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404 Error is the message that appears when a visitor tries 
to go to a web page that does not exist.

‘A’ Series, ISO European paper size standard, of which 
this is the most common. All A size papers have the same 
proportions. There are also B size papers, C size envelopes 
and the larger RA and SRA papers, which allows printers to 
print oversize sheets that can be trimmed to an A size:

404 Error is the message that appears when a visitor tries 
to go to a web page that does not exist.

‘A’ Series, ISO European paper size standard, of which 
this is the most common. All A size papers have the same 
proportions. There are also B size papers, C size envelopes 
and the larger RA and SRA papers, which allows printers to 
print oversize sheets that can be trimmed to an A size:

A0 = 841 x 1189mm A1 = 594 x 841mm 
A2 = 420 x 594mm A3 = 297 x 420mm 
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A Board, a sign whose two sides lean together on the top, 
forming an A, typically used for pavement advertising.

Above (or Below) the Fold is the content seen (or not seen 
when below) on a web page before you start to scroll.

A/B Split Testing refers to running 2-3 similar advertisements 
at the same time to see which performs best.

Acrobat Reader is a fee program from Adobe, used for 
displaying and printing, but not editing PDF files.

Adwords is a Google owned program used by advertisers 
to place adverts on Google search result pages. Its the 
primary platform for PPC advertising.

Alignment refers to positioning of text.

Alt Text (Alternative Text) is an attribute added to HTML 
code for images, used to provide visually impaired website 
visitors with information about the contents of a picture.

Analytics (Google Analytics) is a Google platform that 
allows webmasters to collect statistics and data about 
website visitors; where web traffic comes from and how 
visitors interact with the site.

Archival Paper, is paper that is alkaline and won’t 
deteriorate over time. They must meet national standards 
for permanence and will then have an expected life 
exceeding 100 years.

Autoflow, the flow of text automatically from one page to 
another, or one column to another.



Ascender, the part of a lowercase letter that extends 
above the x-height, e.g. ‘b’, ‘d’, ‘f’ and ‘h’:

B2B stands for ‘business to business’, where sales are made 
to other businesses rather than to individual consumers.

B2C stands for ‘business to consumer’, where sales are 
made by a business to individual consumers.

Backing Up, also known as ‘work and turn’ or ‘back to back’;

1. To print on the second side of a sheet already printed 
on one side

2. To adjust an image on one side of a sheet so that it 
aligns back-to-back with an image on the other side.

Backlink is when one website hyperlinks to another 
website. Backlinks are a major factor in how Google 
determines organic rankings.

Bad Break refers to widows or orphans in text copy, or to 
any break that makes reading text awkward.

Typography



Banding;

1. Visible shades of a gradient.

2. Method of packaging print pieces of paper using 
rubber or paper bands.

Banner, typically located at the top of a page or in a 
sidebar, banners are advertisements that link to other 
websites.

Baseline is an imaginary line that letters sit on:

Binding refers to the various methods used to secure loose 
leaves or sections along an edge of a publication, e.g. 
saddle-stitch (also known as stapling), wire-o-bound and 
perfect bound.

Bleed is when a design extends past its printed edge so 
there’s no chance of white borders when it’s trimmed down 
after printing.

Blog is short for ‘web log’, it’s a web page or website that is 
regularly updated with new written content.

Board is a general term for heavier printing paper, usually 
over 200gsm.

Typography



Body Copy, the main part of text in your design or 
publication, in print or online. 

Bot is an automated program that visits websites, 
sometimes also referred to as a ‘crawler’ or a ‘spider’. 
Spam bots visit websites for nefarious reasons.

Bounce Rate is when a user lands on your site and only 
views one page.

Brand is a mix of all the fine conceptual details that make 
up an organisation, from its values and ethos to the way 
the brand is presented and how it communicates. 

Brand Guidelines are a set of rules that explain how a 
brand works. They can be used internally and externally to 
ensure consistency with a brand’s visual identity and even 
the way it communicates. 

Brand Identity or corporate identity is the visualisation of a 
brand, it can include the logo, business cards, letterheads, 
uniforms, packaging design and more.

Brandmark or logomark is the graphical element of a logo 
that doesn’t contain text. 

