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The purpose of this document is to provide the user with the basic vocabulary needed to develop design projects
as well as a checklist of the key elements necessary to complete a project. It will also provide a guide to the ethics
and protocol of design and content sourcing, which will include the issues of copyright restrictions and giving due
credit.
While this guide aims to cover the core aspects of the design process, it is not intended to be used as a complete
‘how to’ guide. The subject is too massive to be adequately explored in this document. However, links have been
provided to free online resources that will give the user further access to information.
The guide deals with topics individually and can be used as a reference manual rather than being read from cover
to cover. The document also contains a glossary of terms, which provides important explanations to the language
used throughout.
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Images

Introduction
“A picture is worth a thousand words.” Most of us are familiar with this well used quote. A picture, be it a graphic
or photographic image, can indeed be an integral part of a design. It is important to be aware of certain factors
when choosing and incorporating imagery into a creative project. We live in a world saturated in visual media.
Most of us tune out the majority of data we see every day as it is simply a sensory overload. Our choice of imagery
for a design project must be well considered and never arbitrary. The image must support other design content
such as copy. To simply choose an image because it is pleasing is not recommended. The basis of all good design
is that each element is carefully considered and has been incorporated for a good reason.
When working with images, try to keep your audience in mind. In the case of a museum exhibition design, conveying
information in a clear, concise manner is important. Therefore, try to limit your use of images so your design is
not cluttered.
Finally, whether working with images for print or web, always try to source the highest quality images from the
beginning. It is very difficult to make a small blurred image look impressive, especially if it has to be enlarged.
Spending more time initially finding clean images and scanning them at high resolution will save you time later
in your project.

Images for Print
There are important differences to be aware of when preparing images for print and for web. Below is a list of
DOs & DON’Ts when incorporating an image into a design for print project.
DO source a high quality image. This is particularly important for traditional print.
Vector image, Putty Shapes

Pixel image, Beauty in a Face

Free image courtesy of © Neil Parnham |
Freevectors.net

Free image courtesy of © Marilyn Barbone |
Dreamstime.com

DO ensure that you have permission to use the image.
DO work with a minimum resolution of 300 DPI. If you intend to enlarge an image, scan it at 600 DPI so that it can
be enlarged to 130%. Please be aware that enlarging a PIXEL image more than that will compromise its quality.
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DO choose CMYK colour format for your image. This is the default colour system used for print.
DON’T forget to include your final image in an images folder along with the final design artwork when sending to
the printer. This is particularly important when using Adobe® InDesign™ or Quark Express®. If you are using Adobe®
Illustrator®, you can embed the images into the artwork and they will be securely attached to the document.

Images for Web
DO source a high quality image. If you change this original image, do a ‘save as’ so as not to replace it. Always
keep the original higher resolution image file intact.
DO ensure that you have permission to use the image.
DO work with a resolution of 72 DPI. The reason for this is that large files are too heavy for the Internet and will
make your website very slow. Everything that is designed for the Internet must be of the smallest possible size
while still maintaining acceptable quality. Web sound and imagery are always of lower quality than DVD or print.
DO choose RGB colour format for your image.
DON’T forget to save your final web ready image inside a separate images folder inside your main project folder.
This is extremely important so that the server recognizes where to find your website images when they have
been uploaded to the Internet. This means that the folder that you work with on your computer, which contains
all your files and images must appear exactly the same when you upload them to your web space. You can’t move
files around to different folders or the system will get confused.

Software Resources
There are various software packages available for image editing. Four popular ones are listed below to give an
indication of what is out there for designers.
*Please note that this is not an endorsement of any of the products mentioned in this guide. Information that might highlight various options available is provided
here. It is recommended that you also do independent research before investing in any form or software or hardware.

