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Introduction: Writing and filing the dissertation are among the final steps leading to the award of
the PhD. At the University of Pennsylvania, the student presents the dissertation publicly, defends
it, and, with the approval of the dissertation committee, submits the final manuscript to the
Graduate Division. The University’s publication requirement is satisfied when the Graduate
Division submits the dissertation to ProQuest for unlimited distribution and to the University
Library for shelving in the permanent collection. (See Section IILf. for permission for temporary
delay of publication.)

The University’s requirements regarding the format for the dissertation are documented in this
manual. Follow the instructions carefully and, should further questions arise, consult the
Graduation Coordinator of the SAS Graduate Division Office (Suite 3224, 3401 Walnut Street/6228;
phone 898-7444).

L. Preparing the Manuscript

a. Overall Appearance: The manuscript must be clear and legible, free of errors, and
attractive in appearance. All pages must be printed single-sided. The manuscript should
be submitted unbound.

b. Organization of the Manuscript:

Preliminary Pages, in the following order:
Title Page
Copyright Notice (optional)
Dedication (optional)
Acknowledgment (optional)
Abstract
Table of Contents
List of Tables
List of [llustrations
Preface (optional)

Main Text

Appendices (optional)

Bibliography (optional)

Index (optional except for graduate groups in Anthropology,
Architecture, City & Regional Planning, Earth & Environmental
Science, East Asian Languages & Civilization, Folklore &
Folklife, Near Eastern Languages & Civilization, South Asia
Regional Studies)




g.

Margins:
Left-hand margin: 1.5 inches

Right-hand margin: 1 inch
Top and bottom margins: 1 inch

All text, including footnotes and page numbers, must be inside these boundaries.
Nothing may appear in the margin area.

Line spacing: The text of the dissertation is double-spaced, except for footnotes,
long quoted passages, and lists of tables and figures, which are single-spaced.

Font: Any non-italic 10- or 12- point font may be used. Headings may be larger. For
enhanced screen readability, use Arial (10pt), Courier New (10pt), Georgia (11pt),
Times New Roman (12 pt), or Verdana (10pt) font. For footnotes, figures, citations,
charts and graphs, a font of 8 point or larger may be used. Italic type may be used
for quotations, words in a foreign language, occasional emphasis, or book titles.

Pagination: Every page in the dissertation has a number, except for the Title Page
and the copyright notice (if desired).

For the preliminary pages - dedication (optional), acknowledgements (optional),
abstract, table of contents, list of tables, graphs, illustrations and preface (optional)
- use small Roman numerals (j, ii, iii, iv, v, ...). These may be placed either at the top
or the bottom of the page. The title page is counted as page i, and the copyright page
(if there is one) as page ii, but do not print the page numbers on either of these two
pages (e.g., in a dissertation with a copyright notice, the first numbered page is iii; in
a dissertation without a copyright notice, the first numbered page is ii).

For the text, use Arabic numbers (1, 2, 3, 4, 5, ...) starting with page 1 (the first page
of the text itself). These may be placed either at the top or the bottom of the page. If
you use footnotes, it is recommended that you print page numbers at the page top.
Do not print page numbers, footnotes, or anything else in the margins. Each page
must be consecutively numbered, including tables, graphs, illustrations, and
bibliography/index (if they are included); letter suffixes (such as 10a, 10b, ...) are
not allowed.

Check pagination carefully. Do not include blank pages. All pages must have a page
number and be accounted for.

Abstract: The Abstract is a condensed summary of the dissertation, not to exceed
350 words. All words count towards the total. The abstract, which is normally a
single paragraph, consists of four parts: the statement of the problem; the procedure
and methods used to investigate the problem; the results of the investigation; and
the conclusions.

The abstract is published online by ProQuest in “Dissertation Abstracts
International,” providing information to interested readers about the general
content of the dissertation.



The abstract is double-spaced. Below the word "ABSTRACT" (in upper case), list the
title of the dissertation (upper case), your name, and your dissertation supervisor's
name.