Breadcrumb Trail are navigation elements that generally 
appear near the top of a web page to show users the 
section hierarchy of the current page.



BRC (Business Reply Card) is a postcard provided for 
customers as a convenient way to reply to a promotional 
offer, often with postage paid. An envelope for the same 
purpose would be BRE.

Bulk is a term given to paper to describe its thickness 
relative to its weight.

Bulk Pack refers to boxing a printed product without 
wrapping or banding.

Campaign is a series of advertising messages that share a 
theme and market a product or service.

Carton means box.

Carbon Paper is a thin paper coated on one side with 
carbon, which when pressure is applied, transfers to a 
sheet of paper underneath.

Case Binding, also known as case bound, hard cover or 
edition binding, is the most common type of binding for 
hardcover books where pages are sewn together and hard 
covers are attached.

Centre Spread is the two pages that face each other in the 
centre of a book or publication.

Clip Art is ready-made, simple pictures, artwork and 
symbols, primarily for use with Microsoft products.

Clipping Path is a vector outline that acts as a mask, 
blocking out any areas of the image that fall outside it.



Coated Paper is paper which has been coated by a 
compound or polymer to yield certain qualities to it, often a 
surface gloss, smoothness and reduced ink absorbency.

Collate means to assemble various sections or sheets of a 
document together in the correct order.

Collect for Output or package is where copies of a digital 
design and its source files, including linked pictures, printer 
and screen fonts, and colour profiles are brought together 
into a single folder.

Colour Density, the greater the density of weight of an ink, 
the darker the colour appears.

Colour Harmony is an aesthetically pleasing combination 
of colours.

Colour Theory creates a logical structure for colour. There 
are three basic categories of colour theory; the colour 
wheel, colour harmony, and the context of how colours are 
used.

Colour Wheel invented in 1666 by Isaac Newton. It is the basis 
of colour theory, showing the relationship between colours.

Compressions refers to algorithms used to reduce the size 
of electronic data files, widely used to reduce very large 
graphic files.

CMS (Content Management System) is software that 
creates and manages digital content on a website.



CMYK stands for Cyan Magenta Yellow and Black, the 
colours of the four-colour process printing method.

Complementary Colours are opposite each other on the 
colour wheel and are complementary colours, e.g. red 
and green.

Composition is the arrangement of design elements 
that form a whole image including balance, proximity, 
alignment, repetition, contrast and white space.

Compression is a way of reducing digital file sizes, e.g. a 
zip is a compressed file.

Condensed is a style of typeface in which the characters 
have a vertical elongated appearance.

Contrast is the degree of tonal separation or graduation in 
the range from black to white.

Copy Editing refers to finding and eliminating grammatical 
or spelling errors and checking for style conformity.

Corrugated Paperboard are the wave shapes or flutes in 
the inner portion of corrugated board used primarily in 
retail display production.

Coverage is the extent to which ink covers the surface of a 
substrate, usually expressed as light, medium or heavy.



Convert to Outlines turns text from a font into vector 
shapes, so it can be opened on any computer, even 
when there is no access to the original font. However, this 
process will mean it can no longer be edited.

Cookie, a small item of data sent from a website that is 
stored on the user’s device. Cookies help the user’s device 
remember useful data, e.g. items in a shopping cart.

Copy refers to editorial text supplied.

Coverage is the area of print.

CPI (cost per impression) measures how many times your 
ad appears on a site whether or not the users actually sees 
or interacts with it.

Cracking refers to when the paper splits, usually along a 
fold, and the ink cracks up.

Crease is where a printed job is creased mechanically to 
make folding easier and prevent cracking.

Creep happens when documents with a lot of pages suffer 
from build-up of paper at the binding edge.  This means 
the open edges of the pages are pushed out.

CRO (Conversion Rate Optimisation ) is a system for 
increasing the percentage of visitors to a website that 
convert into customers, or more generally, take any desired 
action on a webpage.



Crop marks or trim ticks are short lines off the edge of the 
page that the printer uses as a guide to trim the documents:

 
 
 
 
 
 
 
 
 
 
 
 
 
 
CSS (Cascading Style Sheets) is a stylesheet language 
used to describe the presentation of a document written in 
HTML or XML.

