
NOTES FOR THE PAPER PROCESSING DEMONSTRATION

J. Poole
October 2012

INTRODUCTION

This note summarizes the topics presented in the demon-
stration given at the 2012 JACoW Team Meeting in Valen-
cia. It briefly describes the software environment for peo-
ple processing papers and explains the workflow during the
process. A number of specific common problems are pre-
sented and some solutions suggested.

SETTING THE BOUNDARY CONDITIONS
FOR PROCESSING

Publication through the JACoW system is not the same
as publication in a scientific journal: it provides a channel
for publication of technical information in the field of ac-
celerators with easy access to state-of-the-art information.
Accelerator conferences have always tried to publish their
proceedings rapidly and the papers submitted have been
considered as ’camera-ready’. These fundamental princi-
ples should be kept in mind when defining what authors
are required to do in terms of layout and formatting of their
papers.

There is a range of acceptance conditions [1] which are
determined partly by JACoW requirements and partly by
the editor-in-chief. Experience has shown that a team com-
prising a core of experts can process an average of about 35
papers per person per day if the processing criteria are not
too restrictive and the informatics infrastructure performs
well. This level of performance will fall dramatically if the
criteria are too particular. At recent conferences it has been
observed that the average number of papers per day falls
by about 50% if editors are asked to fix minor errors such
as figure captions (Fig. to Figure, Figure X. to Figure X:,
centred or justified etc.) and other minor problems which
require opening of the source file. This means that, on av-
erage, the person processing spends almost 30 minutes on
each paper.

It is therefore essential that the Editor-in-Chief defines
the boundary conditions very clearly and is aware of the
impact that these requirements will have on the resources
required to prepare files for the proceedings. The boundary
conditions should be clearly explained to the team dealing
with the papers.

SPMS SETTINGS

There are a number of settings which affect processing.
The most significant one is the score or weight attached to
files which authors have uploaded. This score is then com-
pared to a threshold and if the score is above the thresh-
old, then the paper is ’Assignable’ and visible to the editor

through the interface. Table 1 summarises values used for
some conferences in 2012.

Table 1: File Weights and Thresholds

Weight Threshold Required for
Paper to be
Assignable

PDF – 4 5 PDF + Source
4 PDF

PS – 2 3 PS + Source
2 PS

Source – 1 1 Source

In order for people to use the system during processing,
the appropriate privileges have to be assigned. When log-
ging in, the user has the choice of which privileges to ac-
tivate and usually this is initially just ’Editor’ but subse-
quently ’QA’ will also be used.

The editor-in-chief also has to determine the behaviour
of the system when processing is complete. Normally an
email is sent to the author when a red or yellow dot is
awarded but this has to be set up for each type of dot. Part
of this email message is hard coded in the SPMS and for
yellow dots it tells the author to log in and download the
final PDF and to verify that it is OK. The author then has
the possibility to accept the editor’s version and to change
the dot to green.

SOFTWARE SETTINGS

There are documents available from the JACoW website
describing the software settings [2]. Acrobat Pro settings
are the lengthiest because they have to be set through a
number of different menu tabs. It is also useful to mod-
ify the standard menus which appear in the Acrobat win-
dow to include certain tools like the Text TouchUp tool and
to eliminate some of the PitStop tools which are not used
very often. Perhaps the most obvious JACoW-specific set-
ting is that for the layout grid which draws a box on the
PDF screen marking the boundary of the JACoW margins.

Acrobat Distiller settings are mainly set with the JobOp-
tions file which can be downloaded from the JACoW web-
site [3]. Some further settings (see Fig. 1) are recom-
mended for the distiller preferences, but to some extent they
depend on personal work habits.

In order to ensure that all fonts are embedded in the fi-
nal PDF is is essential that all fonts are installed on the
computer where the Distiller is running. Once again, fur-
ther information on this aspect is available from the JACoW
website.
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Figure 1: Distiller preferences.

PitStop only requires the action list which re-sizes the
MediBox to JACoW paper size.

Some settings within Word should also be verified, for
example to ensure that all fonts are embedded when saving
the file.

