in half. Great for low budget or simple projects, these styles are perfect for invitations, newsletters
and brochures, and virtually guarantee stress-free production at the bindery. Nickname: v-fold.

Accordion folds are common folding styles used in brochure folding. The common characteristic
of accordion folds is the "zig-zag" back-and-forth nature of the panels. Accordions are an excellent
choice for a variety of applications. Nicknames: z-fold, back-and-forth, zig-zag.

Gate folds are characterized by the necessity of a gate fold attachment to execute the folding style.
Gate folds are generally symmetrical, with two or more panels folding into the center from opposing
sides.  

Parallel folds family consists of styles with panels that stay parallel to each other. Parallel folds run
the gamut from simple to complicated, and offer a variety of options suitable for almost any applica-
tion. 

Roll folds consist of four or more panels that roll in on each other. The roll-in panels must get incre-
mentally smaller to be able to tuck into the respective panels. One of the benefits of a roll fold is that
it can have multiple panels, but rolls into a compact package. Nicknames: barrel fold, over and over.

Always keep type at least 1/4” from the desired trim and
fold lines.

Send a folded, backed up laser with any job that
requires folding.

If applicable, leave 1/2” margin for drilling, GBC Binding
or Tape binding.

If your job involves more complicated folds or was not in
this guide, please contact your Sales Person or
Customer Service Representative BEFORE setting up
your files.

Please Contact us with any questions:
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Set up for Pocket Folders.

Create New Document
	 - The document should always be built the flat size of the piece. One page for the outside and 		
	 one page for the inside. Remember that the inside pages would be reverse of the 
	 outside pages.

Typical Single Pocket Folder Typical Double Pocket Folder

9”			     9”

12”

7/8”

4”

Document Set up size is 18 7/8” x 16” Document Set up size is 19 3/4” x 16”

9”			     9”

12”

7/8”

4”

7/8”

FCBC FCBC

Inside BCInside FC Inside BCInside FC

Extend any color onto the Tab 1/8” (Bleed).  

Inside of pocket. Typically no print.  

Custom templates can be created to your specs. Contact  your Sales Person or Customer Service 
Representative.
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BASIC DESIGN

Artwork can be created in any software program that is available to you. The set up is basically the same for any 
program. (We do not recommend using a program that is designed for web or computer design such as Fireworks, 
Word or Powerpoint as these program do not always allow for high resolution press ready files.)

Artwork must be uploaded in PDF format. 

COMMON TERMS: 
 
Proof: When original artwork is uploaded to your account, the artwork is processed for offset printing. An 
electronic proof is generated. This proof can be seen by logging onto your InSite account and using Smart Review. 

Press Ready: A file that is ready to upload. A press ready file is high resolution, correctly sized PDF. 

Bleed: When artwork and/or background colors go to the edge, or “bleed 
off” the edge of the page. To achieve this, the artwork or background color 
is created larger than the finished piece. The extra artwork or background is 
printed and then trimmed down to the correct finished size.

Trim Line: The actual cut line. Paper can shift during the trimming process 
and the trim line can vary slightly, which makes bleed and caution zone 
requirements very important.

Caution Zone: Text should be positioned at least 1/8 (.125) inch away from 
the trim line to ensure the text does not get cut off or end up too close to the edge of the finished piece, should the 
paper shift during the trimming process.

Art Suspect: Once a file has been sent to press, the art department will review the proof to ensure the piece will 
produce the best possible final product. If any problems are found, the job will go on hold. This will allow the you 
the opportunity to review the issue, fix the problem and upload a new file, or waive the art suspect status. 

Resolution: The resolution, commonly 
referred to as dpi or dots-per-inch, 
means the clarity of the image. The 
higher the dpi the clearer the picture. 
To achieve a crisp, clear image on the 
finished product, 300dpi images are 
required.
 
Viewing your proof at 300% will give 
a good idea of how clear an image 
will appear on the finished piece.

    300 dpi                             150 dpi                              72 dpi

Bleed
Trim
Caution zone
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FILE PREPARATION AND UPLOAD CHECKLIST
Please read and check each of the following criteria to avoid the most common print/upload problems. This will 
help ensure your print order progresses through production without delay and produces the best possible finished 
product. If you have any questions, please contact us at 717-291-3100 . and ask for the Pre-Press Department

Bleed
My file is 1 inch larger than the size I ordered. (This includes the bleed and trim marks).
For a 8.5 x 11 flyer, the file measures 9.5 x 12; for a 3.5 x 2 business card, the file measures 4.5 x 3

Caution Zone
All of the text on my file is at least 1/8 inch (.125) away from the trim line or 1/4 inch (.25) for maximum 
safety to account for any shingling that may be neccessary.

Resolution
All of the images in my file have a resolution of 300dpi when placed at 100% in my document. 

Color
My file was produced using CMYK colors; or I used RGB and/or PMS colors and I will let the proofing 
system convert my file to CMYK colors. I understand that the colors may change after the color conversion.

Fonts
All fonts used in my document were embedded when I created my PDF.
Using PDF/X-1a:2001, high quality print, or press quality option when generating my PDF will ensure the 
fonts are embedded.

Printer Marks
My documents is saved with crop marks.

Borders
The border in my file is at least 1/4 inch (.25) from the bleed line. I understand that borders are not 
recommended on small pieces such as bookmarks and business cards.

File Orientation
My front and back sides have the same orientation, both are either portrait (vertical) or landscape 
(horizontal).

Artwork Orientation
I have verified that my finished piece will back up correctly when printed head-to-head. 

Booklet/Catalog
My booklet pages are in single page, reader spreads and combined into a multi-page PDF. My PDF has the 
same number of pages as my print order (12 page book has a 12-page PDF file).

Proofread
I have spell checked and proofread my document and my PDF proof. I understand that my artwork will not 
be reviewed for spelling, grammar, or missing characters.

disappear during the processing. 
It is critical that you review the PDF proof. We print from the PDF  proof and not from the original file.  

Re�iew
 Intells processed file. Fonts, images, and colors can change or 
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330 Eden Road, Lancaster, PA 17601
       (800)233-0107    Fax (877)843-1443

For information about Intell services email:  myteam@intellprinting.com or call your Sales Representative.
For technical questions about PDF’s, file transfers, or other Pre-Press issues email: prep1@intellprinting.com


