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Print: how you can do it yourself 

This book doesn't aim to be a standard 

printing text book or an ‘introduction’ to 

the printing industry. It aims to be far 

more useful. It is a simple guide to 

do-it-yourself printing. 

It aims to help both individuals or 
groups work out the most suitable and 

inexpensive way to print what you want 

to say. This handbook is filled with 

practical information on how to print - 

not what to print. 

Indeed, the basic reason for printing 

such a guide at all is that, although 

people are now able to design and print 

their own ideas, rarely do they take full 

advantage of the modern equipment that 

makes this possible. 

This handbook explains: 

e the simple design and print 

methods you can do yourself. 

e@ what you need to know in order 

to get your publication printed 

for you by an established press. 

e how to set up your own printshop or 

design studio. 

This is the fifth edition of Print: how 

you can do it yourself. It has 

consistently grown and been improved 

from the criticisms and suggestions of 

its readers. I am still interested to hear 

from you, the readers, about your 

experience of using this book and your 

suggestions of what to put into future 

editions. han ip yr 

Jonathan Zeitlyn 

January 1992 
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Do it yourself media 
We are surrounded by it - the world of 

print. At school, at home, in the street, 

from adverts to newspapers to books. 

Even through the letterbox we are 

bombarded by printed messages. Yet for 

most of us, it is from a distant world. 

The production of all these millions of 
printed words, designs and pictures is a 

mystery. We are only consumers - 

readers. And yet we can all be writers, 

printers, publishers, producers as well as 

readers, in our own homes, offices or 

community centres. 

The powerful world of so-called 

professional 'publishing' can undermine 

the rest of us by making us passive 

consumers. The makers of The Book, 

The Advert or The Newspaper appear to 

have a monopoly on ideas and the 

means of expressing them. This 

professional monopoly is being eroded. 
By being able to print whatever we 

need for our neighbours or for others 

with a similar interest, we are subverting 

this unhelpful monopoly. By being able 

to use print in a coherent manner we are 

creating a different kind of media 

altogether. The mass circulation media 

precludes reflecting the various views 

and local forms of self-expression. By 

constructing and manipulating the views 

and news it does touch on, it presents a 

limited portrayal of our world. By 

becoming a printer/publisher in your 

own neighbourhood or dealing with your 

own experience, you have a better 

chance of expressing exactly your own 

interests in your own way. This first 

hand, direct sort of media can produce a 

far more active response from those few 

people who share your concerns. By 

being your own reporter, sub-editor, 

editor, publisher, designer, printer and 

distributor you can reach those who 

need to know and feel involved with 

your issues. You will be able to tell 

some ‘home truths' and communicate 

creative ideas where they will be most 

useful and relevant. 

In this book we have tried to explain the 

various printing methods which 

individuals and groups can use for 

themselves. This can enable people to 

exercise control over the entire process 

from start to finish. This can make 
printing cheaper and more interesting 

than if it were done by an established 

commercial printer. The same 

technology that is used to produce the 

four-colour, or full colour magazines has 

also been used for all kinds of smaller 

scale printing for office use. 

Photographic offset litho, photocopying 

and computers have revolutionised the 

printing world. Office secretaries, clerks 

and even managers have become 

designers and printers at the press of a 

button. Their example can be followed 

by everyone else who needs to have 

their work printed as well. 

Most commercial printers, of course, 

dismiss this new technology. They even 

refuse to call it 'printing' at all and label 

it as ‘reprographics' or ‘information 

technology’. Whatever it is called, these 

processes are exactly the same as most 

‘professional’ printers now use. The past 

few years have seen the spread of this 

technology and its marketing to a far 

wider range of users. The quality and 

the potential of this equipment, as well 

as its price, have made access to print 

something that can benefit everyone. 

Some of the implications of these 

developments are now becoming clear. 



Because printing is far more available, 

people who are outside the commercial 

office or print world are getting access 

to it. These resources are opening up in 

schools, community centres and resource 

centres. In many shopping centres 

instant printers and computer bureaux 

offer the public printing and design 

facilities in a simple to use way. Many 

people have become familiar with 

printing and publishing their own 

publications. This ‘decentralisation has 

created a new market for both print and 

its related technology. A new form of 

expression and a new sort of media are 

being developed. With it there is no 

editor or censor other than you or your 

friends who are involved in_ the 

publication. This is not simply a 

freedom: it makes you responsible for 

any libel, obscenity or copyright 

infringement. But it also gives you the 

freedom to present your ideas in what 

ever form or shape you like. It gives 

you the freedom and creative outlet to 

design. 

When people are printing for their own 

needs and their own community, they 

can give a grassroots culture a shape 

and form. This can be used to make 

your ideas relevant at a very local level. 

People can become involved and 

participate in solving their own 

problems in many ways. More articles, 

books, stories, poems, news and 

autobiographies will be written by 

people who were previously passive 

observers of their own lives. More new 

ideas for the betterment of the 

community will emerge from all those 

who will have to live them. 
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Many of the new printing technologies 

can copy pictures as well as words: a 

much more visual language of pictures: 

and graphic images of all sorts can be 

used. As well as becoming writers it is 

also possible for people to become their 

own designers, illustrators, cartoonists, 

editors and printers. Instead of 

producing a mass of words, this visual 

media can be used in different ways for 

different readers. Older people will 

design a newsletter for their readers and 

create quite a different impression to 

one designed by younger people or 

designers. 

DOMINIT 

The technology and the structure of the 

printing industry has changed. Instead of 

having to do a five-year apprenticeship 

it is possible now to learn printing on a 

five-day course. Much equipment has 

been designed to be worked by someone 

who has had hardly any training at all. 

Its difficulties are hidden away for the 

service engineers to sort out. This book 

gives an overview of using much of this 

equipment. The rest of it you can 

usually pick up ‘on the job' by trying 

out, experimenting and playing with the 

controls. A friend may help you follow 

the manual. This can be useful as many 

manuais often require you to know the 

answer before you find the solution. By 

playing and experimenting with the 

equipment directly you can usually learn 

how to use it. This experimentation 

should help you to use whatever printing 

equipment you have to its full potential. 



Though this is a practical handbook 

about a practical activity it does have 

social implications. You can develop 

your influence as a communicator and 

as a focus for others in your own 

context. You can take part in changing 

peoples minds, even if this only 
concerns a very minor issue. You can 

gain a voice and give a voice to those 

who have been denied one. This is why 

your use of this book can become 

important, and why we have produced 

it. 

Instead of accepting old ideas about 

what is proper and correct from old 

technologies you can develop your own 

skills by experimenting and learning 

from your mistakes! 

The book takes a broad view of what 
‘print’ is. It includes fax and stencil as 

well as other office copying techniques. 

These methods are all options to 

consider when selecting a print method. 

It is also useful to think through if there 

really is a need for printing. Are there 

any other ways that may be more 

effective to communicate your particular 

point to the people whom you want to 

reach? 
Stotfish Env; Hand ; per ies on menta 

This book is not a total encyclopedia of 

all printing. It aims instead to be a guide 

to help you get started. With it and with 

your own ability to learn from your 

successes and mistakes it is possible to 

become skilled in printing and design so 

that you can produce whatever sort of 

publication you need for yourself. 
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Selechng a print method 
Choosing the right printing method for 

your publications is the first step in 

either doing your own printing or in 

having your printing done for you. It 

requires simple decisions about the size, 

quality and how many copies you will 

need. 

Cost 

Cost is often the most important factor 

in the choice of print method and if you 

can publish at all. The cost per copy 

goes down when you print a lot of 

copies. This is caused by the high initial 

costs. So printing only a few copies of 

one hundred to five hundred costs more 

per copy than for printing longer 'runs' 

of over one thousand. 

The three main factors of size, quantity 

and quality all affect the cost. They 

should be considered by looking at each 

method of printing section and trying to 

work out the cost of producing your 

publication. Obviously each method is 

better at producing different things so 

they should also be cheaper for some 

products rather than others. If you have 

easy and cheap access to one printing 

method you will tend to use it to save 

time and money. 

Another factor in making the choice will 

be the potential to design it yourself. 

Some methods may be expensive, such 

as photocopying but tend to be used 

because they are so quick and easy. The 

image to be printed can be whatever you 

put down on the paper. It can be your 

design and so your publication. 

It is difficult to generalise about 

comparative costing, though usually 

some methods work out cheaper than 

others, especially for a certain number 

of copies. The prices change so quickly 

that no figures can be used here. The 

only way is to get some quotes for your 

particular job in your particular context 

(see page 104). The cheapest way of 

printing is not to pay at all. Using 

someone else's materials and equipment 

is quite common. However, it is usually 

advisable to pay, but to pay for what 

you really need - which may be only the 

materials you use when you do-it- 

yourself. Paying someone else to do the 

work can be unnecessary for many print 

methods - except those using difficult 

technology and for large productions 

with many copies. Professional printers 

can work faster and produce better 

results than amateurs. However paying 

for someone else's equipment, loan and 

profit may be expensive. 

Remember costs and method used 

depend on: 

@ the size of the printed 

image 

@ number of copies to be 

printed 

@ whether you are printing on 

one or two sides of the paper 

@ number of colours to be printed 

@ type of image - line or tone 

@ the number and quality of 
photographs 

reductions or enlargements 

type of paper 

finishing. 

i 
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Ponting Photographs 
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resources 
e Do it yourself 

Many of the print methods described in 

this book (screen printing, relief, 

letterpress, photocopying, spirit and 

stencil duplicating) are simple to use. 

They can be operated by anyone witha 

bit of instruction, experience and 

motivation. 

The design or artwork, the original 

which is to be copied or printed from, is 

also. easy to produce yourself. 

Computers take a bit of getting used to 

but are equipment that you can use 

yourself, rather than having the work 

done for you. 

e Done for you 

Offset litho printing and letterpress 

require more experience and access to 

more expensive equipment than for 

other print processes. These methods are 

used to print your work for you. You 

however can still do the important part 

of preparing the design and original 

from which the printer will take the 

copies. This book is an introduction to 

printing and goes into some of the 

basics of these processes. Knowing 

about what is involved will help you to 

have your work printed for you easily 

by a printer. 

e Where to go 

If you want to do your own design, 

copying or printing, you should find 

your local 'resource centre’ where you 

can learn how to use _ whatever 

equipment they have. There will be 

some sort of printing equipment in 

almost every office which you may be 

able to use. Some schools, colleges and 

lo 

community oriented organisations may 

let you use their equipment. 

If you want your publication printed for 

you, probably by offset litho, try your 

local community press, instant printer or 

a sympathetic commercial press. 

Some 'community presses' exist which 

specialise in helping local community 

groups. They explain what groups can 

do for themselves and what the press 

can do for them and how to get the best 

results. Other smaller local printers will 

also be good at serving smaller 

customers. A good relationship with a 

printer, who can help solve your 

particular problem, can often suggest a 

way to producing a good job quickly 

and cheaply. Other commercial printers 

may find small jobs difficult and leave 

them to last. The time and money spent, 

and sometimes the quality of work, may 

make you think about doing it yourself 

next time. 



Design: 

The freedom to design your own As well as influencing the choice of 

publication in your own way may printing process, design and print 

influence the choice of print method you knowledge should help you avoid each 

use. Photocopying for example, is easy process's problems. You can design to 

to use and to design for. Letterpress reduce the costs as well as making your 

printing involves a skilled printer setting publication look good. 

pages for you following .your layout. 

This may involve quite a bit of work in Once you have considered all the 

telling someone else what you want. | factors, you can decide which printing 
Dealing with printers, proof reading, etc. method to select: 

can be difficult and make the job 

expensive when you see the proof and | See these pages for: 
change your mind. Relief printing 18 » 

rubber stamps 20 » 

Stencil duplicating is a method that is letterpress 22> 
fairly inflexible when it comes to Photocopying 24 > 
design. Knowing its limitations is Stencil 

important when designing for it or any duplicating 28 > 

other print method. Silkscreen 
printing 36 > 

Desktop publishing and computers Offset litho 48 > 

generally make writing and designing or Other methods 60 > 

setting up pages far easier, though these spirit 60 & 

systems take getting used to, and require dyeline 62» 

access to expensive equipment. fax 62 » 
other 

commercial 

63» 

Community Copyart 



relief printing 
iter) 

Typewriters, the first block printing 

methods and letterpress printing all use 

the same basic principle of relief 

printing to produce letters or images. In 

relief printing an impression or print is 

taken of the raised part of a block or 

letter. 