WORKFLOW

The standard workflow during processing is presented
diagrammatically in Fig. 2. The details of paper editing are
presented below but essentially after processing the paper
is awarded a red, yellow or green dot. If all is OK then a
green dot signifies that the paper has satisfied the process-
ing requirements and can then be refereed if necessary. If
there is no refereeing, then the green dotted paper is ready
for the quality assurance procedure in which a different ed-
itor double checks the paper and if all is still OK, then the
paper is ready for pre-press publication. If the paper fails
to obtain a green dot during any of these processes (editing,
refereeing and QA) then it loops back for rectification, with
the exception of rejection of a paper by a referee (Red).

Since the introduction of the possibility for authors to
submit PDF files, rather than PostScript files, the sequence
of file processing has been modified to include an addi-
tional step to produce a PostScript file from the PDF which
is then distilled to produce a final PDF (see Fig. 3).

USING SPMS

The editor logs into his JACoW account at the confer-
ence instance of SPMS and sets the privileges he wants (see
Fig. 4).

Once the privileges are selected, he is presented with the
interface to the author’s contributions (Fig. 5). From this
page the editor can select a subset of papers for particu-
lar platforms (MAC/Linux/Intel PC/IUNIX) and/or specific
word processing software (Word, LATEX). It is then possi-
ble to simply click on ’Get the next available paper’ or to
go into the drop-down lists and select a specific paper.

When a paper has been assigned, the editor is presented

Figure 2: Workflow for processing papers for a conference
using the standard JACoW procedures and SPMS.

Figure 3: File production path.

with a page (Fig. 6) through which files can be downloaded
for processing, uploaded after processing and the status can
be set.

Clicking on the download link opens a new window
(Fig. 7) where the editor can see what files are available
for download. The files are sorted by type. It is possible
to download a zip file containing all of the latest files or
to select individual files. The drop-down lists show earlier
versions of files which the author has submitted or which
the editors have uploaded.

Once the files have been downloaded and processed the
editor returns to the processing page (Fig. 6) in order to

Figure 4: Edior Login Screen.
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Figure 5: Editor interface for selection of files to process.

Figure 6: Editor’s processing page.

award a dot colour to the paper. Once the colour has been
selected the editor is required to enter comments to the au-
thor: if the colour is not green he must select one or more
of the items describing the nature of the problems with the
paper (see Fig. 8).

Figure 7: Download interface showing files listed by file
type.

Figure 8: Interface for dot assignment.

PROCESSING

Instructions [3] are available from the JACoW website
and in general these are modified for each conference in
order to take into account the particular infrastructure and
boundary conditions. As a general rule, papers prepared
on a Macintosh should be processed on a Macintosh. Once
a paper has been assigned to an editor, the author can no
longer submit files unless a red dot has been awarded.

With the latest upload scripts on the file-
server, when the author submits a PDF file it
is renamed to <paper id> AUTHOR.PDF. Fur-
thermore automatic distilling will produce an-
other version of the PDF which will be named
<paper id> AUTHOR.PDF.AUTODISTILL.PDF. This
is produced by saving the author PDF as PostScript and
then Distilling it to make the new PDF which should,
in principle be on JACoW paper size, have all fonts
embedded and be ready for PrePress publication1.

Basically during processing, the editor is always asked
to check:

1. Font types and that they are all embedded.
2. The number of pages in the document.
3. All pages display without error and in less than 5/N

seconds where N is the speed of the processor of the

1First publication of the papers without hidden fields, page numbers,
banner or footer etc. available through the SPMS.
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editor’s computer in GHz.
4. Run the JACoW MediaBox Action List and verify the

page size and that the text and figures are within the
margins.

5. Format requirements

If there are problems with the author’s PDF version of
the paper which can be fixed using PitStop, this is done
and the final file saved normally as PDF but as PostScript
if it is necesary to embed missing fonts. This PostScript
file is then distilled to make the PrePress PDF version.

If there is no PDF file but there is a PS file, this is distilled
to produce the PDF.

If there is only a source file then a PS file is made (using
the appropriate JACoW Generic PostScript printer - A4/US
Letter) and this is distilled.

