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First, let's talk about the Division of Marketing and
Communications, and why we have incorporated

Lucidpress into our design and production process.

The division’s primary responsibility is to attract external audiences to the
University. Most of that audience is made up of prospective students, but
can also include donors, alumni and the surrounding community. With a
growing workload and increased emphasis on external outreach, this effort
has led to a shift in how we are able to focus on internal communications.
With the introduction of the University Events Calendar, the need to promote
internal events drastically increased, as well as the need for more variety.
Introducing Lucidpress!

NEIU’s internal community now has access to templates designed by our
team for ease in creating materials for event-based or departmental needs.
The current designs on our Download Templates page at neiu.edu/brand
have been moved over to Lucidpress. Our brand site still exists, but our
Download Templates page will now give you access to Lucidpress.


www.neiu.edu/brand

Lucidpress is a web-based publishing
platform. It allows users—regardless of
access to Adobe Creative Suite—the
ability to create documents quickly and
easily.

To gain access, users log in to the
Lucidpress website and choose a pre-
loaded, branded design. All designs allow
for editing of copy and images, and some
even have color variations.

Users will no longer need to submit
project requests for projects that can be
fulfilled using this new software.

The Division of Marketing and
Communications still reviews and
approves all content and design within
the software, but turnaround time is
much quicker as the designs are already
branded.

Once submissions are approved, users
have the ability to save PDFs of their
design and print on campus, with an
external vendor or directly through
Lucidpress.

Users can create
single and multi-page
documents, and direct
mailers, such as:

¢ Flyers and posters

e Business cards

e | etterhead

e Brochures

e Newsletters

e Postcards and more!

Over time, the options

will grow as we add
more designs.

......
Collese/Program/Dopartm

Because this iS home.

Your Event of presentation

Title



Getting Started

How to access Lucidpress.

There are a limited number of licenses for this
software; selected representatives from different
areas of the University hold the account names.
Contact the representative from your area to
access the email and password.

Once you have your login credentials, access
Lucidpress through lucidpress.com, or find the
ink on neiu.edu/brand.

Below is what your login screen will look like.
Enter your credentials.

Please note: Lucidpress is only compatible with
Google Chrome.

c > C www.lucidpress.com

Login to Lucidpress

‘ bnar'!address |

Login with Password

or sign in with

& Google ] Office 365

YAHOO!

@ Remember me
Already have a Lucidchart account? Log in
to Lucidpress with your same username
and passwaord.

MNew to Lucidpress? ————



www.lucidpress.com
www.neiu.edu

This 1s your dashboard.

When you log in, you will see a screen that looks similar to what is shown
below. From the dashboard, you can access recent designs you have
edited, click the green box to access all your own personal documents, or
click the blue box to go to Templates.
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What would you like to do?

Some of the most common things are editing and organizing current
documents or creating a new document from a Brand Template.

0O

. - Edit or organize your current Start designing by selectinga

Home

My Documents

documents and folders: Brand Template.

My Documen ts - Brand Templates

Templates

Images

Brand Assets The left side of the dashboard is your
navigation. As users, you will access only
Home, My Documents, Templates, Images
and Cart. You will find branded designs in
Templates. The branded designs you have
begun editing will be in My Documents.
Preloaded images and images you upload
yourself will be in Images. If you printed your
final documents through Lucidpress, you will
find order details in Cart. If not, disregard Cart.



How to find and filter designs.

When you are in the Templates page, you will see a filtering option on

the left side of the page. This option allows you to filter design options by
content type, document size, document orientation, number of pages, and
category. Filtering by content type is the best option to quickly find what
you are looking for.
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7 ‘ochure (8.5x11) Counselor Brochure (8.... Trifold Brochure (3.7x8... Trifold Brochure (4x9)
SEGIFCHF‘IJ:EIS Q 85x1lin 11x8.5in 11.99x9in

.....