Potato cut printing is a simple example 

of this process in use. > 

As well as potatoes you can also cut 

blocks from cardboard, lino, soft wood 

like balsa wood, eraser rubber. 

Conveyer belt rubber or shoe sole 

material can also be used. 

You can use these simple blocks for 

adding colour, printing fabric and for 

Stamping simple symbols on = any 

available wall or piece of paper. 
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Rubber Stamps 

Rubber stamps are another form of 

relief printing. They are made 

commercially by specialist suppliers 

who receive orders from office or 

stationery shops. 

Rubber stamps can be made either from 

letterpress metal type or 

photographically. They do not cost that 

much if you only require a simple line 

of type, though a photographically made 

Stamp will cost more. Stamps are a good 

way of doing letter-heads, titles or 

emphasising a part of the image. They 

are also useful for small bits of colour 

and can brighten up normal duplicated 

black and white print. They can be a 

cheap way of adding colour, but you 

need plenty of willing hands to stamp 

many copies. 

The difficulty of getting even pressure 

over large areas limits the size you can 

stamp clearly. The maximum size is 

around 3 x 3 inches or 70 x 70 mm for 
a good clear image from a rubber stamp. 

Rubber stamps: are not very good at 

producing solid images. 

You can buy ready-made rubber stamps 

for date stamping, saying simple things 

Such as 'paid', or with nice simple 

pictures. Some stamp holders re-ink the 

Stamp each time they are pressed and 

others automatically change numbers so 

that they can be used to number tickets 

or page numbers. It may be well worth 

looking into the dark corners of old 

office supply shops if you are likely to 

need such jobs done. 

20 

This is a good example of how the very 

cliche of bureaucracy - the rubber stamp 

- can be turned into a useful tool. 



rubber stamp Kits 

A rubber stamp tit anlans: 

@ The vubber bles, 
made in relief 
on rubber 

bod ies , 

one leller 

o Tweezers ar 
included te 
pull out the, 

(eters. 

Stamp kits can be bought 

which you can use to make up your 

own rubber stamps. The rubber letters 

have to be put together in a holder, 

upside down and back to front to make 

up your message. The letters can be 

arranged to stamp out any messages that 

you want. When you have finished 

using that stamp it can be taken to 

pieces. The letters can be put back in 

the box and used again for another 

message and stamp. 

The kit usually contains tweezers to help 

you pull out the small rubber letters and 

put them together to make up the words 

in the holder. A set usually contains 

only one sort or size of letter with 

which you get a plastic holder. This 

should hold the letters tightly in place 

for stamping. Often the kit comes with 

a rubber stamp pad to ink the letters as 

well. 

The stam 

othe letters ave 

e 
An ink pad 

is included in 

f the sta 
etn 

nolde' 

4 

~ 
A 

assembled in the ~ <a 
stamp holder using the tweezers 

Rubber stamp kits have quite a few 

uses. They can be used for adding 'stop 

press' additions as well as spot colour. 

Rubber stamps can be used for printing 

on envelopes as well as walls for graffiti 

messages. 



leflerpress 
Letterpress was the first method of 

printing. It is now an expensive process 

and is difficult to use. It puts a greater 

distance between printer and customer 

as the printer usually does the whole job 

of design, composing and printing 

without the customer's involvement. 

The letterpress ‘composer’ uses the 

metal letters (type) to assemble and 

clamp together words, lines and pages. 

These are then placed in the press, 

covered in ink and pressed against paper 

to print. This can be done by hand, but 

most commercial letterpress printers 

have typesetting machines which do this 

automatically. These machines use 

molten metal to cast lines of type and 

put them into columns. This is called 

‘hot metal' typesetting. This technology 

has been replaced with computer 

systems now. Amateur printers still set 

type by hand and use small presses to 

print this work themselves. 

It is still possible to buy, very small 

presses to operate by hand on small 5 x 

8 inch sized paper. With these presses 

and with a small amount of type you 

could print your own visiting cards, 

tickets, letterheads, stickers, etc. These 

presses are cheap but the type and other 

equipment does cost quite a bit. To 

produce interesting designs you will also 

need several different sizes and styles of 

letters. This hand method takes time but 

it can all be done in a small room at 

home. It is a skill which takes time and 

practice to do well, quickly. 

Once you have set up the letterpress 

equipment, and once you have got used 

22 

to the fiddle of hand setting you can 

produce work which only involves 

paying for the paper and ink. The type 

is used over and over again. 

To print photos, any pictures or other 

graphic images requires having a special 

block made. This can be hand carved 

from a soft material like lino and 

mounting it on a wood block to make it 

the right height. Blocks can be 

photo-engraved commercially, but these 

are quite expensive. They used to be 

made from zinc but they are now made 

from a plastic called Nyloprint. The 

block is made photographically from 

artwork using a negative and positive. 

Photo-engraved blocks can be made 

from photographs using a_ halftone 

pattern of dots. Printing these halftone 

photos with letterpress on normal paper 

can produce rather poor results. 

Letterpress can be used to print simple 

words and images on most sorts of 

surfaces. Rough card or glossy card can 

be printed. The commercial letterpress 

printer can provide other services as 

well. They can do die cutting to make 

your print a special shape. They can 

perforate, print shiny foil, emboss a 

relief image onto the back of your card, 

or score it ready for folding. Letterpress 

can easily number each ticket as it is 

printed. 

A numbering 
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@ lellerpres 
press. 

cotnic N°123456 
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Photocopying has become so much 

better recently that it can be hard to tell 

the difference between it and offset litho 

printing. Photographs are not quite as 

good when photocopied as they would 

be if they are offset printed, but for 

many jobs, photocopying is the ideal 

method as it is very easy and quick. 

Many photocopiers use 17 x 11 inches 

or A3 sized paper as well as 8.5 x 11 or 

A4 sized paper. Plain paper copiers can 

copy on both sides of the paper which 

can be coloured as well as white. Many 

copiers can also reduce and enlarge the 

image when you copy. 

Costing 

Copying is cheaper than most other 

printing methods for under 10 copies. It 

is more expensive than duplicating but 

quicker and usually produces better 

quality copies. Photocopying is cheaper 

than offset printing for up to around 500 
- 750 copies. 

Shop around for different costings, but 

also for different: quality copies. Some 

copiers are not serviced well and give 

grey copies with background tones and 

smudges. Others can give excellent crisp 

black and white copies for the same 
price. 

Copying is easy to do but the machines 

and hence the copy charge is usually 

more than other DIY printing processes. 

You can use commercial copying 

services but they do tend to be 

expensive. You can find copiers in 

libraries, offices or. non commercial 

resource centres which you can use 

yourself. It may be cheaper, however, if 
you need a lot of copying, to get your 
Own copier. 



Contwls differ on machines 
the size of copy the 

darkyess and 

The costs of running your own copier, 

with the costs of hiring, buying, repair, 

servicing and maintenance will work out 

at quite a high cost per copy. You need 

to do your sums well and work out the 

number of copies you, and your 

neighbours, will need in a year before 

deciding either to hire your own copier 

or to continue using some one else's 

(see setting up your own printshop page 

108). 

Image 

Copiers have got better at copying good 

quality solid flat images and photos, but 

some are better than others. This quality 

of image can be the first thing that goes 

after a few months' use. Ask other users 

how reliable their machines have been 

before committing yourself to one make 

or one supplier. 

There are a number of ways of making 

sure your copy looks good and for 

getting the most out of a photocopier. 

You can, for example, avoid shadow 

lines ftom the artwork by using the first 

copy as the original. Paint out the 

shadows on this with white paint before 

using it to produce as many copies as 

you need. 

Most photocopiers have similar 
features fo fis machine: 

but most can vary ay (NSU fm book 

ou can eed paper 
one sheet a a 

Ww 

an this flay” 

Some of the coated paper copiers, which 

use a special paper rather than plain 

paper, can produce a far blacker copy 

than the normal plain paper copier. So it 

would be good to make the first good 

copy, to work as the flat original, on the 

coated paper copier and then run off the 

bulk of the copies on a cheaper plain 

paper. 

The quality of photocopied photos can 

be improved by using a white dot 

screen. This can be made from a white 

transfer dot sheet stuck on to clear 

acetate film. It can be put over the 

photo when it is to be copied. The white 

dots stop the black area of the photo 

from getting grey and patchy. 

A photo copied througha 
white dob pape J 25 



Design 

You can design to get maximum quality 

from photocopying. Try to design to 

avoid the problems. Do not use large 

solids in the original design as most 

copiers will produce grey and blotchy 

versions of these. Without these your 

copies can look much better. 

Using an even covering of images 

across the page can also help the quality 

of the finished copy. In this way the 

toner can be spread right across the 

width of the page without having to 

cover a large image on one side and 

little bit of text on the other. 

Use the copier to design by reducing or 

enlarging different parts of your text. 

Paste up and then copy the resulting 

original. Warning. If you copy a copy 

each stage will result in a slight loss of 

quality. Try not to copy copies of 

copies! 

Operation 

Photocopiers are designed to work 

automatically. If anything serious goes 

wrong you should call the service 

engineer. They will replenish developer, 

replace parts and clean the inside of the 

machine that is not designed to be 

entered by us ‘operators’. 

Simpler machines with an easy paper 

track, where the paper can go through 

straight, tend to go wrong less often. 

Get to know what you can do yourself 

with your photocopier. You should be 

able to change the toner, clean the 

charging wires and the track yourself. 

Be careful not to scratch the drum when 

opening the copier and clearing jammed 

2b 

paper. Each copier model arranges its 

working parts differently, so take a 

careful look at the operating manual and 

discuss what you can and cannot do 

with the engineer. 

Copy onto different surfaces 

You can use plain paper copiers to copy 

onto printed paper - so that the name of 

your newsletter, for example, could be 

printed in colour and each month you 

could copy that issue with some of the 

pre-printed paper. Do not used silk 

screen prints as the ink will not be heat 

resistant and can jam up your copier. 

You can copy onto coloured papers or 

any good quality paper. Make sure it is 

dry and stacked square. Also try to fan 

it so that there is air between the sheets 

before it is fed into the machine. With 

difficult paper or some double-sided 

work you can feed the paper in by hand, 

sheet by sheet. This will be more 

reliable but will take more of your time. 

Copy onto special acetate sheets that are 

made to be heat resistant for photo 

copying OHP transparencies. A headline 

or image photocopied onto this acetate 

can then be used as an original with 
many varying other headlines or images 

put behind it. A border or regular 

headline can be used on the acetate to 

copy from, with the different cover 

images or titles placed on paper under 

it. 

Saving paper 

You can reduce your image when 

copying to save space and paper. This 

should save you half the copying and 

paper costs. Copying on both sides of 

the paper can be done with most 



machines. It can cause problems as 

some machines buckle the paper and 

this means the second side has to be fed 

in by hand. Leave the second side to 

cool down before copying so that this 

buckle problem will not be so bad. 

Copy a few extra sheets so that you are 

assured of covering any that get jammed 

and messed up. 

Large copies 

You can copy onto A3 sized paper on 

both sides and then fold this in half, 

making a newsletter rather than the 

stapled normal sheets of 'memos'. You 

can copy your newsletter on one side of 

the A3 large sheet to make it possible to 

be pinned to a board as well as read 

individually like a normal paper. 

Some copy shops have copiers that can 

produce very large copies. Some can go 

up to AO size and copy onto rolls of 

paper. These are made to produce plans 

but could be used for your poster or 

display. 

Colour 
Full colour copying is available but 

expensive. It can be used to make a 

print from a colour slide as well as from 

flat artwork. It can also be used to copy 

onto thin card to make colour postcards. 

But generally, colour copying is 

expensive and the quality is not 

particularly good. It is better to stick to 

designing and producing black 'line' 

originals for photocopying and colour 

them in by hand! 