Adobe® Photoshop®
This is professional grade software for photographers and designers. Its quality is reflected in the cost. It is the
design industry standard and a great investment for anyone who intends to start designing major projects. It is
available for Mac and PC.
Adobe® Photoshop® Elements
This software is high quality and comes at a cheaper price. It doesn’t have the same functionality as Adobe® Photoshop®
but it may be perfectly adequate for your design needs. It is available for Mac and PC.
PaintShop™ Pro®
This is an image editing software designed for PC that also has good functionality and a reasonably high price tag.
Paint.NET™
This is a free image editor for PC that can be downloaded at: http://www.getpaint.net/
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Colour

Introduction
Used effectively, colour can be one of your most powerful design tools. It can convey mood and emotion and
successfully engage your viewer. Your colour choice can create an environment of warmth and serenity or one
of clinical coldness.
While you have freedom to develop your own project colour scheme, there are some basic rules guiding the
formation and use of colour.
DO familiarize yourself with the colour wheel. This is a basic colour tool designed to help the user make successful
colour combinations. The most common wheel uses 12 RGB colours.
The primary colours provide the building blocks for all other colours. These are:
Blue

Red

Yellow

The secondary colours are a combination of the primary colours. These are:
Green

= Yellow

+ Blue

Purple

= Red

+ Blue

Orange

= Yellow

+ Red

		

The tertiary colours are a combination of each secondary colour with its corresponding primary colour. These
are:
Yellow Orange

Yellow Green

Blue Green

Blue Purple

Red Purple

Red Orange

DO learn the basics of colour combination. Within the colour wheel, there are warm colours and cold colours.
Warm colours evoke life and energy while cold colours are calming. Staying within one palette is a safe choice.
You may use different colours within that warm or cold palette,

For example: Burgundy
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+ Red

+ Orange

You may also achieve more subtle results by working with different tints and shades of the same colour.

For example: Pink

+ Pale Pink

+ Dusty Pink

There are also established colour harmonies. Some are shown in the diagrams below.
Primary colours: blue, red & yellow

Complementary colours: purple, orange & green

Analogous colours: pink, red & orange

Complementary Colours: These are colours that are opposite each other on the colour wheel. They tend to create
vibrant colour combinations and are effective if you want an element of your design to stand out.
Analogous colours: These colours are found directly next to each other on the colour wheel and usually create a
calming, harmonious effect. Make sure that there is enough contrast between the colours when using analogous colours.
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Pantone swatch book

Free image courtesy of stock.xchng®

These are just two of the established colour schemes. Try not become too preoccupied with technicalities as it
is also important to have fun and experiment with your colour schemes. Bear in mind that your choice of colour,
as with images and type, must always support your content and help convey your message. When using colour
with type, make sure it doesn’t detract from its legibility. Consider your audience and their experience. The aim
is always to enhance the communication and not make it more difficult.
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Typography

Introduction
Typography is the art of working with type. Used effectively, it will engage and inform your audience. Type also
has aesthetic value and can be a strong graphical and architectural element of a design.
Good design always has carefully considered typographic elements. The type is never used arbitrarily or as a last
minute thought. This doesn’t mean that it is rigid. Type can be a hugely creative and artistic element and still
remain effective so long as the designer remains aware of the fundamentals of the art.
DON’T use more than 3 fonts in one design. This will make the design look cluttered and difficult to read.
DO use serif fonts for large bodies of text as it is easier to read. Some examples of commonly use serif fonts are
Times New Roman, Garamond, Goudy and Palatino.

m m

Serif font: Times New Roman

Sans serif font: Myriad

DO divide your copy into multiple columns rather than one large body of text. The eye tires if it has to read
numerous long lines of  copy. The method of doing this will vary according to the software you are working with.
All quality programs provide software specific instructions that you can refer to for help.
DO use sans serif fonts for impact. Examples are headings, logos and captions. Some examples of commonly use
serif fonts are Arial, Myriad, Verdana and Helvetica.

Baseline

type

No tracking applied

Once upon a time,...
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Ascender

Descender

Tight tracking applied

Once upon a time,...

Loose tracking applied

Once upon a time,...

No kerning applied

Mr.

Tight kerning applied

Mr.

