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While there are no firm rules, designers adhere to a basic set of principles when working on a project.

Balance
Once your page is balanced, you will no longer notice the elements as being individual. The entire page will 
become one piece and your eyes will flow from one element to the next seamlessly.

There are several types of balance:

Consistency
Consistency is exactly that —your printed logo and colours should look exactly the same from one print job 
to another.

To ensure you have consistency, it’s best to use the same printer. And be sure to speak to your printer about 
the colours and paper stock you are using as they can all affect the final outcome.

White space
Just as you wouldn’t want a cluttered home, you don’t want a cluttered page. Wall to wall graphics, boxes 
or type that is over-designed can be confusing and look unprofessional.

White space is the part of the design that ‘isn’t there’. White space can focus attention on the most 
important elements of the design.

Contrast
Contrast creates visual interest by placing two different objects next to one another. You can create contrast 
in many different ways: size, colour, value, fonts, emphasis, shape, and texture.

Design basics

Symmetrical 
If you draw a line down the centre of 
the design, you’ll find the exact same 
elements on either side of that line. 
Designs using symmetrical balance 

tend to have a formal, traditional look 

to them.

Asymmetrical 
If you compare two sides of a design, 
the objects are different on each side.

Radial 
The objects in your design radiate out 

from a central point in the design.



kwikkopy.com.au

Colour

CMYK
CMYK stands for cyan, magenta, yellow, and black. It is referred to as four-colour 
process and is commonly used for printed materials that include images, photos  
or documents with many colours. These four colours are printed in tiny dots, which 
when layered onto each other can produce a wide range of colours.

PMS
PMS — or Pantone matching system — is the most widely used system for specifying 

and blending match colours. This system identifies more than 700 colours, provides 

designers with swatches for specific colours, and gives printers a formula for making 

these. They are also known as spot colours, and are used when a specific colour is 

required, for example, the Kwik Kopy logo uses two PMS colours PMS 485 for the red 

and PMS 280, which is the blue.

Metallic and fluorescent colours cannot be achieved by using four-colour process 
printing. A spot colour is necessary for printing these colours.

In the graphic design profession there are three main colour models used for design depending on 
the application: CMYK, PMS and RGB.

6

RGB
RGB stands for red, green, and blue. These are the colours used on a computer monitor 
to create colour images on the screen. However, when it comes to printing, they must 
be converted to CMYK. RGB colours are used when designing for web or multimedia.

Hex Code
Color references in webdesign (HTML and CSS) can be expressed with six hexadecimal 
digits (two each for the red, green, and blue components, in that order) prefixed with #: 
white, for example, is represented #FFFFFF 

When to use. 
CMYK colours can be used in both Digital and Offset printing and give a similar result. 

PMS colours can be used in Digital printing but is converted to CMYK so the results will not be as accurate 
as using PMS colours for Offset printing where a PMS specific ink is used to produce the colour. 

RGB colours can be used in both Digital & Offset printing but will be converted to CMYK in both 
processes. As RGB colours are used to display colour on a monitor they will vary considerably when 
output to Digital or Offset printers. 

A Hex Code is used for digital use only.



7kwikkopy.com.au

Warm, cool & neutral
Colours are often grouped into warm, cool and neutral, depending on the emotional responses they invoke.

For example, ‘cool’ colours like blue and green evoke a feeling of trust, relaxation and freshness. 

Red is the hottest of ‘warm’ colours, followed by orange and bright yellow. Warm colours evoke 
energy, movement and change.

Neutral colours, such as greys, mushrooms and beiges, provide a quiet space or act as a balancing colour.
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Software
To allow you to handle the range 

of tasks involved in your design you 

will need to have access to software 

that allows you to handle page 

layout, image editing, logo design 

and document distribution tasks. 

Kwik Kopy uses and recommends 

the use of the Adobe Creative Suite 

software. The Creative Suite provides 

you with InDesign, Photoshop, 

Illustrator & Acrobat. 

Adobe InDesign 
Is page layout software that allows 
you to setup page size & format 
information, add & control type 
attributes and position and size 
images and logos. 

Adobe Photoshop 
Is image editing software that allows 
you edit and range of image attributes 
including colour, resolution, rotation 
and size. 

Adobe Illustrator 
Is logo design software that allows 

you to create and edit logos. 

Adobe Acrobat 
Is document distribution software 

that allows you to package your 

design work for easy and reliable 

distribution to your printer. 

Other software is available for use 

in these areas so if you are unsure 

about the software you are using 

contact your Kwik Kopy centre.