Some copiers are available that have 

second colour toner units so that you 

can copy in two colours. You need two 

pieces of artwork for the two colour 

copy. You have to pass the paper twice 

through the copier to make the 2-colour 

copy. Copying the same photo in two 

colours moving the original very slightly 

gives great effects. 

New laser colour copiers can not only 

produce good colour copies they can 

edit the colour and image as well. Try 

this out if you have the money to play 

with such expensive machines. 

Experiment 

You can copy real things, like your 

hands, as well as flat images or words. 

Try copying the real object as well as 

the caption or headline that describes it. 

Moving the thing or original as the 

copier scans the image gives great 

effects. Try it to convey movement. But 

do not look at the copier light when it is 

full on and the lid is open. The light is 

dangerous to your eyes. 

Instant uses 

Photocopiers can give instant results. 

Try to use the speed of publication to 

get greatest impact. An A3 poster that is 

produced and displayed the next day 

concerning a local event can have a 

greater impact than a larger, better 

produced publication which takes weeks 

to produce and distribute. 

You can copy real documents and 

evidence exactly as they are. Try to use 

this credibility with photocopying to 

Support what you are trying to say or 4 77 



Stencil dup! 
A stencil duplicator is a machine for 

pushing ink through a stencil onto 

absorbent paper. It includes a system for 

feeding paper under a drum ef ink onto 

which a stencil is fastened. There are 

several basic types of stencil duplicator 

in use. 

Some types of duplicator use a one 

drum system with the ink inside the 

drum. Other types of machine use a two 

drum system with the ink pumped up 

between the drums and a fabric covering 

screen. It is, therefore, important to use 

the right sort of ink for the particular 

type of duplicator you are to use. 

Old flat ‘bed duplicators are still 

available. Really, they are simply small 

silkscreens. These flat beds are more 

flexible than rotary duplicators though 

less automatic. They can use duplicator 

stencils as well as silkscreen stencils. 

They are totally manual machines and 

the paper has to be taken out by hand. 

Obviously, they can be used with any 

sort of ink that will work and can be 

washed off. 

icating 
Stencil duplicating was thought to be an 

old technology and has been largely 

replaced by photocopying in the modern 

office. 

However recently a new version has 

been developed and the old technology 

has become new! The stencil principle 

has been used with new digital 

technology to make the stencils. This 

new breed of ‘digital duplicator’ can 

scan an original to cut a stencil and then 

run copies off automatically. 

With any stencil duplicators, the quality 

of print depends mostly on the quality 

of the stencil. Making good stencils 

requires a simple skill and experience. 

Operate the duplicator by following the 

instructions. The duplicator is one of the 

simplest print machines to use. 

Scveen pinned ss 

wooden frame 

A flat bed stenal duphcator 
with 4 loose Screen, 08 



The traditional duplicator stencil is made 

of a fabric covered with wax or ink 

resistant material. To make the image, 

you cut this covering material but not 

the fabric which holds it. Duplicating 

can never achieve the quality of 

blackness or consistency given by offset 

litho, because the stencil fabric comes 

between the ink and the paper. Also 

normal duplicators cannot duplicate 

large areas of solid ink because the ink 

would stick the paper to the stencil. This 

can be overcome to a certain extent if 

the duplicator is fitted with strippers that 

pull the printed paper off the stencil. 

The amount of ink pumped onto the 

paper can be increased and blacker 

copies produced. 

The ink is slow drying and is absorbed 

by the special duplicating paper. You 

can duplicate on paper of different 

thicknesses or even on card, but it must 

be absorbent. It therefore tends to show 

through more than with other printing 

methods; blue ink is the worst for this. 

If you use normal paper, the ink will be 

wet when the next sheet lands on top of 

it and will set off (or mark) onto the 

back of the sheet above. Inter-leaving 

sheets or a special spray can be used to 

stop this from happening. 

The stencil duplicator's ink can be 

changed for a new colour. Doing this 

with a one drum type machine is easier. 

There is a choice of different coloured 

inks to use with this sort of machine. 

The drum with one colour can be 

removed by unclipping and lifting it out 

of the duplicator. It can then be easily 

replaced with one containing a new 

colour. Most duplicators print onto A4 

A Gestetner 42 old style 
Stenci! duplicator 

Which ever make. or cloagn 
the duplicator walks in a 
simil ar Way 

or 8.5 x 11 inch paper but it is possible 

to buy ones that print onto larger paper 

as well. 

You can buy stencil duplicating papers 

and card of different thickness and 

colour. Coloured paper and ink used 

together can give a bright and different 

feel to the normal stencil duplicated 

productions. | 
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stencils 
Stencils are made with card headings 

and a pattern of holes which fit a 

particular make of machine. The stencil 

heading holds the stencil in place on the 

duplicator drum and the ink itself holds 

the stencil flat while printing. You can 

get stencil headings which fit all of the 

main duplicator makes: 

Aiernadvely use sticky tape to adit the 

stencil to fit onto the duplicator. 

There are various sorts of stencils. 

Stencils can be cut directly with a 

typewriter or stylus (see next page). 

Stencils cut from an original are made 

with an electronic stencil cutter, heat 

copying machines or a digital duplicator. 

Bigger images can be made with 'brush 

stencils'. These work by painting on a 

solution which dissolves the stencil 

coating thus making the image on the 

stencil. 

Different sorts of stencils are made, to 

trace through, draw on and type on by 

hand. The ‘draw on' stencils are 

particularly useful for quick leaflets and 
notices. Stencils for duplicators have 

been made to go on a computer dot 

matrix or daisy wheel printer. These 

stencils have a thin wax coating and 

produce good results without bunging up 

the printer's printing head with wax. 

Normal typing stencils have also been 

used so that you can cheaply duplicate 

the computer print out. 

Thermo cut stencils 

Heat cut stencils are made on a thermo 

copier. These machines are useful and . 

quick but their quality is not as good as 

that produced by an electronic stencil 
cutter which uses a photocell (see next 

page). A heat-made stencil uses more 

ink than ordinary stencils. 

Thermocopiers work by using the 

carbon contained in the original image 

to produce an image onto a special 

stencil. Only some originals contain 

carbon. A photocopy, typing, pencil and 

printing contains enough carbon to copy 

from. The machine works by heating up 

the carbon image and pressing it against 

the sensitive stencil material. The heat 
cuts a hole in the stencil but does not 
register any of the shadows or edges of 

ordinary artwork that other photo 

systems will pick up. It will only cut the 

image which contains carbon. 

Thermocopiers can also be used to make 

OHP transparencies and spirit duplicator 

masters. It is an older technology that is 

worth keeping around. 
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Electronic stencil cutters 

Duplicating stencils can be cut 

‘photographically’. This is done by a 

machine called a 'scanner' or electronic 

stencil cutter. This machine uses a 

photo-electric cell, which picks up the 

difference between black and white on 

the original artwork which it scans to 

cut the stencil. 

The photo-cell scans the original and a 

needle cuts tiny holes in the special 

stencil whenever a 'black' is recorded 

by the cell. Some machines can be 

adjusted by taking a light reading of 

both black and white or just varying the 

sensitivity of the cell. 

With this electronically cut stencil, you 

can duplicate on all ordinary stencil 

duplicating machines. You can copy 

originals made of headings, newspaper 

cuttings, drawings, typewriter and 

simple photographs. In this way you can 

duplicate your design which can be 

exactly the way you want it. It means 

that simple duplicating can be used to 

produce well designed publications. 

On duplicators, large areas of black will 

not come out consistently black. The 

quality is generally rather grey and 

blotchy. With care in the design and the 

use of the duplicator, however, you can 

produce results from an electronically 

cut stencil which can be better and 

blacker than from most photocopiers. 

Once the stencil has been cut, the 

shadows and unwanted images can be 

painted out on the inside of the stencil 

with correcting fluid. You can buy 

different grades of special stencils, made 

of either plastic or carbon. Plastic ones 

cost twice as much as the carbon ones, 

but they give much better quality than 

carbon. 

By using a good stencil cutter, and 

plastic stencils, the tones of photos can 

be copied or cut onto a stencil. This 

requires fine holes to get most of the 

details in the photograph. The scanner 

and duplicator will never reproduce 

photos well, but if the photo is scanned 

through a sheet of acetate with white 

dots on, the grey tone in the photo will 

be broken up into larger or smaller dots. 

Some of the detail can be saved by a bit 

of touching up as well, using corrector 

fluid painted on to the stencil. The 

duplicator may have problems producing 

good quality photos if they require a lot 

of ink in one place. The paper may stick 

to the drum if too much ink is printed in 

one spot. 

Combined stencils 

You can combine scanned electronically 

cut stencils with normal typed hand cut 

ones. This is done by cutting a hole in 

the typed stencil and patching it with a 

bit of the scanned stencil. You could for 

example scan a whole sheet with lots of 

your organisation's symbols. Then when 

you need one you can cut it out of the 

electronically cut stencil and stick it 

onto a typed stencil. 

The patching has to be done carefully so 

that the patch with the image is bigger 

than the hole in the stencil. Use a glue 

like cow gum, which doesn't dissolve 

the plastic stencil but will stick it to the 

waxy typing stencil. Make the patch on 

the front of the stencil as this is the side 

that goes face down onto the duplicator 

a Se 



Make sure that the patch is firmly stuck 

down and that all the image is clear. 

Then put the stencil onto the duplicator 

drum. It should print without the patch 

getting loose as it goes round. If there 

are any unwanted holes, block these up 

with masking tape. 

Duplicating in colour 

The colour that comes out of the 

duplicator depends on the colour of ink 

in the machine. It is possible, with most 

duplicators, to put in a new drum or 

inking parts with another colour of ink. 

With the two drum type duplicators this 

can be done but it is messy and takes 

time. With the one drum style machines 

it can be done quite quickly as the 

whole drum can be replaced with one 

filled with another colour. 

Duplicating two or three colours 

involves putting the sheets of paper 

through the machine two or three times. 

This can be difficult if the ink is to be 

put on in large areas and will take time 

to dry. Wet ink may set off or leave 

marks on the machine and on the back 

of the sheet of paper. Use scrap sheets 

put between each sheet to allow the ink 

to dry. And take your time. 

Some scanners have colour filters to 

scan coloured photographs and make the 

three stencils needed to reproduce full 

coloured copies. Use these three stencils 

on a duplicator one at a time with the 

three process colours in the drums. You 

have to be able to duplicate in exactly 

the same place each time and if you can 

you will be able to duplicate nice full 

colour pictures ! 

DY 

Digital duplicators have the capacity to 

omit some parts of your design when 

cutting the stencil. The omitted part can 

then be used to cut another stencil 
which can be duplicated later in another 

colour. In this way it is easy to cut 

several stencils from the one original 

and print them using a change of drum 

to produce multicoloured copies. 

Uses 

Improving the quality of duplicating can 

give rise to rethinking what you do with 

the old stencil duplicator that used to be 

used for office bumph. The quality and 

cheapness that is possible with stencil 

duplicating should make you rethink not 

just what you do with this old 
equipment but also what you ‘publish’. 

You may discover that a newsletter can 

be produced for everyone instead of 

photocopying minutes just for the 

committee. You may let the children 

loose on it and find that they can 

produce such interesting booklets that 

you can't get your own letter duplicated 

as quickly as you are used to! 

One old duplicator could be cleaned up 

and used for a second colour while the 

newer one could be kept for use with 

black ink. Duplicating two colours then 

becomes an easy step from one machine 

to another. 

Groups and individuals have used stencil 

duplicating to produce newsletters, 

books, small posters, leaflets and 

magazines. With the quality of design 

and image that is possible with 

electronically cut stencils, using 

coloured ink, and coloured paper as 

well, it's possible to print all kinds of 
‘products' using stencil duplicating. 



Digital Duplicators Q 

These new stencil duplicators are not 

even called stencil duplicators but 

various names such as 'copyprinters'’, 

‘digital duplicators' etc. They are being 

sold as clean, new technology though in 

reality they are just an improved version 

of the same old stencil process. The 

digital capability varies with models and 

make. In some machines the scanning 

device can edit parts of the image by 

following a guide sheet. You draw a 

solid black line on a sheet of paper 

around a part of your image. This guide 

is fed through the scanner on top of the 

duplicator. Then the main original is put 

through. Depending on how you 

programme or select options the digital 

scanner will do various things to the 

selected area in the design. It can omit 

the area for later colour printing. It can 

turn the image into a tone of dots or 

patterns. It. can reverse the image 

making it white on a tone background. 