Loose kerning applied

M r.

DO use correct punctuation. This sounds obvious but is often overlooked. You can access a library of symbols in
most text editing software and copy and paste them into your layout.
DON’T put two spaces after a period.
DON’T over use exclamation marks. They are very aggressive and give the impression of yelling at your reader.
DON’T use all capital letters in body text. It is very difficult to read and appears as though you are shouting at
the reader.
DO ensure that there is enough space between each line (leading). If space is limited, the copy becomes difficult
to read. Using the default leading setting is normally sufficient. However, you will need to increase the leading if
the column of text is wide or if the type ascenders and descenders (e.g. t, g, f, j) merge onto the lines above or below.

These 2 lines have tight leading.
These 2 lines have tight leading.

Small space between lines

These 2 lines have loose leading.
These 2 lines have loose leading.

Large space between lines

DO be selective when emphasizing text. NEVER use text underlining as a form of emphasis in a design layout. It
is cluttered and difficult to read. Bold and italicized type is far more effective. Use italics underneath bold type in
sub-headings for example. As well as using it for headings, you can also use bold text sparingly in a body of copy
to highlight key words.
DON’T centre large bodies of text as this is very difficult to read. The eye is naturally drawn from left to right so
either left justify your text or manually adjust justified copy.
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Pre-press

Introduction
Before final art is sent away to be professionally printed, there are certain steps that must be taken. It is important
to follow these carefully and double check everything. If not, you risk having it come back from the printer with
a request to do it properly, or worse still, receiving an imperfect final product.
DO proof-read everything carefully. Check the spelling, punctuation and layout.  Have someone else look it over.
Sometimes having worked for a long period on a layout, we can become blind to the little errors in the document.
DO make sure that you either outline your fonts (Adobe Illustrator) or provide the fonts you used in your design
in a ‘fonts’ folder inside your main project folder.
DO make sure that all your images are where you want them to be.
DO make sure that all your images are 300 DPI and CMYK.
DO make sure that all your images are either embedded in the artwork or collected together in an ‘image’ folder
inside the project folder.
DO put a 3 mm bleed extending from the trim mark (parameter) of the artwork.

3mm bleed

Crop marks on
each corner of image
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DO put crop marks to indicate the trim marks.
DO group all your artwork together and then lock it so that it cannot be accidentally distorted at the printer.
DO get whoever is in charge of the project to sign off on the artwork saying that they have read and approved it.
This is a very important step in protecting yourself if something goes wrong in the final product. Spelling mistakes
can be common and you don’t want to get the blame for having missed it. Remember, designing and content
development/editing are separate tasks.
DO save your final document either as an EPS file or PDF file. If you are saving as a PDF file, you don’t have to     
outline your fonts. It is the preferred file format of most printers. It is suggested that you ask your printer beforehand
what file format they would like your files to be. If you are using Adobe®InDesign®, you can send the document
as a .INDD file.
DO collect all documents related to the project in one folder and title them clearly.
DO a colour print and/or colour mock up of the artwork to act as a reference guide for the print shop. Give this
to the printer along with a cover letter specifying any special instructions for the project as well as your contact
details should they have any questions.
DON’T try to email a folder to the print shop. Ask them what their preference is and send the artwork to them
accordingly. Most printers will have an FTP (File Transfer Protocol) server that you can upload the artwork to. You
could also burn everything onto a CD and mail or deliver it.
DON’T be shy about asking questions. The print shop is there to help you. If you are new to this process, there is a
learning curve so don’t be intimidated. If you are unclear about something, always ask. If something is important,
get your response in writing. Emails are a great way to document important communications.
DO ask if you can monitor the print process and see some examples before the whole print run has been
completed. This is effective quality control.
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Audio Podcasts for Your Website

6

Introduction
Podcasts have become a very popular trend in web technology. They are inexpensive and easy to distribute and
you don’t need to be a sound expert to create your own. You can develop your own custom podcasts and upload
them to your website for your audience to download and listen. Follow the simple steps below to create and
upload your own podcast.

