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Working with
Quark® Xpress

Compatible with versions 5,6 and 7 .~




Quark X ° Using this Guid

Use This Guide

This guide is designed to be used as a hands-on tutorial. It provides an overview of basic Quark features. This guide may be
used time and time again as a technical resource for each issue of your publication throughout the year.

TechKnow Lessons

JS Printing’s TechKnow Lessons are step-by-step instructional guides that are software specific. These lessons cover common
topics for your design program. TechKnow lessons are available via www.jsprinting.com. Please note that you must be logged
in to your JSP account to access this feature.

Personal Help

We are here to help you every step of the way. Call your friendly, knowledgeable Customer Service Representative whenever
you have a question about software or printing issues: 866-HELP-JSP (866-435-7577).

Before You Start

If your computers are networked,
create a central folder where all the
elements of the newspaper from each
computer can be stored. If you use a
single computer or multiple computers
that are not networked, you will need
to make a central folder on each
computer.

Create one folder that has all the
elements of your current issue in it. We
suggest that you name is the month
and edition, e.g. Nov Issue.

- Within that folder, create two folders:
Articles
Pictures
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Tool Box

A Item tool: Select, move and resize objects.

B Content tool: Manipulate the content of object boxes (text and graphics).
C Rotate tool: Select and rotate objects.

D Zoom tool: Magnify or reduce an area of the page.

E Text box tool: Draw text boxes of whichever shape you choose from the pull-
out menui.

F Picture box tool: Draw picture boxes of whichever shape you choose from the
pull-out menui.

G Tables tool: Draw tables.

H Orthogonal Line tool: Creates straight Horizontal and Vertical lines
| Line-text path tool: Put text along a straight, freeform or bezier line.
J Linking tool: Connect text boxes for jumps.

K Unlinking tool: Break the connection between linked boxes.

L Composition Zones tool (Quark 7 only): Create a composition zone
M Cutting tool: Cut the boundary of items.

N Starburst tool: Draw starbursts.

Measurements Palette

Choose Font

Leading Tracking Style Here ‘
Text Selected Spacing between lines of type Spacing between letters Font Size
Number of columns / /
E :1.075" w:8.095" 2407 g aute
| vi9EeE H: 2.205" Cols: 1 & o
Sizing Option: Angle of
width and height of  opject box Position of content Angle of

Ob.ieCt SeIeCted selected object

inside box contentjn box
\ \ \ /

E ¥:0.875" W5 068" EXG WE 00 ¢ﬂ¢>>¢+;.‘;.-- s

S ri4.73" H: 4.183" LA % 100% LR NS L0
Coordinate values of an object’s Shape of Size of content .Skew of content
position on the page object box in box in box

11p: If your palettes are not visible, you can activate them by selecting one of the following:
View > Show Tools or

View > Show Measurements or

View > Show Colors
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Building your pages to JS Printing specifications
x|

1) Open Quark and go to File>New >Project.

2) - Put a check mark in the Facing Pages box
- Choose the page size from the drop-down menu.
- For newsprint, select Tabloid
- For non-newsprint, enter the size of the
desired publication in the width and height
fields

- In the Number field, choose the number of columns
that you want the document to have.

- Make all margins .5"
- Indicate the number of columns that you would like.
- Click OK.

- This will create a one page document.

3) To add pages, choose Page>Insert.

4) Type in the number of pages that you need to add in
the Insert field.

- E.g.type in 7 for an 8 page paper.
5) Select After 1.

6) Click OK

Lawaouk Mame: | Layouk 1

Layauk Type: IPrint

j [ single Layout Made

Page

Margin Guides

Size: ITaI:-I-:ui-:I 'I Top: I ns"

width: | 11"

Height: | 17"

Orientation: % Partrait

" Landscape

v Facing Pages
[~ Automatic Text Box

Botkam: I 05"

Inside; |0.5"

Cutside: I n.5"

Column Guides

Columns: I 5
Gukter Width: I 0.167"

(0] 4 | Cancel |

Page Layout Table

M|
Delete, ..