This variety of options can keep you 

busy for a long time. 

A halb-lone 
copred on Q 
digital duplicator. 

The digital head scans the original and 

cuts an image by heat into a thin film of 

stencil material which is stored in the 

machine on a roll. This is wrapped 

round the duplicator drum automatically. 

The copies are printed and the stencil is 

pulled off the drum and thrown away 

when it is finished with. 

These new machines are about double 

the cost of photocopiers. They say that 

they are robust and have few problems 

in feeding paper or in being moved 

around. If they prove to be good they 

will be a _ useful alternative to 

photocopying or small offset litho. 



silkscreen printing — The principle 

In silkscreening, the image is produced 

by forcing ink through a fabric screen 

(which used to be silk). Where the 

screen is blocked by a stencil, no image 

will print. Only where the stencil is cut 

open does the ink get through and print 

an image. Silkscreen printing is also 

called screen printing or screen process 

printing, or serigraphy. 

screw 

Silkscreen printing is usually a manual 

process. Printing, putting paper in and 

pulling it out to dry is all done by hand. 

It can be mechanised, but usually, your 

sweat runs the silkscreen. The 

advantages are many, though. It is easy 

to do and it is possible to make all the 

equipment yourself. It can be used to 

print big posters with large areas of 

colour. Although a simple and cheap 

method, it can be used to produce very 

good results. However, the number of 

copies can be limited by the effort 

involved in actually printing long 

runs and the space needed for 

drying the prints. See page 

109 on equipping a screen 

printing workshop. 
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how to 
Preparing the screen for printing usually 

involves cleaning it with a strong de- 

greasing soap. This should be applied to 

the mesh so that the stencil will stick to 

it all over. Before you put the stencil on 

the screen, tape round the insides of the 

frame and screen with brown gumstrip. 

This keeps the ink in the screen and 

prevents it getting between the screen 

and the frame. The stencil is put on the 

screen on the outside and in the middle 

of the mesh. Any gap between the 

stencil and the gum strip border needs to 

be filled with paper or filler paint. Once 

the stencil is fixed to the mesh and filler 

is dry on the screen, the backing sheet 

of the stencil can be removed and the 

printing can start. Usually, each stencil 

is used for one colour. The finished 
print may involve a number of stencils 

and printings. You can clean the stencil 

and put in new ink if you want. 

Before you start printing, you should 

decide where you are going to hang up 

the prints to dry. Also make sure you 

have sufficient paper of the right size 

ready and convenient to print on. It can 

be difficult to stop printing to find more 

paper or to take down dry prints in the 

middle of a print run. Mix up enough 

ink to print all the posters you will 

need. This too can be difficult to do in 

the middle of a print run. 

To do the printing the paper is put on 

the base board onto registration marks. 

This will make sure that the image will 

be printed in exactly the right place on 

the paper. The screen with the stencil on 

it is lowered on to the paper. Ink is 

poured into the inside of the screen and 

then forced through the stencil with a 

rubber blade - the squeegee. It can help 

priné 
to print with two or three people. One to 

do the printing, one to put in the paper 

and one to take it out and hang it up to 

dry. In this way you can get the printing 

done quickly. Those handling the prints 

and paper can keep their hands - and the 

paper - clean. This can be difficult if 

you're handling the ink and doing the 
printing. 

The ink 

The ink is slow drying, so that it 

shouldn't dry on the screen and block it 

up. This means you have to hang up 

each print to dry and work fast. If you 

leave a screen with ink on it longer than 

fifteen minutes, it will dry up in some 

parts of the stencil, which stops it 

printing properly. 

Thin the ink to the consistency of single 

cream. Pour some ink into the inside of 

the screen at the hinge end. Try to mix 

enough for the whole lot before you 

start printing. If you mix in an extender 

base, this will make the ink translucent. 

When you print this over a second 

colour, it will produce a third colour, 

resulting from the superimposition of the 

two colours. 

You can use oil-based or water-based 

inks. Oil-based inks specially made for 

screen printing are best. They produce 

longer lasting prints with stronger 

colours. Water-based inks can be mixed 

from dyes and base. It is possible to use 

wallpaper paste as a base. Obviously a 

poster printed with this sort of ink will 

not last in rain! Fabric inks are sold for 

printing with silkscreen on cloth. They 

are usually water based but can be 

ironed or mixed with chemicals to make 

them washable. 



The squeegee 

The squeegee is used to force the ink 

through the stencil unto the paper. It has 

a wooden handle and rubber blade. This 

can be home-made but it is important, if 

you are using it a lot, to have a good 

one ready made, which you can buy 

from a specialist supplier. Make sure it 

is the right width for your screen. It has 

to be wider than the print but smaller 

than the inside of the screen frame. 

The Equeegee . 

—haadle 

[a= Pr 

rubber blade 

The squeegee is used to push the ink 

across the screen and back again. This 

will print the poster. When you have 

done this, pull the screen up and take 

off the printed poster to dry. Then put a 

new sheet of paper on the baseboard in 

place. A small block of 
wood on the 
Squcegee 5 bps 
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The mesh 
The mesh of the screen can be made of 

different materials depending on what is © 

being printed. It can be made of cotton 

organdie which is less strong or fine 

than nylon or other special synthetic 

screen mesh fabric. Organdie will not 

last as long or stay as tight on the frame 

as nylon but it is cheap, available and 

works well especially for simple paper 

cut screen printing. 

Nylon is stronger and will not rip so 

easily as cotton when stretching. Fine 

nylon mesh can be used to print finer 

details needed for photo stencils and 

printing half-tones. Nylon mesh needs to 

be washed with a cleaner to degrease 

the mesh before putting on the next 

stencil. If you don't do this some of the 

stencil may not adhere to the screen. 
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Silk'Screen equipment 
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stencils 
Paper cut stencils 

Silkscreen stencils can be made very 

simply. They can be cut out of paper 

with a knife and stuck on to the screen 

initially with tape. As you start printing, 

the ink itself will hold the paper stencil 

flat on to the screen. Newsprint is a 

cheap, absorbent and thin paper. It is 

therefore ideal for using to make paper 

cut stencils. 

This sort of stencil is very useful for 

bold areas of colour. But it is difficult to 

cut out small images by hand and paper 

stencils do not last very long. 

Another difficulty is with the centres of 

shapes. The centre of letters will fall out 

when putting the stencil on the screen 

unless they are attached to the rest of 

the stencil by a thin strip of paper. 

i 
Alternatively the centres can be stuck 

onto the screen once the first print has 

been made and the screen is covered in 

ink. 

W2 

Stencil film stencils 
To overcome the limitations of paper-cut 

stencils, several different stencil films 

have been made. All of these are double 

layered so that when the stencil is cut 

from the top layer, the centres will stay 

where they are, attached to a backing 

film. Care must be taken hot to cut 

through this backing sheet as well. For 

cutting, use a fine scalpel (as sharp as 

possible). The stencil film is fastened to 

the screen and the backing sheet peeled 

off leaving the stencil firmly on the 

screen. Different films have different 

ways of being fastened onto the screen. 

‘Autocut' is a water-soluble stencil film 

and is put onto a dampened screen. 

'Stemplex' is melted with heat and 

ironed on. Stencil film can be cut far 
easier and will be able to reproduce 

greater detail to print more copies than 

is possible with paper cut stencils. 



Filler 

Stencils can be made by painting a 

screen filler (usually a blue water-based 

paint) into the screen, blocking it where 

an image is not required. This is fairly 

easy to do and quite quick, though time 

has to be allowed for the filler to dry. 

This can also be done in reverse in the 

following way. Using wax or litho ink, 

an image can be painted on to the 

screen. When this is dry filler paint is 

spread over it. The filler will block all 

the screen apart from where the image 

is drawn in the oily ink or wax. Once 

the filler is dry, the ink or wax can be 

washed out, leaving the image clear to 

print. 

Experiment with silkscreen using 

different stencils and over printing. You 

can do a lot with more than one stencil. 

It is worth spending a bit of time trying 

out different methods. 

A screen 
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Photo stencils 

Stencils can be cut by light. A light- 

sensitive stencil film or emulsion is 

exposed to ultra violet light through a 

film positive. Where the image is 

opaque, the light will be blocked. The 

light will only affect the areas that are 

not to be printed. It hardens the 

emulsion and enables the image alone to 

be washed out. With different materials, 

this is done with different solvents, 

though most use warm water. 

With light-sensitive emulsion, the screen 

is first covered with the emulsion. It is 

then covered by the positive and 

exposed to ultra violet (UV) light. With 

stencil film the exposure is made on to 

the film before it is attached to the 

screen. This is done so that when it is 

dry the stencil will be held firmly in the 

mesh. The backing film is removed, 

leaving it ready to print. 

UV light needs careful use. You can 

build the equipment yourself. Make sure 

the bulbs are the correct distance away 

from the glass where the stencil is 

placed. Also ensure that the stencil is 

tightly pressed against the positive for 

exposure. UV bulbs need time to warm 

up before making the exposure so a 

mechanism needs to be built to allow 

for the bulbs to be on without making 

an exposure. 
They tend 

Handmade positives 

Opaque positives can be made with 

opaque paint, ink or transfer lettering. It 

is simply a question of transferring the 

lettering and painting on to the sheets of 

acetate or drafting film. These can then 

be taped together to make the design 

/positive. Anything opaque will work. 

The positive makes a stencil by stopping 

the UV light reaching the stencil film. 

With handmade positives, you can make 

posters of photographic quality and with 

great detail, though it is very difficult to 

print anything smaller than typewriter 

size letters. 

You can use red tape or sticky plastic 

(which is opaque to UV light) for 

cutting out larger areas of image. 

Handmade positives are much cheaper 

than positives made from photographic 

film. 

Machine made positives 

Thermocopiers can make positives from 

carbon containing originals - like pencil 

drawings or black printing. These 

positives are meant for overhead 

projectors, but they can be used for 

making stencils for silkscreen. They 

tend to fatten images and are less 

defined than photo positives. 

to fatten images and are 

less defined than photo positives. 

4h 

Normal photocopiers can also copy on 

to clear acetate film. This has to be of a 

special sort that is resistant to heat. The 

positive produced may need touching up 

to make it opaque enough to work well 

as a screen printing positive. 



Paper photocopies of photographs or 

even line text can be converted into 

positives by rubbing them on the back 

with oil. This makes the paper 

translucent enough to be a workable 

positive. 

Photographic positives 

By using an enlarger, or by contact 

printing a negative onto a photographic 

film, a positive can be made, This can be 

used to make a photo stencil using UV 

light. 

Line film is used to make photo 

positives. Line film only registers black 

or white. This is useful for silkscreening 

because a hole is either blocked by the 

stencil or allows the ink through to 

print. There can be no half way printing 

with a stencil method. Making positives 

photographically allows you to use a 

process camera and take images from 

artwork. You can reduce or enlarge 

images and use all kinds of images 

including photographs. 

Screen printed halftones 

To print photographs involves printing 

the greys or mid tones of the photos. To 

do this with screen printing, as with 

most printing processes, it is necessary 

to make a screened halftone - a pattern 

of dots that looks like the tones of the 

photo. The screen size of the halftone 

has to be three times bigger than the 

holes in the silkscreen mesh for the 

image to print properly. A crude screen 

can be used with 50 to 60 dots per inch 

(see design section on photos page 87). 

To prevent moire patterns (interference), 

both screens have to be parallel to each 

other. 

Even with these large halftone dots, the 

size of the printed dots is quite fine for 

screen printing. The best mesh and 

stencil film are needed to get good 

results. 



Duplicator stencils 

Silkscreen is just a flattened version of 

stencil duplicating. It is therefore 

possible to use duplicating stencils with 

screen printing. 

The best stencils to use are the simple 

typed ones - these can be combined with 

handcut stencils to make a_ wall 

newspaper. Duplicating ink is probably 

the best when printing typed stencils. 