What You Will Need
Recording equipment: a microphone, headphones, digital recorder or digital camera, a computer with an Internet
connection and audio editing software. Audacity is a popular free software program for creating podcasts and
can be downloaded at: http://audacity.sourceforge.net/

Steps to Follow
Prepare and research. It is a good idea to plan your podcast content in advance. For example, if you are
interviewing someone, prepare the questions in advance. Being prepared will reduce your editing time later on
and create a more professional podcast.
Make sure that your questions are thoughtful and designed to put the interviewee at ease while getting interesting
information from them. Remember to ask questions that engage your listeners. Don’t get too personal or be
inappropriate. Finally, it is very important that you allow the interviewee to answer each question at their own
pace. An interviewer who keeps interrupting or who keeps trying to be the focus of attention will make a
poor interview and is likely to be edited out.
Create a timeline. Podcasts tend to be a continuous work in progress, with new ones being added to your library
regularly. It is helpful to work out a schedule for yourself so that you can allow enough time to complete your
podcasts.
Record your audio content. Keep a record by labelling everything carefully. Don’t forget to save and back up your
recorded data.
Transfer your audio file to a computer. There is free sound editing software available for use. They don’t have
the same capabilities as professional software but should be perfectly adequate for basic needs. An example of
good free audio software is Audacity. It is available for use on Mac and PC and can be downloaded by clicking on
this link: http://audacity.sourceforge.net/download/.
Sound editing software is used to clean up your audio file and remove any extra or unwanted noises as well as
long silent segments. How long is too long? This is the designer’s job to be sensitive to the flow of the audio
content. Listen to your audio often while you’re editing it and use your best judgement. Typically, more than 2
seconds silence is excessive. It is also used to add in extra segments of sound. For example, many podcasts have a
short introductory sound byte at the beginning,, which helps listeners to identify the podcast from the offset.”
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Save file as MP3. MP3s are the standard format for podcasts. They are a compressed file so are reasonably small,
which makes them suitable for downloading. There are however, different qualities of MP3s. Use the lowest possible
bitrate that provides good results for your project. When creating a talk podcast, save at 48k – 56k mono. If you
are recording music and talk, save at 64k stereo. Finally, if you are creating a music podcast, save at 128k stereo.
This is available as one of a selection of settings in your sound editing software. You normally have the choice of
sound setting when you are exporting it for a specific purpose.
Upload your podcast. Create a ‘podcast’ folder on your web server space and upload your podcast to it. You will
put all future podcasts in this same folder.
Create a button or icon. Using an image editing software, create a small icon or button to indicate to users that
they should click there to download the podcast.
Make a link. Create a link from your interface icon to your podcast. In order to do this, you will need to have a
basic understanding of web development. You can find many tutorials online but it is beyond the scope of this
guide. You can either type the code to create the link straight into your HTML or you can use a web design software
such as Adobe® Dreamweaver®, which is very user friendly and comes with clear explanations. There are numerous ways of advertising your podcast. Some suggestions are:
1. Make an interesting podcast that people are going to want to listen to and tell their friends about.
2. Network by advertising other people’s podcasts on your website and ask that they do the same for you.
3. Create a relationship with your listeners by inviting comments, feedback and suggestions.
4. Get your podcast listed in online directories.
5. Put your podcast on Google search engine.
6. Create an email to notify potential subscribers of your podcast and to guide them through the subscription
process.
Apply an RSS feed. Next we make the viewer aware of our new podcast by creating a news feed (RSS), which will
appear on their desktop or web browser. This feed acts like a viewer subscription, which will enable automatic
delivery of updates about your podcast service as soon as they become available. This removes the need for the
viewer to go searching for this information. To create the RSS feed, you can use one of many free code generators
such as TD Scripts, which is downloadable at:
http://www.tdscripts.com/webmaster_utilities/podcast-generator.php
Fill in the form with your own podcast details and then upload this file to the same ‘podcast’ folder on your server.
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Video

7

Introduction
Video content is a well established media form. It combines motion or still graphics with sound. Its uses are
unlimited, from instructional online tutorials to interactive DVDs. The same principles of working with sound and
images apply in this medium. For example, always work with a high quality master file and compress only at the
end when you are outputting your final file. Similarly, there are different factors to be aware of when creating
video for web and for DVD.