[Mowve. ..

[Master Guides, .,
Seckion, ..

Frevious
[Eh
Firsk
LLast

Gaoka,,,  Chrl+d

Insert Pages =l
Inserk: I 7 page(s)

" before page: I—
1

" at end of layout

{* after page:

I Link boyCurrent Texk Chain

Master Page:  |A-Master & j

oK Cancel |
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Q k X ° Getting S | With T
About Text

All text in QuarkXPress is contained either in text boxes or text lines. When you click a text object with the Item tool, the text
object's border is displayed. A text object can be moved, resized or threaded to other text objects.

Text Boxes

- Are created by clicking the Text tool, then clicking and dragging to the desired NeWS Paper

size.
- Can be moved or resized with the item tool.
- Can be linked together to create jumps.

11p.F%% empty text box's edge will appear onscreen as a dotted line as long as
View > Show Guides is selected.

Creating a Text Box

- Select the Text Box tool and the shape you want. Click and drag on the page to
draw the box. Select the Content tool to begin typing.

Resizing the Box or Frame

- Adjust the size of the box or frame by choosing the Item tool and dragging one
of the handles.

or

- Use the Measurements palette. To adjust the frame or box to the size that you
want, type directly over the existing numbers in the width and height fields.

Width and height of
selected object

O 0875 W5 066" 2400 X 100%
viaTsn H: 4.163" % 0" [¢] % 100%
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Placing Text Iﬁ Edit Stvle Item Page Layout Tab
1) With the Item tool, click on the text box. Mew v
2) Select File > Import Text. LR, Cri+0
3) Browse to the article that you want to place. Close
4) Select the article and click Open. Save Chrl+5
Save As.., CErl+Shift+5
EIT Al articles should be saved in txt format. Revert ta Saved
Import Text... k CkrlH-E
Save Text... CErl+ale+E
Typing Text Save Picture 3
Select the Content tool. Click inside the text box in which you wish to type. Start Append... Cirl+Al+a
typing. Export 3

Save Page as EPS...  Chrl+AlE+3hift+5
Collect For Oukput, .,

Collaboration Setup...

Linking Text Boxes
Connecting text blocks together (linking) allows you to easily flow text from one page to another. You can link text boxes
whether or not they contain text.

To link text from one box to another:

1) With the Item tool selected, click on a text box or frame.

2) Click the Link tool. |

3) Click the box again, then click on the text box to which you want to link it.
4) Click another text box.

5) The boxes are now linked.

= I = =
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Text inset == vooiy
1) Click on the frame in which you want to inset your text. (B Teat | Frame | Funaround
. —First Baseli
2) Select Iltem> MOdHCy fextanals o Minimum: Ascent $
. . . Text Skew: | 0°
3) Click the Text tab and type .125 in the Text inset field. REss offset:
olumns:
- To put a different inset on each edge, check the Multiple insets GutterWidth: [0.167" ~Vertical Alignment —————
button and enter the values in each field. TR | Ee=
[1 Multiple Insets Inter 9 Max:
All Edges: | 0125
This box has inset e 1 pt [ Run Text Around All Sides
type. Thisis handy to [ Flip Horizontal
use when you're using Rl 1 pt [ Flip Vertical
a color screen because Right: 1 pt
it makes the type alitfle
easier to read, and also ;
creates a color border Text box with (LApply | [(cancer] |[_ok ]
around the type. Inset type
L1l Item Page View Utilities @ Help
. Font » =e——=
Choose Text Allgnment Size >
. . . Type Style »
1) Highlight the text you want to align. Color 3 B
2) Select Style > Alignment AR )
. orizonta ertical 5cale...
3) Select the alignment you want. Track... JBWS
Baseline Shift...
Character... 438D
or Character Style Sheet »
Text to Box
il A Left oL
]) ngh“ght the text Leading... £+3%E |+ Centered <+3C
2) Select the appropriate alignment icon in the Measurements palette. Formats... G®E | Right  OHR
Tabs.. {ra8T Justified <+36)
Rules... 38N Forced "C4+3)
Paragraph Style Sheet »
Flip Horizontal
Flip Vertical
Hyperlink >
Anchor »
Underline Styles »
- £
H Fank { Formats | Tabs | Rules |
Setting Indents oe »
T . Type Styl » :
1) Highlight the text for which you want to set the Chnge Case X Lt ndert; 0159 foeee
|ndent Color » First Line: IU" . .
2) Select Style > Formats shade > it [ e |
3) In the appropriate indent field, indicate the size S Lesdin; [ o =T I o Lines Togsther
indent you would like. Track... Space Before [ € lLnzsn
4) C||Ck OK Easeline Shift. .. Space After: IU— £ Stark: |2_ End: |2—
Character... Ctrl+Shift+D e Ih
Character Style Sheet » I™ Keep viith Next
Text ko Box 22k IStandard j' ™ Lock to Baseline Grid
Alignment 3
Leading... Chrl+Shift+E
Formats... Chrl+-3hift+F
Tabs... Chrl4+Shift+T ’—I
Rules... Ctrl+shift+r = conee | el
Paragraph Style Sheet 3
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Quark Xpress® formattinglext

