Cover Processing Workflow

Please follow this process for all covers whenever possible. Cover requests that fall outside this procedure, such as sending to covers online stores outside of the regular feeds, special formatting requests, PDFs etc. should go through the Marketing Request Database. Requests for updating covers to our regular online stores should be sent to Louis.

Timing

It is suggested that cover processing be done at least once per week. Preferably, the designer will process the covers in the beginning part of the week and Louis can upload the files at the end of the week. This will keep a regular flow to the cover processing and ensure that the covers get to the appropriate locations in a timely manner. 
Initial Comp Files

Covers for titles six months out and drop-in titles are needed for the monthly Title Profile meeting. The following process should be followed for all titles presented in the Title Profile meeting. The High Res cover and the BMP file need to be in place prior to the Title Profile meeting on the first Friday of every month. The High Res cover should be created first and all subsequent files can be created from it. 
Designer
High Res Covers (needed before Title Profile meeting)
· Create High Res cover per specifications below.
· Save in L:\2 Cover Images\comps0.
Title Profile (needed before Title Profile meeting)
· Create BMP file according to specifications below. 
· Place in the Title Profile for that cover. 
· Place BMP files in L:\2 Cover Images\BMPs.
Amazon Tiffs

· Create Amazon tiff per specifications below.
· Save in L:\2 Cover Images\amazon tiffs.
Website Gifs
· Create large and small website gifs per specifications. 
· Save in L:\2 Cover Images - Fonts\gifs.
Louis
High Res Covers (needed before Title Profile meeting)
· Zip High Res covers for all front list titles.
· Check L:\2 Cover Images\covers0 first for final covers and if there is not a final cover available check L:\2 Cover Images\comps0.
· Post to the FTP site in the FL Covers folder according to month within that folder. 
· When covers are no longer front list, move them into the BL Covers folder on the FTP site. These should all be final.
Amazon Tiffs
· Check with Deirdre/Annette to be sure that the book information has been sent out to the online booksellers.
· Upload files from L:\2 Cover Images\amazon tiffs to the FTP sites of Amazon.com, BN.com and Ingram.
· Send email to BN.com at mtdsrl@bn.com with list of files and cc Deirdre.

· Once uploaded, files can be moved to L:\2 Cover Images - Fonts\amazon tiffs\website tiffs, sent.
Website Gifs
· Upload the large gif files (those without the ‘s’ suffix in the file name) from L:\2 Cover Images - Fonts\gifs to the Notes database ernie/cov_b.nsf. 
· Once uploaded, files can be moved to U:\MARKET\COMMON\WEBSITE\Images\cov_b for general use.
· Upload the small gif files (those with the ‘s’ suffix in the file name) from L:\2 Cover Images - Fonts\gifs to the Notes database ernie/cov_s.nsf. 
· Once uploaded, files can be moved to U:\MARKET\COMMON\WEBSITE\Images\cov_s for general use.
Replacement Comps
Not all initial comps will be updated with a newer comp closer to the BBD. Margaret and Debbie will determine which covers need intermediate replacement comps and to whom the covers should be sent. 
Designer

High Res Covers
· Get files from Margaret.
· Create High Res cover per specifications below.
· Save in L:\2 Cover Images\comps0 (overwriting any previous comp file.)
Title Profiles

· Create BMP file according to specifications below. 

· Place in the Title Profile for that cover. 

· Place BMP files in L:\2 Cover Images\BMPs.

Amazon Tiffs

· Create Amazon tiff per specifications.
· Save in L:\2 Cover Images\amazon tiffs (overwriting any previously existing tiff file.)
Website Gifs
· Create large and small website gifs per specifications.
· Save in L:\2 Cover Images - Fonts\gifs (overwriting any previously existing gif file.)

Louis
Amazon

· Upload files from L:\2 Cover Images\amazon tiffs to the FTP sites of BN.com and Ingram.
· Send email to BN.com at mtdsrl@bn.com with list of files and cc Deirdre.

· If a tiff has already been sent to Amazon, change the file name using the Amazon naming convention for overwrites that is mentioned in the specifications. This can be determined by checking in L:\2 Cover Images - Fonts\amazon tiffs\website tiffs, sent.

· Upload renamed files from L:\2 Cover Images\amazon tiffs to Amazon’s FTP site.

· Once uploaded, files can be moved to L:\2 Cover Images - Fonts\amazon tiffs\website tiffs, sent

· Delete previous comp tiff that doesn’t have the .new suffix.

Website Gifs
· Upload the large gif files (those without the ‘s’ suffix in the file name) from L:\2 Cover Images - Fonts\gifs to the Notes database ernie/cov_b.nsf (deleting any previously existing gif file of the same name.) 

· Once uploaded, files can be moved to U:\MARKET\COMMON\WEBSITE\Images\cov_b for general use (overwriting any previously existing gif files.)
· Upload the small gif files (those with the ‘s’ suffix in the file name) from L:\2 Cover Images - Fonts\gifs to the Notes database ernie/cov_s.nsf (deleting any previously existing gif file of the same name.) 