What You Will Need
Recording equipment: a microphone, headphones, digital recorder or digital camera, a computer with an Internet
connection and video editing software. The industry standard software for video editing are Adobe® Premiere®
and Adobe® Encore® as well as DigiDesign® Pro Tools. These are high end software programs that come with a
high price tag. There are also free video editing software programmes available online. Of course, these will be
more limited but may serve your purposes adequately. You can get more information at:
http://www.desktop-video-guide.com/top-5-free-video-editing-software-review.html

Video for DVD
Below is a list of DOs & DON’Ts when incorporating/creating video for a DVD project.
DO work with high quality sound and video files. If you plan on recording your own video, do so at a high resolution
and sound quality. If you plan on creating a montage of still images with sound files, source uncompressed, high
resolution/bitrate files as your master files if possible.
DO ensure that you have permission to use the video content as well as any images or audio content.
DO be clear about what platform you are going to play your DVD and format the size ratio accordingly. If you plan
on using your DVD on a TV screen, most modern flat screen TVs are 16:9 aspect ratio. Traditional TV screens were
4:3 but these are becoming obsolete.
DO choose RGB colour format for any still images you will use in your project.
DO Reduce your images to 72 DPI and do a ‘save as’ to create a new document so as not to save over your original
high resolution image. Save them in the specified preferred file format of your software. These can then be imported
into your video editing software.
DON’T forget to include your videos and image/sound files in the same folder as the master file. These files are
linked externally so it is important the software knows exactly where to find them.
DO save regularly. It is also a good idea to publish your video every so often to check for bugs.
DO back up your work on an external hard drive. Video projects create very large files and can jam up your hard
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drive if you store them all there. Back up your work to be safe and when your project is finished, back it up safely
and delete from your hard drive.
DO decide on the most suitable file format for your final video. File size is not such an issue for DVD so you can
afford to create larger higher quality files. You can get information about this in the video editing software itself.
Export your finished video to this file format. The most popular files format is Adobe QuickTime™.
DO burn your final video onto DVD.

Video for the Web
The same rules apply when designing video for the web except for a few important differences.
DO publish as an Adobe Flash Video (.flv): There are several video file formats suitable for web such as Shockwave®,
Real Player™ and QuickTime™. However, the  preferred format for embedding video into web pages is Adobe
Flash Video (.flv) format. This is a compressed file format, which will compromise visual and audio quality. Your
challenge is to find an acceptable balance between file size and resolution.
DO put your video into your web page layout: When you have published your file, either put it in your web page
(HTML code) or create a link on your website interface that will launch the video once clicked.
DO upload your file: Upload your video into your web server directory and you should be able to view online.
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Copyright, Royalties and Permissions

8

Introduction
Never before has the public had such easy access to media components such as images and audio files. It is a
common misconception that files found on the Internet are there for general use. Certainly, some are put there
by generous donors but many are copyright protected and are only for your viewing or listening purposes.
Appropriating these files for your personal use would be a breach of copyright law and can result in prosecution.
So, what exactly is copyright? Under the Canadian Copyright Act, by default, a creative work belongs to the person
who created it. The right to reproduce the material in any way belongs exclusively to the owner. Four main
categories of copyright protected materials are music, art, literature and drama. The owner also has exclusive rights
to develop the original work into other media. An example would be an author developing their book into a film.
An owner can assign or license copyright to another person or group. In order for this to be legally binding, the
permission must be given in writing. Licensed copyright results in the owner being paid royalty fees, which are
essentially payments based on predetermined usage.
When you are sourcing free images, fonts or sound files from the Internet, be careful to read the small print
associated with each individual item. Some owners give full permission to use the material freely, others specify
that it can be used for non-commercial purposes only and others request that you credit them somewhere in
your project. It is good etiquette to give credit where it is due, especially when someone has been kind enough
to donate something free of charge.
For a more detailed resource on copyright law, please visit:
http://www.mapleleafweb.com/features/copyright-law-canada-introduction-canadian-copyright-act#overview
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Free Online Resources

