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Helpful Hints for Design & Print

The Personal Computer (and in particular 
the Apple Macintosh) started the Desktop 
Publishing revolution back in the 1980s 

with the advent of programs such as Aldus 
PageMaker. In the 25 years or so since 
then DTP tools have not only changed the 
face of design, pre-press and print beyond 
recognition they have also evolved into 
powerful applications that can put the power 
of a whole industry at your fingertips.

Like every industry however, Printing has a 
language of its own (some of it with obscure 
historical lineage) and if you want to 
understand what a print professional is trying to 
tell you - or more importantly be sure that you 
can communicate your requirements without 
confusion it is helpful to understand some of 
the technical terminology used in the trade.

Hopefully if you keep this little “Cheat’s Guide 
to Printer’s Jargon” somewhere you can refer to 
it when you need to you won’t feel out of your 
depth in the DTP pool.

Of course here at Gipping Press we are always 
on hand to help and advise you, and when 
considering any project you can always 
contact us for some expert advice on the best 
way to tackle it.

Here at Gipping Press we deal with two main 
processes - Lithographic Print (known as 
“Litho” for short) and Digital Print (or “Digi” as 
we affectionately refer to it sometimes).

Lithographic Printing uses the bigger presses 
downstairs and relies on the more traditional 
plates, ink and paper technology that we 
probably learned about at school. Litho print is 
able to produce mono, multiple “spot” colour, 
or full process colour jobs, and can print on 
a vast range of paper/card materials. There 
are initial setup costs with Litho and costs drop 
away with quantity and so it is usually most 
suitable for larger runs or jobs requiring special 
materials that the digital presses cannot 
handle.

Digital Print uses the clever new digital 
printing machines that rely on electrostatic/
laser imaging and heat fused toners - this 
is based on the technology that was first 
developed for the office photocopier - but 
much refined and of course controlled by a 
variety of computer technology. We have both 
a black and white Xerox digital press and a full 
colour Konica Minolta one. Digital print costs 
are “pro rata” and so costs climb with quantity. 
Thus Digital is better for short runs - it also of 
course has less lead time than Litho and can 
be used for those occasional “rush” jobs!  
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SUPPLEMENT

Finishing:  Of course there is more to a job than just the printing... After the 
printing is the finishing which can include, Collating (collecting into sets), Scoring (which you 
may think of as creasing), Folding (well, folding, strangely), Numbering (such as on Invoices or 
Draw Tickets), Perforating (again like Draw Tickets or Invoice Books), Binding (which can include 
Corner Stitching, Side Stitching, Saddle Stitching, Wire-O-Binding, Perfect Binding) and any 
number of other specialised processes such as Laminating, (that plastic film covering you see on 
books and so on), Spot UV Varnishing, that ultra high shine varnish you may see on packaging or 
magazines), Block Foiling (that shiny metallic foil you see on book covers and packaging).
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Design and printing for schools andcolleges

v Calendars
v Flyers
v Posters
v Signage
v Reports
v Journals
v Manuals
v Pop-up banners
v Stationery
v Brochures
v Folders
v Raffle tickets
v Websites
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lightlet your

shine...

Specialist help for church promotion...
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PRINTERSSpecialist Club Programme  

Gipping Press has many years experience working with 

football leagues and other sports clubs and societies 

in the production and supply of printed and promotional 

material including programmes.

Our professional yet friendly services range from initial 

advice and guidance through to production and delivery  

to your chosen destination.

VARIOUS WAYS WE CAN HELP INCLUDE: 

l Complete programme printing package 

l Programme cover design and printing only (club 

produces inners).

l Programme covers plus ad sheets only 

(club produces editorial).

Tel: 01449 721599  

www.gippingpress.co.uk

ALSO... 
l CLUB CALENDARS

l CLUB PROGRAMMES

l HANDBOOKS & RULE BOOKS 

l POSTERS & FLYERS

l SIGNAGE & BANNERS

l PROMOTIONAL GIFTS

l RAFFLE TICKETS
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Time is of the essence in our busy lifestyles. Those who celebrate and 
promote the rich heritage of Suffolk 
need to know their time and resources 
are being used wisely. At Gipping Press we are dedicated to 

working with historians to help with 
all their printing and promotional requirements.

The latest technology backed up by 
professional service, friendly advice and 
many years of experience mean we are 
in the ideal position to help you...

