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Ad Submission Guidelines 
We offer a variety of ways for you to submit your ad 
materials, including a convenient, direct-to-production 
upload using our ad materials uploader (AMU).

Ad Reservation Deadline:  
9th of every month 

Completed Ads Due:  
11th of every month*
*if design services are needed, ad materials 
are due by the 9th of every month.

Using your web browser, go to:  
ads.scheinmedia.net
Enter your contact information as well as 
any special instructions regarding your ad.

Click the ADD button, and choose the file 
you wish to upload.  You can submit as 
many files as necessary. Now press the 
UPLOAD button.

DONE! You should see a list of all the 
information and files that you have just sent 
to us. If it is on that list, we have it and we 
will send you a proof of your ad in 2-3 days. 

Use Our Upload Server:
ads.scheinmedia.net 
• Submit all files directly to production 
• Materials placed onto our server instantly
• No more lost attachments!
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Ad Graphics
Submit as Adobe PDF, EPS, TIFF, or JPEG files. Do not send 
in orginal application files (InDesign, Illustrator, QuarkExpress, 
Photoshop, MS Word)

Ad Copy 
Submit within the Ad Copy section of the Upload Server [step 
1 above], or added as a MS Word file [step 2 above]. Do not 
send in images within a MS Word document– send all images 
as separate .jpeg files.

New York House:
your authority on Green Design 
and Green Building

Full Color Ad SizesAcceptable Ad Materials
Adobe PDF (Saved as pdf/x-1a or press 
quality) EPS, or TIFF/JPEG. Minimum resolution 
300 dpi at 100% of final print size.  Microsoft 
Word, for copy only, please do not format or 
send in ALL CAPS.

Unacceptable Ad Materials
Adobe Pagemaker, Quark, Microsoft Publisher, 
Powerpoint, or Works.

Email
Production will also accept your Ad Files sent 
directly via E-mail to: ads@scheinmedia.com. 
Include your company name in the Subject line of 
the email and note any specific instructions. 

Snail Mail
Send CD’s or photographs to our office:
ScheinMedia, 233 Fair Street,  
Kingston, NY 12401  
Attn: Production Department

Real Estate Listings
MLS photos are not sized correctly, so 
be sure to double check the photo quality. 
We cannot guarantee your satisfaction 
with photo submissions that do not meet 
our minimum requirements.

Name your photos–your camera automatically 
assigns each picture an identification number. 
Please RENAME your photos with the property 
ADDRESS or MLS# instead of the camera 
number. RIGHT CLICK on the JPEG photo icon, 
a menu will pop up, scroll to RENAME, and type 
the ADDRESS or MLS# of the property in the 
space now occupied by the camera ID Number 
(Keep the file extension .JPG or .JPEG).  This will 
assure you that we get the right photo matched 
with the right listing description. It also makes 
storing and searching thru your own photo files 
much easier and faster.
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