9

Introduction
The Internet is a wealth of resources for any designer. There is so much information online that it can be overwhelming
when searching for something in particular.  A selection of links has been provided to serve most of your basic
design and tutorial needs. This list is not conclusive so feel free to also do your own independent searches.

Free Software Tutorials
Lynda.com

http://www.lynda.com/home/ViewCourses.aspx?lpk3=true

Tutorial Index

http://tutorial-index.com/

Free Online Photographic Image Libraries
Stock.xchng®

http://www.sxc.hu/www.

Dreamstime®

http://www.dreamstime.com/

Free Online Vector Image Libraries
FreeVectors.net

http://www.freevectors.net/recent?page=30

Smashing Magazine

http://www.smashingmagazine.com/2009/01/16/the-ultimate-collection-of-free-vector-packs/

Free Online Font Libraries
Dafont.com

http://www.dafont.com/

1001 Free Fonts

http://www.1001freefonts.com/

Online Design Communities & Forums
All Graphic Design

http://www.allgraphicdesign.com/

Behance™

http://www.behance.net/

Imprint

http://imprint.printmag.com/
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Online Sound Files Libraries
The Free Sound Project http://www.freesound.org/
Synth Zone		

http://www.synthzone.com/sampling.htm

Free Sound Editing Software
Audacity		
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http://audacity.sourceforge.net/download/