When         time matters...
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Plus specialist help for: 

Village Newsletters

Schools & Colleges

Charities & Churches

Local Government

Sports & Social Clubs

Arts Organisations
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THIS SIDE PRESENTS AS A “VISUAL SPREAD”

These are FACING PAGES and are known as a
“VISUAL SPREAD” (or just a spread)
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Pages are the basis of every job and come in a variety of 
sizes and types. Portrait is an upright page, Landscape is a 
wide “lying down” page. In print a single sheet of paper is two 
pages, so a double sided A5 flyer would be described a 2pp 
(2 printed pages) A5. If you fold a document to make 4 pages, 
(or have more than that) then facing pages are known as a 
Visual Spread. Left hand pages in a multi-page document 
have even page numbers (known as Folios) and right hand 
pages have the odd numbers.

Also every page has parts; the Head is at the top and the 
Foot is at the bottom, whilst what you may know as the edge 
is known in the trade as the Trim. Ideally when creating 
Artwork (DTP files) it is best to keep a minimum of 3mm inside 
the Trim and this is known as the Safety Zone. Then there is 
the Margin which is usually a bit bigger than the Safety Zone 
and marks the area inside which the content lives which is 
sometimes known as the Image Area. When there is colour or 
a background that goes off the edge of your page then that 
is called “Bleeding” and requires the addition of Bleed (extra 
image outside the Trim area that is cut away during Finishing).

What actually appears on the page is up to you, and what sort 
of job you are creating obviously. But common page elements 
you may encounter are Running Headers and Footers, 
Columns, Gutters, and of course Pictures (which may have 
type running around them using what is called Type Wrap or 
Runaround.

Type:  Ever since Johannes Gutenberg invented the moveable 
type printing press in the 15th Century we have had the idea of 
Typefaces which are commonly known in DTP as Fonts. Typefaces 
come in a vast array of styles, but the sorts that you are most likely 
to encounter are Serif (with little pointy bits on), Sans Serif (with no 
pointy bits), Slab Serif 
(where the pointy bits 
become, well, slabs), 
Scripts (mimicking some 
sort of hand lettering), 
Blackletter, and 
Ornaments. 

Type is measured in Points 
and for all intents and 
purposes 1 point is 1/72nd 
of an inch - though a point 
size is measured over 
the Body of the type (just 
above the ascenders to 
just below the descenders) 
and not the Cap Height 
(which is usually approx. 
2/3rds of the point size).
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File Uploader on 
our website

Large files to send us? Use 
our File Upload facility to 
our website. This avoids 
problems with emailing or the 
complications of using one of 
the online FTP transfer systems. 
Here is a simple step-by-step 
guide on how to use it:

1. Prepare your artwork as a  
single file such as PDF or 
collect  your artwork (Word/
Publisher file plus photos and 
fonts etc) into a single folder.

2. (For folders) Right click the 
folder, select ‘Send to’ and 
‘Compressed (zipped) 
folder’ to package up your 
contents as a single item. 

3. Go to www.gippingpress.
co.uk/ 
upload.php then click on 
‘choose file’ and select the 
PDF or ‘zipped’ folder you 
wish to send to us.

4. Add your email so we can 
contact you with any queries, 
then type in your order details 
& click ‘SEND’

TEN HELPFUL HINTS
1. Make sure your document is set to the correct size... 

Preferably A4 or A5.  Please avoid US Letter - even 
better set your default document size to A4 

2. Remember that odd pages go on the right of the 
document and even pages on the left.

3. If you are unsure of where to put the page numbers 
(folios) put them in the centre at the bottom and you 
won’t go far wrong

4. If you want to use headers/footers and folios make 
use of the ability of the computer/software to do it for 
you

5. Your software can do a lot of the work for you, take 
advantage of it - centre your text with the “centred” 
text alignment for example, use the margin and 
column guides. Make use of the master page/
template abilities

6. Don’t use lots of differing typefaces where a careful 
choice of 3 or 4 will usually do

7. Adding a line between paragraphs isn’t the only way 
to space paragraphs - more professionally you can 
use Space Before and/or Space After paragraph, 
Create Style settings and you don’t have to keep 
entering the settings

8. If you can create PDF files please do - even if you 
submit them alongside your original files until you 
and we are happy they are ok to use

9. As a rule of thumb you should allow AT LEAST a 3mm 
“safe zone” between the edge of your page and the 
image.... and ideally the margins should be AT LEAST 
twice that. 

10. If you are creating files with images or background 
that bleeds you should ideally have 3mm of bleed IN 
ADDITION to the 3mm of safe zone. If you are unsure 
how to do this please contact us for advice, we are 
always happy to help you.


