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Publication Operations
Tips and Tricks

Tr'icks Treaté

* Publication Operations - Department of 55 people
In 10 locations at Space Park in Redondo Beach

* Hold Quarterly Technical Interchange Meetings
(TIM) to share information within Publications and
Proposal Operations

* TIMs

— Provide information sharing across skill groups (art, WP,
editing, photo, repro)

— ldentify best practices
— Support community of practice knowledge management
— Provide training opportunities

* Tips and Tricks shared today come from TIMs



Today’s Topics Include . . . M
Tricks Treats

* Reducing File Size With Standard Desktop
Tools

 Linking in MS Word
» Just Another Way to Shop . . . . Photoshop
* Oral Presentation Improvements
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Reducing File Size

Gibby Gilbert

Graphic Designer



Case History

Tncks— Treafs

* Recently received an integrated
Word file that was 85 Mb

* Took forever to open
 Took forever to make changes

* Took an eternity to print,
if it printed at all !!!



The File

Tricks® Treats

* When opened, the file was three pages
with five pieces of art containing 33 photos
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Receiving a File

Tr'icks Treaté

* When a file is too large . . . the cause
Is usually photos or scanned images

* Photos pasted directly into Photoshop
will lose definition and clarity

» Using Microsoft Photo Editor from the
Microsoft Office Suite photo resolution
can be maintained



MicroSoft Photo Editor
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Copy Photos into Photo Editor

Tricks® Treats

o N eXt g O t O th e ' Microsoft Photo Editor - untitled1

& Fie | Edit View Image Effects Window Help
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Paste as New cu

aste as New Image
Select All Ctrl+a

 Then save to

? i | >
Desktop as .jpg e
file

//
|
Y 4
\ |
. o
&




Fixing the File in Photo Editor

** Microsoft Photo Editor - untitled1

=18 x|
& Fle Edt View | Image Effects Window Help =18]x|
Dz ale gow. ~|mQ 2 nlo o e |

* Go to "Resize”
in the Image

Resize B

Menu i

Height: |3~93 _,;-l !100__’_—:12

* Size the photo o

« Save after each
change

[Resizes the active image or selection [ [

§ﬁ§tart| |J mlnbox - Microsof... | {C:{User Data

| [EMicrosoft Power... | Jljshare011SPiPr... | B 111_H Previous A...”@Microsoﬂ: Phot... ‘5;@&@1)9)@_‘, 9:43 AM




Fixing the Resolution in Photo Editor

Tncks Treats

=15

* Right click mouse on
the photo, go to
Properties to bring
up a window which
show the resolution
In pixels per inch
(dots per inch DPI)

* Change to about
150 Pixels/Inch

e Save file




Cropping the Photo in Photo Editor

™ Microsoft Photo Editor - untitled1 &) x|
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* Highlight the
crop tool and
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e Save file \ -
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Brightening the Photo in Photo Editor

s reat

 To adjust the Brightness
or Contrast level go {0 smrmrm—
Balance selection of the =** S
Image Menu

* Adjust the Brightness or
Contrast Slide Bars

» Save file

=18]x|

ious Accom. .. 55@&&:)9,43 12:59 PM




Re-Import Photos
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* Re-insert photos into original file and
save

* Check size of original file to ensure it
has decreased to an acceptable level

* By using this process the file was
reduced 84,820 kb to 4,775 kb



Another Sizing Shortcut

Tricks® Treats

* Another simple way to
reduce memory is to Cut
the photo and Paste
Special as Enhanced

e Mb PowerPoint File to 222
presentation as an enhanced metafile picture. k b

* Metafiles default to 96 DPI

* Imported .ppt file into MS
Word, made a PDF file out

of the Word file and they
both printed correctly



Comparison Page

9

Téks “Treats

g >

Using
Photo Editor

800 kb in Word

Using IM‘.
.EMF - ~
Slight degradation 5l

with this method
222 kb .EMF 350 kb in Word



Tricks® Treats

Linking in MicroSoft Word

Maria Guzman

Publications Specialist



Plan the Process
Tricks® Treats

« Establish a linking process

* Requirements are defined by the RFP

* |dentify linking targets — sections, figures, other
volumes or documents

 Create bookmarks/destinations
 Possible to link across CDs

* Links are location sensitive
— When moving files be sure to move an entire folder
— Do not change file names after linking



Linking o
‘ Tricks® Treats

Hyperlink - “hot spot” allowing user to jump to another location - A
hyperlink is represented by text that is often blue and underlined

Why link?