Changing Fonts

1) Highlight the text that you want to change.

2) In the Measurements palette, choose the font that you would like to use from the drop-down menu.
- If your measurements palette is not visible, select Window>Measurements.

- If you want to bold or italicize your font, be sure to use the printer font and not the screen font, e.g. if you want the bold
version of Times New Roman, select the font named Times New Roman Bold from the drop-down menu instead of using
the bold feature on the measurements palette.

Changing Font Size
1) Highlight the text that you want to change.
2) In the Measurements palette, choose the font size that you would like to use from the drop-down menu or type the size
that you want in the font size field..
- If your measurements palette is not visible, select Window>Measurements.

Changing Leading

1) Highlight the text that you want to change.

2) In the Measurements palette, adjust the leading by using the arrows or by typing in the desired space.
- If your measurements palette is not visible, select Window>Measurements.

Choose Font
Leading Style Here

Spacing between lines of type / Font Size

Measurements Palette
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Quark X ° Organizi 'Sizing |

Organize Your Images
- Save all unadjusted images in the same folder.
- Open the images you will use. Size and crop them to the dimensions in your layout.

- Save the edited images into the /ssue folder. Having the document and the images in the same folder, you preserve the
link, even if you move the folder to another computer.

- When you name the images, include the page number in the name. Example: “1-football.tif” would be on
page 1. That way, all images will have a unique name and you can easily tell where they go.

WARNING: You can not have two images with the same name. If you place two images with the same name in the file,
then when our pre-press techs relink the images, the same image will link to both frames. Saving all images used in the
paper in the /ssue folder will prevent this because you can not have two files with the same name in one location.

Drawing an Image Box j
[X]

1) Select the Picture Box tool

-You can select different shapes for your picture box by clicking once and holding the left-mouse button on the Picture
Box tool.

2) In your document, click and hold the left mouse button and draw a box the appropriate size.

Width and height of
selected object

Determine Image Size
1) Click on the picture box with the Item tool.
2) In the Measurement Palette check the height and

width of the box. Write these sizes down. E H:0.875" W:5.068" LH00 mE100% %‘3 e
viaTse H: 4.163" # 0" [#] v=:100% Z

Size and Crop the Image in Photoshop 1

1) Open Photoshop. Select File > Open and browse to the image that you want [ Navigd | Cropping Tool Options \ | »

to place on the page.