¥ Content Type

[ | Event Materials 20
[ | Recruitment Materials 17 [lﬁ
| | Flyers/Sell Sheets 11 =
| | Posters | —-——
[/] Brochures 5
[ | Invitations 4
:I: :::E; z There is also a search box option to filter
(] stationery ) designs. To the left, you can see the example
(| Certificates 5 has the Brochures box checked. The
~ SeslLess page filtered only those designs tagged as
v Document Size BrOChureS'
> Document Orientation Some designs can be more than one content

type. For instance, flyers and posters can also
be event materials or recruitment materials.

> Category Some will also have color variations that are
indicated in the description.

> # of Pages



Saving your chosen design.

Once you have selected your design, click the New button on the template
and it will open a box to save your document. Rename your document and
select the folder you wish to save to. Users who share login credentials can
set up folders within My Documents that correlate to your area.

o0 e
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Create Document From Template

save As | BA Music Bifold Brochure |

Location | BB 1y Documents '|
[ MyDocuments X
Create Document
B Dance
B Music }

To save your design, use the
dropdown menu to save under
My Documents or a folder you
created within that location.

If you log out and log back in
to continue editing, go to My

Documents to find your saved

files.



Editing a Design

Once you’ve saved your document and picked the folder location you want
to save to, you can begin editing the design. You will see two menu options.
The first is the top menu bar (below) with options similar to what you find

in a Word document (File, Edit, Select, etc.). You will also find buttons to
Share the document and to Request Approval. That button will change to
Order Prints once the document has been approved, and the Download
icon will appear next to the share button.

Bifold Brochure (8.5x11)

E &> Share v Request Approval
File Edit Select View Page Arrange Insert Help Saved

There is a menu on the right side of the screen e [
that changes depending on what editable area « Fonts
you have selected. Those tabs are Document, (2p 3
Text, Shape, Image and Layout.
BIU T
You will see a Document menu appear when you =E=E=ESE T i
first open the design and have nothing selected to e e
edit. These options will be locked, but allow you to dtiple v | @sme
see the size of the document and the margins. B
v Bullets & Lists = | =
To the right is an example of the Text menu. This e )
tab will appear when a text box you wish to edit (on 3
has been selected. Within this tab are various s
options for how you can change and edit text. =on 7 fom 7
We will get into more detail about the other menus e
V0% i Alwow 3

v
|aterl CHARACTER - STRETCHING

» Columns | 1 * |



Checking the document for notes.

Before you start editing, check the design for Notes, which have
suggestions or instructions on certain elements. Those notes can tell you
how to change the date and time, how to write something according to
editorial standards, suggest changing a URL to a vanity URL, or identify
color variations within the document.

&« c www.lucidpress.com

and text can stay in place or shift
ide of the screen if the speaker's

ut the person and title

First and last name
| EveniDetals

.........

.........

This ribbon and text can stay in place or shift
to the left side of the screen if the speaker's
mage has more blank space on the other side

of the image.

This icon will appear when there is a Note. In the example above,
you can see a Note for the yellow ribbon was clicked. Once you click
to open the Note, the note box will appear near the object. You can
close the note box once it has been read, but you cannot delete it.




Checking the document for variations.

After you read all the notes within the document, you will choose a variation
(if available). If you selected a single-page document, such as a flyer, poster,
sell sheet, etc., you may see more than one page in the document. You
can either scroll down to see the variations, or you can click one of the
thumbnails on the left side of the screen.

When you select the variation you would like to use, you can delete the
ones you do not wish to use. You are free to skip this step; the approvers
will know what variations to delete when you submit for approval.

mmeasmr“ H © | — &%+

This example shows this flyer design has three color
variations on the left side of the page

Please note: Edits to the design will be applied only to the
variation you choose. You will not see the copy and photo
changes replicated in the other variations.



Understanding locks.

Throughout the design, you will notice certain elements will have locks on
them—either a yellow lock or a red lock. The color of the lock indicates
whether that element can be edited or not.