— Hyperlinks enrich your Word documents — ease of navigation
— Links provide flexibility - maintain smaller, manageable files
— Link to additional data

Linking Options

— To a specific location in the same document

— To a graphic or text using bookmarks

— To multiple files
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National Polar Orbiting Environmental Satellite
System (NPOESS) Link Statistics

Tr'icks Treaté

® Proposal was delivered on two CDs —
~1400 MB of data

® 230 “previously submitted” documents —
most developed during the proposal

® 20,894 pages of substantiating data
® 1,168 links from the Technical Volume



Link Process Used for NPOESS
Tricks® Treats
* Planned the process

 Managed the target documents

« Kept a master document list

« Established a link numbering convention

 Identified links in text/art early and set destinations

* Created link lists (by section)

* Provided training

 Reviewed and tested the process

« Communicated schedule and metrics to the proposal team
« Performed a link check before and after burning CDs

« Simulated download from CDs to customer server



Creating Hyperlink

i3l Document1 - Microsoft Word
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Linking to Bookmarks

Tnc" Treats

Bookmark is an item or location in a

» Create bookmarks ahead of time document that you identify and name for
future reference
« Select Bookmark 5 . .
ookmarks are used to jump to a specific
° Bookmark Selection WindOW displays location, create cross-references, mark page
ranges for index entries, and so on.
« Establish link to bookmark

» Select OK link appears in the window
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Display Information

Inzert Hyperlink
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Link to different type files
(Excel, Power Point,
Acrobat, etc.)

Note: Some applications will only allow user to
open to top of document. Power Point opens in
Slide Show Mode



Creating a Screen Tip
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Inzert Hyperlink
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Sample Page

iz§ Link in Word.doc - Microsoft Word - Iﬁllﬂks‘{; TI‘eatS
J File Edit Yiew Insert Format Tools Table Window Help Adobe PDF = ‘

IDzEL SRy | i Ead oo | eF0E=a g we -3, sl e A=
|52 B/U|=E=E=EE= 0-A- 2 BMea|Fear@EBA2: AR R,

J L) ‘ 9 n ‘ o a Favorites « | Go+ | | Ci\Documents and Settingsis06621 1My Documents\Powerpoink_ » _

[

JHead|ng4h4 = Times Mew Foman = 12 -

] -q---.---p--u---2---|---3---|---4---|- . -
7 e Mouse over the link =l
Al |
— and the screen tip
g 1-FIRST-ORDER-HEADING-—HEAD .
= displays -
= Themes are flush-laft. Themes are flush laft- Themes are flush laft- The
A 2/ theme- | =
-] - 1.1+ SECOND-ORDER-HEADING-—HEADING-2,-H29 ?ET
R I Themes-are flush-left. Themes are flush left Themes an ch-left Themes are flush-left Themes are flush
- 2ft—theme- | Link ko Power Poink Chart| D
- - )
Tab-after-the-number-Open-different-file - Textstyle-automatically-foll Web page link @1
iz space-after-the-period —text,t—Note- Power Point Opens-up-in- Slide- Sh S
= h 1.1.1 + Third-Order-Heading —Heading 3 - h39 i.
3t Themes-are flush-laft. Themes are- flush laft- Themes-are flush emas are flush-left- Themes are-flush %
== - 2t theme: (O pens-up- Web- Link)Y By
= . http Mwww infospace. comfeuniv. myfun/indesx vlw himf v
115 N Tab-after-the-number-over-to-the-title - Textidentified- as: Bookmarlk -— te st t4 @
| ®—+ This-iz-a-sample-of-a-bulleted-item - Usethis-style-for-any-indenteSgem -Bullets-start-flush-le ft— 1
z) - always.- Tou-don’ t-need-to-type-the-bullet; the-style-will-supply-it-autdh>tcally —bullet. b
;_. : #— More-bulletz q
1 + ——-. Blook_mark-to-dif.ferent-Worc%-Documentﬂ . Words in a paragraph
1 +This-iz-a-numbered-item -TT sy z-style-for-numbered-items —number ol b d
- 2+ Moresnumbers can be used as a
- 1.1.1.1+Fourth- Order-Heading-—Heading: - 1 bookmark
- numb ered-head-and-its-title-are-typed, -type- Bookmark to text-q
_' 4 T icannrns A1 1 . .Clivauurn.Titlae Cicassrn.Titla AT . Ej
SLER different Word >
| oraw - NNOOEJ4 B »-L-A-== 5 Document