2) Double click on the Crop tool. This will bring up the Cropping Tool Options.

|
[V Fized Target Size Front Image i
Depending on which version of Photoshop you are using, you will see one of | Width [4817  finches =] |

these windows. Height: |3.188  [inches =]

3) Enter in the Width and Height of the image box that is drawn off in InDesign. ——

) . Resolution: |130 inelsinch >
4 With the Crop tool still selected, drag a box around the area of the okl Lpinele/ine —l‘
image that you wish to keep.

5) When you have the desired area selected, press Enter or double click inside the
box.The part of the image outside the selected area will be deleted and you will
be left with the image in the dimensions you entered.

IMPORTANT File_Edk—trmame— Laver Select Tier  view—swimeaw,Help

)
‘]~ > || width: [4.917in  Height: [2.188 in J_Weo |pixelsfinch x|

Photoshop 7 CS- CS2 €S2 and Photoshop Elements

Photoshop 4 5 ¢ and Photoshop LE
(Select Fixed Target Size)

Please refer to the Help section of your

image editing program if you are not
using PhotoShop to edit your images.

ﬂ'l'! If you do not see the Crop tool, click and hold to reveal more tools.
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Quark X o F gl i Photos!

Quark 7 Users: Please see next page for instructions on how to format images.

Change the Mode to Grayscale for Black and White Image Layer Select |
Images Mode Bitmap
All images for newsprint publications should be in grayscale mode. Adjustments 4 %
Open the image in PhotoShop and select Image > Mode > Grayscale. Duplicate. .. Indexed Colar
(A picture may appear to be Grayscale but you should always check the Mode to Apply Image. . RisE Color
be sure.) Calculations. .. v CMYE Calor
] Lab Calar
Image Size... Mulkichannel
Canyas Size,..

Fixel Aspect Ratin ¥+ 8 Bits/Channel

Image Layet Select |

Change the Mode to CMYK for Color Images Pe T

Images for non-newsprint publications can print in black and white or full color. adiustments , Gravscale

Open the image in PhotoShop and select Image > Mode > CMYK (A picture may . Luaten

appear to be color but you should always check the Mode to be sure.) Bugltcelice.. Idezd Colus
Apply Image. .. RiE Colar
Calculations. .. w

] Lab Calar

LIRS Mulkichannel
Canyas Size. ..

Pixzel fspect Ratio ¥ v 8 Bits/Channel

Change the Mode to Bitmap for ClipArt and Line Art

|mages Image Layer Select |
Open the artwork in PhotoShop and select Image > Mode > Bitmap. fode %
Adjustments k
Duokone, .
Duplicate. .. Indexed Color
Apply Image. .. RiE Color
Calculations. .. CrYE Color
] Lab Calar
Image Size... Multichannel
Canyas Size...

Pixel Aspect Ratio ¥ & Bits/Channel

Change the DPI Image Layer Select =
Open the image in PhotoShop and select Image > Image Fiegz ' e e —
Size. Adjustments r e I—ILI—_IIM—;[]@ —res |
In the Resolution field (resolution is the same thing as DPI), Duplicate. . . = e |
please enter the following: apply Imags [ oemmenee
width: [5785  [inches |

For newsprint: 130 for pictures and €°® for line art or Caleulations. . na—. W“—_[]@
clipart. For non-newsprint: 290 dpi for pictures and 690 Resslution: [130 | [poclsinch =]
for line art or clipart. —— [

Pixel Aspect Rakio » :; E::::::; T;;Z:t‘lugim—;l

Save the Picture
A) Select File > Save As. 11P; If you can not select “tif’ go to Layer > Flatten Image,

. then Save and select "tif”
B) Browse to where you want to save the image.

C) Name the file a unique name. 11p: If you see a screen asking for Compression Type, choose
D) Choose format .tif from the format drop-down menui. None.
E) Click Save. IMPORTANT: Do not change the name of an image after it

has been placed on the page. This will break the link.
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Quark Xpress® PlacingImages

Select the Picture Frame
In your Quark document, select the picture frame with the Content tool.

Place the Picture into Your Document

1) Select File > Get Picture (File>Import Picture for Quark 7 users).
2) Browse to find the image that you want to place.

