
1 1. Click CREATE A DESIGN
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2. Choose CUSTOM SIZE

3. Choose INCHES

4. Type in desired dimensions

5. Click CREATE NEW DESIGN

STANDARD SIZES:
11 x 17	 Poster
12 x 18	 Oversized Poster
24 x 36	 Large Format Poster
8.5 x 11	 Flyer
5.5 x 8.5	 Halfsheet Flyer
4.25 x 6	 Postcard
3.5 x 2	 Business Card
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5. Click FILE >  SETTINGS

6. Click on all three circled 
options (you have to do it 
individually as the drop down box 
closes after selecting one)

NOTE: Clicking the pencil icon 
next to “untitled” will give you 
the ability to name your project!
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Your art board should now look like this.



7. Zoom in (see circle below) and drag guides from the rulers.  
A dimension will pop up, get this as close to .25 as possible. 

DO THIS FOR FOUR ALL SIDES. 

You will have to drag from the top down, the bottom up,  
from left to right, and from right to left.
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Use the newly created purple 
guides to keep everything 
important away from the edge of 
the piece. This includes all text, 
logos, and images you do not want 
to extend to the edge of the page.

If you want images and colors 
to extend off the edge of the 
page once printed, you will need 
to extend your artwork to the 
outermost edge (see blue arrow). 
This is called a bleed.

The outermost line represents the 
edge of the paper (see pink arrow).  

Inside your purple lines is the safe 
zone, the quarter inch margin  
(see red arrow).
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8. When you finished with your design click SHARE.

9. Click DOWNLOAD on the drop down menu. 

10. Click the FILE TYPE for a drop down menu. 

11. Chose PDF PRINT: BEST FOR PRINTING.

12. Select CROP MARKS AND BLEED

13. Click DOWNLOAD. Your artwork will go into your 
downloads folder. 

Use this file when placing an order:
www.dickinson.edu/printrequest
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