But it is a slow drying ink so it is 

advisable to print onto an absorbent 

paper. Scanned stencils can be used but 

the plastic sort curl when used with 

screen printing ink. 

and cut Stencils & duplicator tye 

stengls can be yed together & 

ub print a poster/nowspapx 

Cleaning 

Once you have finished printing, take 

off the surplus ink with a palette knife. 

Put newspaper under the screen and 

pour on screenwash. Rub with old rags 

and replace the newspaper several times 

until all the ink has been dissolved and 

removed and the screen is clean again. 

Look through the screen carefully to 

make sure there is no more ink blocking 

up the screen holes. When the ink has 

been washed out the stencil itself can be 

washed off. Some stencil materials need 

to be dissolved or cleaned with different 

cleaning agents. Hot water and a brush 

are used for most stencils. 

You can keep the cleaned stencil on the 

screen for reprints but this will occupy 

the frame and can block the screen mesh 

if any ink is left on too long. It can be 

better to recut the stencil when you want 

to print it again. 
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Printing on fabric 

Shirts, fabrics, flags and banners can all 

be silkscreened, as well as posters. The 

only difference when printing on fabric 

is that dye is used instead of ink and 

this has to be made fast once the print is 

dry. 

One of the best dyes is 'Helizarin’ 

which is water soluble and is made fast 

by ironing. You mix one teaspoon of 

Helizarin colour with one pint of 

Helizarin binder. Or you can use a 

premixed screen print fabric ink. 

The fabric or shirt has to be as flat as 

possible. Stretch it as much as possible 

so it will not pucker as it is being 

printed. This can be done by taping it to 

a table or just by using the screen to 

press it flat. Put a sheet of paper inside 

the shirt so that the ink doesn't seep 

through onto the back. Cover the parts 

of the shirt that are not going to be 
printed on with paper. Print with the 

silkscreen just like a poster but use more 

dye. Go over the stencil with the 

squeegee more often. After printing 

hang up the shirt or fabric to dry and 

then iron for 5 minutes, so it won't 

wash out. Plain white T-shirts can be 

bought wholesale cheaply and then 

printed with your own message or 

image. 

(pat sintgiesk om to the 

Make sure the T chit 
@ Is Flat 

On 

Fu the screen m 
of Wp, stend| and shirt 

to ynake iC fask. 

“py 



offset Litho 
The principle 

Offset lithography or offset litho or just 

offset printing for short is the main 

commercial printing process used today. 

It is used to print everything from a few 

copies of leaflets to million-copy 

newspapers and magazines, from office 

memos to large full colour posters. 

Offset litho works by printing copies 

from a plate which is clamped round the 

top roller of the press. Plates are made 

of thin sheets of specially treated metal, 

plastic or paper. The image is put on the 

plate photographically using different 

machines and methods. 

Those parts of the plate that have the 

image attract a greasy ink. The non- 

image area is dampened and repels the 

ink, so that nothing is printed there. As 

the rollers turn, greasy ink and water 

(fount solution) are applied 

simultaneously onto the plate. In other 

words, ink sticks to the image but not to 

the wet non-image area. As the plate 

turns, it presses against a larger rubber 

covered roller called 'the blanket’, this 

picks up the image now made of ink. A 

sheet of paper passes between the 

blanket and another roller (called the 

impression cylinder). This presses the 

paper against the blanket to receive the 

ink image. This prints the image the 

right way round. 

The ‘word 'offset' simply refers to the 
fact that the image is not taken directly 

from plate to paper, but that it is 'offset' 

from the plate onto the blanket roller 

and then printed onto the paper. 
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offset plates 
The type of offset plate and the way the 

image is put on it affects the print 

quality. The method you choose depends 

on what is available and what you can 

afford. The best (and the most 

expensive) is to make a pre-sensitised 

metal plate using a photographic 

negative or positive. The metal plate 

made with a _ chemical _ transfer 

platemaker is almost as good but less 

flexible; you cannot reduce or enlarge 

an image with this platemaking process. 

Plastic or paper plates made with 

photocopying platemakers may be 

unreliable when printing the fine dots of 

(halftone) photos. They also cannot print 

large numbers of copies. 

Each plate prints one colour; so more 

colours mean more plates. It is possible 

to make several plates from one original 

image or one negative. This is done by 

blocking out or covering the bits that 

you do not want on the particular plate. 

The cost of platemaking and setting up 

the machine with a new plate can be 

quite a high proportion of the cost of 

printing a small number of copies. 

Therefore the unit price of copies will 

go down considerably the more copies 

you print from the plate at one time. 

Metal plates can be kept and used again 

and again when there is a need for a 

reprint. Other cheaper plates are not 

usually stored and so reprint costs will 

therefore involve making a new plate. 
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Paper plates 

Paper offset litho plates are made of 

coated paper that is specially treated to 

pick up a greasy image. By drawing or 

typing with a greasy pencil, ink, felt 

marker, or typewriter ribbon, a mark is 

made on the plate which will pick up 

the ink and print the image. Remember 

finger tips are also greasy, so while 

preparing a paper plate, it is important 

not to touch the sensitive surface. 

Once the plate has been drawn or typed 

on, it's lightly wiped with etch, fix or 

fount solution. This desensitizes the rest 

of the plate so that it will only hold the 

wet fount solution. You can then print 

from it. Paper plates don't always 

produce good quality work, but they are 

easy to make and you can draw on them 

directly. For people who have the time 

but not the money or machinery to make 

better plates, they can be very useful. In 

the office, where time is money, the real 

creative possibilities of paper plates are 

not used. Try them! 

Paper plates have quite a short print life, 

some can only produce around 1,000 

copies - but they are very cheap 

compared to metal plates. Once used, 

they are not easily stored and they don't 

produce a good second run. It is 

possible to copy onto a paper plate with 

a photocopier. After the image has been 

put on they can be processed in the 

same way as hand drawn plates and will 

work to produce quite a few copies 

quicker and cheaper than the 

photocopier can do itself. 



Electrostatic plates 

Litho plates are more usually made by 

photographic means. The most rapid of 

the 'instant' photographic platemaking 

processes is an electrostatic process. 

This is usually used to make plastic 
plates. 

These platemaking photocopiers work 

on the same principle as normal 

photocopiers. However, the platemaking 

ones produce far better quality and 

greater detail. They can usually copy 

both large areas of image and the small 

dots of halftone photos. But they still 

have limitations. Shadows around 

artwork can show unless care is taken 

with the artwork or a good copy is used 

as the original. Some of these can be 

removed before the plate is fused by 

heat. 

Electrostatic platemaking copiers vary 

greatly: from desktop models to large 

instant printers' cameras. 

A polychrome 77 
Electrostatic 
platemaker 

The desktop platemaking photocopiers 

usually make small 8.5 x 11 inch or A4 

plates and are very much like ordinary 

copiers. The quality of the image 

produced is only designed to meet the 

needs of simple office duplicating. With 

experience and patience, it is possible to 

find many uses for this sort of 

platemaker. When using this plate to 

print halftone photos, use a larger screen 

to convert the greys of photos into fairly 

large dots (70-80 dots per inch). Paste 

up a print of the screened photo into the 

original artwork to make the plate. 

‘Photo Direct' platemaking cameras use 

the same system, but can reduce or 

enlarge the copy. They are used by 

instant printers for quick (instant) work 

and to produce simple work without the 

fine details of halftones in photographs. 

They are generally better than desktop 

copiers at making plates. 

A photo direct 
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Chemical transfer plates 

Chemical or diffusion transfer made 
plates are easy to use and produce better 

quality plates than with an electrostatic 

platemaker. 

These platemakers cannot reduce or 

enlarge the image, but they can copy 

fine detail and areas of solid image. The 

machines are cheap and easily available 

on the second-hand market. But they use 

metal plates, which cost more than the 

paper electrostatic ones. 

With the CT platemaker, light is 

reflected from the artwork. This 

transfers the image onto an intermediate 

light sensitive yellow sheet which is 

used to process the metal plate. 

The artwork has to be as flat as 

possible. Once the plate is made, you 

can remove some of the shadows and 

mistakes with a special eraser and cover 

it with fix before it is printed. The 

photos or grey images have to be 

screened (halftones) and stuck down 

with the artwork before the plate is 

made. This screening can be done with 

a process camera straight onto bromide 

photographic paper which also uses the 

CT process. 

§2 

. 

The two together - the CT platemaker 

and the process camera - reducing, 

enlarging and screening - are a very 

good combination. Compared to pre- 

sensitised plates, CT plates are not as 

good at producing fine images, but they 

are quicker to use and are cheaper. The 

CT photomechanical process is used to 

produce bromide prints, reversals and 

film from the process camera as well as 

plates (see page 92). 
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Pre-sensitised plates 

The best way to make offset plates with 

good photos, or to reduce or enlarge the 

image, is to use pre-sensitised plates. 

They print images with all the flexibility 

and advantages of the photographic 

process. The image is put on these 

plates from a photographic negative or 

positive. 

Pre-sensitised plates are usually metal. 

They have the longest life of any litho 

plates. Including the cost of the film, 

they are quite expensive to make. 

Double-sided plates save a bit, though. 

It takes time to go through the 

photographic and platemaking stages, 

but this is often worthwhile, in order to 

get a good quality product. 

Pre-sensitised plates are the most usual 

sort of plate used commercially. In 

making the negative, you can exploit all 

the possibilities of the photographic 

process. When your work is printed in 

this way, the photos that need to be 

screened should not be stuck down in 

the artwork but only marked where they 

are to go both in the artwork as well as 

on the back of the photo itself. 

The negative or positive (the size of the 

finished print) is made on a process 

camera. The image or part of the image 

can be photographically enlarged or 

reduced at this stage. Parts can be taped 

together to include the _ screened 

halftones to make up the finished 

complete image. 

The process camera uses a film called 

‘line film' which only photographs in 

black and white, without registering any 

grey tones, so that they become either 

clear film or solid emulsion. The light 

can go through this clear film to put the 

image on the plate. 

Screened photos are made by 

re-photographing with a process camera 

through a mesh of very fine lines. This 

makes a halftone - patterned dots that 

look\ like a photograph (see page 89). 

The screened halftone negative is then 

taped into the space cut out of the major 

line negative. 

Once the screened halftone negatives are 

taped into the major negative, the 

unwanted images - shadows, spots - are 

painted out with opaque paint. This 

negative can be contact printed onto 

another sheet of film to make a positive 

if needed. The plate is then exposed 

through the negative or positive to ultra 

violet light in a ‘printing down frame'. 

Next, the plate is developed and the 

image appears on the plate and is ready 

to print. It can be gummed up to 

preserve it until you are ready to put it 

on the press. 

vaccum Flips over to 
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A Vaccum exposure frame 
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using of fsé€t 
Offset printing enables you to do far 

more with your design than other 

processes. Some of these you can do 

yourself while others involve instructing 

printers or platemakers what you want 

them to do for you. 

e Tone 

While making a plate it is possible to 

add background tone to areas of text, or 

illustrations. This is done by sticking a 

piece of tone on to the negative, the 

right size. Provide instructions and 

artwork on an overlay so this can be 

done exactly to fit your design. 

e Photos 

Offset platemakers will have to screen 

and cut the halftone photos into the 

negative for you. While doing this they 

can paint out unwanted background, or 

trim the photo to fit your design. Again, 

write clear instructions on an overlay - 

a piece of tracing paper taped over the 

photo can be used for this. 

Photos can be screened with other sorts 

of screen patterns as well as dots. Lines, 

leaves, circles, stippling, etc. have all 

been used with effect. It may be wise to 

ask to see the negative before it is 

printed to make sure the photo does 

look ok when you are experimenting in 

this way. 
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e Size 
Most offset machines are designed to 
take paper slightly larger than standard 

sizes. These are known as S or R sizes 

and are 1 or 2 cm bigger than standard 

A sizes. This enables print on these 

sheets to be cut or trimmed down to the 

standard sizes. This is done so that the 

image can come right to the edge of the 

sheet or after binding to remove folds. 