3) Select the picture.

4) Click Open.

Non-newsprint publications only - If you would like your content to bleed off
the page, simply extend the content off the page by 1/8th"(.125).

Quark 7 users
Once the images have been placed on the page, Quark 7 users can change the
images to Grayscale Mode or CMYK Mode.

1) Using the selection tool, choose File>Save Picture>All Pictures in Layout.

- From the color mode menu select: Grayscale
- Choose Link Layout to New Picture and click OK

- Choose Highest in the JPG options window and choose None in the tif
options window, click OK.

- Browse to where your original image files are saved and choose OK.

Y Edit style item Page
New 2
Open 2
Close EW
Save 3E5
Save as.. SCEES
Revert to Saved

Get Picture...
Save Text...

“CEE

uarkXPress (R) - [Projectl4 pages color.qxp : Layout 1]

File Edit Style Item Page Layout Table View LUtilities ‘Window H

Open... Chrl+0

Class

Save Chrl+5

Save As... Ctrl+shift+5

%

Revert to Saved

Import Pickure, .. Chrl+E

Save Texk,., Chrl-AlE+HE

Save Picture Selected Picture. .,

Apperd. .. ChrHAlt+A
Expart (3

All Pictures in Layout. ..

icture Export Options

B ¥ Transformations
¥ Crop

Madmum Resolution : & keep Resclution

= Downsample. to dpi
Picture Box Bleed : | 0.125"
Color Mode @ [Same As Criginal hd

|- Ovenwrite Original Pickure:

¥ Link Layout ko Mew Picture

Quark Xpress®
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Quark Xpress® Using Spot Colorand Screens

Apply Color to Text

1) Select View > Show colors (Window>Colors in Quark 7).

2) Highlight the text that you would like to be in spot color with the Content tool.

3) Select Cyan in the color palette. ®=10=2 [
)

4) You can change how dark the color prints by changing the percentage in the drop g A

. . B Elack
down menu, or typing directly over the numbers. W Gl

B Cwan
[ Green
B HMagenta

x
Apply a FiII and Fra me Box IPicturs Frame |Runaruund|Drup Shaduwl
Presiew:
A frame is the equivalant to a border.
1) To create a frame, select the box to which you would like to apply a frame.
2) Select ltem>Frame.
- Choose what point size you want from the drop-down menu or type the size T e a——
that you want in the field. Click OK. E V) [—— 5]
Framg —————————— Gap——
Color: m Color lm
Shade: [ 1009, vl Shade! [opes -
Opacity; | 100% vl Cpacity: | 100% -
‘ Ok I Cancel I Apply

1) To fill a box with color, select the Fill tool on the Colors palette.
2) Choose the color that you want.

- The only colors that you should use in your document are shades of Cyan and @ =1z |0°

Black. B Aeae
B Black
W Elue
B Cwan
[ Green
B HMagenta

Quark 7 users have the option to change the Opacity of the image.
1) To change the opacity of an image, select the image.

2) In the Opacity field of the Colors palette, select the desired opacity from the
drop-down menu or type the opacity into the field.

¥ Colors

=]~ =1

4k

f5ciid

Shade: | 100% | Opaity:| t00% = |
"

|Eﬂfoﬂe ﬁ AI

L

E Cyan &
W Magenta =

BRI The only colors that should be used in your document are Black, None, Esf,ﬁf;ratm
Paper and Cyan. See our TechKnow lesson: Working with Spot Color for more O vellow 2

information on how to use spot color.

[
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Quark Xpress® PDFyourfile

Creating a PDF

Quark 7 users: Please see next page.

