
Submitting Microsoft Office Suite 
Files for Printing

Microsoft Word

Microsoft Word is a very popular word processing application and used by professionals to 
create a wide variety of documents. Although it is not designed for use in a commercial printing 
environment, it can still be used to produce good looking printed pieces provided the user stays 
within the limits of the program.

The best way to submit a Word document for printing is to make a PDF file from the computer 
that was used to create it. The reason for this is to maintain content integrity and formatting.

This process is simple and follows the steps 
below:

1. With your project open in Word, click 
“File>Save As” to open the dialogue box 
shown in Fig. 1.

2.  Under “File Format” select “PDF”, then save.
3. Next select “Best for printing” and click on 

“Export”.
4. Save this PDF to the destination folder of your 

choice and upload it to our website (please 
see the Uploading Your Files section at the 
end of this document).

5. It is always a good idea to open the PDF and 
make sure the original document formatting 
has been retained and that there are no 
page elements that were not successfully 
converted to the PDF format.

This is by far the safest way to submit a Word 
document for printing. However, if for some reason a Word document has to be submitted in its 
native (.doc or .docx) format, then all that is required is to upload this file to our website. The 
limitation here is that when the document is opened on a different computer, since the file is no 
longer accessing the fonts, preferences or resources of the originating computer, there may be 
some reflow, font substitutions or image degradation. Identifying and correcting these may incur 
extra charges and production delays.
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Microsoft Excel

As with Word, Excel is not specifically designed to produce press-ready documents, but can be 
used to produce print material that benefits from the matrix based structure of this application. 
Financial reporting information and charts are the main uses of Excel in a print environment, by 
incorporating these elements into more specialized page layout and design software.

The most reliable way to accomplish this is by using the PDF file format. Creating PDFs from Excel 
can be done by following the steps outlined below:

1. From withing the Excel document we select “File>Save As”. In the dialogue box that appears 
we select “File Format>PDF” and click on “Sheet” (Fig. 2), so that you only save the current 
worksheet. 

2. Click on “Save” to finish the process.
3. Check the PDF file for content and formatting accuracy.
4. Save this PDF to the destination folder of your choice and upload it to our website (please see 

the Uploading Your Files section at the end of this document).
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Microsoft Publisher

Although Microsoft Publisher (“Publisher”) does not have the editing and page layout capabilities of 
professional software packages, such as InDesign, it can be used to produce good looking printed 
material. Publisher projects can be submitted either as PDFs (safest method) or as native files. 

To export a high quality PDF from Publisher please follow these steps:

1. From within Publisher select      
“File>Export>Save for Commercial Printer”    
and  click on “Commercial Press” (Fig. 3). 
 
 
 

2. Select “High quality printing” (Fig. 4).

3. Make sure “Both PDF and Publisher .pub 
files” is selected” and click on “Pack and Go Wizard” 
(Fig. 5).

4. Save the publication files to a location on your hard 
drive (Fig. 6).

5. After the files are saved, a confirmation message 
appears and a compressed .zip file can be found 
in the designated folder (Fig 7). This is the file that 
needs to be uploaded to our website.

6. Save this PDF to the destination folder of your 
choice and upload it to our website (please see 
the Uploading Your Files section at the end of this 
document). 
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Uploading Your Files to Maracle’s Website

To upload your project files to Maracle’s website please follow these steps:

On our website (www.maracleinc.com) click on the green “Upload Files” button (Fig. 8). This 
will lead to the upload area where there are simple instructions provided.

Good Planning, Great Printing!

All of us at Maracle want to make sure that your project is printed and finished to perfection. 
That is why we would be more than happy to answer any questions or walk you through the 
steps described above. Our friendly staff is available to help by phone at:

(800) 558-8604
 
or you can email your sales representative or our prepress department at:

prepress@maracleinc.com
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