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HOW TO PREPARE YOUR PRINT FILE

To save your time and our time, and avoid unnecessary 
stress please follow these simple steps to export your 
fi les correctly. 

Before you come to print, make sure you have enough 
money on your student card. We do not accept QUOTA. 
If you don’t have suffi cient funds, please top up. You 
can do it either on your laptop or phone via topup.
westminster.ac.uk or do it with cash on the top up 
machine next to the Library.

Always fl atten the layers

Set it to CMYK colour mode and no more than 300dpi

Make sure you have saved it the size you want it to be 
printed
Save it as a .pdf  (we can’t print Word, Powerpoint, 
VectorWorks etc formats)

Bring it in on a USB stick. We can’t open them from 
your email and external hard drives may sometimes not 
work.

If you have done all the above and your fi le still seems to 
be too big, you can always compress it on smallpdf.com 
(it won’t fl atten your layers, however, so you still need to 
do that before).

A3 --- 297x420

A2 --- 420x594

A1 --- 594x841

A0 --- 841x1188

STANDARD PAPER SIZES
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HOW TO SAVE YOUR FILES IN ADOBE ILLUSTRATOR

1. If you open a new fi le, fi rst set up the right size for it and 
make sure that colour mode is set up as CMYK.

RGB color is used for digital communications, like websites 
and CMYK is used for drawings made for print.

2. You can also check and change the artboard size with 
Artboard Tool from Tools Menu on the left.
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HOW TO SAVE YOUR FILES IN ADOBE INDESIGN

1. 

2. Set up your page count and page size
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3.

4.
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HOW TO SAVE YOUR FILES IN ADOBE PHOTOSHOP

1. Make sure the correct colour profi le is set up

2.
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4. If the fi le has more than one layers, make sure to fl atten 
them

3. Check the fi le size
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5.

6. Save as a .pdf


