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How to Create a Prepress-Quality PDF with Microsoft® Office Applications

Introduction

The intent of this tutorial is to provide easy-to-follow guidelines for creating PDF files from Microsoft® Word and PowerPoint ap-
plications. One of the most frequent problems encountered with PDF files created with Office products is non-embedded fonts.
Using these instructions, you will be able to greatly minimize the chances of font substitution, or other problems, when PDF
files are generated using problematic utilities and/or incorrect settings.

RGB color present in the output PDF typically cannot be prevented when using Office applications, but can be converted to
CMYK (for print) without problem after submission. Please note that images prepared for print require a higher resolution than
those prepared for onscreen display. Be sure to import the highest quality images available for making print quality PDFs.

Using the Adobe PDF Virtual Printer (or, How to Avoid Using PDFWriter)

The following instructions have been created with one requirement: you must have Adobe® Acrobat Standard, or Adobe®
Acrobat Professional installed on your computer. The “Adobe PDF” virtual printer that is installed with these applications will be
configured and used to create PDFs. The Adobe PDF printer, once set up properly, simplifies the process of generating high
quality PDFs from most any application.

The PDFWriter macro that is accessible via a PDF icon (for instance, in Word) should be avoided. Character substitution or
complete drop-outs can occur when using this for PDF creation. Setting aside a little time to configure the Adobe PDF Virtual
Printer is a better long term solution.

Note on Formatting

Please note that Microsoft® Word applies page setup properties specific to the default printer driver. If the default print driver is
changed, the document should be reviewed to make certain that text has not shifted.

Getting Ready: 2 Steps for Setup

Step #1: Configure the Adobe PostScript printer
Acrobat automatically configures the Adobe PDF printer for the most part,
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e Click the General tab, and then click Printing Preferences
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e Click the Layout tab, and then click Advanced.
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e Click the plus sign next to Graphic.
e Select Print Quality: 2400dpi.
e Select TrueType Font: Download as Softfont.

e Click the plus sign next to PostScript Options.

e Select PostScript Output Option: Optimize for Portability.

e Select TrueType Download Option: Native TrueType.
e Select PostScript Language Level: 3.

e Choose OK.
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e Select Edit button next to Press Quality.
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Use these settings to create Adobe POF documents best suited for high-quality prepress
printing. Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and
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Ed.. [:
=
ﬂ Browse...
= Add

Diefault Settings:

Adobe PDF Security: |None

Adobe PDF Output Falder |Prompt for Adobe POF filename:

Audobe PDF Page Size: |Letter
[V Wiew Adobe PDF results
¥ 2dd Document Information

[ Do not send fonts to "Adobe PDF"

¥ Delete log files for successful jobs

v Agk to Replace existing PDF file

[ Fress Quality
General
(1 Images
(3 Fants
(23 Colar
3 Advanced
(7 Standards

Press Quality - Adobe PDF Settings

Dezcription

Use these settings to create Adobe PDF documents best suited for high-guality
prepress printing. Created POF documents can be opened with Acrobat and Adobe
Fieader 5.0 and later

[ Show &1 S ettings

File Options
Compatibility: |Acmbat R.O[PDF1.4) v|
Object Level Compression: | ulij b |
Auto-Hotate Pages: | Qff V|
Binding: | Left v|
Fesalution: dots per inch
(=) &l Pages
() Pages From: | ‘ Ta: | |

[ Embed thurmbnails
[ Optimize for fast web view

Default Page Size
‘it

Height: “

[ Save Az, ] [ Cancel ] [ Help

General screen

e Selecting Edit will bring up the joboptions

screens. Ensure all settings match the follow-
ing (6) screens by clicking on each of the tabs
in the upper left corner of the screen.



Press Quality - Adobe PDF Settings

m Press Qualiy
(2 General
(23 Images
Forits
(7 Colar
(L Advanced
(2 Standards

[[] Show &0 Settings

Embed all fonts
Embed OpenType

forts

Press Quality - Adobe PDF Settings

B Fress Quality
(27 General
Images
(2] Fonts
(23 Color
(] Advanced
(2] Standards

Grapscals Images

Compression: |ZIF‘ v |

Manachrome Images

Compression |EEITT Group 4 v|

Anli-alias to gray

[ Shaw All Settings

X

[[] Subset embedded fonts when percent of characters used s less than: I:l %
0 Ornly fonts with appropriste permission bits will be embedded

When embedding fails:

Embedding

Font Source:

| DAWIND DWW Fanis' |

) AlzlGrat

£ AkzGrotBold

£ AkzGrotB oldltalic
£ AkzGrotCond

4 Akt talic

5 tkzGrotLight

T Annifont

T ArialBlack.

T Arigl-Blackltalic
T Arial-Boldlkalichd T
T Asigl-BoldM T

T Aialltalichd T

T AvialMT

I Abadit T-CondensedE raBo m

£ AkzGrotCondBald

<

Aidd >

Add -

Always Embed:

Never Embed

Add Name...

[ Cancel ]

Fonts screen

Femove

Folicy

Calor Images
Diownzample; |fo v| 300 pizels per inch
Compression: |Z|P v|

Downsample: |fo V| 300 pivels per inch

Diownzample; ||]rf v| 1200 pixels per inch

[SaveAs...] [ 118 ] [ Cancel ] [

Press Quality - Adobe PDF Settings

' ﬂ Press Quality
(2] General
(23 Images
(23 Fonts
Calor

(2] Advanced
(2 Standards

[ Show &)1 Settings

Help
Images screen
Adobe Color Settings
Settings File; Color Management OFf £ |

Color b anagement Policies

Diocument R endering Intent:

‘wiorking Spaces
Gray:
RGE
CHYE:

Frezerve ChTE values for calibrated ChTE color spaces

Device-Dependent Data
[ Preserve under color remawval and black generation

‘when transfer functions are found:

[] Preserve halitone information

Save Az ] [ 0K ] [ Cancel ] [ Help

Color screen

3



Press Quality - Adobe PDF Settings
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e Select Save, and click OK.
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Step #2: If using Word, specify the printing options

Zl Document1 - Microsoft Word
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e Click the Print tab.

e Deselect Reverse Print Order to make sure pages in the PDF
file appear in the correct sequence. If the document contains
line graphics (e.g., arrows, flow charts), select Drawing Objects.

e Click OK.

Creating the PDF File
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PDF is as simple as printing.
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Using the Adobe PDF Printer with Other Applications
Because it appears as a regular printer, the Adobe PDF Printer can be used with other applications as well. More custom page
sizes may also be added to the Adobe PDF printer properties, if needed, by following these steps:

1. Choose File->Print.

2. Choose Adobe PDF as the printer, and then click Properties.

3. Click the Adobe PDF Settings tab, and then click the Add button to add a Custom Paper Size.
4. Specify the page height and width, name the custom page size, and the click Add/Modify.

5. Click OK. The custom page size appears in the Adobe PDF Page Size list.

Summary

Adobe® Acrobat Professional v7.0.8 running on the Windows XP platform was used to generate the example screenshots for
this tutorial. Other versions of Acrobat/Windows may contain menus that slightly differ, however, the critical parameters and
options used herein are available in previous versions.

Feedback

This document is designed as reference material to simplify creation of high quality PDF files, but the goal is also to develop
solutions and techniques that can work well within a broad range of online and print-production workflows. Therefore, we wel-
come your suggestions if you feel there is something that can be improved upon, and welcome any questions you may have
concerning this data.

Please address any feedback to: dxconnectpro@tsg.sheridan.com