· Once uploaded, files can be moved to U:\MARKET\COMMON\WEBSITE\Images\cov_s for general use (overwriting any previously existing gif files.)
Final Covers

All comps will be updated with a final cover. These should be updated in all locations.
Designer

High Res Covers
· Get files from Margaret.
· Create High Res cover per specifications below.
· Save in L:\2 Cover Images\covers0.
· Delete the comp in L:\2 Cover Images\comps0.
Title Profiles

· Create BMP file according to specifications below. 

· Place in the Title Profile for that cover. 

· Place BMP files in L:\2 Cover Images\BMPs.

Amazon Tiffs

· Create Amazon tiff per specifications.
· Save in L:\2 Cover Images\amazon tiffs (overwriting any previous .new file.)

Website Gifs
· Create large and small website gifs per specifications.
· Save in L:\2 Cover Images - Fonts\gifs (overwriting any previously existing gif file.)
Louis
High Res Covers
· Zip the High Res covers.
· Post to the FTP site in the FL Covers folder according to month within that folder. 

Amazon

· Upload files from L:\2 Cover Images\amazon tiffs to the FTP sites of BN.com and Ingram.
· Send email to BN.com at mtdsrl@bn.com with list of files and cc Deirdre.

· If a tiff has already been sent to Amazon, change the file name using the Amazon naming convention for overwrites that is mentioned in the specifications. This can be determined by checking in L:\2 Cover Images - Fonts\amazon tiffs\website tiffs, sent.

· Upload renamed files from L:\2 Cover Images\amazon tiffs to Amazon’s FTP site.

· Once uploaded, files can be moved to L:\2 Cover Images - Fonts\amazon tiffs\website tiffs, sent.
· Delete previous comp tiff that doesn’t have the .new suffix or overwrite current .new file.

Website Gifs
· Upload the large gif files (those without the ‘s’ suffix in the file name) from L:\2 Cover Images - Fonts\gifs to the Notes database ernie/cov_b.nsf  (deleting any previously existing gif file of the same name.)
· Once uploaded, files can be moved to U:\MARKET\COMMON\WEBSITE\Images\cov_b for general use (overwriting any previously existing gif files.)
· Upload the small gif files (those with the ‘s’ suffix in the file name) from L:\2 Cover Images - Fonts\gifs to the Notes database ernie/cov_s.nsf (deleting any previously existing gif file of the same name.)
· Once uploaded, files can be moved to U:\MARKET\COMMON\WEBSITE\Images\cov_s for general use (overwriting any previously existing gif files.)
Specifications

High Res Cover

· Tiff format

· 300 dpi

· 50% size

· CMYK color mode

· One pixel border should be added to covers with white edges

· File name should consist of the 4-digit ISBN, e.g. “4224.tif”

· File should be placed in L:\2 Cover Images\covers0 or L:\2 Cover Images\comps0 as appropriate

Title Profiles

· BMP format

· 100 dpi

· 250 pixels tall

· RGB color mode

· File name should consist of the 4-digit ISBN, e.g. “4224.bmp”

· File should be placed in L:\2 Cover Images\BMPs
Amazon

· Tiff format

· 72 pixels per inch resolution

· 648 pixels on the longest side (9 inches at 72 dpi)

· RGB color mode

· 8 bits per channel

· PC or Macintosh format

· File names must consist of the 10-digit ISBN (no dashes needed), e.g., "6004435678.tif" 

· Image should be a full front view of the cover
· Once completed, files can be placed in L:\2 Cover Images - Fonts\amazon tiffs

· Files must be uploaded to FTP sites of Amazon.com, BN.com and Ingram

· Once uploaded, files can be moved to L:\2 Cover Images - Fonts\amazon tiffs\website tiffs, sent

· For more information see Amazon’s Catalog Guide at http://www.amazon.com/publishers
Sybex.com Web Site

Large

· Gif format 
· 72 dpi 
· Indexed color mode
· Height of 400 pixels (typically width will be 333 pixels)

· File name must be the 4-digit ISBN, e.g. “4179.gif” or “3502.gif”

· Files can be placed in L:\2 Cover Images - Fonts\gifs

· Files must be uploaded to Notes database ernie/cov_b.nsf (replacements must be ‘refreshed’ rather than added as a ‘new image resource’

· Once uploaded, files can be moved to U:\MARKET\COMMON\WEBSITE\Images\cov_b for general use

Small

· Gif format 
· 72 dpi

· Indexed color mode
· 64 colors

· Height of 120 pixels (typically width will be 100 pixels)

· File name must be the 4-digit ISBN followed by a lower-cased “s”, e.g. “4179s.gif” or “3502s.gif”

· Files can be placed in L:\2 Cover Images - Fonts\gifs

· Files must be uploaded to Notes database ernie/cov_s.nsf (replacements must be ‘refreshed’ rather than added as a ‘new image resource’

· Once uploaded, files can be move to U:\MARKET\COMMON\WEBSITE\Images\cov_s for general use