CTA (Call To Action) is a button or statement used to get a 
customer’s attention and make them click, purchase, share 
their email or anything else that they are intended to do. 

CTR (Click Through Rate), when running a social media 
advertising or email campaign, the click through rate shows 
how many times the ad or email was interacted with by users.

Cut-Outs are when you remove the background of an 
image using a clipping path or a mask.



Deboss, certain parts of the material are imprinted to 
bring texture to a page. 

Deckle Edge refers to paper with a torn edge.

Descenders, the part of a lowercase letter that extends 
below the x-height, e.g.  ‘g’, ‘j’ and ‘p’: 
 
 
 
 

Despatch Note is the paperwork completed for the issue 
and delivery of finishes products, signed copies are often 
maintained as proof of delivery, POD.

Die-Cut is a cut-out shape on a piece of material, typically 
paper stock.

Digital Marketing is a catchall term for online work that 
includes specialised marketing practices like SEO, PPC, 
CRO, web design, blogging and content.

Direct Mail is marketing literature, usually sent unsolicited 
through the post.

DNS (Domain Name System) is a protocol that translates 
website URLs into IP addresses. Without DNS, every 
website would just be a string of numbers.

Double Page Spread or DPS are two facing pages where 
the text on the left continues on the right.
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DPI (Dots Per Inch) specifies the resolution of an output 
device or file.

Drill means a hole.

DTP (Desktop Publishing) are computer programs used to 
create artwork.

DPS (Double Page Spread) is two pages treated as one in a 
publication, with images or text extending across the binding.

Dummy is a folded and made-up sample of the print job 
using the actual stock the job will be printed on.

Duplex is the capability or printers and copies to print on 
both sides of a sheet of paper.

Ecommerce (Electronic Commerce) is the classification for 
businesses that conduct business online.

Embedding is a process of transferring all the data 
associated with a font or image into a file.  

Emboss certain parts of the material are raised to bring 
texture to a page. 

Engagement Rate refers to how users are interacting with 
a brand, e.g. how many comments a blog had or how 
many shares it received. 

Engraving is cutting into the surface of a metal plate.



EPS (Encapsulated Post Script) is an image format capable 
of holding both vector and bitmap information.

Export, when a file is saved in a format for another 
programme.

Eyeletting, the process of punching small holes into a material 
for the purpose of attaching cords or hooks for hanging.

Facing Pages are the two pages on a double page spread 
that are viewed opposite each other.

Feathering is making the edge of an image softer.

File copies are extra copies of the final printed matter for 
the clients or designers’ own files.

Finished size, also known as timed size refers to the size of 
a product after production is complete, compared to the 
flat size.

Finishing encompasses any process applied to printed 
sheets after they have been printed, e.g. spot uv, foil, die-
cut. 

Fit / Out of Fit means one of the colours is out of register.

Flat Design is a minimalistic approach that focuses on 
simplicity and usability, the opposite of Skeuomorphism.

Foil Block is a process where the metal foil is ‘printed’ onto 
the paper using a heated die.



Font is a complete set of characters in a particular size and 
style of type.

Footer refers to design elements repeated at the bottom of 
every page on both printed materials and websites.

Four Colour Process creates colours by combining Cyan 
Magenta Yellow and Black, CMYK.

FTP (File Transfer Protocol) is a standard network protocol 
used for the transfer of computer files between a client 
and server on a computer network.

Gamut is a term used to describe the range of colours 
available in any one environment or technology.

Gang means getting the post out of a printing press by 
using the maximum sheet size to print multiple images or 
jobs on the same sheet, also known as ganging up.

GDPR (General Data Protection Regulation) is a regulation in 
EU law on data protection and privacy for all individual citizens 
of the European Union and the European Economic Area.

Ghosting is where a faint image appears on a printed 
sheet, where it was not intended to appear.

GIF (Graphics Interchange Format) is a pixel file format 
that supports animation and transparency. GIFs can only 
display up to 256 colours so are not suitable for printing.

Gloss Art is a shiny paper with a coating.



Glyph is a specific type of character not from the regular 
character set.  

Gradient is a gradual transition of colours: 
 

Grain is the direction the fibres that make up a sheet of paper.  

