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Editing & QA 
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 Pre-Processing

– Request a paper from Indico

– Download PDF or …

– … if not available download 
the source and convert to 
PDF → usually leads to
yellow dot.
(talks about Word and TeX
processing before)

Basic Processing Procedure 
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 Process / Verify
– Check fonts

– Check page number

– Check readability and display time

– Apply the JACoW Crop Box

– Check margins

– Check page size

– Check formatting and 
„Common Author Oversights“#

– Check references (DOI, etc.)

– Fix the problems

● If you estimate it takes you extensive time
to fix it, send it back to the author

Basic Processing Procedure 

https://ipac-docs.jacow.org/PaperEditing/Editing/TemplateReview/

https://ipac-docs.jacow.org/PaperEditing/Editing/TemplateReview/
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 Press Ctrl+D
in Acrobat and open
the „Fonts“ Tab.

 Check that all the fonts are
emedded.

 If not you can either go
back to the source, and
create a new PDF with
properly embedded fonts,
or … (next slides)

Basic Processing
Check Fonts (1) 
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 Tools →  Print Production →  
Preflight select the “PDF fixups” 
option and select. 
“Embed missing fonts” and click 
“Analyze and fix” button to 
embed any unembedded fonts.

 Save the document.

Basic Processing
Check Fonts (2) Preflight Embed Fonts 
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1. Open the Inspector with Ctrl+Alt+I and 
select the text you want to change with 
the PitStop selection tool.

2. Select the Text panel in the inspector.

3. Press on the "select font" button (the 
small one with the two letters on it).

4. Select the font you want to use for the 
selected part of the text.

5. Check the "Embed font" box so that 
your font is embedded into the 
document.

6. Press apply to finish your changes. 

Basic Processing
Check Fonts (3) Embed Manual 
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 In the File Menu of Acrobat
select „Crop and Save“ 
from the JACoW Utilities.

 If the PDF is not already in 
JACoW paper size, this will crop
it to the appropriate size.

 If the PDF looks weird (e.g. shifted
off page) the PDF was not created
with the proper settings and you
should go back to the source.

Basic Processing
Apply the JACoW Crop Box 
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 If Acrobat is
configured properly...

 Press Ctrl+U
in Acrobat and activate
the „Grid“. Check that
the text stays inside of
the grid.

 Check the page size at 
the bottom of the window: 
it should be 595 x 792 pt.

Basic Processing
Check Margins & Page Size 
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 Use the column guides (blue lines) to check that column spacing is correct
 Remember to switch them off again after checking, they are an addition to the 

document and can be saved with it

Basic Processing
Check Margins & Page Size 
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 A Paper measurement
Cheat-Sheet was
provided by Volker
that shows all the
measurements. If you are
unsure and want to check.

Basic Processing
Check Margins & Page Size 
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 Compare with the template

– https://www.jacow.org/index.php?n=Authors.MSWord

– https://www.jacow.org/index.php?n=Authors.LaTeX

– https://www.jacow.org/index.php?n=Authors.OpenDocument

 Check „Formatting Citations“

– https://www.jacow.org/index.php?n=Authors.FormattingCitations

 Check „Common Author Oversights“

– https://www.jacow.org/index.php?n=Editors.CommonAuthorOversights

Basic Processing Formatting 
and „Common Author Oversights“ 

https://www.jacow.org/index.php?n=Authors.MSWord
https://www.jacow.org/index.php?n=Authors.LaTeX
https://www.jacow.org/index.php?n=Authors.OpenDocument
https://www.jacow.org/index.php?n=Authors.FormattingCitations
https://www.jacow.org/index.php?n=Editors.CommonAuthorOversights
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 Post-Processing (1)

– Print, and also check visually

– Dot the paper (using JACoW Utilities)

● Green
– Nothing is wrong, no further action required

● Yellow
– Source file changed, Author should proofread

● Red
– Extensive work necessary, author should fix and resubmit

– Or, Author should come to the proceedings office

– Upload ALL processed files to Indico

– Use Indico to set status and error codes

Basic Processing Procedure 
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 Post-Processing (2)
– Send clear instructions back to the author.
– Green → Did you fix something in the PDF?
– Yellow → What did you change/needs to be checked?
– Red → What needs to be changed before

resubmitting the paper?

Basic Processing Procedure 
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 From the „Papers to QA“ bin take a printed paper that you did not process
 Search for the paper in the list of editables in Indico and open it
 Download the PDF using the editor QA interface in Indico
 Check the requirements (again)

– Technical (fonts, page size, performance, etc.)

– General Appearance (Common Author Oversights)

Quality Assurance (1) 
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 If everything is Ok

– Select „Approve QA“ and submit

 If anything is NOT Ok

– Select „Fail QA“

– Normal case: 
Last timeline change will roll back and the paper will go back to the original editor and he can fix it

– Or (not recommended): 
If you need only to do minimal changes, reassign the paper to yourself and fix it 
→ someone else should do final QA on it

Agenda 
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 How to ...

– paint over unintentional objects with Pitstop

– move objects with Pitstop

– use advanced search for checking reference and figure numbering

– remove/hide hyperlinks using PitStop

– scale items with PitStop

– add a missing footnote separator

– convert an EPS/PS to a bitmap image using GIMP
(this can be helpful if you want to replace a slow rendering EPS/PS Figure with a faster Bitmap)

Tips & Tricks 

https://www.jacow.org/Editors/TipsTricksforProcessing

https://www.jacow.org/Editors/PaintingoverObjects
https://www.jacow.org/Editors/TipsPitStopMovingObjects
https://www.jacow.org/Editors/TipsAcrobatCheckWithAdvancedSearch
https://www.jacow.org/Editors/TipsPitStopRemoveHyperlinks
https://www.jacow.org/Editors/TipsPitStopScaling
https://www.jacow.org/Editors/TipsPitStopFootnoteSeperator
https://www.jacow.org/Editors/TipsGimpEpsConvert
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 PitStop Shortcuts

– https://www.enfocus.com/manuals/ReferenceGuide/PP/24/enUS/home.html#en-us/common/ppr/r
eference/re_shortcuts.html

 Acrobat Shortcuts

– http://helpx.adobe.com/acrobat/using/keyboard-shortcuts.html

Shortcuts 

https://www.enfocus.com/manuals/ReferenceGuide/PP/24/enUS/home.html#en-us/common/ppr/reference/re_shortcuts.html
https://www.enfocus.com/manuals/ReferenceGuide/PP/24/enUS/home.html#en-us/common/ppr/reference/re_shortcuts.html
https://helpx.adobe.com/acrobat/using/keyboard-shortcuts.html
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Questions? 


