
Revised January 2011

3801 Toulouse Street | New Orleans, Louisiana 70119 | 504.486.8646 | www.pelhughes.com

Customer 
Reference Guide 
for Automated 

File Transfer and 
Preflight



3801 Toulouse Street | New Orleans, Louisiana 70119 | 504.486.8646 | www.pelhughes.com
2

Revised January 2011

Introduction

The purpose of this guide is to introduce to you, our valued customer, with our new automated 
file transfer and preflight workflow. By following the steps in this guide, you can upload your 

files and we can preflight your documents to ensure accurate error free production within minutes 
of the file transfer. If you have a question that is not answered here or you are experiencing 

difficulties with our system, please email us at support@pelhughes.com and we will
reply immediately.
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File Upload Guide

1.Go to our website at www.pelhughes.com

2.Click on the send file button in the top right corner
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File Upload Guide

3. If you do not have a user name and password, select the 
new users button and proceed. If you are a registered user, 
please go to page 8.
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File Upload Guide

4. Please fill out the information as requested. The fields 
marked with an asterisk are mandatory. Please ensure that 
the information is correct so that we can contact you. You 
may upload up to five files at a time. When you are satisfied, 
click the submit button. Please be patient as very large files 
can take several minutes. A bar will indicate your upload’s 
progress.
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File Upload Guide

5.Once you see this thank you screen, you can leave the site 
or upload additional files. A customer service representative will 
contact you via e-mail concerning job status and a user name 
and password for future use.
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File Upload Guide
Registered User Section

1. Enter your email and password that was supplied to you
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2. You will now see your salesman’s folder. Click on the link 
shown circled.

3. Subfolders and notes can be added here. This can be very 
useful if you have multiple projects or items. (I.e., pocket folder, 
brochures, stepped inserts, etc) When you are ready, select 
upload files

File Upload Guide



3801 Toulouse Street | New Orleans, Louisiana 70119 | 504.486.8646 | www.pelhughes.com
10

Revised January 2011

4. Our system can transfer your files three different ways. 
The enhanced Java Uploader can move files greater than 2 
GB, drag-and-drop capability and automatically zip your files. 
It requires that Java is enabled and up to date in your browser. 
Our system will try to load it on your browser. It may take over 
a minute to launch. Once the Java uploader is ready, go to 
page 14

File Upload Guide
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5. If the Java uploader fails to load, you will see an error 
window. It gives you a link that you can correct the problem. If 
you would like to try the flash uploader, close the window (top 
right corner)

File Upload Guide
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6. Our system will now try to load the Flash loader. This 
allows automatic zipping of files with a maximum of 2 GB. 
Note: You can also choose the Standard Uploader. (see circle 
below) It works on most browsers. You can select multiple
files, but you must zip your files manually. If Flash loads 
sucessfully, go to page 14. If you still have probems, try the 
Standard Uploader. See below

File Upload Guide
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7. Our system will now switch to the Standard upload tool. It 
works on most browsers, and doesn’t require a plugin. You
can select multiple files, but you must zip your files manually. 

File Upload Guide
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8. You can enter a specific name for a file and enter up to 
1000 characters about the file. If you hold down the shift key, 
you can select multiple files. When you are ready, select the 
upload files button. A progress bar indicates the status of your 
upload.

File Upload Guide
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9. When the upload is complete, you will see your files on the 
server. The file size , upload date, and creator are shown. You 
can use the logout link at the top right.

File Upload Guide
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Selecting the right blend space and document color mode is critical for maintaining color accuracy. 
Please review the attached screen shots and set accordingly. Selecting the wrong setting can alter your 
color the moment the document is saved. 

InDesign Color Settings
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InDesign Color Settings
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Pel Hughes has the ability to preflight your InDesign files automatically. We support all versions through 
CS5. Please follow these guidelines so that we may check your incoming files within minutes of your 
upload. If you have a question that is not answered here, please contact our customer service department 
at 504.486.8646.

InDesign Files

1. Please use the “package” feature in Indesign to collect your fonts and art into a 
single folder.
2.	 Please	compress	this	folder	into	a	single	file.	Please	ensure	that	the	document	is	at	
the root level inside the enclosing folder. The folders for fonts and links need to be at this 
same level. Please see the example listed below.
3. Multiple documents can be processed as long as they all reside at the root level. 
There should only be one font and link folder.
4.	 If	you	are	using	a	Mac,	please	use	the	archive	tool	in	the	Mac	OS	or	Stuffit	to	
compress your folder. This will protect the resource forks in the mac fonts. Do not copy the 
fonts to a PC as it can make type 1 fonts unusable.
5.	 If	you	are	using	a	PC,	please	use	WinZip	to	compress	your	files.
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1.Select export

Pel Hughes has the ability to preflight your InDesign files automatically if saved in a pdf format. Please 
follow these guidelines so that we may check your incoming files within minutes of your upload. The 
document color mode and blend space should be set to cmyk, not rgb. If you have to change it, is 
necessary to check your colors in your document as they will have shifted. If you have a question that is 
not answered here, please contact our customer service department at 504.486.8646.
1. Follow the screen shots in order as shown.
Note: At any place in the screen shots that reference Acrobat 5 format, you can replace with any 
version up to Acrobat 8

Indesign PDF Export Files

1. Select export
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2.Under the general tab, set your preferences to 
look like the screenshot. Make sure the compatability is 
set to Acrobat 52. Under the general tab, set your preferences to look like the 
screen shot. The compatability should be set to Acrobat 5 or 
higher

Indesign PDF Export Files
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3.Under the compression tab, set your preferences 
to look like the screenshot. Zip compression is the best 
because it is a lossless compression. If you use any 
other setting, your images will lose quality.
3. Under the compression tab, set your preferences as in the 
screen shot. Zip compression is very important. It is a lossless 
compression. Any other setting will lose quality.