When the image comes to the edge of 

the paper it is called ‘bleeding’. To 

bleed the image the design needs to be 

one cm or a quarter of an inch larger 

than is needed. This is then cut off after 

printing on a big guillotine. 

One reason why offset presses can't 

print right to the edge of the paper is 

because the press needs a grip edge to 

hold the paper as it is pulled through the 

press. This third of an inch on one side 

of the paper cannot therefore be printed. 

It is important to leave room for this in 

the design if you are not going to have 

all the edges trimmed off for bleeding. 
| thin marks. 
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e Printing colour 

One reason to use offset litho is to print 

colour. You can have 2 or 3 colours 

offset printed which can register exactly 

to give a good quality result. Colour 

register is important. If each colour is 

printed in slightly different places (out 

of register) then the design could be 

messed up. Offset presses can do this 

exact registration work well. 

To print in colour the original artwork 

for each colour needs to be well made 

and to be registered to start with. 

Tracing paper may not be stable enough 

so it might be necessary to use special 

plastic tracing film such as 'kodatrace'. 

This holds ink and drawings well but is 

a stable plastic film that will not move 

or change when you are drawing on it. 

Use it as an overlay on top of the main 

design. On this overlay draw in or paste 

up the artwork for the next colour 

printing. Register this with these register 

marks: 

Saye 
These marks should overlap exactly on 

each layer of overlay original so that the 

whole design will be exactly in register. 

ris 
Ww 

@ Full colour 

Full colour is printed with four process 

colours on top of each other. The photo 

is separated into four ‘process colour 

separation’ negatives on a _ process 

camera or electronically on a colour 

separation scanner. This will produce 4 

screened halftone negatives. These will 

be used to make four offset plates. They 

are then fitted on to offset presses to 

print first yellow, then cyan - a bluish 

green - and then magenta - a bluish red 

- and finally black. These are the four 

process colours and together print the 

full colour photo. The registration needs 

to be good but so does the separation 

and the printing. If there is too much of 

one colour the photo will look 

unnatural. 
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Jelly pad printing 

Jelly pad printing uses a similar system 

to spirit duplicating. It however uses a 

water soluble jelly pad on which an 

image is transferred from the master. 

This jelly is damped and paper is then 

pressed against it taking a copy. 

The master is typed or drawn with hecto 

ink, pens or carbon sheets in the same 

way as a spirit master. Once compiete it 

is pressed against the jelly pad. This 

transfers the image in reverse. Once the 

jelly pad is dampened it ‘can make an 

image on each sheet of paper which is 

pressed on to it. Like spirit duplicating 

this is usually limited to under a 

hundred copies. These inks and pens 

and the jelly pad itself are available 

from specialist suppliers. 

Jelly pad 

Stencil - spray 

A simple way of using a stencil is to 

make one out of metal, plastic or card. 

This can then be sprayed or painted 

through to 'print' onto walls, crates or 

even T shirts. There are obvious 

limitations to the quality of design when 

spraying on walls but stencils can be 

used for quite fine results. With time 

and a few different stencils for different 

colours a good multicoloured design can 

be produced. 

Different sprays, inks and ways of 

applying the ink can give different 

results. These should be selected 

depending on the type of surface you 

are to stencil on. Oil paint that is made 

for painting pictures works quite well on 

fabric. Water based paint will work well 

on wall paper until the bath over flows 

and water leaks down the wall. 

Permanent images will need permanent 

paint or dyes. 

As an alternative to proper printing try 

making use of stencils directly. Spraying 

on the walls may be as useful as 

printing a poster on paper and then 

sticking up on the wall 
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Spirit duplicating 

Spirit duplicating is a method of printing 

which uses spirit to dissolve an image 

onto the paper. The purple copies, 

produced by spirit duplicating, used to 

be common in schools. The advantage 

of spirit duplicating is that it can 

produce multi-coloured copies from the 

one master in one printing. Few other 

printing methods can do this. 

The spirit duplicating 'master' is drawn 

or typed by hand through special 

‘carbon’ sheets. The master sheet is 

shiny on one side and it is on this side 

that the image is made. It is then placed 

round the duplicator roller. Special 

coated paper is then fed under the roller 

and coated with methylated spirit. This 

dissolves the ink image and so it is 

transferred onto the paper. The ink 

image on the master will only last for a 

hundred or so copies. This depends on 

how dark each copy is and the colour of 

dye used. Purple will last longer than 

other colours. 

Copy counter 

The image on the master sheet is made 

by typing or drawing onto the matt side 

of the master sheet with the carbon face 

up against the shiny side of the paper. 

This will create the image of the spirit 

soluble ink in reverse. When you want 

to change colour you simply change the 

carbon sheet. 

Spirit masters can be made using a 

thermocopier. This copier uses the 

carbon contained in most images like 

pencil, the carbon ribbon of typewriters 

or photocopies to make the copy. The 

thermocopier heats up the carbon and 

presses it against a special heat sensitive 

master material. This makes a copy 

which can be used as a spirit master. 

The copy tends to fatten letters and is 

not as good as a normal photocopy. 

However the thermocopier is a far 

cheaper machine and can also produce 

stencils and OHP _ transparencies 

depending on what master material is 

used. Ly | 



Fax 

Fax or facsimile machines have become 

widespread in the last few years. Are 

they a kind of printing? Well they are 

useful and should be considered as an 

interesting alternative to conventional 

printing for some uses. If you add on 

the cost of postage, envelopes, etc. to a 

printed leaflet or mailing then the cost 

of faxing may be comparatively cheaper. 

Fax uses small photocopier-type 

machines that can print out a page from 

digital electronic signals received down 

a phone line. You can only fax to 

people who have their own fax 

machines or who have an arrangement 

for faxes to be received by someone 

else for them. Faxes often require a 

special (dedicated) telephone line that is 

just attached to the fax. Each fax 

machine is able to communicate with 

each other, but some can transmit faster, 

saving your phone bill, while others can 

transmit finer detail and therefore more 

accurate and better looking images. The 

quality however depends on_ the 

receiving machine as much as on the 

sending one. 

The quality of the telephone line can 

also effect the quality of the image 

received and the time taken to send the 

page and hence the cost of the call. 

Some machines can store the fax 

information and send it using off peak 

phone rates. Though that takes away the 

instant transmission that means that you 

can communicate quickly with those 

receiving your fax. 
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If you are having a big job printed for 

you by a printer who is based far away, 

your fax can be very useful. Fax will 

enable your printer or designer to send 

you proofs of your publication which 

you can fax back proof read and marked 

with the corrections. This can enable 

you to see what the printer is doing 

easily and quickly and let them know 

you approve. 

Fax machines produce copies on special 

rolls of paper. This paper is sensitive to 

heat so it should be stored in a cool 

place. The copies when produced will 

fade with time so if you need a 

permanent record make a photo copy of 

the fax. 
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Other commercial printing processes 

Diazo, Dyeline, or Ammonia printing 

All those architects’ plans or blueprints 

are produced on Diazo copying 

machines. These use a light-sensitive 

coated paper. This is fed through a 

machine sandwiched together with a 

positive made on tracing paper. The 

light goes through the tracing paper but 

not the image drawn on it. This sheet is 

then exposed to ammonia fumes or 

developed with other chemicals to turn 

the image into a dark blue (or black or 

brown) line against a light coloured 

background. In this way a few very 

large copies can be produced. 

The boldness of the image is not very 

strong with this process, so it is best to 

use Outlines in detailed plans rather than 

solid images. There are various sorts of 

paper available to use on the different 

sorts of Diazo machines. Some produce 

the normal blue copies while others can 

make black or brown copies. The paper 

can also be thinner or thicker as well. 

Diazo copies can be used when only a 

few large copies are needed. They can 

also be used for other sorts of 

information & 'publishing’ uses. Copies 

or proofs of film positives can be made 

with this process. 

Laser printing 

There are some bulk laser printers which 

can take data from a computer and 

directly print out many copies. A 

circular letter, for example, with a list of 

names and addresses can be printed with 

the right name on the letter and on the 

address from the computer memory by 

using such a laser printing system. 

These large machines are often used by 

large mailing companies and are 

available in office bureaux. 

Thermo printing 

Thermo printing is a fancy name for a 

simple letterpress printing process. It 

involves printing with a special ink 

which after printing is heated. Hence the 

'thermo' title. When the ink is heated, it 

expands, making a raised letter. This is 

popular with letterpress printers of 

letterheads and cards. 

Gravure printing 

Gravure is an intaglio printing process. 

This prints from etched plates on 

cylinders. Ink in the etched recesses of 

the image is forced out in the printing 

process. The deeper the indent the more 

ink in the image dot. Gravure is used 

for high quality colour long run printing 

but now most is done by offset. 

“‘ntaglio’ or gravure 
Printing takes ink from 

cells etched inte the 
printin 
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Flexography 

Flexography is a relief printing method 

where the image is made in a flexible 

rubber or plastic. Liquid ink is directly 

applied to this and prints from it. 

Flexography is used for printing on 

plastic shopping bags and other flexible 

surfaces. 



Desion 
Design is the process of working out 

how your print is going to look and be 

arranged. This should be done before 

the process of actually making the page 

(or original) that is to be copied or 

printed. The process of design and 

making up the page for different 

printing methods is referred to in 

different ways depending on the method 

and what's involved. 

For printing methods that use photo 

processes such as photocopying, offset 

printing and stencil duplicating from 

scanned stencils what is usually needed 

is an original on paper. This is called 

making artwork, or camera ready copy, 

or a mechanical. 

Other print processes use the term 

‘layout’ which can be more of a plan 

for how the page is organised. This is 

used by a letterpress printer to work 

from to set and 'compose' the page. 

Page make up and layout are terms used 

to describe the same process when it is 

done electronically on the computer 

screen. This designed page is printed out 

on a laser printer or imagesetter to 

produce a perfect original which is 

copied or printed. Some laser printers 

are used to produce tracing paper or 

film copies which are used directly as 

positives to make the offset plates. 

Designed originals for other printing 

processes are also called ‘masters’. 

Spirit duplicating masters are made of 

spirit hecto ink which is applied onto a 

coated sheet of paper. This master is put 

round a spirit duplicator and copies are 

taken from it. 
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However you refer to the design and for 

all processes you still have to make the 

same sorts of decisions. You have to 

play around with all the elements that 

are to be printed. This should help you 

decide what works and looks good to 

you. Then you have to make the final 

version so that it can be printed with the 

particular process you are using. A 

printed publication has to be read and 

give information in a way that makes 

sense. Design therefore has to help the 

publication work. 

Everyone can do this part of the printing 

process themselves, though it can be the 

most difficult and creative part of the 

work, requiring the most imagination. It 

is also the part that can lead to most 

problems both in terms of the 

impression the publication gives and 

technically how well it is printed. If the 

design is good the printing should not 

be a problem. 

Design implies thinking through the 

problem before the actual process of 

production. This is a good practice. So 

before you worry about producing the 

text, pictures or headlines, try to 

imagine the whole page, or publication. 

What does it need to look like? Does it 

need photos or illustrations? How is it 

going to work? Would it work best as 

a folded newsletter or as just a leaflet? 

How can the main idea be got over ina 

simple, clear, visual form? How can the 

design encourage people to buy it on a 

stand or stop and read the message in 

full? 



Working out all these points should be 

done first before you start to face the 

problem of putting your ideas into 

practice. It is then necessary to decide 

what size and shape you need for 

headlines, text, pictures and _ other 

graphic images. Then you can start the 

process of actually making them so that 

they will all fit together and be easily 

printed to make the publication you 

want and need. 

Designing involves sorting out the ideas 

you carry in your head about what a 

proper book, newspaper or magazine 

looks like. This can be a problem as 

everyone has a slightly different view 

and none is ‘correct’. There are few 

design rules and so you have to develop 

your Own approach. 

Designers have a _ problem being 

distanced from their readers. You can be 

much closer to the people you are trying 

to reach. You may be producing a 

publication for your neighbours who, 

like you, need glasses to read and are 

older. Your type size can be bigger than 

a young designer would choose. Your 

publication would therefore work better 

for your audience than a professionally 

designed publication. 