Once a paper has been processed it is printed. The edi-
tor scans through the printed version to ensure that he has
not missed any problems. Once all checks have been com-
pleted satisfactorily, the paper id, time and date, and edi-
tor’s name are written on the hard copy and a dot of ap-
propriate colour is attached. This paper copy will be used
again during the QA process.

In general only about 30-50% of papers achieve a green
dot when using the author’s PS or PDF files. In the fol-
lowing sections various common problems and their fixes
are described. Each paper is checked against the list of
requirements (boundary conditions) and discrepancies are
fixed. If the problems can be fixed using Acrobat and Pit-
Stop then the paper can still be awarded a green dot and
the author is simply informed of what had to be corrected
through commments entered through the editor interface. If
however, the source file has to be opened, then a yellow dot
is awarded and the author is required to proof read the final
version. If the problems cannot be fixed or would take too
long to fix (in general a time limit of one hour is set) then a
red dot is awarded and the author is required to re-submit a
corrected version.

The idea behind processing at a conference is to provide
feedback to the authors so that the standard of papers will
improve. It is therefore important the editors are very ex-
plicit in their comments to the authors and in many cases it
is preferable to sit with the author and discuss the problems.

The boundary conditions for processing can be catego-
rized as follows:

1. All JACoW requirements (papersize, margins, fonts,
display performance and Acrobat version)

2. All conference requirements (number of pages, format
etc.)

3. Optional conference requirements

The JACoW requirements are determined by the need for
the proceedings website to have good performance, search-
ability and global access to papers. JACoW does not re-
quire a limit on the number of pages or even the use of the
two column format, both of which were introduced in or-
der to keep costs down by reducing the number of pages

to print. The conference requirements may include such
things as strict adherence to caption and references format-
ting – things which are not a pre-requisite for acceptance
for publication by JACoW.

PROCESSING PROBLEMS

Distiller Failure

This is not such a frequent problem these days but
usually happens when a PostScript file has been corrupted.
The distiller will display error messages in the window and
if the preferences have been set as shown in Fig. 1, then a
log file is written. A typical error log would say:

%%[ Error: undefined; OffendingCommand: 99f200039bb0000 ]%%

%%[ Flushing: rest of job (to end-of-file) will be ignored ]%%

%%[ Warning: PostScript error. No PDF file produced. ] %%

Bad Fonts

Bad fonts can manifest themselves in many ways: one
common example is when the entire paper uses Type3
fonts. This can happen when the author is producing a
PostScript file but the driver does not have the correct fonts
to encode the file. It can be difficult to detect this when the
file is viewed at a large scale but it can usually be seen as
a blurring of the characters when the page is smaller. It is
very clear when one looks at the list of fonts in the Acrobat
Document information. The solution is usually to make a
new PostScript file from the source.

Another problem with fonts which can be difficult to spot
is when a character is replaced by a box. Fig. 9 shows a
case where there are many such boxes. There may however,
be only one or two such boxes in a paper and these are more
difficult to observe.

Figure 9: Characters represented as boxes even though they
are in the correct font.

Fonts not Embedded

The list of fonts in a PDF file is found in the document
properties and inspection of this list will show if all the
fonts have been embedded. Figure 10 shows the font list
for a file where certain fonts have not been embedded.

If the PDF file meets all other aspects of the processing
requirements, then it is possible to embed the fonts using a
two-stage process. This assumes, of course, that all of the
fonts have been installed on the editor’s computer. Firstly,
the PDF should be ’Saved As’ a PostScript file. Note that if
one prints using the generic PostScript printer, it will result
in a mis-alignment of the text on the paper and a modified
version of the JACoW MediaBox Action List can be used
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Figure 10: Part of a PDF file’s list of fonts showing that the
Times family of fonts has not been embedded.

in order to re-centre the text on the JACoW papersize file.
The new PostScipt file is then distilled, which embeds all
of the fonts and produces a result like that shown in Fig. 11.

Figure 11: The PDF file’s list of fonts showing that the
Times family of fonts has now been embedded.