Glossary of Terms

10

AIFF (Audio Exchange File): This is an audio file format, which was developed by Apple primarily for storing sound
files on Macintosh computers.  It is a larger file of higher quality than a compressed file such as an MP3.
ASCENDER: This is the part of a letter character that extends above the baseline.
BITRATE: A ‘bit’ is a small unit of data and ‘bitrate’ is the amount of bits processed during a given period of time.
It can also be written as ‘bit rate.’
BLEED: This is a 3 mm area of an image that extends beyond the main parameters of the image. It is used when
sending an image to the printer to allow for a slight shift of the blade when the image is being cut to size. If there
were no bleed, you might see an undesired area of white at the edge of your artwork. A bleed is only necessary
when you have an image in your design that goes to the edge of your layout. If it is simply white area, there is no
need for a bleed.
CMYK (Cyan, Magenta, Yellow and Black): This term describes a color model and is also referred to as ‘full
colour’ and ‘process colour.’ It is a combination of four colours: cyan, magenta, yellow and black and is used in
standard color printing. CMYK is also used to describe the printing process itself. The appearance of colour in
CMYK images can vary and each image may not always appear the same.
COLOUR HARMONIES: This term refers to the way in, which certain colours combine to create a pleasing visual
effect.
CROP MARKS: These are marks on pre-pressed final art that show the printer where the trim mark of the artwork
is. In other words, it indicates exactly where the artwork should be cut to size after printing. The bleed and crop
marks are interrelated. Essentially, if everything is set up correctly, the crop marks will guide the blade to cut off
the bleed area from a printed document.
DESCENDER: This is the part of a letter character that descends below the baseline.
DPI (Dots per Inch): This is a measurement of image resolution. The higher the DPI (resolution) the better quality
the image is. Higher DPI also results in larger file size.
DUOTONE: This is a two spot colour image that can create from a full colour or black and white image in a photo
editing software. It is used when a document is restricted to being a two colour print job (perhaps for cost restrictions)
and you wish to use photographic images. Duotones can also be used to create ambience. For example, an old
black and white photo might have a sepia tone added to it.
EMBEDDED IMAGE: This is an image that is stored directly in a document rather than being link to as an external
source file.
EPS (Encapsulated PostScript): This is a file format that is used in pre-press and printing.
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FONT: This is a set of characters within a particular type family. Fonts for Mac cannot be used on a PC and vice
versa. However, most font designers create a separate version for each. This is important if you are working on a
Mac and give your printer PC fonts as they will not be able to use them.
FTP (File Transfer Protocol): This is the method by, which files are uploaded and downloaded from a hard-drive
to a remote server or between computers on a network.
GIF (Graphics Interchange Format): This is a compressed bitmap file format commonly used for web. They are
excellent for compressing most images but NOT photographs. They can also be used to make GIF animations online.  Another key feature of GIF files are that you can make the background transparent on them, which allows
the background to show. In other words, your image will not appear in a white box and will stand alone against
the web page background.
GIGABYTE (GB): This is a file that is a unit of storage equal to 1000 megabytes. When we work with video and
sound files, they tend to be large files measured in gigabytes.
HOST: This is a company that allows individuals and businesses to create and manage their own websites. The
user buys the web space package from the host company along with tools and scripts to help them to develop
their website.
HTML (HyperText Markup Language): This is the standard computer programming language used to create web
pages. If you open any website page and click on View  Page Source in the control panel at the top of the browser,
you will see a page open that contains text only. This is HTML and it provides the building blocks to a web page. It
is the structural foundation of a website. What you see when you open a web page is the cosmetic façade.
HYPHENATION: This is how a word is divided between two lines by a hyphen. Hyphenation is used to control the
kerning in a line of text. While hyphenation is useful, try to use it sparingly as its overuse results in illegibility and
poor aesthetic.
JPEG (Joint Photographic Experts Group): This is a compressed file format that works well with full colour
photographic images as well as grey scale digital images. JPEGs are commonly used in web design and unlike GIF
files can only be used as still images.
JUSTIFIED: This is when each line in a body of text is the same length.
KERNING: This is the adjustment of the amount of space between specific pairs of letter characters.
KILOBYTE (K): This is a file that is a unit of storage equal to 1000 bytes. When we work with web design, we tend
to use small files that are measured in kilobytes.
LEADING: This is the term used to describe the amount of space between two lines of text. It allows the designer
to control the density of text and is very important when designing layouts with type. It affects legibility and
design aesthetic.
LOCK ITEMS: This is a way of securing items such as images and text in place on your layout so they can’t be
accidentally moved around. There is a ‘lock’ function in most design software and you can refer to the individual
software guide for advice on how to use it.
MEGABYTE (MB): This is a file that is a unit of storage equal to 1000 kilobytes. When working with print design,
relatively large files that are measured in megabytes tend to be used.
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MONOTONE: This simply means one spot colour. The term is mainly used to describe an image that is one colour.
A monotone can be created from a full colour image using a photo editing software. A black and white image can
also be given a different colour using this same technique, e.g. blue and white.
