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1. Locate the export menu
Click on the “File” option on the top ribbon, then click on “Export.” 
Within the Pack and Go group, select “Save for a Commercial 
Printer.”

2.  Configure your export settings
In the two drop down menus, it is recommended to select 
“Commercial Press” for the top option and “Both PDF and 
Publisher .pub file” for the bottom one. This will allow us to have 
both a high quality export of your project, as well as the working 
document itself in case any changes are necessary during the 
printing process. After you have selected these two options, click 
on the “Pack and Go Wizard” button.
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3.  Pack and Go Wizard
The first option in the wizard is to select your export 
location. It is recommended that you select “Other 
Location” and then browse for where you want your 
packaged file to be. Once you’ve selected an export 
location, you can click next. At this point, your packaged 
Publisher file will be created. The next dialogue box will 
ask if you want to print your document, which is only 
necessary if you want to keep a printed copy for proofing 
uses.

4.  Your packaged file
Once the export process is finished, you can navigate 
to your previously selected export location to find your 
.zip file. To ensure that the process was successful, you 
can open it up to check that all the necessary files are 
contained within. You should find: your publisher file 
(.pub), a PDF export of your publisher file  (.pdf), and a 
third file that helps the computer read your files (.xml.) 
If any of these are missing from your export, start the 
process over from the beginning and make sure to select 
the options mentioned above.

5. Sharing your packaged file
After the process is complete, you are now able to share 
your packaged file. Since packaged files are often 
larger than what your email will allow you to attach, it 
might be necessary to upload your package folder to an 
online storage service such as Google Drive, Microsoft 
OneDrive, or WeTransfer. You may also share them 
through our website’s “Send a File” feature.
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