Stripes in the PDF

It was noticed in 2011 that strange stripes were appear-
ing in certain PDF files. This problem came with Of-
fice2007 on pages where pictures are embedded. It looks
like the PostScript driver cannot digitize the picture with
the amount of memory allocated for this operation and
therefore it starts to break the page into chunks which fit
into memory. These chunks are positioned on the final page
in an overlay, which often does not fully overlap, resulting
in slightly mis-aligned glyphs. This is sometimes difficult
to see and requires that the page is observed under fairly
large magnification (see Fig. 12).

The solution to this problem is to reduce the print quality
in the PostScript Printer. Generally, reducing this to 600dpi
will solve the problem. The problem is exacerbated by hav-
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Figure 12: A zoom into an area displaying the mis-aligned
glyphs (stripes).

ing ’Track Changes’ enabled in Word. The print quality
should be reduced using the ’Devices and Printers’ inter-
face in Windows and setting it to an appropriate value in
the Advanced Settings tab. This method will set it as the
default.

Layout Problems

Figure 13 shows a problem which often occurs when the
default line spacing is not correct. In order to fix this prob-
lem it is necessary to open the source file and change the
value in the paragraph style to ’Single’ or if it already sin-
gle, to exactly 2pt more than the font size in use in that
particular paragraph e.g. 12pt for normal 10pt paragraph
text. This may have the side effect of making figures partly
disappear and one then has to re-set each figure’s line spac-
ing to ’single’.

Figure 13: Incorrect linespacing above and corrected ver-
sion below.

The current JACoW template specifies a certain number
of styles (see Table 2), describes how to layout the paper
(two 82.5mm wide columns separated by 5.3mm with ap-
propriate margins for US Letter and A4 paper) and gives
some tips about how to insert figures. In general LATEX
papers do not have layout problems unless the author has

Proceedings of Team Meeting 2012, IFIC, Valencia, Spain TUCSEM61

12 Proceedings Production

38 Techniques 17 C
op

yr
ig

ht
c ○

20
12

by
th

e
re

sp
ec

tiv
e

au
th

or
s



specifically tried to cheat. In Word however, it is very easy
for the author to inadvertently deviate from the JACoW
template.

Table 2: Summary of Styles

Style Font Space Space
Before After

Heading 1, 14 pt 0 pt 3 pt
PaperTitle Upper case except for

required lower case letters
Bold

Author list 12 pt 9 pt 12 pt
Upper and Lower case

Heading 2, 12 pt 9 pt 3 pt
Section Uppercase
Heading bold

Heading 3, 12 pt 6 pt 3 pt
Subsection Initial Caps
Heading Italic

Third-level 10 pt 6 pt 0 pt
Heading Initial Caps

Bold

Figure 10 pt 3 pt 6 pt
Captions

Table 10 pt 3 pt 3 pt
Captions

Equations 10 pt base font 12 pt 12 pt

References 10 pt, justified with 0 pt 0 pt
6.3mm hanging indent

The most common problems are with captions in Word
documents where multi-line captions are centred, not justi-
fied. In addition both captions and figures may have a para-
graph indent which shifts them 3.3mm to the right. Cap-
tions are simply rectified in the source file or with some
difficulty in the PDF using PitStop. Examples of these
problems are shown in Fig. 14.

Slow Graphics

JACoW specifies that all pages must display rapidly and
this is quantified by saying that the page should be rendered
on the screen in about 5/N seconds where N is the proces-
sor speed in GHz. This is easy to check and can be fixed
by replacing the offending figure with a bitmap version. If
one has the source file, then the figure should be displayed
at the maximum size possible and the Windows Snipping
Tool used to take a snapshot which is then saved as a PNG
file. This can be inserted in the source file or it can be used
to replace the slow figure directly in the PDF. The second
procedure is slightly more complicated and involves delet-
ing the slow figure from the PDF using PitStop. The PNG
file can then be dropped onto Acrobat Professional which

opens a new window and converts the fle to PDF format.
The figure can then be selected with PitStop and copied; it
is then a matter of pasting the new figure into the paper’s
PDF file, scaling it and moving it to the correct position.