ABSTRACT

Sample

PRACTICAL ADVICE: THE EFFECT OF "POOR RICHARD'S ALMANAC”
ON DOMESTIC LIFE IN THE AMERICAN COLONIES
Author's Name
Supervisor's Name

The same elements that transformed the political structure of the British colonies in North
America, first through revolution and later through a new constitution, were also eager to
promote a similar transformation of social relations among Americans. But at the time of
the Revolution, there was no widespread consensus on how Americans should act
towards one another nor an official aristocracy whose manners were expected to
set the tone for the larger society. Benjamin Franklin's "Poor Richard's
Almanack" sought to fill this void through the means of pithy homilies issued by
an "ordinary" American of the day. Examining its text, one finds both significant
guidance concerning interpersonal relations in a society which officially had
shed the formal class distinctions of the mother country, practical suggestions for
new arrivals in the cities, and useful tips for those working the land in a country
that was still largely unsettled. The book also served as the original model for a
uniquely American literary form, the self-help book, which in the United States
soon took the place of custom and clan as a means of providing the average
individual with clues to proper behavior. Through this book, Franklin had an
influence on everyday American manners that was every bit as significant as his

influence on American scientific and intellectual life.

h. Title Page: The Title Page must contain the TITLE (in upper case); the author's
name; the graduate group name (see Appendix 2 for official names); the year the
degree is being granted; the name, title, and signature of the dissertation advisor (or
co-advisors, if there is more than one); and the name, title, and signature of the
graduate group chair. The names and faculty titles of the Dissertation Committee
members should be listed on the Title Page (no signatures). If you want to use a



format for your name that differs from the current name in the Penn In Touch
System (e.g., a married name, or a full middle name rather than a middle initial),
contact the Registrar’s Office and provide the necessary documentation to make that
change.

Students in the Graduate Group in Managerial Science and Applied Economics
(Wharton Doctoral) also include their field of specialization above the graduate
group name.

The title page is understood to be page “i” for counting purposes, but no page
number should be printed on the title page.

PRACTICAL ADVICE: THE IMPACT OF "POOR RICHARD'S ALMANAC”

ON DOMESTIC HABITS IN THE AMERICAN COLONIES

Author's Name

A DISSERTATION

History

Presented to the Faculties of the University of Pennsylvania

in

Partial Fulfillment of the Requirements for the

Degree of Doctor of Philosophy

2009

Supervisor (or co-Supervisors) of Dissertation

(signature and typed name(s) and title)

Graduate Group Chairperson

(signature and typed name and title)

Dissertation Committee (typed names and title; no signatures)




Paper: The dissertation is printed single-sided on acid-free white paper, 20 Ib.
bond (or heavier stock), 8 1/2 x 11 inches in size.

Mixed Media: Supplementary files of essential supporting material may be
submitted on a CD or DVD along with the core manuscript. Such “compound
dissertations” will be distributed by ProQuest only as hardbound publications, with
the CD or DVD sleeve on the inside of the binding. ProQuest guidelines must be
satisfied, and any 3rd party software licenses necessary for the use, viewing and
publication of the content on the CD or DVD must be provided.

In the case of electronic submission of the dissertation (see Section Ill.c.),
supplementary digital files may be filed as attachments.

. Copyright Notice: The dissertation submitted as a part of the requirements for a

degree is the property of the University. However, the author of the dissertation
owns and retains the copyright in the dissertation, without further registration
formalities. If you choose to include a copyright notice in your manuscript, place it
on a separate page immediately following the Title Page. Display the title of the
dissertation, then the word “COPYRIGHT” (or symbol ©), the year of first
publication, and your name. Do notprint a page number on this page; it is
understood to be page "ii" for counting purposes.

Sample

Title of the Dissertation
COPYRIGHT
Year of Publication

Author's Full Legal Name

You may elect to register the copyright in the dissertation with the U.S. Copyright
Office, although this is not legally required. There are legal advantages, however,
to obtaining a federal copyright registration. (See, generally,
http://www.copyright.gov/circs/circl.pdf.) You may apply to register your
copyright yourself for $35 (see the Library of Congress website at
http://www.copyright.gov) or you can authorize ProQuest to act as your agent and
apply to register your copyright as part of the publishing process for $65 (see
“Using ProQuest for Copyright Registration” below, section I1.c.).



http://www.copyright.gov/circs/circ1.pdf

IL.

1. Footnotes/Endnotes: Notes can appear as footnotes below the text on a page, or as
endnotes at the end of each chapter. Footnotes at the bottom of a page may be
numbered continuously throughout the dissertation. Endnotes at the end of a
chapter are numbered separately for each chapter (i.e., the first note of each chapter
will always be numbered 1). A bottom-of-the-page footnote must begin on the same
page as the text to which it refers, but it may continue on a following page if
necessary. Nothing may appear in the margin area.

m. Bibliography: This is an alphabetical listing of all references used. It may be a single
alphabetical list by chapters or an alphabetical list by authors for subject and class
of publications. Page numbers in the bibliography continue the pagination of the
text; do not number the bibliography separately.

