






Embedded Images
If you have a lot of embedded images or want to ensure that your images print at the highest quality, it’s really ideal to re-insert them into the docu-
ment properly. However, we understand that sometimes this is not possible for a variety of reasons. It’s important to note that the solution 
below does not guarantee that an embedded image will print at the highest possible quality.

Step 1: Click on the down arrow to the right of the image name and 
choose, “Save as Linked picture...”
Step 2: A dialog box will appear. Choose the folder where you want to 
save the image. Choose Resolution: Commercial Printing (300dpi). (You 
can change this setting by clicking on the “Change...” button if necessary.) 
Then, choose a file name for your artwork. Finally, choose “JPEG File 
Interchange Format” for the type of file. Click “Save.”
Step 3: Now your image is properly linked to the document and will be 
packaged along with the rest of your links.

STEP 1

STEP 2

STEP 3

Missing Images
If you have inserted an image into your document and then later changed the location of the image file, sometimes Publisher can no longer find the 
image it was linked to. You just need to tell the Graphics Manager where to find the image file again.

Step 1: Click on the down arrow to the right of the image name and 
choose, “Find the Linked picture...”
Step 2: A dialog box will appear. Find the new location of the missing 
image. Click “Link to File.”
Step 3: Now your image is properly linked to the document and will be 
packaged along with the rest of your links.

STEP 1

STEP 2

STEP 3
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Modified Images
Sometimes after you have inserted artwork into your document, you open it in another program and make some changes to it (cropping, changing 
to grayscale, etc.). Publisher notices that you have changed the file since you first inserted the artwork and notes that the file is modified. You will 
need to update the file so it is properly linked.

Step 1: Click on the down arrow to the right of the image name and 
choose, “Update this Link”
Step 2: Publisher will read the new file and automatically update the 
link. You will notice that any changes you made to the artwork will now 
show up in your Publisher document.

STEP 1 STEP 2

WORKING WITH COLOR
By default, Publisher creates color with RGB values (Red, Green & Blue are mixed to create each color). In the  printing industry, we 
mix colors using CMYK (Cyan, Magenta, Yellow, & Black). In order to print publications created in Publisher, it is necessary to convert 
the color from RGB to CMYK. If you are using process colors in your document, then you will need to change the colors from RGB to 
CMYK. If you are using spot color in your document, you will need to substitute CMYK cyan ink for the spot color you wish to use. 
(See page 2 for more details about using spot color.)

Step 1: Go to Tools>Commercial 
Printing Tools>Color Printing...

Step 2: A dialog box will appear, list-
ing all the colors used in your document. 
Click on the Colors Tab. Then, click on 
the right down arrow next to each color 
and click “Change...”

Step 3: A second dialog box will appear. Click 
on the Custom Tab. Change color model to 
CMYK.



Step 4 PROCESS COLOR: If you are print-
ing in process color, you can leave the numbers 
in the Cyan, Magenta, Yellow, and Black boxes 
as they are. These are the new CMYK values 
for the color. Your black swatches will need to 
be changed to 100% black. Make sure that your 
numbers are: Cyan=0, Magenta=0, Yellow=0, 
Black=100. Your white swatches need to be: 
Cyan=0, Magenta=0, Yellow=0, Black=0. When 
finished, click “OK.”

Step 4 SPOT COLOR: If your publication 
will be printed in a spot color and black, you will 
need to change your color swatches to Cyan. 
For each color swatch, you will need to pick a 
shade of cyan. After changing the color mode 
in step 3, you will type “0” in the Magenta, Yel-
low, and Black boxes. Change the number in the 
Cyan box to anything between 10 and 100 to 
represent a shade of the spot color you wish to 
print. Your black swatches will need to be changed to 100% black. 
Make sure that your numbers are: Cyan=0, Magenta=0, Yellow=0, 
Black=100. Your white swatches need to be: Cyan=0, Magenta=0,  
Yellow=0, Black=0. When finished, click “OK.”

