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This guide is provided in good faith and all information contained herein is provided as a handy reference
for the creation and submittal of digital artwork.  We have tried to be as thorough as space and time allow
to include information which is most relevant and pertinent to our production process.  If there is some-
thing not covered here, we can provide an answer.  We have a competent staff who are experienced in 
providing assistance and giving you a prompt response to your questions or concerns.  We are here for you
and we want to be the solution to your display or signage challenges.



Supported
Software
Programs

Software
Not
Supported

File Formats

Removable
Media for
Macintosh
or PC

Scanning
Resolution

RGB or
CMYK

Document
Size

• Adobe Illustrator • Quark XPress • CorelDraw
• Adobe Photoshop • Adobe InDesign • Adobe PageMaker
• Adobe Acrobat (PDF) • Freehand • Microsoft Publisher

• Microsoft Word • Corel Word Perfect
• Microsoft Power Point • Quark Passport
• Computer Aided Drafting Programs
• Proprietary map making programs

Files submitted with recommended software programs should be
in their native format. In the case of Adobe Photoshop or Corel
PhotoPaint, these files should be saved as psd or tif format. Either
of these formats can also be linked to the document files.

• CD               • ZIP DISK (100-250MB) • 3.5” Floppy Disk
• Jazz Disks • Fire Wire Drives      
• USB Drives • DVD 
• Ask about our FTP site

150 Pixels per inch at final printed size is a simple guideline for
specifying scans.  300 Pixels per inch is also a good benchmark.  
If using a digital camera to produce images use the best quality 
setting the camera has.  A camera with at least a 3 Megapixel 
capability will usually yield a satisfactory image for digital printing.

This is a common question and we have a simple answer. If you
are scanning images they should be scanned and kept as RGB. Do
not convert them to CMYK. Additionally, do not take a CMYK
image and attempt to convert it to RGB.

Whenever possible, all files should be set up at full size or an even
ratio of full size. Example: A file set up at 12” x 18” will
correctly enlarge to a 24” x 36” panel. Correct proportions are
necessary to achieve the final size. This is often an overlooked
step. When designing and setting up your files keep in mind that
it should not be less than 1/4 the size of the completed panel.

Although there are a 
variety of different
“Desktop Publishing” type
programs, Pannier only
recognizes the ones men-
tioned as reliable, proven
methods of generating
quality graphics.  Creating
panels with programs
other than what we rec-
ommend can yield unpre-
dictable and 
sometimes disappointing
results.

Most programs create a
default document size of
8.5” x 11” but this is not
proportional to a 24” x
36” panel so keep in mind
that  you must set your
document up at the correct
proportions. Failing to do
this will result in delays
and possible up-charges.
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Planning your project and communicating your needs as clearly as possible will go a long way to ensur-
ing your project turns out the way you envision.  Pannier wants to make your experience dealing with us as
pleasant and efficient as possible.  In the planning stage it is very important to consult us for recommenda-
tions, pricing and what is most feasible.  A good way to communicate quality expectations is with samples
of something you wish to emulate. This can be previously produced literature or signage, a color match-
print, detailed color layouts or color samples.  Sending a CD full of files with cryptic names and no clear
guidelines or size specifications is asking for problems.  We emphasize that you take some time to clearly
define what size panels you will need, how many and when you will need them.  

Miscellaneous
Programs

Pannier offers scanning
services, please contact our
sales department for pric-
ing and details.  Keep in
mind that the quality of
the original image will
dictate the quality of the
final printed image.
Please do not send valuable
paintings, drawings, large
format or rare archival
photographs for scanning.
Have these items profes-
sionally duplicated and
submit transparencies or
photographs.



Postscript
Fonts

Font Styles

ARE YOU SENDING BOTH THE SCREEN AND PRINTER
FONT FILES ? This is a common error of omission and is confusing
for many people. These are parts of the font itself and need to be
present in order to accurately print the font. Each type of font has a
unique icon on the Macintosh desktop. Sometimes both parts are
inside the suitcases.  See below for a detailed explanation of font types.

HAVE YOU CHANGED FONT STYLES BY SELECTING 
ACTUAL FONT NAMES ? There are typeface families which do 
not have a bold, italic, or bold italic within them. Changing the styles
in the attributes menu in the program you are using may change the
appearance on your monitor, but may not print correctly. We ask that
this not be done to eliminate font bitmapping when the file is printed.

Placed eps
files
containing
fonts

Many times a font will be used in maps or diagrams that are linked to
a document the panel is set up in. If there are no fonts present with
your files this can cause a problem when printing your file. Be sure to
include any fonts used in these files or turn this type into outlines.