Accompanying Forms

Approvals: The Certification of Dissertation form with the graduate group
Chairperson's signature, must accompany the dissertation (see sample in Appendix 3).

ProQuest Publishing Agreement (included in the "Publishing Your Dissertation”
brochure) grants ProQuest the right to reproduce and disseminate your work. If the
dissertation is submitted with a CD or DVD, the following must be included:

0 aReprint Permission Letter to authorize the reproduction and dissemination of
any copyrighted materials owned by a third person that you use within the body
of the work, and which does not constitute a fair use;

0 adescription of software or other applications used to create the CD or DVD,
including a list of files and file sizes and copies of licenses for third party
software needed to access, display, run, or print the dissertation;

0 written permission to reproduce copyrighted images, video, graphics,
animation, data, and images of individuals, where the reproduction is not a fair
use.

Using ProQuest for Copyright Registration: If you want to authorize ProQuest to file a
copyright application on your behalf, pay the copyright fee of $65 to the University. See
Section Lk. for information on registering copyright on your own.

Use of Copyrighted, Previously Published, or Coauthored material: University of

Pennsylvania policy permits dissertations based on joint work with other researchers,
provided that, in such cases, a unique and separate dissertation is presented by each
degree candidate. The candidate must include a concise account of his or her
contribution to the whole work. Authorship of a dissertation by more than one degree
candidate is not allowed.

If someone other than you owns the copyright in content in your manuscript, including
appendices, and your use of that content is not a fair use of that content, ProQuest
requires submission of a permission letter from the copyright holder to use that
content. Attach the permission letter to your ProQuest Publishing Agreement. For
general guidance on what might constitute a fair use of copyrighted materials within
your manuscript, see, e.g., the U.S. Copyright Office’s guidance at:
http://www.copyright.gov/fls/f1102.html



II1.

Patents: Any inventions that you discover as part of your research for your degree and
disclosed as part of your dissertation, and any patent or other intellectual property
rights arising therefrom, are governed by the policies of the University of Pennsylvania,

including the Patent and Tangible Research Property Policies and Procedures
http://www.med.upenn.edu/postdoc/documents/patent.policy.02.22.05.pdf and the

Policy Relating to Copyrights and Commitment of Effort for Faculty. For more
information, please contact the University’s Center for Technology Transfer.

Request for Restriction of Publication: Publication of the dissertation is a University
requirement, satisfied by shelving in the University Library and submission to ProQuest.
In cases where a paper is in press or a patent application is pending, you (or the
University’s Center for Technology Transfer) may request a delay of one year in the
dissemination of the dissertation by Proquest and the public release of the dissertation
through its availability in the University Library. (Complete the form attached as
Appendix 1.)

Survey of Earned Doctorates: Completion of this survey is a degree requirement. The
Survey should be completed online. Instructions for completing the survey will be
forwarded to degree candidates by the Graduate Division.

PhD Exit Survey: Instructions for completing the survey online will be forwarded to
degree candidates by the Graduate Division.

Submission Procedures:

See the Graduation and Beyond web page for registration deadlines and
procedures:
http://www.sas.upenn.edu/GAS /home/grad&beyond/graduation.html

a. Appointment at Graduate Division: The original dissertation must be suitable for
publication before it can be processed by the Graduate Division Office on behalf of
the Graduate Council of the Faculties. Occasionally, the Graduate Group Committee
will suggest minor revisions which must be made by the candidate before the
completed dissertation is delivered to the Graduate Division Office. The manuscript
should be submitted unbound in a box or sealable envelope.


http://www.med.upenn.edu/postdoc/documents/patent.policy.02.22.05.pdf
http://www.upenn.edu/almanac/v47/n24/ORcopyright.html
http://www.upenn.edu/almanac/v47/n24/ORcopyright.html
http://www.sas.upenn.edu/GAS/home/grad&beyond/graduation.html

b.

d.
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Dissertation Deposit Fee: A fee of $100 is payable to Trustees of the U of
Pennsylvania to cover cost of processing and publication. Copyright Registration by
UM], if desired, is an additional cost of $65.