Yellow locks indicate editable areas, such as content blocks and
photos.

ﬂ Red locks indicate non-editable areas, such as the University logo
and color blocking elements. In some instances, blocks of content
may be locked down due to the font type or personality-driven
verbiage that should not be changed.

« - C www.lucidpress.com

Digital Newsletter (8.5x11)
File View Page Arran

15[1i0e 3]
=om 9 2fm 3
TOP SPACING

Y] s B[w0% ¢
RACTER STRETCHING

Your Event o Fraseﬁta’f’unE

Lff'“_e Goes Here P it w1 This example shows a content block

with a yellow lock. This text is editable.
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https://pub.lucidpress.com/what-are-locked-objects/#ZlYPm7HluW81

Editing copy.

All content blocks that are editable have been pre-loaded with our University
fonts. To ensure brand standards, the font selection cannot be changed.

In most cases, users are able to change the size of the font, expand the
size of content blocks, and shift content blocks up or down. If users wish

to create or map out content before editing a design, it is best to use a text
only program, such as Google Docs, Notes (Mac users) or TextEdit (PC
users), and then copy and paste the text into the content blocks.

To edit copy, double click the content box. The border Text
of the box will change from yellow to green. Green o
means you can now edit. The menu on the right side of 2t
the screen displays the Text, Shape and Layout tabs.
Select the Text tab to change the size, change content BIU T
alignment (if desired), add a bulleted list, adjust spacing SE=E=EE T+ 1
or create multiple columns. ¥ Bemrpls Shylen

Multiple v | (@) smue

PARAGRAPH STYLES
ret [Mame Last ame aque ma esnbeatem repudil nage Brand Styles

AS yOU enter your Content, Whether celit dollut quati officiis et optatin turitate pro corios

. rOue ma estibeatem repudit velit dollut quati officiis at llets & List: = =
Chang|ng a header or bOdy bptatin turitate pro corios Ut rent piam imolent e ditis. | el Bl
nonseque porunto tetur, od maio. Ventur, etus sum res n_ 2 (o "
. tem. Gia dicae parchit at, cu lpa a6 eate (0 n
copy, you may see a small box e o ParChl o4, o U 8 e e

() appear Wlth a plUS Slgn In the Wenit re nobis doluptati blam, etur, enihitio et pro vero I

ITEM SPACING

middle. This means your textis i e isbamismn o eppne 8 i

longer than the content box. You pecuitem fuga. m qus voorem. drow -

can click the cross to reveal the ) e

rest of the copy (automatically resizes the content box), ST

reduce the font size or edit to reduce the text length. Hlwok 3} Sli0%
» Columns 1

The Shape tab allows users to add a drop shadow to
text, or adjust the opacity of the text.

For more advanced users, the Layout tab allows you to rearrange the layering
pattern of content, align content shapes, and use text wrapping.



Changing an image.

To change an image, double click the image and the Image Manager will
pop up. A collection of pre-approved images has been uploaded to select
folders. To select an image from one of those folders, click Shared With
Me, and you will

see folders with | Image Manager «
academic, campus,

Create Folder Search Q, ‘ Sort by ‘F‘ ‘ L g |
duotone, and student Lo o]y
B B I My Images
||er Image.S. DOU ble v 2 Shared With Me Em student life images Pl duotone images B9 counselor images
ClICk the Image to Bl academic images
insert_ BW campusimages Pl campus images Pl academicimages Em Matt's Images

Pl duotone images

B student life ima...

You can also upload
your own image by
double clicking the © srandimages

image and clicking '3::::“““““ Image

the Upload Image

ton.

Custom mask ¥ ] H
ROF & MASK

Scale to fit
Scale to fill
Stretch
Original size

Tile

Custom mask

Learn more about images


https://youtu.be/1AcRxapBSJg

Adding Video.