Ghost
Fonts and
Orphan
Characters

A message will be displayed when opening most files if there are any
missing fonts. Occasionally a particular font may only be a period or a
letter fragment contained in the file. Please indicate if this is the case.
Some letter fragments are not visible and time can be saved in not
having to verify if a particular font is necessary to produce a panel.

How to
Send
Fonts

When sending fonts, it is a very good idea to take an extra step
and compress your files.  This will ensure that all necessary files
(such as Mac resource forks) are included.  To do this, gather all
your fonts into one folder.  Open that folder, select all your font 
files (don’t just zip the folder), and zip (or stuff) the individual files 
into one compressed file.
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Vector-based programs like
Adobe Illustrator and
CorelDraw allow the user
to turn live text into out-
lines which disables any
further editing.  This is
acceptable if you are not
sure how to send your
fonts.  This will also make
your file larger by several
Megabytes if there are
numerous paragraphs of
copy on the panel.

Preflight of your files is one of the most important steps in the successful completion of your panels,
but often the most overlooked.  With all of the time and resources devoted to the design and creation
of interpretive panels or graphics, it is certainly worth investing a few minutes to get everything in
order. Preparation of the artwork and paperwork to specify exactly what you will be giving us and
exactly what your needs are can greatly streamline your project.  We have a convenient printable check-
list provided on our website to assist you in this process.   The purpose of this guide is to answer ques-
tions and provide a comprehensive roadmap to the creation and submittal of digital artwork.

Font Issues

Try opening one of your
files on a different com-
puter if you are not certain
you have all of your font
files.  This can be helpful
in instances where a par-
ticular computer automat-
ically loads commonly
used fonts, making it diffi-
cult to determine if all
necessary fonts are on your
disk.

Programs are available
which assemble all of your
files to be output such as
“Magpie”, or the “Collect
for output” feature in
Quark and InDesign.  This
can speed up your preflighting
and ensure that nothing is
missed when you save your
files to disk.

Platform Font Type Number of Files Required Extension / Description Notes

TrueType 1 TTF

OpenType 1 OTF   Newest font format

PFB (outline/printer font)

PFM (metric information/screen font)

Bitmap 1 BMP, SCR   Comparable to raster images - will pixelate with enlargement

TrueType 1 TTF

OpenType 1 OTF   Newest font format

PostScript Type 1 outline font

Font Suitcase

Bitmap 1 BMP, SCR   Comparable to raster images - will pixelate with enlargement

Data Fork Font 1 DFONT   Newer version of OpenType font, available only on Mac

  ITC Fonts are made by a different company - the International Typeface Corporation - therefore they are not interchangeable with non-ITC font

PostScript & Type 1 2   PFB and PFM files must have the same filename

Windows

Mac OS X 2   The Font suitcase links to the PS Type 1 fontsPostScript & Type 1



Page Layout

Visual Area

Trim Size

Bleed

What are the finished dimensions of your panels after they are
trimmed ? Is Pannier furnishing frames ?  Will your panels require
holes or is there special mounting hardware required ?
These are some of the questions which need to be addressed before
setting up your files.

If you are purchasing frames from Pannier or an alternate source,
you must keep in mind how much of the edges of your panels will be
covered by the frame reveal. This can be a major downfall of your
project when the panels are finally being installed. Some panels do
not require frames but placing some elements too close to the edges
could risk being trimmed off when the panel is cut.

Pannier frames cover
exactly 1/2” of the
edges on any size panel 
so a minimum distance
of 3/4”-1” will give
enough room for the
visual area containing
graphics.

This is the actual size
of the panel after it is
trimmed and shipped 
to you. Setting up your
documents at this size will
ensure we know
what size it should be.

This is the part that will
be trimmed off and
should extend beyond the edges of your document -1/2” on all sides.
This applies only if there is a background color or an image which
extends to the edge. Keep this in mind when having scans done to
include a little more than you need to allow extra should your image
bleed to the edges of your panel(s).  Even if your panel will be going
into a frame (ours or not), we prefer to have files set up with 1/2”
of bleed, for finishing purposes.
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By no means do we tell you as a designer how to execute a tasteful and informative panel but we do have
some basic rules which should be kept in mind when designing your panels.  This is where your project
begins to take shape and decisions made at this point will affect the job from here on out.  If there are
major deviations from what was quoted such as size, scanning or finishing details please let us know as
soon as possible so we can review how these decisions may affect what has already been discussed.  
Occasionally, some changes may require a new quote or affect the delivery date.