Greyscale is an image mode made up of shades of grey, 
printed using only black ink.  

Grid is the invisible guide used to align elements on a 
page.

GSM (Grams per Square Metre) the unit of weight 
measurement for paper.

Gutter is the white space formed by the inner margins of a 
spread near the book’s spine. It is also used to describe the 
width of the space between columns.

Hairlines is the thinnest of the strokes in a typeface.

Hard Copy is a printed, physical copy of an electronic file, 
also known as a printout.

Hashtag is a phrase beginning with the symbol ‘#’ used in 
social media as a way for tagging content for users to find.



Header are design elements repeated at the top of every 
page on both printed materials and websites.

Heatmap is a graphical representation of how users 
interact with a website. Heatmapping software is used to 
track where users click on a page, how they scroll, and 
what they hover over.

Heat Seal is to bond or weld material together by the use 
of heat.

Hero Graphic is the main image on a website, email or 
printed item.

Hex is a six-digit number used in HTML, CSS, and design 
software applications to represent colours on screen.

Hicky is a spot that appears on an item of print, caused by 
a speck of dust on the printing plate.

High Resolution is a definition used for artwork or an 
image with a high level of sharpness, usually dpi of 300 or 
more at 100 per cent.

Hologram is a laser-created, three dimensional recording 
of a 3D or 2D image, reproduced by hot foil stamping or 
embossing onto reflective-backed material.

HTML (Hyper Text Markup Language) is the standard 
coding language for websites that creates all fonts, 
colours, graphics and links.

Hue is the wavelength of light that represents a colour.



Hyperlink is a HTML code that creates a link from one 
webpage to another.

Icons are simple images used to represent an action or object.

Imprint, an identification of a publisher by way of their 
name, often with the date, their address and edition 
number at the bottom of a page.

InDesign is a desktop publishing software application by 
Adobe. It can be used to create posters, flyers, brochures, 
magazines, newspapers, presentations, books and eBooks.

Illustrator is a vector graphics software application by 
Adobe. It can be used to create illustrations, graphics, 
posters, flyers, stationery and website concepts.

JPEG (Joint Photographic Electronic Group) the most widely 
used pixel file type for web-based designs. As compressed files 
they load quickly but cannot have a transparent background.

Justify is the alignment of text along a margin or both 
margins, by adjusting spacing between words and 
characters so that each line of text finishes at the same 
point.

Kerning is the horizontal spacing between the letters.

Keyword is a word or phrase that a user types into a 
search engine to find content.

Kiss-cut is a light cut into the peelable surface of a self-
adhesive sheet, leaving the backing sheet intact.



KPI (Key Performance Indicator) can be any type of 
analytic e.g. click through rate, engagement rate, bounce 
rate.

Lamination involves adding a protective film to print to 
improve its durability and water resistance. Its available 
in a matt, gloss or soft touch finish. An eco-laminate will 
ensure the material can still be recycled.

Landing Page is a single web page that appears in 
response to a search engine result or a click through from 
a social network or email.

Landscape is a page or image orientation or layout that is 
wider than it is tall.

Large Format is a term used to describe printed products 
larger than 420 x 594mm, A2 size.

Laser Cutting is like a die-cut but produces more accurate 
results and can work with finer details.

Leading is the vertical spacing between lines of text.

Lead Time is the time required from receipt of a customer 
order to produce and deliver a product.

Ligature is a single typographic character that combines 
two or more characters to create a more elegant union: 
 
 
 
 

Without ligature With ligature

fi ff flfi ff fl



Links, a word or image that connects to another page or 
image.

Logotype, a type of logo where the name of the company 
designed in a visual way, e.g. Google, Ikea, and Disney.

Lorem Ipsum is also known as ‘dummy copy’, it’s used as 
placeholder text to demonstrate how a design will look 
once the real body copy has been included.

“Lorem ipsum dolor sit amet, consectetur adipiscing elit. 
Fusce pulvinar ante eget urna pretium dapibus. Morbi 
sodales diam et odio bibendum imperdiet.”

Low-Resolution is an image, either on a computer display 
or in printed form that has a low number of dots-per-inch 
or pixels-per-square-inch.