Indesign PDF Export Files
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4.Under the marks tab, set your preferences to look 
like the screenshot. Crop marks need to have an offset 
of 12 pt or .1667 in. Be sure to include bleed if your 
document contains bleed.*
* Bleed is where the document has art or images that print to the 
edge of the sheet. These items must extend past the edge .125 
inches for optimal reproduction. Call us for more information.

4. Under the marks tab, set your preferences as in the screen 
shot. Crop marks need to have an offset of 12 points or .1667 
inches. Be sure to include .125 inches for bleed if necessary.*
* Bleed is where the document has art or images that print to 
the edge of the sheet. These items must extend past the edge 
of the sheet .125 inches. An example appears on the next 
page.

Indesign PDF Export Files
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Bleed Example
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5.Under the output tab, set your preferences to look 
like the screenshot. Set color conversion to none. Do not 
include profiles.*
*(Color conversion and including profiles are only good if we 
have color profiled your printer and created a device link for you 
to use.)

5. Under the output tab, set your preferences as in the screen 
shot. Set the color conversion to none. There is no need to 
include profiles*

*Color conversion and including profiles are only good if we 
have color profiled your printer and created a device link for 
you to use.

Indesign PDF Export Files
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6.Under the advanced tab, set your preferences to 
look like the screenshot. Subset fonts to 1% (This allows 
us to make small text changes for you)6. Under the advanced tab, set your preferences as in the 
screen shot. Subset fonts to 1% (This allows us to make small 
text changes for you.)

Indesign PDF Export Files
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7.Under the security tab, set your preferences to look 
like the screenshot. Ensure that there is no security set for 
the document.7. Under the security tab, set your preferences as in the 
screen shot. Ensure there is no security set for the document.

Indesign PDF Export Files
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8.Under the summary tab, save your preset so that 
the next time you export, all the settings will be correct. 
You will select your preset only.

Indesign PDF Export Files
8. Under the summary tab, save your preset so that the next 
time you export a pdf, select your preset and all the settings 
will be correct.
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9.Give your preset a name
9. Give your preset a name.

Indesign PDF Export Files
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Illustrator Color Settings
Selecting the right blend space and document color mode is critical for maintainiing color accuracy. 
Please review the attached screen shots and set accordingly. Selecting the wrong setting can alter your 
color the moment the document is saved. 
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Illustrator Color Settings
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Pel Hughes has the ability to preflight your Illustrator files automatically if saved in a pdf format. 
Please follow these guidelines so that we may check your incoming files within minutes of your upload. 
The document color mode and blend space should be set to cmyk, not rgb. If you have to change it, is 
necessary to check your colors in your document as they will have shifted. If you have a question that is 
not answered here, please contact our customer service department at 504.486.8646.

Illustrator Files

1. Follow the screen shots in order as shown.
Note: At any place in the screen shots that reference Acrobat 5 format, you can replace with any 
version up to Acrobat 8

3801 Toulouse Street | New Orleans, Louisiana 70119 | 504.486.8646 | www.pelhughes.com

1. Select save as1. Select save as
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2. Make sure the compatability is set to Acrobat 5

2. Make sure the compatability is set to Acrobat 5 or higher
Illustrator Files
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3. Zip compression is the best because it is a lossless compression. If you use any 
other setting, your images will lose quality.

Illustrator Files
3. Zip compression makes your file smaller without losing 
quality. If you use any other setting, your images will lose 
quality
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4. Crop marks need to have an offset of .125 inches. Be sure to include bleed if your 
document contains bleed.*
* Bleed is where the document has art or images that print to the edge of the sheet. These items 
must extend past the edge .125 inches for optimal reproduction. Call us for more information.

Illustrator Files
4. Crop marks need to have an offset of .125 inches. Please 
select .125 inches for bleed if necessary*
*Bleed is where the document has art or images that print to the edge of the 
sheet. All art must extend past the edge .125 inches for optimal reproduction. 
Page 23 shows an example of bleed.
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5. Under the output tab, set your preferences to look like the screenshot. Set color 
conversion to none. Do not include profiles.*
*(Color conversion and including profiles are only good if we have color profiled your printer and 
created a device link for you to use.)

