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Preparing a File For Commercial Printing:

Microsoft Publisher 2003 

Copy ALL of 
the fonts used in 
your file into this 
folder. 

Copy ALL of the graphics used 
in your file into this folder. Every 
image used in Publisher should 
have a corresponding link here.

REV 2/06

Overview

Microsoft Publisher was built to for casual home use and 
is setup to print to a home inkjet printer using the default 
Windows RGB print drivers. While this will work for a stan-
dard desktop printer it presents several challenges when it 
comes to preparing files for commercial printing. To get the 
best quality out of Publisher and reduce your prepress costs 
we suggest that you follow the guidelines listed below. 

1. Upgrade to Publisher 2003. 
Newer versions of Publisher handle high end output much bet-
ter than older versions. Be aware, sometimes type will reflow 
when converting a Publisher 2000 or 2002 job into Publisher 
2003. 

2. Fix the colorspace for your file. 
Publisher uses RGB color by default. While this will work for 
web page or on screen viewing, this is completely wrong 
for printing. Change the color settings to use either Spot or 
CMYK Process color printing depending on how your job has 
been quoted. 

3. Do not embed your images. 
By default it is very easy to embed images in a Publisher file. 
However these embedded images are modified by Publisher 
is ways that degrade image quality. Always link your images 
to the Publisher file and send them as separate TIFF, EPS, or 
JPG files in an Images folder.

4. Send the fonts used in the file. 
Do not embed the fonts in your Publisher file, send the sepa-
rate font files you used instead. Many Windows fonts are 
designed to disallow embedding. If fonts aren’t sent and 
can’t be embedded, the text used in the document will reflow, 
sometimes with disastrous results.

5. Proof your files carefully. 
Check your work to make sure it prints as you expect it to. If 
your files aren’t printing in the correct colors with the correct 
fonts for you, they won’t print that way for us. These files often 
require extra prepress work that can increase your costs or 
delay your job.

6. Send print-ready PDFs (Optional). 
When properly set-up, PDF files can solve many of the issues 
Publisher presents. Contact J.S. McCarthy Tech Support for 
information on how to create PDFs out of Publisher that will be 
suitable for high-res output.

Example of a well organized Publisher job folder. 
Sending us your files like this will make the 
prepress work on your job go more smoothly. 
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Color Settings  

Color problems are a major issue when trying to use Publisher for 
professional printing. The latest version at this time (Publisher 2003) 
handles color better, and although it still has some problems, we rec-
ommend the upgrade for everyone using Publisher for professional 
printing. 

It is very important that you set the Color Printing settings in your file to 
match the way that your job will actually print. Ideally set this before 
you design your job. That way you will see how your job will look as 
printed, instead of seeing it as it looks in RGB on your monitor.

Select Tools —> Commercial Printing Tools —> Color Printing. Pick 
the correct setting for the type of printing you will be doing. If you are 
printing with a single color or CMYK process colors, click on OK. If 
you are printing with spot colors proceed to the next page to correctly 
limit the number of spot colors Publisher uses in your file.

Any Color (RGB) 
This only works for web pages or home inkjet printers. NEVER use 
this setting. You must use one of the other settings for commercial 
printing.

Single Color
This mode is best for jobs that are printing with a single color. 
Usually this is black, but it can be set to any spot color ink.

Spot Color
If your job is going to print using Pantone or spot color inks pick this 
setting. You will probably need to change the total number of inks 
used in the color tab.

Process Colors (CMYK)
If your job is quoted to print as 4 color Process you should choose 
this setting. All RGB colors will be converted to their closest CMYK 
equivalents.

Process colors plus spot colors
If your job is quoted to print with CMYK inks plus one or more sepa-
rate spot colors you should choose this setting. You will need to go into 
the color tab to pick which inks print on a spot plate and which are 
converted to Process.

For more information about the differences between RGB, Spot and 
Process color, see JSM Technotes 5 on our website. 
www.jsmccarthy.com/technical_tips.asp

	 (Continued on next page)
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Fixing Spot Colors

Whenever dealing with spot color you need to check the inks and 
colors being used. Because of the way that Publisher deals with RGB 
color it is possible when converting to spot color to end up with doz-
ens of extra inks. For your job to print correctly you must remove any 
extra colors that were not included in the quote.  

1. Delete Extra Colors
Delete the extra colors by clicking on the submenu arrow next to each 
color name and choosing Delete. Unused colors will disappear, while 
used colors will bring up the Replace Ink dialog. 

2. Replace Extra Colors.
If the Replace Ink dialog appears, it means that the color you have 
tried to delete is in use and needs to be replaced with another color. 
Pick the spot color that is closest to the one you want to print with, in 
this example we chose Spot Color 2. At the bottom of the window, 
you have the option to Maintain luminosity or Keep tint percentage. 
Choose which ever one most closely matches the original color – usu-
ally luminosity will do the best job. Continue until you have removed 
all extra spot colors. 

In the examples shown here, the job is quoted to print with two spot 
colors, so all other colors except for Spot color 1 and Spot color 2 will 
be removed.

3. Fix spot color names (if desired)
If you would like your job to use specific Pantone colors, you may 
redefine the color to match the correct Pantone specs. 	
a)	Click on the side menu and choose Change. 

b)	In the Change Ink Palette choose Custom and pick the Pantone 
Color Model.

c)	Pick the correct Pantone color from the list and Click on OK twice to 
get back to the color printing tools. In this example the second ink 
chosen was Pantone Reflex Blue.

1. Delete Extra Colors

2. Replace Extra Colors

3a. Change Colors 3b. Choose Pantone Model 3c. Pick Correct Pantone Color