Electronic Filing of the Dissertation: Beginning in fall 2009, a PDF file of the
dissertation may be submitted online via Scholarly Commons at Penn. Submit your
manuscript to Scholarly Commons in advance of your appointment at the
Graduate Division. See the instructions online at:
http://www.library.upenn.edu/scholcomm/dissertations.html

A single hard copy of the manuscript is still required for the Library collection.

There are several advantages to electronic submission of a pdf. Once accepted
through Scholarly Commons, the dissertation will almost immediately be available
for full-text searching via the internet at no cost. (This provides the same access
ProQuest offers for $160 through its “Open Access Publishing” option.)

Electronic submission of a PDF file ensures the highest quality reproduction of the
manuscript, with color images preserved both online and in hardcopy.
Supplementary digital files can be attached, if desired. Follow instructions for
embedding links provided in Appendix 4 in order to preserve all formatting
and punctuation.

NOTE: A scanned copy of the signed title page must be included in the PDF file in the
appropriate sequence. The University will forward the PDF file to ProQuest.

Hard Copy Filing: If you are not submitting electronically, two copies of the
manuscript are submitted to the Graduate Division. The Graduate Division sends
one copy to ProQuest, where it is scanned to create a PDF file. The “original” is
shelved as part of the Library’s permanent collection. The original and a copy of the
Certification of Dissertation form must be included with each copy of the
manuscript.

To choose Open Access Publishing by ProQuest, pay ProQuest the $160 fee by
Cashiers check or credit card. Note: If you are submitting a pdf of your dissertation
electronically, it is unnecessary to purchase this feature through ProQuest; your
dissertation will be published in open access through Scholarly Commons.


http://www.library.upenn.edu/scholcomm/dissertations.html
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IV. Checklist

1. Isevery page of the dissertation correctly numbered? Are all pages included?

[s a bibliography and/or index required by your graduate group?

3. Does the author's name, in full, appear on the title page, the abstract, and the contract
form? Is the name the same on all three? Is it in the same format as in the Penn In Touch
system?

4. Is the title on the abstract and on the ProQuest Form the same, word for word, as on the
dissertation?

5. Does the supervisor's name (without the faculty title) appear on the abstract? Is the
name typed accurately and in the proper place, so that it is clearly indicated that s/he is
the supervisor and not the author?

6. Are all charts, graphs, and other special illustrative materials perfectly legible? Are they
in the correct order and position? Are they paginated?

7. If you are submitting electronically, did you embed the fonts to preserve all the
formatting? (see Appendix 4)

8. Do you want ProQuest to apply to register the copyright in the dissertation with the U.S.
Copyright Office? If so, payment of the $65 copyright fee must be made to the
University prior to the deposit of the dissertation. Bring proof of payment (print screen
or bring a receipt from the Cashiers Office) if payment is made less than 48 prior to your
appointment at the Graduate Division.

9. Have you obtained permission from the copyright owner to include any significant
portion of a third person’s copyrighted work which is not a fair use? If the dissertation
is submitted with a CD or DVD, have the following been included: a description of
software or other applications used, including a list of files and file sizes; copies of
licenses for third party software necessary to access, display, run, or print the
dissertation; and written permission to reproduce copyrighted images, video, graphics,
animation, data, and images of individuals, which is not a fair use?

10. Have you obtained the Certification for Dissertation (Form 153) which certifies that the
dissertation is in suitable form for publication, from your graduate group? This form
must be submitted along with your completed dissertation.

11. Have you completed the Survey of Earned Doctorates, the PhD Exit form, and the
ProQuest Publishing Agreement? These forms are emailed to all degree candidates by
the Graduate Division and must be completed on line prior to your appointment. Bring
verification of completion of the two surveys to your appointment. If you have questions
regarding these forms, call 215-898-7444.

N

V. Transcripts and Diplomas

Information on ordering transcripts is online at http://www.upenn.edu/registrar/student-
services/transcripts.html

Diplomas are mailed to the address of record by the Office of the Secretary approximately two
months after each degree cycle, (e.g., in early October for August graduates, in March for December
graduates, and in July for May graduates).


http://www.upenn.edu/registrar/student-services/transcripts.html
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Appendix 1. RESTRICTION OF PUBLICATION REQUEST FORM

Publication of the dissertation is a University requirement, satisfied by shelving in the University
Library and submission to ProQuest. In cases where a paper is in press or a patent application is
pending, you (or the University’s Center for Technology Transfer) may request a one-year delay in
the dissemination of the dissertation by ProQuest and the public release of the dissertation through
its availability in the University Library.