Using the right software and 
file formats for your design job 
will help you to properly prepare 
artwork for printing.

Pixels
A unit of picture measurement. One pixel is about the size of a period (.) in 12 point font.

On the computer
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Checklist
Before sending artwork to a printer, we recommend that you use a checklist to ensure that all 
elements have been covered (please note that these are just a few points which need to be 
addressed — ask your local Kwik Kopy printer for the full list):

•	 Make sure document size is correct

•	 Bleed has been added

•	� Colours converted to CMYK where appropriate

•	 Correct file format used for images 

•	 All fonts either included or embedded

•	 PMS colours nominated

Whenever possible, artwork should be supplied to the printer with 
a hard copy printout so that formatting can be checked before 
output of a printers proof.

PDF
This is the final step before sending your artwork to the printer — and a very important one. Printers 
prefer artwork delivered in PDF form, especially if a quick turnaround time is needed. Saving as PDF 
distills and crystallises your document — you are literally taking a picture of it, freezing text and 
images into place. PDF files are especially good for large documents full of images. 

To create PDF files you need PDF creation software. Adobe Acrobat is the most common software 
used for this purpose. To ensure you get the best quality PDF file check with your Kwik Kopy centre 
for the details of the best process. 

Embedding fonts
If you supply native artwork (such as InDesign) to a printer, you will also need to supply every font 
file which was used to create the specific project. Embedding fonts means that you do not need to 
supply the fonts. Producing a PDF of your artwork, for example, can embed the fonts, as long as this 
option has been selected.
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Once artwork has been sent to the printer, it is highly recommended that you request a 
proof of your project before proceeding to the final printing stage. This will allow you 
to check colour accuracy, as well as final type and positioning. There are a number of 
types of proofs:

Film proofs
Traditionally in printing, sheets of film are produced to make printing plates. In film 
proofing, these film sheets are used to create a colour proof that is checked prior to 
printing.  Chromalin is a colour proofing system that uses film and is acknowledged as 
being the most colour accurate type of proof.

Digital proofs
These are not as 
expensive as film, and 
have around 85% colour 
accuracy. If you are 
simply checking final 
type and positioning 
of artwork, it is 
recommended that you 
ask for a digital proof.

Soft proofs
A soft proof is a digital 
file usually supplied in 
a PDF format. As you 
will view the PDF on 
your monitor or print 
on your printer, colour 
accuracy is not high. 
Final type and positions 
of object on the page 
are accurate.  

Proofing
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Paper

Uncoated vs coated
When printing on coated paper, the ink lies on the surface of (or the coating of) the 
paper. When printing on uncoated (bond) paper, the ink absorbs into the paper, thus 
spreading and producing a larger dot. This can cause colours to look different across 
coated and uncoated papers. Be sure to ask your printer for their recommendation on 
each project.

Specialty papers
These tend to be more expensive papers that would typically be used in the creation of 
stationery ranges or for a special project.

The paper you choose for your 
project will have an enormous 
effect on the look and feel of the 
final printed piece. The weight and 
format of the paper are just two 
two things to consider.

Watermark
A watermark is a mark in fine papers imparted during manufacture that identifies a paper. 
It doesn’t leave an impression in the paper, but instead leaves a translucent mark.

Recycled paper
A paper product consisting of more than 20% recovered fibre.

Matt vs gloss
Coated papers can appear glossy or matt depending on the coating that has been applied to 
the paper. The choice between gloss and matt by a designer tends to be purely aesthetic.
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On the press

If you produce a large amount of printed materials, 
you should be familiar with at least the basics of the 
actual printing process.

Offset (also known as offset-litho)
A method of printing in which an inked image is transferred to 
rubber cylinders, and from that to the sheet of paper.  
This term most often designates a print reproduced 
commercially in fairly large runs. It’s important to keep in mind 
that offset printing requires time for the inks to dry before 
trimming is possible.

Digital
If you’re printing smaller runs or need a quick turnaround, digital 
printing is ideal. The process of printing straight from a computerised 
digital media means that no film or plates are involved. However, for 
longer print runs, traditional offset litho is cheaper. 

Plates
Printing processes such as offset lithography use printing 
plates to transfer an image to paper or other substrates. 
The plates may be made of metal, plastic, rubber, paper, and 
other materials. The image is put on the printing plates using 
photomechanical, photochemical, or laser engraving processes.

impression
cylinder

plate
cylinder

blanket
cylinder
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