Step 5: Repeat steps 2-4 until you have changed all your colors, in-
cluding black and white, from RGB to CMYK. Sometimes you have two 
colors that are the same, Publisher will ask you if it’s okay to replace one 
color with the other. You can click “OK.” When you are finished with all 
of the colors, click “OK” at the bottom of this dialog box.

WORKING WITH COLOR, cont’d

STEP 4 STEP 5

PACKAGE YOUR PUBLISHER FILE
In order to open and use your file, we will need to have your Publisher file, all of the linked artwork files, and all of the fonts you used 
in the document. It sounds like a lot of hassle to gather all those items together, but luckily Publisher has a built-in feature that will do 
it for you. Follow these steps to package your file for printing... 

Step 1: Go to File>Pack 
and Go...Take to a Com-
mercial Printing Service...

Step 2: If you didn’t save your program before starting these steps, 
Publisher will prompt you to do so now. Click “OK.” If you already saved, 
go on to step 4.

Step 3: Choose a location to save your Publisher file. If you’ve recently 
made changes, you may want to save over the file you’ve been working 
on, so that your file will be up to date. When finished, click “Save.”

Step 4: This dialog box will appear, explaining what the Pack and Go 
Wizard will do next. Click “Next.”

6



7

PACKAGE YOUR PUBLISHER FILE, cont’d

Step 5: Choose a location to save the packaged file. Your desktop is a 
handy spot, easy to find and access later. Click on the location and click 
“Save.” Note: If you wish to save the packaged files into a folder, then you 
must create the folder prior to this step.

Step 6: Check all three boxes indicated above. This should ensure that 
all your fonts and linked artwork is included in the packaged file. Click 
“Next.”

Step 7: This is just a summary screen telling you where the files will 
be saved. It also mentions that you will need the “Unpack.exe” file to 
unpack the packaged file. Click “Finish.”

Step 8: If you haven’t already printed a proof and wish to do so now, 
then leave the checkbox on. If not, feel free to uncheck it. Click “OK.” 
You have now finished packaging your files. But, you’re not quite done...

Step 9: You must include all of the items above when giving us your 
packaged files. If you are missing anything, then we will not be able to 
open your files. You can put all these files on a disk or zip them together 
for uploading or emailing. See page 8 for information on how to get your 
files to us.



WHAT TO SEND
To ensure the best outcome of your publication, please send the following items:
•	 Packaged Publisher File. Be sure to include all parts of your packaged Publisher file.
•	 Printed Copy. We STRONGLY suggest that you provide a printed copy of your file. This helps us to compare your electronic files with 

what you expect the printed version of your publication to look like. In the event that we see a discrepancy, we can address the problem 
before your publication has been printed. Talk to your sales representative about how best to provide the printed copy.

HOW TO SEND YOUR FILES
You can provide your file to us in the following ways:
•	 CD
•	 Flash Drive/Jump Drive/USB Drive
•	 ZIP disk
•	 FTP site. The site is ftp://ftp.adnetdirect.net. Ask your sales representative for a user name and password.
•	 Email. Email files to design@adnetdirect.net. Please use your business/publication name as the subject line. Please provide all of your 

contact information in the body of the email. We strongly recommend compressing your files as .sit or .zip files when emailing to prevent 
corrupted files.

•	 yousendit.com. Although you may need to create a user name and password this is a completely free site. We are not affiliated with 
this business, but have found it to be very helpful to many of our customers. You will enter your email address and our email address 
(design@adnetdirect.net). Then, you can upload your file to the site. The site will then send us an email notifying us that we have files to 
download. We will download your files from the site. You can upload just one file at a time, so we recommend compressing your files into 
a .sit or .zip and uploading a couple of larger files rather than many smaller ones. If you use yousendit.com, please send us an email to 
request confirmation that we have received all of your files.
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