MP3: This is a compressed audio file format. It is very popular in web use as the file size is small and easily
uploaded and downloaded. The sound quality is lower as it is a compressed file.
OUTLINED FONT: This is a process whereby a font is transformed into an object during the pre-press process. As
an object, the character is no longer an editable font. It is now a character shape and no longer contains the information that defines it as a font. For example, a digital square drawn on a page is an ‘object’ shape. An outlined
font is also an ‘object’ shape. This protects the artwork from being distorted by font substitution, which occurs
when a different system (e.g. the printer’s computer) doesn’t have the same fonts used in the original artwork
and automatically substitutes them with their own system fonts.
PANTONE COLOURS: These are a series of numerically defined standardized colour reproduction systems. They
are used by designers to specify the use of an exact colour in a design layout. Pantone colours are also known as
spot colours and are separate from CMYK.
PDF (Portable Document Format): This is a file format that is used to save still visual documents in a format that
is readable on any computer system. It is a fully self-contained file that should display the document correctly and
accurately regardless of the hardware, software or operating systems used to view it. For this reason, it is very
popular with printers as designers can save their artwork in PDF format and send it to the printer without having
to worry if the fonts will be replaced or images distorted.
PIXEL: This is the smallest element of a screen image. If you zoom in closely to an image, you will see that it is
made up of many small coloured squares. Pixel images cannot be blown up more than 30% without loss of quality.
One cannot create pixels that are not already there in an image.
PRE-PRESS: This term is used in the printing and publishing industries to describe the process of how final artwork
is prepared to go to press.
PUBLISH (A VIDEO FILE): A designer works on an editable version of a video project in the editing software. When
they have finished editing, they must make the file into a format that is deliverable on other platforms, e.g. the
Internet or TV. To do so, they ‘publish’ the file, which means that the file is made into a single uneditable unit that
can then be exported. Examples of these are .flv or Shockwave® files.
QUICKTIME: This is a flexible file format that allows users to create layered video and audio content for web, DVD
and other multimedia platforms.
RGB (Red, Green and Blue): This term describes a digital or analogue colour model with a combination of three
colours: red, green and blue. This colour format is always used when designing for TV screen or for web.
RSS Feed (Really Simple Syndication): This provides summaries for frequently updated web content. For example, a podcast might come with an RSS feed, which would give a brief description of it.
SANS SERIF: This style of font doesn’t have serifs (small structures on its outer edges). These fonts are commonly
used in headings to draw attention to a text. A commonly used sans serif font is Arial.
SERIF: This is a style of font that has small structures (serifs) on its outer edges. These aid legibility and are used
in large bodies of text such as books and newspapers. A commonly used serif font is Times New Roman.
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SERVER: This is a computer programme that delivers content (e.g. websites) on the World Wide Web through the
use of HTML (Hypertext Transfer Protocol).
SHADE: A colour shade is a measure of how much black has been added to the original colour resulting in a
darker colour. For example, terracotta is a shade of orange.
SPOT COLOUR: This is a pure or mixed colour that is used during the print process in a single run. They are used
in order to get an exact colour match and are considered an additional colour when combined with CMYK.
An example of their use would be when printing a company logo and the colours must be 100% accurate. Spot
colours can be determined by using a Pantone book, which is a visual reference library.
STREAMING: This term is used to describe how digital data (e.g. video or sound file) is simultaneously being
played while also downloading. It allows the user to start viewing or hearing the item immediately. The drawback
is that it can result in a choppy delivery.
TIFF (Tag Image File Format): This is a stable uncompressed image file format that is commonly used for print. It
is high quality and a larger file size.
TINT: A colour tint is a measure of how much white has been added to the original colour resulting in greater
lightness. For example, pink is a tint of red.
TRACKING: This is the adjustment of the amount of space between selected letter characters in a line or block
of text.
TRAPPING: This is the process whereby text is checked before being printed to make sure that white or pale text
will appear clearly against a dark background. It is acceptable to ask the printer to check this for you and it is
advisable to request this. If the trapping is off, the negative result can be that the dark background area of your
image will bleed into the finer light areas and obscure them. This will result in a poor quality finished product.
TRITONE: This is a three spot colour image that the designer can create from a full colour or black and white
image in a photo editing software. It is used when a document is restricted to being a three colour print job that
may also incorporate photographs.
VECTOR: This is a geometrical mathematically generated image created on software such as Adobe Illustrator.
Vector graphics are perfect when smooth, clear lines and definition are required, e.g. when designing a logo.
Photographs are NOT vector images; they are pixel images. One advantage of a vector image is that it can be
resized without any loss of quality. One can blow a vector up to the size of a house and it will still be clear and
sharp. Also, vector images are generally smaller files than pixel images.
WAV (Waveform Audio Format): This is an audio file format commonly used to store data on a PC. It is a larger
file of higher quality than a compressed file such as an MP3.

NB: This guide belongs to The Quebec Anglophone Heritage Network. It is free to use for reference but must not be changed or reappropriated in any way by third parties.
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