INSTRUCTIONS FOR GRAPHICS

(CA adopted the recommendations from the WWDR team)
Procedures for Display Materials


Essays that include display materials or figures (whether photos or line-art illustrations) should be handled as follows. The authors should insert a photocopy of each figure with its title and/or caption in the manuscript pages in the location that the graphic is meant to be placed. This is helpful in case the electronic file of the figure or the caption is numbered incorrectly. It is also a reminder to the typesetter that a figure needs to be placed. The typesetter can see right away whether the figure should be positioned horizontally or vertically and whether or not it will take up a whole page.

Even if authors don't have access to the graphics when they submit their essays for copyediting, they should indicate that they intend to use graphics in their manuscripts. In addition to the mention in the running text, they can use bracketed bold fully capped text on a separate line to show about where they want the figure inserted:

                        [PLACE FIGURE 3.3 HERE]

Then when the corrected manuscript is sent back for typesetting, at that point photocopies of the figures should be inserted in the pages with the correct figure numbers and captions included on the photocopy.

Authors should NOT submit figures (graphs, charts, pie charts, etc.) that have been created in Word (Word is not a graphics program). The formatting gets lost or the figures just do not appear at all when brought into Quark. 

Also, when submitting tables, tabs are preferable to the column feature that Word allows. When brought into Quark, the column formatting disappears.

If authors cannot submit graphic materials that have been created in the programs mentioned below, please submit the charts, figures, tables, etc., as high-quality printouts, which will then be scanned in and placed.

Specifications for Submitting Photo Scans

If authors want to submit TIFFs of photographs, the images should be sized to the "live" area of the page–that is, the area that the text will fill–and scanned in at 300 DPI. Also, when saving TIFF files, the authors should NOT check "LZW compression." If TIFFs are to be sent as email attachments, authors should convert them to the highest-quality JPEG for compression purposes (it is important to avoid low-level JPEGs). Files will be reconverted to TIFFs for final usage.

If the author cannot produce TIFFs at the optimum quality, prints or original materials should be sent to the typesetter with the corrected proofs (along with photocopies placed in the manuscript, as mentioned above). The materials will be scanned in at the appropriate resolution and, if necessary, will be adjusted professionally in Photoshop for the best results.

Creating Graphics

The most popular applications for creating line-art drawings, maps, and
charts are Adobe Illustrator, Macromedia Freehand, Corel Draw, or Deneba
Canvas.


These vector-based programs can produce art that can be printed
perfectly in high resolution at any enlargement. Files from these programs
should be exported in EPS format, for the Mac, for use in QuarkXpress. (All
files must be in Apple Macintosh format.)


If type is used within any figures the fonts should be converted to
outline or paths before export. Otherwise fonts must be included in addition
to the EPS files.
    

Fonts must be Postscript, Type One, Macintosh. (Other font formats, such
as TrueType or Multiple Masters, must be converted to outlines.)

If TIFFs are used within the figures, they must also accompany the files or
be embedded within. Be sure the TIFF resolution is high enough to be
reproduced at 300 DPI when the graphic is printed at maximum page size.

Do not use pattern fills. These will not print correctly outside of
in-house office printers.


It is assumed that all files are prepared for black-and-white reproduction.
Color art should be converted to tones of black before submission.

Figures that can't meet these requirements (such as tables created in
Microsoft Office or other word processing programs) should be printed out at
the best possible quality at final usage size or larger to be scanned for
final art.