To request restriction of your dissertation, complete the following information and submit the form
at the time you deposit your dissertation.

Restrict publication online until (insert mo/year) MAXIMUM OF 1 YEAR

Restrict shelving in the University Library (insert mo/year) MAXIMUM OF 1 YEAR

Signature of Author Date

Signature of Adviser Date



Appendix 2: Official Names of Graduate Groups

Africana Studies

Ancient History

Anthropology

Applied Mathematics and Computational Science
Architecture

Art and Archaeology of the Mediterranean World
Biochemistry and Molecular Biophysics
Bioengineering

Biology

Cell and Molecular Biology

Chemical and Bimolecular Engineering
Chemistry

City and Regional Planning

Classical Studies

Communication

Comparative Literature and Literary Theory
Computer and Information Science
Criminology

Demography

Earth and Environmental Science

East Asian Languages and Civilization
Economics

Education

Electrical and Systems Engineering

English

Epidemiology and Biostatistics

13



Folklore and Folklife
Genomics and Computational Biology
Germanic Languages and Literatures
History of Art
History
History and Sociology of Science
Immunology
Linguistics
Managerial Science and Applied Economics
Accounting
Applied Economics
Ethics and Legal Studies
Finance
Health Care Management & Economics
Management
Marketing
Operations and Information Management
Statistics
Materials Science and Engineering
Mathematics
Mechanical Engineering and Applied Mechanics
Music
Near Eastern Languages and Civilization
Neuroscience
Nursing
Pharmacological Sciences
Philosophy
Physics and Astronomy

Political Science

14



Psychology
Religious Studies
Romance Languages
Sociology

Social Welfare

South Asia Regional Studies

Appendix 3. CERTIFICATION OF DISSERTATION (153 Form)

Note: Your Graduate Group Coordinator will provide you with your official form.

15

SAMPLE

University of Pennsylvania
Graduate Division of Arts and Sciences
CERTIFICATION OF DISSERTATION

Instructions for Administrator: One copy of this form, signed by the Graduate Group Chair,

needs to be included with the copies of the Ph.D. dissertation deposited in the Graduate Division
Office, 3401 Walnut Street, Suite 322A/6228

This is to certify that the accompanying copies of the doctoral dissertation of

(Student Name)

are completed and correct copies as approved by the Dissertation Committee and are in
satisfactory form for submission.

Signature of Graduate Group Chair Date




Appendix 4. Tips for Creating a PDF with Embedded Fonts

Tips for successfully creating a PDF with all fonts embedded
that will display and print correctly

In this guide you will find answers to the following relevant questions related to creating PDFs
that will display and print correctly:

. What software do | need for creating my PDF?

. What does font embedding mean?

. How do | create PDF files with Adobe Acrobat and embed all my fonts?
. What if my manuscript is made up of multiple files?

. How can | check my PDF file to make sure | embedded all my fonts?

What software do | need for creating my PDF?

The best product for creating PDF files is Adobe Acrobat, which includes Acrobat Distiller for
writing PDF files. Adobe Professional is available to students at most universities. Most
college bookstores offer educational discounts to associated faculty and students. Adobe
offers site licenses and other discounts to educational institutions. Adobe also offers an
online service for PDF file creation: https://createpdf.adobe.com/

There are many free ways to make PDFs but unfortunately not all PDFs are created equal.
There are compatibility issues with some PDFs made by nearly all free methods.

What does font embedding mean?

This simply means that font information used to make your document look the way it does on
your computer is stored in the PDF file. So no matter what fonts someone else has on their
computer, when open your document they'll be able to see it as you intended it to be seen.

If you don't embed fonts, Adobe Acrobat will make its best guess at font substitution using
whatever fonts are available on the reader's computer. Substitution can result in significant
differences between your intended output and what the reader observes. In order to prevent font
substitution and errors related to not embedded fonts we check all PDFs we receive for
publishing.

We recommend using standard fonts such as Times New Roman or Arial. If using unusual fonts,
be sure to use embeddable Type 1 or TrueType fonts. Embed all fonts.

Create the PDF file on the same machine where the original document was written to ensure that
the fonts necessary for viewing and printing the resulting PDF file are available during PDF
creation. If you create the file on a different computer, please examine the final PDF file to verify
that the correct fonts were used throughout the document.