Only the Digital Newsletter design has the capability to add video, simply
because that is the only digital format option that is currently offered within
Lucidpress. In several spots within the newsletter is a YouTube video
placeholder. To change the video, click the placeholder video and a Video
tab will display in the left side menu. Copy and paste the desired YouTube
URL and Lucidpress will automatically replace the placeholder image.
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«“ pr BIUAT & 2| — o =E=E== = =E-iE- B @€ a & Feature Find

Lorem ipstim dolor sit amet, consectetur adipiscing eiit. Donec suscipit ante non consectetur roncus. In porta facilisis
neque quis ultricies. Maecenas vitae iaculis purus. Phasellus consectetur ullamcorper aliquet. Maecenas pulvinar erat in
neque laoreet tinidunt. Fusce sagittis, libero sit amet cursus lacinia, nisl lacus sagittis orci, vel imperdiet quam est vitae
quam. Sed venenatis nec ipsum quis suscipit.

C rabitur blandit porttitor pellentesque. Nulla vel augue fringilla, tincidunt eros eu, molestie arcu. Cras aliquam magna

| ¢ peller lesq Fecl:smn\esbeq cmxxlu blandit podllluvpellm!sq . Nulla vel augue fringilla, tincidunt eros
s. Donec ultrices, teilus et faucibus
sagu mlmrsmlest Justokump bero quis quam. In nacn.aial.asseplteed mmsc.t\meanq
soﬁ\es wvelit. Nulla eleifend mat spstldmendmnsas:gu vel. Proin molestie vehicula lectus, nec consequat nt
dignissim eget.

Section Header

Lorem ipsum dolor sit amet, consectetur adipiscing it
Do ur thoncus. In porta

iNortheaster

elmoerdlqamest qamSed nenatis
nec p um quis SUSCIpit.

Video

Section Header

Lorem ipsum dolor sit amet, ipiscir . Denec suscipit ante non consectetur thoncus. In porta facilisis

neque quis ullricies, Maecenas vitae iaculis purus. Phasellus consectetur Ilamooroefahquet Maecenas pulvi afera: - m URL
neque laoreet tincidunt. Fusce sagittis, libero sit amet cursus lacinia, nis! Iacus sagittis orci, vel imperdiet quam est vitae

quam, Sed venenatis nec ipsum quis SUSCIpit.

Curabitu b\and pellanlesqueNll vel augue fringilla, tincidunt eros ey, molestie arcu. Cras aliquam magna
nisl, ac pellen sq )eclsmu\& e qui

[ http:/fwww.youtube.com/watch...

Section Header

Lorem ip sit amet, . Donec suscipit ante
non consectetur monws.lnpoﬂafaclssneqqus ultricies. Maecenas
vitae iaculls purus. Phasellus consectetur ullamcorper aliquet. Maecenas
pulvinar erat in neque laoreet tincidunt. Fusce sagitis, libero sit amet cursus

just click the video placeholder and delete. There
is an image placeholder underneath that can be
changed to a new image instead.
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Leaving Comments.

Some users will need to collaborate with colleagues to finish designing

a document, or to get input on content prior to submitting for approval.
Toward the bottom of the screen, you will see a menu that has the
Comment icon. Select the content you want to comment on, and click the
icon to open the comment box.

&« Cc www.lucidpress.com

Bifold Brochure (8.5x11)
File Edit Select View Page Amange |

Resolve

Matt, can you fill in the footnote copy?

_________

a few seconds ago

Comments |ook similar to Notes,
except the icon is yellow instead of
gray. Users can leave a comment, or
address the comment directly (fix or
change something in the design) and
click Resolve to close it out.

Learn more about comments



https://pub.lucidpress.com/how-to-add-comments/#Qx4yqfXR75e8

Sharing with Colleagues.

Another way to collaborate with colleagues is to share the document.

Users may also wish to share with someone who may not have access to
Lucidpress, but still needs assistance in finishing a document. In the upper
right corner is a Share button that allows you to Collaborate with Others.