If you have experience in
offset printing and are
familiar with standard
practices of file prepara-
tion it should be simple to
create print-ready files
with few snags.

Document Setup

Some software programs
have size limitations for
setting up a document so
be sure of how large your
document can be before
proceeding.  
It may become necessary to
set your panels up at half
size depending on how
large the final panel will
be and what software pro-
gram you will be using.

Width of panel
(trim size)

Visual area

1/2" Margin

Height of panel
(trim size)

1/2" Margins

1/2" Bleed extends beyond document edgea

Example: If you are using
a frame supplied by
Pannier, a 24” x 36”
sized panel will have a
visual area of 23” x 35”

If you already have a
frame or are using an
alternate source, please
provide us with this infor-
mation when placing your
order.  Please be as accu-
rate as possible.



Unwanted
Elements

Unused 
colors, pages
& elements

Linking
Images

File
Transparency

Placing
PSD or Tif
Files

ARE YOU COVERING  THINGS WITH WHITE, BACK-
GROUND COLORED LINES, BOXES OR OVALS ? Unwanted
elements should be eliminated from your files. If defects in the placed
or linked graphics are apparent, these should be fixed correctly in the
source file and re-linked to the document. Creating empty shapes for
text flow purposes should be avoided as these may cause processing
and printing errors.

Text boxes and pictures which may be residing on the artboard of your
document should be deleted from the file. Be sure to check your files
for extraneous elements not placed on the actual panel. Stray items
can cause PostScript errors and printing difficulties. Colors not used in
your document should be eliminated from the color palette. Extra
pages which may be left over from the layout process should be deleted
from the files. Avoid making several copies of the same color in a file
with identical names.

DID YOU EMBED YOUR TIFF OR EPS FILES ? We strongly urge
you not to do this with placed photos or graphics. Programs like
Illustrator, InDesign and PageMaker enable the user to embed images.
This makes the file unnecessarily large and hard to work with. This also
limits the ability to make color adjustments or corrections. All
imported images should be “linked” to the document that the panel is
set up in.

This is an advanced feature of InDesign which is becoming more and
more popular with time.  We are able to print using transparency,
but at this time RIP software cannot keep up with Adobe products.
If you choose to use transparency (drop shadows, transparent objects...),
do not place these objects over spot colors, only process color builds.

Illustrator and InDesign will also allow importing Photoshop,TIF and
Illustrator files in their native format. This is a feature that works in
conjunction with the transparency features in these programs.
Depending on the nature of the files and their setup, there are
different solutions for each situation.  Typically, if you place a TIF,
PSD Photoshop file, or PDF we will not have problems printing your
files.  Placing EPS and AI Illustrator files can cause more problems,
but sometimes they are the best solution for the given files.  Use
your best judgement, and when in doubt, call and ask us.
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Everyone who creates interesting graphics wants them to be as eye catching and informative as possible
and we want to help you make that possible.  There are features available in some newer versions of pro-
grams which should be used with caution.  Using some advanced features in the newer programs may cre-
ate unusual and undesirable results which may require troubleshooting steps and file corrections.  This in
turn may increase the cost of producing your panels.  If you are not sure something will print correctly
please give us a call and we can guide you.

Fills close to one another
should overlap to mini-
mize the possibility of
white space showing up
between them when the
document is printed at
full size.  This cannot
always be detected when
printing to a desktop
printer on a letter size
page.

If you are having trouble
importing a large image
into your page layout pro-
gram it could be because
the image itself exceeds the
limitations of the program.
Quark XPress has a maxi-
mum document size of
48” which will not import
a photo having a physical
dimension of larger than
48”.  The image itself
will have to be physically
re-sized in Photoshop to
give it a size of no larger
than 48” on the long
dimension. 

Layers: keep the amount
of layers in your files to a
conservative number of
around ten.  If you are
goint to save a file as an
eps and place it in a file,
try merging some of the
layers beforehand to make
the file smaller.



File Formats
for placed
images

Image
Compression

Cropping
scaling and
image 
rotation

Nested EPS
files

Uneditable
EPS files

Dirty scans

DCS images

Unused files

HAVE YOU USED ONLY TIFF OR PSD GRAPHICS FILE 
FORMATS ? These formats provide the best reproduction quality
and printing compatibility. JPEG, PICT, Windows Metafile (WMF), GIF
are compressed file formats and should not be used.

HAVE YOU USED IMAGE COMPRESSION ? Compression of
images when saving files should be turned off. This can cause process-
ing and printing errors. Some of these files may not appear on the
output altogether.