Luminosity is a value corresponding to the brightness of 
colour.

Lumpy Mail is bulky or tactile marketing mail, sent in the post.

Margins are the invisible guidelines around the outside of 
a page.

Master Page refers to a template page in a desktop 
publishing package. Master pages can be set up to create 
templates for common items on a page.

Matt Art is paper with a matt finish.



Microns is the measurement used for the thickness in 
heavy papers and boards.

Mock-Up is a real or digital model used to test early design 
ideas to assess the potential result.

Mono is single colour printing, in black.

Navigation is a roadmap to the most important parts of 
a website.

NCR (No Carbon Required) is a type of paper used to make 
duplicates, with the back of the paper coated with a dye.

Negative Space or white space are the areas of a design 
that are not filled with content.

Opacity is the degree of transparency an element has. The 
lower the opacity, the more transparent an element is: 
 
 

Open Rate tells you how many users opened your email.

Optimisation cuts down on image file size, while trying to 
maintain the quality of its appearance.

Organic is a source of traffic to a website that comes 
through clicking on a non-paid search engine result.

Orphan occurs when the first line of a paragraph appears 
on its own at the bottom of a page or column.
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Overs / Over Runs are extra copies of a printed item that 
were not ordered.

Overprinting is any printing that is done on an area that 
has already been printed, e.g. personalisation on pre-
printed letterhead.

Pagination refers to the number of pages and their order.

Pantone or PMS (Pantone Matching System) is a 
standardised system of colours for printing, every Pantone 
shade is numbered.

Pass For Press is the final approved version of a job prior 
to going to press, a proof will have been signed off to 
enable production to commence.

PDF (Portable Document Format) can be universally 
downloaded and viewed by any computer or mobile 
device with a PDF reader installed.

Perfect Bind is binding with a spine.

Perf Marks are ‘dummy’ marks indicating where 
perforation is to occur.

Perforating is creating a line of punched dots on a printed 
sheet so that a part of the sheets can be detached by the 
end user at a later date.

Photoshop is a pixel graphics editor developed and 
published by Adobe.



Pixel is the smallest basic unit of programmable colour 
on a computer. Images are made up of many individual 
pixels.

Pixellation is caused by displaying an image or a section of 
an image at such a large size that individual pixels, small 
single-coloured square display elements that comprise the 
image, are visible. Such an image is said to be pixellated.

Plate is the metal sheet with the artwork etched into the 
surface, ready for printing.

PNG (Portable Network Graphics) is a web-based format 
that does not lose quality when compressed. They 
are not suitable for printing but can have transparent 
backgrounds.

Portrait a page format or image where the height is 
greater than the width.

PP (Printed Page) a document with both sides printed 
would be 2pp.

PPI (Pixels Per Inch) is a measure of pixel density used by 
electronic image devices.

PPC (Pay Per Click) are paid adverts that run on search 
engines. Every time the ad is clicked there is a charge to 
the advertiser.

Proof is a printout or PDF of the design job being 
produced, as a means of checking for typos or other errors.



Press Pass is an event at which make ready sheets from 
the press are examined by the customer before authorising 
production to begin.

Price Break is the quantity at which the cost of paper, 
product or printing drops.

Print Ready File, a computer file that has been converted 
ready for printing, containing all the information, fonts and 
graphics necessary.

Punch means to make a hole or a shape in a substrate.

Pull Quote is a short quote or excerpt pulled from the 
main text and used as a visual element to help highlight 
important ideas and draw interest to the piece.

QuarkXPress is desktop publishing software used for 
creating and editing posters, flyers, brochures, magazines, 
newspapers, presentations and books.

Raster images are made up of pixels. This means when 
you change the size of a raster image it can get a blurry 
and lose some clarity.

Ream, 500 sheets of paper.

Rebrand is when an organisation revisits its brand with 
the intent of renewing or revising it based on internal or 
external circumstances.



Registration / Registration Marks are circles in the 
bleed area with a cross through them that help the 
printer align the colours properly on press.

Resolution is the amount of detail an image has. The 
higher the resolution, the clearer the image appears.

Responsive Design is when a website is designed to move the 
content to make it look correct on any devices screen using 
CSS and HTML to resize, hide, reduce and expand content.

