Article 1 - Embed Fonts & General Quality Settings for Creating Print Quality PDF’s

PDF (Portable Document Format) has revolutionized file mobility. It is generally faster and more convenient than the “old school” ways of
file portability. There are various ways to generate PDF’s and settings are very critical to the process. Font embedding is a very important
setting for ensuring that a PDF is truly a portable document. Simply put, embedded fonts means that the fonts are locked in the PDF file
and ensures consistency on different computers. Additionally, file compression affects graphic quality. Fortunately, Acrobat has fairly
decent presets for many needs.

This article will specifically address embedded fonts and general print quality for general office environments. Other settings and applica-
tions will be addressed in upcoming articles. We have endeavored to make this guide universal for operating systems. Although this guide
was ceated with Acrobat 5/6 as reference, It shoulf help you with other versions as well. The wording may vary somewhat but the steps are
largely the same.

Section 1: Changing the settings in the Acrobat Distiller application (if you have the full version of Acrobat)

We suggest that you check these settings even if you use one of the methods described later for creating PDF files. Some of the other
methods use the settings in Distiller for the basis of their options. Distiller is the primary application which creates PDF files by converting
postscript either up front if you are using the application directly or behind the scenes if you are using some of the methods listed later in
this article.

Open the Acrobat Distiller application, The basic Distiller window is simple. Choose the If you see a quality issue and you have verified that it
usually available under the Start Menu. “Print” or “High Quality” Job Option, which will is not a problem with the graphics themselves, you can
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This is the Compression tab with the default settings for printing. This is the Fonts tab with the default setting for Print. Notice that Embed
These settings should work for most print jobs. Some jobs may All Fonts is checked. Click “Cancel” if no changes were made or “Save As”
require a change of compression if there is a quality issue not due to if you needed to make any changes under any of the tabs. If you made
the original graphics or if you are creating a large format item. For changes to a default setting, name the new job option something different
instance, the author uses a compression setting of “Zip” and “Maxi- from the setting you changed. This allows you to keep the original setting
mum” for higher quality needs. unchanged.
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Section 2 - Verifying settings for the Adobe Distiller and PDFWriter printers
Please keep in mind that “printing” and “printer”, as used in this article, does not refer to a physical printer but rather to the software printer
which creates the pdf file.

A common method to create PDF files is printing to either the Acrobat Distiller printer or the
PDFWriter printer. There are differences between the two. In particular, the Adobe Distiller printer
uses the standard distiller setting and will result in a better PDF. Use the Adobe Distiller printer if you
happen to have both. However, the PDFWriter will work adequately for many jobs if the settings are
i correct for the job. Either way, one method to verify and adjust the settings is to do so directly on

At Deskiop the printer. This will set a default. Please be aware that this is a secure means if there is a single user
B windows Updste. of the computer. Multiple users of the same computer should verify the settings when creating a PDF.
will be discussed later in this section. As illustrated to the left, you can go directly to the printers by
looking under the Start Menu and selecting “Printers” or a variation on that name, according to what
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In both cases as shown above, right-click on the printer and chose properties. The steps from here vary according to which printer is being
adjusted. We will first discuss the Acrobat Distiller printer.

St P To the left is the properties window for the Acrobat Distiller printer. It looks
similar to other print windows. Click on the Printing Preferences button. The

'_gg%egi@mmeigﬁﬁg_siﬂﬁg e i|Deic'§;f:£Z'_: " Printing Preferences button will bring up the Printing Preferences window (shown
below). You will find 3 tabs. Click on the Adobe PDF Settings tab and you get this
@ |Acrobat Distiler | settings window. This is the same settings as described in section 1 about the
' i : ' Distiller applications. It will say Print if the Distiller was set to Print. Verify that
Location: | | the Conversions Settings is set for Print. The Edit Conversion Settings will bring
Commert: | ‘ up the same job options box as discussed in section 1. You should not need to

change these but you can refer to section 1 for verification details. Click Apply if you

Hodc:  ibhcRS omint Todke changed the Conversion Setting. This will take you back to the properties window.

Feat . . . .
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The illustrations below indicate the steps for the PDFWriter. You may notice that it does not use the Distiller presets. This is because it is
a PDF printer which is available with other applications and not specific to the full version of Acrobat.

You can go directly to the PDF Writer printer by looking under
the Start Menu and chosing “Settings” then “Printers”. Right- This is the Properties window. Click on the Printing Preferences
click on the PDFWriter and select Properties. button.
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The Printing Preferences window has a Compression button and The key selection in the Fonts window (shown below) is Embed All
a Fonts buttion. Each will open in a new window. Fonts. Make sure there is a check mark and click on OK
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A key setting in the Compression window (shown below) is the
Color/Grayscale Images section. The setting for printing should
not be less than JPEG Medium and may be set to either higher
JPEG or LZW according to the types of graphics being printed.
A common recommendation is to simply put this setting at LZW.
It will create a larger file but more consistent quality.
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Section 3 - Checking the settings when you print

Presetting the options and settings as previously discussed is useful if a computer is used only by one person or it is confirmed that other
users do no change the settings. Multiple users sometimes have multiple needs and this may require verifying settings when you print.
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As shown above, you can verify and change the Printing Preferences when you print in the same ways for the Adobe Distiller printer and
the PDFWriter printer as discussed for changing the settings directly on the printer. In the case when you print, simply go File and Print,
select the printer in the pulldown menu and click on properties. From here, see section 2 and follow the instructions for the specific printer.
Once you are back in the primary print dialog box, click on print and a Save PDF File box will come up. Select where you want to save the

file and the PDF will be created.

Section 4 - Microsoft Office PDF feature (Microsoft Word, PowerPoint, Excel)

Microsoft Office applications EXEES
(Powerpoint, Word, Excel, e e
etc.) have a pdf feature where (%)
you can directly convert the
file to PDF. A common
misconception is that the
feature will, by default, give a |
print ready PDF. This is not
the case. The feature’s default |
is set for screen quality. ]
Additionally, the setting may
have been changed by
someone else. It is recom-
mended to verify conversion
settings before printing. The |-
user also should be aware that |
this feature does not work :

- REEd You can verify and change the

settings for the PDF feature by

= locating the “Acrobat” option in the
menu and select “Change Conver-
sion Settings”. This brings up the
PDFMaker dialog box. Chose the
print setting and this will work for
most print jobs.

Lo- @0 ws - @) oms = Tmestewionsn = 11 - | (B S U FEWN

with all graphics. Check for
missing graphics.

Verification of the settings is the primary step to getting a printable,
portable PDF out of Microsoft Office. It is suggested that this is done
each time if there are 2 Acroatscreenshaots.doc - M
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PDF is now, for most

jobs, a 2 step process.
Simply click on the PDF
icon in the upper left I
corner of the application.
In the new window that pops up, name the file

and select where you want to save it.
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