[Pags 1 Ser 1 2 [a59"  nz colt REC | [TRE | [E2m] [2vre || EEA_ _
iﬂStart”J A CiDacuments and Settin, . ”@Link in Word.doc - Micr... ‘—y\Share0i\sP\Benny-Fub. .. | Miu:ru:usnft PowveerPaoink - [Li...| |§@5£@E@€pa% 12138




Activate the Link

Activate link and the arrows
_ o become active user can
J File Edit ¥ieW maneuver back and forth using | HelP

Jljlljinéia"ows . I

ek, /mﬁmewﬂnman - 12 ~ | B
m fal ﬁ Favorites » | Go - | [5] | D
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Additional Help

« Step-by-step
Instructions are
avalilable in the Help
pulldown In
Microsoft Word

* Type Hyperlink in
the search box

* Hyperlink
information will
display

Southern California Chey

T
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SOCAL

Trickst Treats

| Microsoft Word Help

=101 ]

He = &

Contents  &nswer Wizard |1nde:-c I

What would wou like to do?

Hyperlink,

Create hyperlinks

Yhat do you want to do?

Insert a hyperlink that goes to another
docurmnent, file, or Web page

Insert a hyperlink that goes to an e-
mail address

Search I
Select topic ko display:

Troubleshoot hyperlinks

be bvperlin
Field codes: Hyperlink Field
Remove a hyperlink Frorm a toolbar bukte
Assign a hyperlink to a toolbar butkon ar
Insert a hyperlink that goes to a specific
Open recently browsed Files in Word
Insert a hyperlink that goes to a locatior
Troubleshaat files and links on Web page
Remove a hyperlink

Drag pictures, text, or worksheet cells b
Change the hyperlink destination
Mavigate by using hyperlinks

Insert a hyperlink that goes to an e-mail
Cancel a jump that takes too long
Change the display text of a hyperlink
Turn on or off automatic farmatting of b
Create a link between frames

Edit an image that represents a hyperlin
Set a hyperlink base For a document

Insert a hyperlink that goes to a
specific location in another docurment
or web page

Insert a hyperlink that goes to a
location in the current docurnent or
Wweb page

Use a drag-and-drop operation to
create hyperinls in Word documents

Create a link between frames

Mot sure which choice you want?

additional resources

=




Just Another Way to Shop . . .... Photoshop

By Jim Diaz



How does Photoshop help?

« Setting up a office with posters to show the client
what their office space is going to look like prior to
moving in

 Setting up a room full of posters for a program review

 Layout a display, prior to
building it for a trade show.




Photo Morgue — Make your choice o
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Paperweight Mockup
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Oral Presentation Improvements

Tricks® Treats

Adam Ugolnik

Northrop Grumman Graphic Designer

Macromedia Flash

How does it work?
And how can it help your proposals?




What is Flash?

Tr'icks Treaté

« Similar to Photoshop and lllustrator designed primarily for on-
screen presentations and web-applications

 Allows users to add motion, animation, and user-interaction to
otherwise static graphics and images

« Uses an independent “Flash Player” already present on 98% of
internet-enabled PC’s. (Those PC’s without Flash Player can
download it for free at Macromedia.com)

 Now available as Version 7, most graphic designers today have
some familiarity with some version of this program



Macromedia Flash MX 2004 - [Untitled-1*] =18 x|
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Macromedia Flash MX 2004 - [Untitled-1%*]
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