How do | create PDF files with Adobe Acrobat and embed my fonts?
The best way to go about creating the PDF file is to print to a PDF instead of printing to paper.
Any application that features the Print command will show Adobe PDF entry in its list of printers

upon installation of Adobe Acrobat.

With your document open, select Print and choose Adobe PDF from the drop list with
printer names.

16
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Since Adobe doesn’'t embed all fonts by default you need to click on the Properties button next
to printer’s name to create a job option that will embed all fonts in your document. A new
window opens that looks like this or similarly for all Adobe editions.

pint 20|

rPrinker |

=L &* Adobe PDF Document Propetties 15 x

status: Layoutl Paper/Qualty [’B Adobe POF Settings |

T g :
o ~Adobe POF Conversion Setting
Where;
i Use these settings to create Adobe PDF documents zuitable for reliable viewing and printing
Q of business documents. Created POF documents can be opened with Acrol
~Page tar Reader 5.0 and later. Edit Adobe POF Setting
Fants, Colors, and oth
o gl
£ cur Default Settings: |l Edi.. |
9 Pag
: Adabe POF Security: |N0ne j Edi.. |
¥R

el Adobe POF Output Folder |F‘r0m|:ut far Adobe PDF filename j Browse... |

fron
sect

4 Adobe PDF Page Size: | Letter ] e

W View Adobe PDF results

Prink wha
W 4dd document infarmation
PEink:
IV Biely on system fonts only; do not use documert fonts
¥ Delete log files for sucesshul jobs
Qpkian:

™ sk tareplace existing POF file

0K Cancel

Uncheck Do not send fonts to Adobe PDF or Rely on system fonts only; do not
use document fonts box. Make sure the View Adobe PDF results box is checked.

Choose the Standard job option from the settings drop list and click Edit.
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Jbject _evel Compression: l " agz only _ll
Auto-Fotate Pages; !Collecti'.-’ely b File: j
Biirding: !Left Li

Fiesolution: [enn dots per inch

Click on the Fonts tab on the left side.

Standard - Adobe PDF Settings . x|

Eé‘“ﬁdad | ¥ Errbed allforis
ereral
1 Images I Erbed Oper fo
Fors ™ Suaze: embecded fonts when percent of characters used ik less thart Il:i[' v
|1 Color
[ advanced 0 Onlp fonts with appropriate permiszior bits wil be embedded
] Standard
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MDD S Fotsh L‘ ;J
T ArborTest j Add
T AnialBlack —l
T Anial-BoldltaichT =
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T EaskOldFace
T Eauhau:93
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Check Embed all fonts box. Uncheck Subset embedded fonts when percent of characters
used is less than 100%. Remove all fonts from the Never embed window by highlighting the
font names that appear in the Never embed window and clicking Remove.

Note: This step is very important as it assures that so called Standard fonts are embedded
along with all other fonts.

Change selection to Cancel job in the When embedding fails box. Click on Save as and save
this job option giving it a name, say Embed all fonts. Click OK. You will be back in the Adobe
PDF Document properties window with your Embed all fonts job option ready to use.
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Click OK and you will be back on the Print screen where Adobe PDF is selected as printer.
Click OK. You will be prompted for a file name and where to save it.

Adobe will then create a PDF of your document with all fonts embedded.

Note: On the Standard-Adobe PDF Settings window, you have also means to play with the
Images settings or Color settings as needed, depending on the image/color quality you want to
achieve for your PDF.

What if my manuscript is made up of multiple files?

If your submission consists of multiple documents (such as a word processing file, graphics,
spreadsheets, etc.), it is best to consolidate them first in one document and then print that file as
a PDF. What you want to avoid is to prevent fonts from being multiple times embedded because
this often creates a problem when printing. The easiest way to prevent multiple embedding of an
individual font is to create your PDF from a single source.

How can | check my PDF file to make sure | embedded all my fonts?
Open the file in Adobe Acrobat. Choose File>Document Properties>Fonts. In the window that

opens you should see a table of font and whether they are embedded or not. What you want to
see is Embedded Subset for all fonts.

There is also a way for you to see how your document will display on somebody else’s computer:

From the in the Document menu in Adobe Reader 6 or 7, uncheck the Use local fonts. Page
through your PDF file to visually inspect each page as it would appear on another computer
without the same fonts as yours.
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