Bifold Brochure (8.5x11})
File Edit Select View Page Arrange Insert Help

E| Request Approval L

Collaborate with Others

Inwvite others to edit, comment
on, or view your document.

- With collaborators Add Collaborators

Ll o -

'./ Edit and share

/" Edit

| — capeny T T comment
(U People @ Shareable Link

N © view

View (Public) v

Generate

|| Make this a single use link €%




Approval
Process

Lucidpress has a faster turnaround time
than the former project request process.
The templates are already pre-approved
from a design standpoint. Once a user
begins to edit the design, approval

will be dependent on copy and image
replacement.

However, this does not mean users can
create last-minute designs and expect
same-day approval. It is still important to
plan ahead, especially for event-based
designs.

Approval will not be immediate, but
depending on when the user submits
their design, it could have approval within
a week. Approval is also dependent on
content readiness and appropriate usage
of imagery.

Personal photography or video
added by the user from a private
collection may be removed if it does
not follow brand guidelines.

Photography guidelines

Keep Timing in Mind

Lucidpress may shorten
the approval process, but
users should still keep
timing in mind. Please
remember, the following
can affect timing:

e Content should be
accurate and ready to go.

* Imagery must meet
brand standards.

e Allow time to obtain
final approval. Approvers
may reject the document
and direct users to make
changes to copy or
imagery.

e |f using an external
vendor, allow time to
secure a purchase order.

e Allow time for printing
with an external vendor
(typically two weeks after
they recieve the purchase
order)

e |f printing with
Lucidpress, allow at least
two weeks for turnaround.



https://www.neiu.edu/brand/university-photography

Submitting for Approval.

When users are ready to submit for approval, click the blue Request
Approval button in the top menu bar. A window will open with two options
for where to send your document. Select Submit for Approval to send to
approvers.

Bifold Brochure (8.5x11)
File Edit Select View Page Arrange Insert Help

If users have any questions for Request Approval %
approvers, or had trOUble editing a This document must be approved by a team admin before it can be
Sp@lelC element’ they can |eave a downloaded, printed, or published. Request approval from:
comment in the comment box in the O Account admin

(®) Submit for Approval

Request Approval window before
submitting the request.

Any additional comments about this particular document...

Please note: If submitting a postcard

design, please use the comment box to |
indicate the type of indicia you wish to

use. It will be added by approvers.

Dance Flyer 2020 Visit Poster (12x18)




Once a document is submitted for approval, approvers will make edits to
copy for grammar, punctuation and clarity and adjust photos that need
cropping or alignment. Users are responsible for verifying dates and times
(where applicable) and ensuring information is correct and up-to-date.

Users are also responsible for updating photography (if rejected for not
meeting brand standards) when selecting imagery from a private collection.
Approvers may suggest pre-approved photography from collections already
in Lucidpress or from the NEIU Photo Library on Google Drive.

When designs reach final approval, users will receive a notification via email,
see a blue checkmark over their document when logged into Lucidpress,
and see a green approval bar appear over their document when opened.
The top menu bar will change to show an Order Prints button where the
Request Approval button was, and a Download icon next to the Share
button. Approvers will remove any watermarks from the documents.

Bifold Brochure (8.5x11)
File Edit Select View Page Arrange Insert Help Saved

W A> Share v ¥= Order Prints L

Your team admin has approved this document. You can now download, print, and publish! siny changes you make will require re-approval. X

Please note: If the user makes any change to the document after final
approval is given, Lucidpress automatically removes approval and will
prompt the user to seek approval again. This includes any small changes
such as changing a period to an exclamation point, cropping an image, or
nudging a text box over.



Downloading your design.

Users not printing through Lucidpress
(optional) can download the file and print on
campus, or send it to a vendor of their choice.
Please keep in mind that this will require
getting a purchase order.

Click the Download icon [ on the menu bar.

An Options menu will appear with various
saving options. Select PDF in the Format; if
it is a multi-page document (brochure) select
Download as Spreads, select Print for the
resolution, check Crop Marks and Bleed
Marks and download as a Standard PDF.
Vendors need crop and bleed marks!