RGB (Red, Green, Blue) is a colour model that is used for 
on-screen purposes.

RIP refers to the software a prepress department uses to 
take digital artwork and get it ready for printing.

Royalty-Free property can be photography, digital 
illustrations, video, audio files and computer code that is 
sold for a single standard fee.

Rub-off, when ink is transferred from one surface to another.

Rule of Thirds is a theory that if you divide your image with 
two vertical and two horizontal lines, the areas where your 
lines intersect will become focal points of your design. 

Run means number of copies to be printed.  

Run On indicates extra copies in addition to the specified 
print run, usually shown to illustrate that 500 or 1,000 
copies extra won’t cost that much more.



Saddle Stitching / Stitching is a way of binding using 
metal staples.  

Sans Serif is a style of typeface that means ‘without feet’ 
or without serifs: 
 
 
 
 
 
Scamp is a sketch of a design, showing a basic concept.

Score is to make an impression to help achieve a sharp fold.

Screen is like a printing plate used in the screen printing 
process, with one screen needed for each colour to be printed.

Script typeface that mimics cursive handwriting.

Security Paper incorporates special features that can be 
used to identify or authenticate a document as original, 
e.g. watermarks or invisible fibres in paper.

See Through means how much you will be able to see 
through a paper from the printed sheet below.

Self-Cover means a booklet has a cover the same weight 
as the text paper.

Typography



SEO (Search Engine Optimization) is the process of 
increasing the quality and quantity of visitors to a website 
or a web page by improving its position on search engines.

Serif typeface has small decorative strokes at the end of 
horizontal and vertical lines: 
 
 
 
 
 
Shiner is a percentage of a colour, usually Cyan printed 
under another colour, usually Black, to make it richer.

Sidebar is the left or righthand column of a web page 
typically used for either vertical navigation links or 
advertising.

Silk / Satin Art is paper with a very light finish, but not as 
shiny as gloss art paper.  

Sit Up is a phrase used to describe how well ink sits on 
paper. A coated paper will help the ink sit up.

Skeuomorphism is a design element that looks like a 
replica of the actual thing.

Specification is the complete written description of features 
of a job, such as size, paper type and binding method.

Spine is the edge of the fold or square edge of a perfect 
bound item.
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Spot Colour / Special Colour is a specific colour often 
mixed up using the Pantone Matching System.

Stock is paper.

Stock Photo a professionally shot photograph available 
online for licensing.

Substrate is any material or surface that is to be printed.

Swatch, a colour sample.

Tent Card is a folded piece of print which is used on flat 
surfaces, normally as a promotional tool.

Text Wrap is a term used in desktop publishing software to 
describe the way text can be shaped around images.

TIFF is an uncompressed image format. It produces a 
higher quality image than a JPEG, GIF or PNG.

Tint is when a colour is made lighter using a percentage 
of colour.

Tolerances is the specification of acceptable variations 
in a range of printing parameters to take account of the 
imperfections in each process.

Total Opens accounts for every time an email has been 
opened even if by the same person.

Trim Size is the size of the printed material when finished.



Typeface is a collection of fonts.

Typography is the artistic arrangement of type in a 
readable and visually appealing way.

Uncoated is paper that has no coating.

UI (User Interface) is the area with which a user interacts 
with something through a digital device.

UX (User Experience) refers to how a user interacts with 
a website or app, where they click and which pages they 
visit.

Vector Images are made up of points, lines, and curves 
and can be scaled up in size without losing any quality.

White Space is the area of a page with no printing on it.

Widow is a single line of a paragraph on its own at the 
bottom or top of a page or column.

Wireframe is a basic image that displays the essential 
functions of a website or app to show how a page, site or 
app works.

WordPress is an online, open source website creation tool. 
It’s one of the most popular blogging and website CMS 
tools.



X-Height is the average height of lowercase letters. 
X-height gets its name as this value is usually exemplified by 
looking at the height of the letter x in any given typeface. 
 
 
 
 
 
Zip (Zone Information Protocol) is a way of compressing 
files into a smaller size, for storage or transferring files with 
more ease over the Internet or any other means.

Typography
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