Creating your own images and way of 

designing is part of the opportunity 

created by doing your own printing. It is 

important because it enables us to see 

different forms of expression and not be 

reduced to seeing, reading and designing 

in limited ways, to follow a few old 

models or ways of working that may be 

technically and culturally inappropriate. 

The Newspaper’ of 
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rovugdhs 
By making a rough, you can plan what 

you want to do before actually 

committing yourself to one design. It is 

worth spending some time doing this. 

Roughs are a way of thinking, on paper, 

visually. This is the only way of 

thinking about design, as it is a visual 

process that needs to be tried and tested, 

so that you can see the results on paper. 

Using rough designs can also give you 

a degree of collective control. Roughs 

enable everyone to sit round and discuss 

what they want, and how _ their 

publication is to look. Instead of leaving 

it to the people who are to lay out the 

publication, everyone can see what the 

options are and have a say. This process 

can be like instant market research. You 

can get quick easy feedback and check 

that the designs will work for your 

readers. 

Roughs can be very simple sketches of 

the elements of a page or of the design 

you are thinking of. A rough should 

show how much space each element will 

take. You can see if you need more 

illustrations or photos, or if the text 

needs cutting or adding to. It will help 

you see what possible arrangements will 

look like. 

When planning your page, remember 

two things: 

e one, the capability of the printing 

process you are using. For example, 

with offset litho you can lay out your 

page any size you want and reduce or 

enlarge it photographically for printing. 

e two, your publication has to be read, 

understood and to work for the people 

you hope will be your readership. 

Make your roughs on plenty of scrap 

paper. Draw out the designs in pencil. 

Try to produce several alternatives so 

that you can choose the best one. Draw 

out the elements of your design very 

loosely to give an impression of how the 

whole page will work. 

You can make your roughs into a mock 

up or dummy of the whole publication. 

This could consist of a rough for each 

page fitted together to make up the 

whole publication. With this you can see 

which page will face which page. A 

dummy like this will also give you an 

idea of what the finished object will 

look and feel like. It can be useful to 

work out the arrangement of the pages 

on the larger printed sheet as well. This 

can be done by making the dummy from 

large sheets of paper the same size as it 

is going to be printed. These can be 

folded to give you the pages. 

Unfolding this sheet will show you how 

the pages will be arranged and printed 

on the large sheet before being folded 

and bound into the publication's final 

shape. 



A rough design or preview can be made 

on computer programmes. This can 

show you a small version of the pages 

in a file to see the same sort of design 

points as a paper rough. With a 

computer it is easy to shift or change 

the elements of the design as they are 

all digital and within the computer. 

Once the print out is made it is far more 

difficult to make changes. 

You can use proofs of typesetting to 

make a rough layout or paste up. This 

can be given to professional printers, 

typesetters or paste up artists to work 

from. They will be able to follow your 

detailed design rough to produce the 

final publication almost exactly as you 

want it. This sort of rough design or 

layout is particularly useful when 

dealing with larger publications 

produced by large-scale printers. 

This way of working can be the only 

way of finding out if the text will really 

fit the space you have given it, or how 

many pages the book will take. Be 

careful therefore to proof read well so 

that you are not designing without 

taking into account missing lines, 

paragraphs or pages! 

Rough paste ups can be useful to test 

out your design and get it 'proof read’ 

as well. The text may be correct but the 

way the pictures, headlines and text go 

together in the design could alter their 

meaning. So make some copies of your 

paste up proof and circulate it to a few 

chosen people. Make the corrections and 

improvements to the design on your 

paste up rough. It can then be given to 

the printer to make the final paste up 

and be printed. 
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Gvids 
A grid is the boundaries of the image on 

the page. It is the hidden skeleton of the 

design. It is made by deciding about: 

@ the overall size of the image 

on the paper 

e@ the size of the margins 

@ the width of column of text 

e the space between columns 

@ the space and position of 

headlines 

@ the space for illustrations 

@ the position of the page 

numbers and running heads. 

You can rule the grid out in various 

ways to show these basic elements of 

every page. Once you have decided to 

use a grid it will give the publication a 

consistency of design. Even if each page 

has very different amounts of text, 

illustration or headlines, the grid should 

give the publication a _ necessary 

uniformity, making it easier to find your 

way through from page to page. 

One way of working, is to rule out the 

grid onto the card on which the original 

artwork is to be stuck. This grid can be 

made in light blue crayon, which will 

not show when making the offset litho 

plates photographically. 

In large-scale productions, grids can be 

printed in light blue on card which can 

be used to paste down the artwork. 

Printers and typesetter produce and sell 

multipurpose preprinted grids for the 

common formats of A4 or A5 pages. 

You can, if you are not designing or 

producing a regular large — scale 

publication, buy some and adapt them to 

your design. 

You can produce your grid on paper or 

card in black ink. This sort of grid can 

be used by working on layout paper or 

tracing paper. The grid can be seen 

through this thin material and you can 

therefore make your original following 

the grid design. This is easier to do if 

you work on a light box which will 

shine light through the grid and the 

paper you are working on. 

The same way of thinking is used on 

computer design or page layout desktop 

publishing (DTP) programmes. They are 

called grids, style sheets or templates. 

They are worked out basic grids and 

page designs. With them the size of 

headlines, text as well as the columns, 

margins, etc. are worked out and set up 

in the computer memory. The text is 

marked for the design and is loaded into 

the template which automatically 

arranges it into the style decided. 

You can get templates or style sheets or 

grids for most DTP programmes. They 

are preset for most common sorts of 

formats and publications. So you can 

choose the style or template for a 

magazine or report and the programme 

will lay the text out following this 

standard design. You can also make or 

adapt these to fit your own particular 

design or need. 

Whatever way you work it is important 

to make decisions and have a basic grid, 

but then be able to adjust or break the 

rule' if necessary depending on the 

material you are working with. It should 

be a guide and not a straitjacket. 
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Hand writing 

You can print your text from simple 

handwriting. This will give your 

publication a simple, direct and human 

look. Handwriting can be done carefully 

and as part of a good design. It can 

create a striking impression. 

Some people may have difficulty 

reading your writing and may well be 

put off by the ‘informality’ of its style. 

But with care it can overcome these 

objections if the overall need justifies its 

use. 

Rule out pencil guide lines to keep the 

writing in the space allocated and 

straight. Write on a separate piece of 

paper which can be cut up to stick the 

lettering into the original. If you make a 

mistake you can try again. You could 

write in pencil and then go over in ink, 

improving as you go. Rub out the pencil 

lines and then check that the ink 

lettering is still intact. 

Practise your handwriting and try it out 

on people to see if they can read it as 

easily as those who are familiar with it. 

If there are changes or mistakes, write 

new text out on another bit of paper. 

This can be cut out and stuck down in 
place. For printing or copying, the 

original has to be good, clear and black. 

Be careful, therefore, of using felt tips 

on white-out paint. Drawing or writing 

on painted out corrections can be faint 

and will not print or copy well. 

68 

handwriting 

You can print your~ text. from 
simple Hand eter S) This will give your 
publication a Simple, direct and human 
look. Handwritin ae be clone ave - 
fully and as part of a goed design. 
LE can create a siriking impyesson, 

Some people ia have di iter 
Fat your wrikng and ma Gr 

off by te informalhty? of 
ite Bes But wilh Care iE on 
over come these objectims if the 
overall need Justitia i& use, 

Rule oub w in pencil uide lines 
the wriki gi i ices 
and shang hé. lunte on a separate 
ee ie which can be cut 

ae One lettering ‘inte the 
a al IF you make <Q mictakk you 
an 1 qaain . Yau ould wile in penal 
amd then go over in ink, improuvin 
mH you go. Kub out We pencil 
lines aud then cheuk that the inlr 
lettering is still flack. 

Ractise your handwriting and ty 
{fF out on pore Oaek ee an 
read if 4S easil 
fan Liar with it. 

If there ave chang® or mistakos, write 
how text out 0 ancther bit of paper. 
This can be cut wie stuck down 
in De, For DiinTing or copying, 
Ae ba ail ee Pie 

is black. Ge care 
inusing felé ties om il 

Int. Drawin or with On pal 

ie asisch can teint ad 
will net printor apy well. 

as those who ae 



Typing 

Typewriters were the basic tools that 

turn ideas into standardised visual 

symbols. They can be used in all the 

print methods, either for directly making 

artwork or for presenting the text to be 
typeset. 

Computers and wordprocessor 

programmes are taking over this initial 

phase of taking down ideas into a 

graphic form which can then be 

processed or printed. Computers can be 

linked into the whole process of printing 

and so make the production of your 

words far easier and more direct than 

before. 

Text from typewriters 

If you do not have access to a computer, 
the simple typewriter can still be used. 

Its typed text can be copied and printed 

directly as camera ready artwork. 

Computers can even scan it, if it is 

clearly typed without too many 

amendments, to enter text into computer 

memory. If your text is to be 

professionally typeset it is usually 

necessary to have it typed before it is 

retyped into the typesetting system. 

When using the text from typewriters 

direct, the better the typewriter or 

‘printer’ output, the better and more 

readable the text will look. Most 

typewriters have letters which are all the 

same width. 

So for example, the 'm' is too thin and 

the 'i' too wide. Typewritten text fits in 

fewer letters per line than typesetting. 

But there are a variety of typewriters 

you can use which get round this 

problem. IBM Golfball typewriters have 

interchangeable golfballs of different 

Styles and sizes but with standard width 

letters. IBM Executive typewriters have 

a simple proportional spacing system, so 

that the letters produced will be of 
varied width. 

To produce a good image from a 

typewriter for printing, you need a good 

black letter. Electric typewriters with 

carbon ribbons produce even pressure 

and so the letters produced are usually 

of the same clean blackness. 

If you only have a manual typewriter, 

however, you may be able to put in a 

carbon ribbon and type very carefully 

and produce a usable result. Or you can 

put in a new fabric ribbon and hit the 

keys hard. Or try typing without a 

ribbon on the back of new carbon paper. 

Before you start, clean out the letters 

especially the 'e' and the 'e' so they 
don't fill in when typing. 

The typing produced can be cut up and 

pasted down in artwork for copying or 

printing. You can type in columns and 

then paste them up into a page. Typing 

can be enlarged on a copier to make 

introductory paragraphs, headings or sub 

headings. Typed text can be a feature of 

your design as well as being easy and 

cheap to produce. 

Typewriters can be used directly to cut 

stencils for stencil duplicating. They can 

also be used to make text on masters for 

spirit duplicating. Both processes 

involve typing directly onto the special 

material. Corrections and changes are 

difficult to make, so design well before 

you start typing. 



Word processing 

It is far easier to write and to get 

your work printed from a computer. 

That is if you have access to one, and 

if it doesn’t go wreng in the middle 

and lose your work! 

into a word 

it can be edited, 

its lines can be 

Qnce the text is written 

arocessar programme 

spell checked, and 

made the same length - ‘justified’. 

The text can be formatted on screen in 

columns of various widths. Some word 

processing and page make up programmes 

can get the text to fiow through the 

columns in various formats and 

designs. 

Qnce the text has been finalised in 

the computer it can be 

This can be done on a variety of 

different sorts of printers. Dat 

matrix printers use ribbons and either 

Gor 24 pins to make the letters out 

ef dots. Letter quality depends on the 

number and size of dots but also on 

the number of times the head goes over 

printed out. 

the line. Normally the printers 

produce ‘letter quality’ by printing 

twice over the same wneel line. Daisy 

printers use a wheel of letters to 

make the typing a bit iike the 

typewriter. They can produce a 

slightiy better letter than the 

cheaper dot matrix printers. They can 

also make each line the same length. 

The style and quality of their type 

makes them useful for gocd typing 

output from computers. Hut they are 

less flexible at producing images than 

other computer printers. 

Frint, out using adot matrix 
printer and 17 characters per inch 
% (CPI) font. 

Even the best ‘letter quality' output 

from dot matrix printers or daisy wheel _ 

printers cannot compare to the print 

from laser or inkjet printers. These 

computer printers can produce good 

quality text and images which can be 

difficult to tell apart from finer quality 

typesetting. The technology is improving 

so quickly that it is difficult to see what 

is going to happen next. Recently colour 

printers have been introduced. The 

prices seem to be coming down all the 

time as the equipment is mass produced 

and marketed. 