Case of Title

This type of problem is more common in LATEX papers
which do not force the case of the title to uppercase. How-
ever it is also common to see some characters being forced
to uppercase when they should not be e.g. KHZ or GEV,
not kHz and GeV respectively. Changing one or two let-
ters is relatively easy to do and may be done with either the
PitStop Text editor or the Acrobat Text TouchUp Tool.

In many cases where the whole title needs to be changed
to uppercase, it can be easiest to make a new version of the
title from either word or LATEX and generate a PDF version
which can be used for copy & paste to replace the incorrect
text in the author’s file.

Horizontal Lines in References

If an author uses automatic numbering and cross-
referencing for citations in a word paper, then Word may
insert a horizontal line above the references. There is no
easy way that I am aware of to remove this in Word. The
easiest solution is to remove it with PitStop.

Missing Line above Footnote

Footnotes in the Word template are not easy to manipu-
late. Even if the author manages to place it correctly on the
page the horizontal line separating the footnote from the
text above it often disappears. The easiest way to fix this
is in the PDF because one can copy and paste from a PDF
version of the template. In the Word file it may be neces-
sary to copy and paste from the template and then replace
the text with the author’s text.

Removal of Hyperlinks

It is JACoW policy that there should be no active hy-
perlinks in PDF files. In many cases a PDF file will have
a hyperlink underlined and highlighted in blue. JACoW
has this requirement because these links often refer to sites
which have a finite or uncertain lifetime. Although Acrobat
can be set to recognise URL’s in a PDF file, it is still policy
to remove highlighting from hyperlinks.

QUALITY ASSURANCE

In many ways the quality assurance process repeats all
of the verification done during initial processing. Normally
it is done by a different person to the one who carried out
the initial processing. The logistics of how a paper is as-
signed to someone for QA’ing varies from one conference
to another; essentially once a paper is chosen, the person
doing the work selects the Paper ID from the drop-down
list on the SPMS page (see Fig. 15) and clicks submit. A

TUCSEM61 Proceedings of Team Meeting 2012, IFIC, Valencia, Spain

18C
op

yr
ig

ht
c ○

20
12

by
th

e
re

sp
ec

tiv
e

au
th

or
s

12 Proceedings Production

38 Techniques



Figure 14: Incorrect formatting of a figure with paragraph indent and multi-line caption not justified.

new page is presented (Fig. 16) from which the editor can
view the final PDF for comparison with the paper copy.

Figure 15: Interface for the selection of a paper for QA.

The editor will verify that the number of pages corre-
sponds to the value in SPMS and also that the title on the
paper copy matches the title in the SPMS. It is the title on
the paper which is taken to be the correct version and any
discrepancies are rectified through the interface. The title
in the database should be in title case. The editor then runs
through a series of checks that the pages all display rapidly
and without error, layout (margins) and paper size are cor-
rect and that everything else about the paper is in order. If
there are problems which can be fixed in the PDF, the edi-
tor will do this and the corrected version is uploaded. If the
problems cannot be fixed in the PDF, QA is failed and the
problems are fixed in the source and the paper is put back
in the loop again for another QA.

Typically during QA one finds characters in the title in

Figure 16: Interface for the QA process.

uppercase when they should be in lower case, badly aligned
figures and captions and fonts which have not been embed-
ded in the PDF file. One may also find blank pages at the
end of a paper which have been overlooked during initial
processing.

CONCLUSIONS

Processing papers for publication on JACoW is not the
same as editing or proof reading papers - the task is much
simpler and does not address the scientific content or lan-
guage in the paper. It is always possible to make improve-
ments to a paper but care should be taken to set reasonable
limits on how close to the ideal format a paper needs to be.

Proceedings of Team Meeting 2012, IFIC, Valencia, Spain TUCSEM61

12 Proceedings Production

38 Techniques 19 C
op

yr
ig

ht
c ○

20
12

by
th

e
re

sp
ec

tiv
e

au
th

or
s



The cost of correcting trivial formatting can easily double
the cost to a conference.

The tools available to the JACoW Team are very power-
ful and more than adequate to perform the job. Processing
papers at a conference requires attention to detail and some
experience with the software which we use. Hopefully the
demonstration which is based on these notes will help new
editors to have an understanding of what is involved and
how to solve many of the common problems.
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