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Digital File Preparation

Basic �le structure

To achieve a problem free print run it is important to concentrate on the �rst stage of the manufacturing process -  
digital �le preparation.
This guide has been developed to help eliminate possible problems, to improve ef�ciency and quality, and to provide  
a better understanding of what can be achieved using popular design applications.

The guide will mainly deal with the leading design applications QuarkXPress and InDesign (for page make-up),  
Illustrator and Photoshop (mainly used for image, and element creation). 

Page creation 
Create a new document to the open (�at) size of the card. Only one page needs to be created if the design is blank on 
the inside, a second page needs to be added for any print on the reverse.

InDesign QuarkXPress

This will create a document that is structured as the following. Please note that �tent fold� designs (which stand on the 
longest edge) are set up in much the same way, only with the x and y dimensions switched. 
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Basic Features 
Pictures, tints and text can now be added to the design. If, like the two examples, the print is coverage extends to 
the edges of the design, it will need to bleed over the edge (to avoid the print falling slightly short of the edge when 
trimmed). Anything just appearing on page 1 of the design (such as the InDesign example) will need to bleed off the 
top, right, and bottom edge by a minimum of 3mm. The left edge (the spine) will need to �wraparound� onto page 4 by 
1.5mm. The folded spine is indicated here by a visual guide. The Quark example shows an overall tint block bleeding 
by 3mm on all edges.

InDesign QuarkXPress

Using Layers 
Although not completely necessary, it is recommended that layers are used to build the design. The example below 
left shows print and �nishing on separate layers, and extended further on the right to include individual elements.  
Layers can be locked or not displayed at all which helps with design and organisation during �le creation.
Please note: At output stage all required layers must be visible, otherwise they will be missed.

InDesign QuarkXPress
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Page 4 Details
The detail can vary considerably depending on the design in question.  
Barcodes and text are to be kept away from the trimmed edge by 5mm. There are a number of barcode creation 
tools available, many available as downloads from the internet. Barcodes should only appear between 80% - 200% of 
original size (more information can be found at http://www.fotel.com/resources/faqs/ean.htm). 
Please note: Barcodes can be scanned (from existing products) but these must be at a very high quality level to avoid 
problems when read. We would always recommend using digitally generated barcodes.
Also, please make sure that �black� barcodes are just made from 100% process black only, and not a heavy mixture of 
4 process colours (this avoids mis-register problems).

4col Images
Images should always be at least 300 dpi. If the image is enlarged when placed it will reduce the resolution.  
For example, an image of 300 dpi enlarged by 200% in InDesign or QuarkXPress will effectively reduce the resolution 
down to 150 dpi (half of the original).
For 4 colour work, please use images in the CMYK colour space. If RGB images are placed, they will be automatically 
converted to CMYK, and this can produce unexpected results.

Naming Conventions
Please always name the document the same as the design code. This will ensure that the correct �le is used when 
searched for.

3
3