Illustrator Files
5. Under the output tab, set your preferences as in the screen 
shot. Please set the color conversion to none. Do not include 
profiles.*
*Color conversion and including profiles are only good if we have color profiled 
your printer and created a device link for you to use.
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6. Under the advanced tab, set your preferences to look like the screenshot. Subset 
fonts to 1% (This allows us to make small text changes for you)

Illustrator Files
6. Under the advanced tab, set your preferences to look like 
the screen shot. Subset fonts to 1% (This allows us to make 
small text changes for you)
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7. Under the security tab, set your preferences to look like the screenshot. Ensure that 
there is no security set for the document.

Illustrator Files
7. Under the security tab, set your preferences to look like the 
screen shot. Ensure there is no security set for the document.
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8.Under the summary tab, save your preset so that the next time you export, all the 
settings will be correct. You will select your preset only.

Illustrator Files
8. Under the summary tab, save your preset so that the next 
time you export, all the settings will be correct. Be sure to 
select this preset each time you export.
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9.Give your preset a name

Illustrator Files
9. Give your preset a name.
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10.You can now select your preset for future use.Illustrator Files
10. You can now select your preset for future use.
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1.Select export

Pel Hughes has the ability to preflight your Quark files automatically if saved in a pdf format. Please 
follow these guidelines so that we may check your incoming files within minutes of your upload. 
If you have a question that is not answered here, please contact our customer service department at 
504.486.8646.

Quark Files

1. Follow the screen shots in order as shown.
Note: At present, if you upload a Quark file collected for output, we will process but automatic 
preflighting cannot occur.

1.
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2.Under Pages, nothing should be selected2.
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3.Under Meta Data, nothing should be entered3.
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4.Under Hyperlinks, nothing should be enabled.4.
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5.Under compression, please choose these settings5.
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6.Under color, please select “as is”. This will preserve 
spot colors.*
*If your job is process color for the press, we will convert for you. 
If your job is to be printed digitally, preserving spot colors will 
give you a better match.

6.
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7.Under fonts, select all7.
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8.Under marks, select centered and change the 
offset to .125 inches. Bleed marks are not necessary, but 
you can include them

8.
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9.Under the marks tab, set your preferences to 
look like the screenshot. Be sure to include bleed if your 
document contains bleed.*
* Bleed is where the document has art or images that print to the 
edge of the sheet. These items must extend past the edge .125 
inches for optimal reproduction. Call us for more information.

9.
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10.Select the appropriate layers for output10.
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11.We will flatten transparency. Please choose 
the settings we have indicated.

2400

11.
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12.OPI settings12.
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13.JDF settings are not necessary13.
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14.Save your settings14.
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15.Name your output style so that you can use 
these settings in the future.

15.
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Many applications can produce a press quality PDF. Some of them are FreeHand, PageMaker, 
FrameMaker, CorelDraw, and the Microsoft Suite of products, just to name a few. If they support 
an export to pdf, please adjust the settings to the items listed below. If you are unclear about the 
instructions, please call us at 504.486.8646.

General PDF Settings

PDF version - You need to be able to save at least a 1.3 format
Fonts - All fonts need to be included, even system fonts. This is very important as the default setting in 
many applications is not to include common system fonts. There are many foundries of common fonts 
and they are not the same in many attributes. If there is an option to subset fonts, turn it off if possible. 
If not set subsetting to a minimum.
Images - If compression options are given, select ZIP (8 bit) compression if possible. Other select 
highest quality. Include all images at highest resolution possible.
Color - If the application supports it, select no color management or no color adjustment necessary. 
This is very important, as undesirable color shifts can occur. It is also important to note that Microsoft 
products work in the rgb color space, so digital printing is recommended. Microsoft Publisher can 
support CMYK and spot color printing. Look for these settings as different versions place it in different 
places.
Color profiles should not be included.
Security - Turn off if possible or select no security.
Bleed - FreeHand, PageMaker, FrameMaker, CorelDraw, and Microsoft Publisher all support bleed. 
This needs to be set at .125 inches, and the objects place on your pages need to extend past the trim that 
.125 inches if you want a superior product.
Marks - FreeHand, PageMaker, FrameMaker, CorelDraw, and Microsoft Publisher all support the 
ability to put trim marks. Please set to .125 point thick with an offset of 12 points or .167 inches.



3801 Toulouse Street | New Orleans, Louisiana 70119 | 504.486.8646 | www.pelhughes.com
57

Revised January 2011

Distiller Settings
For PC Users
Download this job option and select when distilling files. If you have a question that is not answered 
here or you are experiencing difficulties with our system, please email us at support@pelhughes.
com and we will reply immediately.
Place	this	file	in	Documents	and	Settings\your	name\Application	Data\Adobe\Adobe	PDF\Settings

It is attached to this document. It’s name is php_08.2010.joboptions. Click on the paperclip at the bottom 
left if the attachments are not visible below. Use the right hand button and save as to the appropiate 
location.

For MAC Users
Download this job option and select when distilling files. If you have a question that is not answered 
here or you are experiencing difficulties with our system, please email us at support@pelhughes.
Place	this	file	in	user/Library/Application	Support/Adobe/Adobe	PDF/Settings

It is atached to this document. It’s name is mac_php_08.2010.joboptions. Click on the paperclip at 
the bottom left if the attachments are not visible below. Use the right hand button and save as to the 
appropiate location.
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