Click Next and select Check My Document.
Lucidpress will show the bleed mark and
safety area to ensure content is well placed.

It will also check the resolution of images to
make sure they are print quality. If low-quality
images are identified, contact approvers for help.

Users can also download other file formats.
Only PDF needs to be downloaded at a Print
300 DPI resolution. All other file formats can
be downloaded at either the Screen 72 DPI or
Retina 150 DPI resolution.

Please note: If sharing a PDF digitally, select
Accessible PDF from the Options menu to

allow for searchable text and alternate text for
images.

Options

Format

PDF v
Pages
(® All
Page Range | e.g. 1-58,11-13
Current Page
Resolution e Download as Spreads
| Screen | Retina m
T2 0PI 150 DPI 300 DPI
Color 9
Mone (default) v
Embed Color Profile
Advanced 9
Crop Marks

Bleed Marks

(@) Standard PDF
Print-friendly POF @

Accessible PDF 9

=N -

PDF

PDF

PMG
PNG (with transparent background)
JPEG



Users can choose to print select designs through Lucidpress. Designs that
can be printed directly through the software will be indicated in the template
details. It is not mandatory to use Lucidpress as your vendor,

Once the design has been approved, the Request Approval button will be
replaced by an Order Prints button.

Bifold Brochure (8.5x11) > A Share v

Request Approval L

File Edit Select View Page Arrange Insert Help Saved

A menu will pop up with a paper size automatically
detected. Click the highlighted icon (as seen to

the left). Depending on the product, there will be Droduct & Size
different options after clicking Next. Users may be _

prompted to select single or double-sided printing, [Digital Newsletter 85x11] | 8.5x11in
upload a .CVS file for direct mailers, etc. The

example to the right shows the options for a ]
multi-page flyer. All users will be prompted to ==
fill in the quantity they want printed. —
Multi-page A-Frame Sign
Flyer 24 x 36 in

Select Check My Document to preview Multi
. i o ulti-page Flyer
the document prior to sending. This is —_—

your proofl! Size -
®85x1lin $4.96 L
(100# matte text)
Once the document has been checked, Sides F
add the product to your cart. This will open ~ © Smese o
up the order in the Cart page in the main Options R
left side navigation. Follow prompts to (100 3]

QUANTITY

complete the order.

100 Multi-page Flyer (8.5x11in)
Total: $496.00

Please contact marketing@neiu.edu for _ _
assistance if unsure of selecting the right = | (R
options.

View printing sizes
¢ y



https://www.lucidpress.com/pages/print

Sharing your design.

If the user does not want to print the design,
they can share it digitally through email or social
channels.

Users have the option to share by publishing on
the web, embedding into an email, embedding
onto a website, or posting to a social channel.

The Publish on the Web option will generate a
link to directly share the design. Users are able
to customize the link if desired.

Embed in an Email and Embed on a
Website options prompt the user to publish
the document before sharing. This will generate
HTML code to place into the platform being
used.

Users are discouraged from publishing
documents on Northeastern’s website due to
their accessibility limitations for users with vision
or reading disabilities. Questions about this
may be directed to the website team at public-
relations@neiu.edu.

If the user does not use a platform for email,
such as Constant Contact, they can still share
by attaching the PDF to their Nmail. Please
remember to save the PDF as Accessible
PDF if using this method.

Post to Social will prompt the user to sign
into Facebook or Twitter to share a link to the
design.

Collaborate with Others

Invite others to edit, comment
on, or view your document.

Publish on the Web ()

Create and share a URL that links
to your published document.

Embed in an Email £

Insert your design into an email
using an embed code.

Embed on a Website >

Add your document to your
website using an embed code.

Post to Social -

Share directly to Facebook,
Twitter, or Buffer.



Questions?

Schedule a training session!
marketing@neiu.edu
public-relations@neiu.edu