1 DuarkXPress (tm) - [Document1]

2

I

. . 'Fle| Edit Style Item Page View Utiitie Piiter. [WEROXXEROX =] Puopeties. |
. N WXEROX\XEROX A
1) Select File>Print. —— 5 PLSe | - Kl
Open... CtrHO e o FP Busiess ket 2200/2250 (PA) o FICHARD
DocumentAuto HP Business Inkjet 2250 (PCLSC) on SHARGND... __
Close I Sepr{DYMD Labhir 30 Tubose
. epard elwiter 330 Turbo > biete
2) In the pri nter pu I dOWﬂ menu, Save Ctrl+5 I™ Pt Blark Pages I Thumbnais I™ Back toFront
choose Adobe PDF. Save as... Chri+alt+S

For nonnewsprint orders with

Get Text/Picture. .. CHI+E Tiing: Jor = Ovees [T I Absolute Divetep
bleeds, select the Bleed tab from the S T CirlalhE

list to the left and select Asymmetric ::g::‘t" S e —

and ﬁ” in the correct b|eed Value Save Page asEPS... Ctr+al+Shift+5 =

(.125") for each side of the page. Check
the box next to Clip at Bleed Edge. This
will obtain the bleed settings from the
QuarkXPress document in the created
PDF.

2l
Layout | Paper/Qualty [E] Adabe POF Settings |
. Adobe PDF Page Size: [Letter v Add Custom Page... |
3) Choose Propertles ~Adobe PDF Conversion ooy =
Defauk Settngs: | Legal — =] Ed. |
Use these settings|Masbe forreliable viewing and
@nmmn of businesq 0versize AD f can be opened with Actobat
. and Reader 5.0 ar| gz:gizg
4) From the Adobe PDF Page S|ze AdobePDFSeme:m_js"“" = I
pull down menu, select Tabloid- Eleiasts 5 2]
/
¥ Prompt for Adobe PDF filename LE,WJWI Paper/Qualty E Adobe PDF semngsl
[ Add Document Information b POF Page S [T =] __ AddCusom e
. . . I¥ Do not send fonts to "Adobe PDF" e m
5) Click on the Edit button beside the LR —— et e | | =
H ™ Ask to Replat tsting PDF file: i it TorTel o
Default Settings pull down menu. s O ot caie g and
and Reader 5.0 and later.
= S
Adobe PDF Security: |None | Edi...

6) Select the Fonts tab. Select Embed
All Fonts and click OK.

Revert to Saved

Collect for Output...

Ctel+alt+Shift+P
Chrl+Alt+P

Document Setup...
Page Setup...

Ptint,.. Chrl+P

4 Exit ctrl+Q

Page Sequence: |All [
Registration: off = Offset:

oo it
Clp at Bleed Edge.

[V View Adobe PDF results

[V Prompt for Adabe PDF filename.

[V Add Document Information

x| ¥ Do not send fonts to "Adobe PDF"
6 General| Images Forts | Color | Advanced | POF/X| [V Delete log files for successful jobs
| @G I~ sk to Replace exsting POF fle
7)ClickOKinthe Adobe PDF Document | 2 e -
- ; R | Cancel
Properties Window. > —
Font Source:
[CWINDOWSFomss  ~] =
%E_%zm 2|
8) Select the Setup tab and choose e =
. . [ [ | |t Never Enbed:
Generic Color from the Printer || E fe. 3
Description  menu. This step s ot — i _ .
. . [iahlonon N
necessary only if you are planning to 4 s Rm“ 8 Piter [pamePoF e
have spot color in your document. - g E
=1 = [ =] Copos [T Pages [ 5|

9) Click Print and choose where you

. . PaperWid;  [GeneiicImageseller
would like to save the PDF.  Click R -0
S ave. Reduce of Enlarge: me{ESﬂﬁm Centre 425PS

IMPORTANT!

Document. Setup | Output | Optons | Bleed | Preview| 0PI |
Printer Desciiption: [Generic Color |

Pape Sz

Page Positioning: | Left Edge =i

Orientation:  © Porrait

€ Landscape

Pt | cancel | cCopuesetings

Before submitting your order, open the

PDF file and view the layout to ensure
there were no unexpected results
during conversion.
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