HAVE ALL PLACED IMAGES BEEN CROPPED, ROTATED OR
SCALED TO CLOSELY MATCH HOW THEY WILL APPEAR IN
THE FILE ? It is recommended that any rotating is done to an
image before it is placed into a program to eliminate processing
errors. Cropping of large amounts of unused image should also be
done to eliminate excess data. Scaling of images should not be more
than 130% after placing them into a program. For best output quality
images should be close to the dimensions that they will be in the final
layout program.

We recommend avoiding to nest EPS files inside of other EPS files or
files with multiple clipping paths. Postscript processing and printing
errors can occur when this has been done to files.

Some software programs such as Freehand and PageMaker create EPS
files which cannot be edited, please send the native source files for
these images in case we need to modify them.

Many imperfections and dust or lint fibers will show up on a scan if
the glass of the scanner or the original image are not carefully
cleaned. This will be magnified when we print your image so be cer-
tain to check any images for these defects before sending your files.

DCS or Desktop Color Separations is a method of saving photoshop
files designed for the purpose of creating film separations for offset
printing. Images saved this way will not print correctly on a digital
printer. Any images supplied should be  saved in the conventional
manner without using film separation techniques or processes.

ARE YOU SENDING ONLY THE ESSENTIAL FILES ? We ask that
you delete any extra files that will not be used for production. F.P.O.
images should be eliminated and only the high resolution images
already linked to your documents should be present.
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Software programs have evolved into programs which offer an array of convenience and design features
not all which are conducive to digital printing.  Although there exists a number of “shortcuts” to create
a presentation and can speed up the design of a layout, care must still be taken to do the required foot-
work and make sure your files are of sound print-ready quality.  If something appears to be amiss it
should be corrected before files are saved to disk and sent to us.  If a problem exists it will surely surface
when it is time to print the graphic.  A little effort on the front end can go a long way to ensuring your
project stays on track and your budget remains intact.

Compressed file formats
such as JPEG discards
data from the file when it
is saved.  For best print
quality, preserve the
integrity of images by sav-
ing them as a PSD or
TIFF.

Adobe Photoshp Tip:
Resizing an image before
placing it into a page lay-
out program can be done
without affecting the reso-
lution of the image.
Simply unchecking the
“Resample Image” box when
assigning the new dimen-
sions will preserve the
actual file resolution while
physically changing the
dimensions of the image
itself.



Proof 
Approval

Color
Perception

What size 
proofs

Holes or 
special  
finishing
details

Attached to your proofs you will find an approval label which has
three boxes for different options, these are as follows:
A. APPROVED AS IS
B. MAKE CHANGES AND PROCEED
C. MAKE CHANGES AND RESUBMIT PROOF
Now is the time to review your proofs for anything that may have
been overlooked. Check all copy for text reflow, spelling or punctua-
tion errors. If we feel that some elements are too close to the edges
we will indicate the VISUAL AREA of a PANNIER frame reveal to
show if any important graphics may be covered by the frame. Make a
close observation of this and indicate if this is acceptable on the proof
itself.

ARE YOU REVIEWING YOUR PROOF UNDER COLOR CORRECT-
ED LIGHTING ? Different lighting can affect proper color perception
and your proofs should be viewed in lighting that is similar to the
lighting conditions of where the panels will be installed. If the colors
on your panel do not look quite right try to view them in daylight to
see if anything looks different. Many panels we produce are intended
for outdoor display. We recommend 5000°k lighting which is close to
a neutral daylight balance. Most office lighting is not color corrected.

We will typically print your proofs in scale if they are larger than 
18” x 24” at a size which will make it easy to read all of the copy or
detailed areas. If there is a concern with low resolution images we
will include a full-size section of the area to show how it will look at
the size it will be displayed. If you need full size proofs for panels 
larger than 18” x 24” please specify when placing your order.

Pannier has the capabilities to add mounting holes to your panels and
grommets if you wish. If this has not been discussed prior to receiving
your proofs you may indicate the hole locations on the proof. We can
also cut special shapes if your installation requires it. Just send us a dig-
ital vector file of the shape at full scale and we will use that for the
pattern.
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When we get your files and process them, your proofs are printed using the same paper, printer and
inks that will be used to make your actual panels.  We ask that all proofs be returned to us to confirm
your signed approval and that any changes or comments be written directly on the proofs themselves.
Do not attach “Post-it” type notes or any pieces of paper which may fall off of the proofs during han-
dling.  If there are type revisions we ask that the corrected sentence, paragraph or word be typed using
the exact upper and lower case letters that should appear on the panel.  Many errors can be prevented if
the instructions are clearly and legibly indicated on a letter size sheet of paper and sent back with the
proofs.