Laser and inkjet printers can produce 

better letters because they have greater 

computer memory than other printers. 

They have better software which can 

‘remember’ more letter designs or 

typefaces, They also can produce small 

dots to make up a finer detail and a 

smoother curve. Laser printers can 

produce 300 dots per inch which is good 

enough for most people not to be able to 

pick up the slightly uneven curve on the 

rounded letters. This book's text was 

printed out on a laser printer from text 

which was typed in and laid out using 

Word Perfect wordprocessing. 

Professional imagesetters or typesetting 

printers produce 1200 dots per inch or 

more. This obviously produces a much 

higher quality print. Laser printers or 

inkjet printers produce copies on plain 

paper while imagesetters print on 

photographic bromide paper. 

Some laser printers are designed to 

produce large numbers of copies quickly 

and cheaply. They can therefore replace 

the need for a separate copier or any 

further printing. 



Type 

Letters that are printed are known as 

type. Unlike typewriter letters, printed 

type is of varied width depending on the 

letter and the design. There are many 

sorts of type styles called faces and in 

fact a whole set of measuring units and 

terms to describe type, its design and 

layout. All this comes from letterpress 

and metal type which was used for 
centuries. 

Type is measured in points. There are 

72 points in an inch. Points are used to 

measure the height of the letter and 

hence its size. Points are also used to 
measure the space between lines. 

t————— /Spicas ————"1 
The width of the column of text is 

usually measured in picas. There are 12 

points in a pica. You can use 

millimetres or inches if you want to and 

often these units are understood. It is 

important however to agree what unit 

you are using before you start to work. 
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If you mix up points and picas or 

centimetres with millimetres the results 

will not be what you want. So be 
careful. 

Letters in the roman alphabet have 

ascenders, descender and an 'x' height. 

Their size is measured from the top of 

the possible ascender to the bottom of 

their possible descender. This is because 

letters should be of different widths. The 

'i' is a different width to the 'm'. The x 

height is the body of the letter. With 

different type designs the x height is 

slightly different. Some have it taking a 

third of the letter, other styles have it 

taking at least a half. 

smaller 
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Type style 

The letters design is known as a 

typeface. There are many styles in use. 

It is largely your personal taste as to 

which style you use. Look at the 

typefaces used in books, newspapers and 

adverts. You will start to see that most 

letters have a bit at the end of the line 

known as a serif. There are other styles 

that don't have serifs which are known 

as sans-serif faces. 

Look through the catalogues of type to 

select the style you like best. Most text 

in books and newspapers are printed in 

a serif face, while headlines and posters 

use a sans-serif letter. 

Each style of letter can be produced in 

a bold, medium or roman, and light 

weights. A bold letter is the face 

produced with thick lines, the roman 

with medium thickness while the light is 

made of thin lines. Many faces also 

have a sloping variant known as italic. 

Modern digital technology allows faces 

to be extended, elongated and angled 

any way you want. This produces 

interesting letters but they may be 

difficult to read and may look rather 

strange. 

It is best to keep the choice of letter 

style simple. Too many styles used in 

one publication can confuse the readers 

and spoil the design. 

The essential thing in design is to help 

the reader read. Using bold or italic to 

pick out some words from the text can 

be useful. Decide carefully which words 

will be selected. You can use bold to 

pick out important words that have to be 

read and use italics for names of 

publications or words referred to in the 

glossary. 

This is an example of: 

Roman T 

Courier 

EDT 

Modern 

Prestige 

San Serif 

Type styles available on a laser printer 

and with WordPerfect. This book is set 

with Roman T typeface. 



Computer type 

You can produce your text from a 

computer and a laser printer so that it 

looks almost like type. The number of 

dots per inch restricts the quality so that 

you may be able to see the dots on a 

curved edge. Most people however, 

would not notice and so it is possible to 

use the laser printer to produce the 

finished setting and page print out for 

most publications. 

The choice in most computer and 

desktop publishing programmes of type 

styles is limited and of varied quality. 

Good programmes have licensed type 

designs from the best type foundries. 

Others have their own adaptations of the 

standard styles. They have different 

names, which makes the choice 

confusing. 

Most computer DTP and wordprocessing 

programmes offer the standard options 

of typeface, bold, italic and size of type. 

Try out several options and 

combinations to see the effect. You will 

get to know what your particular system 

can do and how it looks quite soon. The 

ease of changing the selections enables 

you to produce several versions, on 

screen, and to choose the one that is 

most appropriate. 

You can design posters, leaflets and 

other simple publications on computer 

and print it out on dot matrix printers. 

The quality of image and typeface will 

not be as good as laser printers, but it 

will still let you use type and design to 

a certain extent. 

The ability to ‘typeset’ from most 

computers means that the art of 

‘typography’ becomes something many 

people can become directly involved in. 

When a typist types and decides that a 

word, heading or phrase is important 

they would underline it. This is one of 

the few ways you have to emphasise 

part of the text with a typewriter. When 

you have a computer, you can use more 

typographic methods of emphasising the 

text in question. One way is enough. 

Putting the text in a bold face will work 

well. It will not then need underlining as 

well. The change from one form to the 

other can be difficult. When you make 

the change try to leave your old habits 

behind and explore the new potential. It 

is very tempting to use ali the new 

techniques at once. People new to 

desktop publishing and typography start 

boxing everything in, and putting tone 

behind text. It can be too much and 

cause confusion. 

Base font the én B 
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Typesetting 

If you are to have your text typeset for 

you, you need to tell the typesetter what 

you want. This involves deciding the 

basic requirement: 

e what style the type is to be 

@ what size the type is to be Kd : pt peld 

@ what size the gap between erat ) 

lines is to be ead? : yt bol 

e what column width is to be set - 14 ‘, 

(the measure) x0 ES tat Zpir?. an ee 

e what size the headlines and iw n gtart? AEE : 

sub heads are to be pareet et Le ? wee yee 

e how the paragraphs are to ext spac ae rex ed in 

start, with an indent or an ath rs aa ia tents Loe sed 

empty line ex cet ake oe tee 

@ what is to be put in bold or 1e% oh ae Lae He 

italics. ete ye abt nat * <a 
co: \ sO ent 23 

Some of this information has to be mart ‘i st aesia 

agreed and written down for the whole re On nw se 

job. Other parts of it will need to be ie cas) ve rye 

marked on the text. The words to be pa. ap re one tall 

used for headlines need to be marked. HAR gerent omy ia 

They will have to be shown as either get a ia ace 

main headings of a large size or sub ae rex as we 

heads for a smaller size. Words to be 

put in bold should be underlined with a 

wavy line and the word bold marked in 

the margin. If a word is to be set in 

italics it should be underlined in the text 

and ‘ital’ put in the margin. 

i 



Proofreading 

There are standard marking up and 

proofreading symbols which are useful 

to know for getting your work typeset 

and corrected. 

Marking up and proof reading symbols: 

mark in the 

margin: mark in the text: 

Hal underline the word you want set in italics 

put a wavy line under the word you want 
bold to set in bold. 

7d 

cays put three lines under the character or word 
Ve you want set in capitals 

_——— 

put this line and n.p. between sentences 
Ap. to show you want a new paragraph { ~ 

eae : 
to close up space use these lines. 

to add space between lines use the symbol 
to reduce the space use this symbol 

oO indent or move text to the right show 
like this 

Oo move type to the left show like this 

to transpose text use(symbol \this 

to run on two paragraphs or sentences use 
this symbol 

7 to delete text cross it through and use the i ee ; 
symbol in the margin 

to. insert text add 1 an a bubble with this 
symbol to show where it is go. 

Le. to change CAPITALS) to lower case circle 
an the relev ext and mark in the margins. 

ts 



Text for typesetting 

If your text is to be re-typed or re-keyed 

for typesetting then the manuscript 

should be well typed and double spaced. 

The pages of the text should be 

numbered and well fastened so that the 

typesetter doesn't get the order of the 

text wrong. It should also be clearly 

marked so that the typesetter will be 

able to see what is to be typeset and 

what are instructions. 

Text from disk 
If you are writing your text on a 

computer, but do not have the 

equipment and software to set it 

yourself, you can take the text on a disk 

to a typesetting bureau. The typesetter 

should be able to transfer your text to a 

format that their equipment can 

understand. This can then be used to 

produce the setting directly from disk, 

without retyping. The typesetters can 

follow your marked up text from the 

print out you give them to set the 

headlines, text etc. in the style you 

want. 

Alternatively you can go through your 

text and use standard symbols to mark 

what setting you want. In this way the 

typesetting machine should be able 

easily and quickly to set your text for 

you. It should be able to translate the 

symbols you have used to the codes it 

understands so that it can automatically 

set the text to become headlines, or 

normal sized type, in bold or italics, and 

in the size and style you want. This will 

involve careful work when typing the 

text to use the codes correctly and good 

coordination with the typesetters so that 

they know what codes you are using. 
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Some typesetting computer bureaux 

services offer to design and print out 

your typesetting from your text by using 

OCR scanners. These can scan your text 

which may be printed, typed or print out 

from your computer. The OCR scanner 

recognises the letters and is able to store 

the text in its memory. This can then be 

set up in type and laid out in a DTP 

programme and then printed out on an 

imagesetter or typesetting machine. 

Talk to the typesetters you want to work 

with and agree the best way of working 

together. Find out what the costings will 

be for the various services that you 

could use. Try to agree the easiest 

formats and follow codes that make 

your systems compatible! 



headlines 
Headlines, like the text, can be produced 

by hand. They can be drawn directly by 

using a felt tip marker or pen. Rule out 

pencil guide lines to draw the letters on, 

so that they are straight and even. It can 

be easier to draw the headlines in pencil 

first to see how they fit the space you 

have. Then you can go over the pencil 

in black ink. It can be easier to draw the 

outline in fine pen first and then colour 

in the inside of the letter. 

Headlines can be traced from type books 

or type catalogues. You can trace the 

letters onto tracing paper or layout paper 

with a guideline ruled on it, in pencil. 

Again use a fine black pen to get the 

outlines right first, before filling in the 

whole letter. 

Tracing and drawing headlines can be 

done to fit the space you have exactly. 

Make them on a separate piece of paper, 

which can be cut up and stuck down in 

place on the artwork. 

You can produce hand drawn headlines 

with a lettering guide or stencil. These 

can give a different feel to your design. 

Lettering guides are used on technical 

plans and drawings and have a rather 

impersonal feel to them. 

Stencils can make the design seem as 

though it is as direct and vital as a crate 

of cargo that has just arrived at the 

dock. 

Hand drawn headlines can be scanned 

into a computer and then manipulated to 

fit the design on screen. They can then 

be printed out on a laser printer with the 

rest of the page design. 

Transfer headlines 

Headlines can be made on paper by 

using transfers. Sheets of lettering in 

many styles and sizes are sold in art 

shops and graphic suppliers (Letraset is 

the most well-known brand) You can 

select the styles you need and buy the 

particular sheet with the lettering in the 

right style and size for your design. 

Place the sheet of lettering over your 

paper and position the letter you need 

on the guide line. Using an old pencil or 

ball point pen you can rub over the 

letter to transfer it on to the paper. It 

will go grey as it is transferred 

completely. By using a ruled guide line 

you can make sure the letters are 

transferred straight. By using small 

guide lines under the letters or just by 

checking visually by sight you can see if 

the letters are spaced correctly. 

Once the headline has been transferred 

onto the paper if can be burnished with 

a rounded pen top. This is done by 

covering the lettering with the lettering 

backing sheet. Then the headline can be 

gone over again with the rounded pen 

top or burnisher to press the lettering 

firmly onto the paper below. This will 

make sure the letters don't flake off. 

Mistakes can be removed by sticky tape 

or a knife. The tape can be used to pick 

off the letters before they are burnished. 

The whole headline can be cut out from 

the sheet of paper on which it is made. 

If it is correct it can be pasted into the 

artwork with the text. If it is wrong it 

can be thrown away and a new one 
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Cuttings 

Headlines can be made by cutting out 

from other publications. These headlines 

can be made up letter by letter from 

different styles of lettering. They give a 

kidnapper or punk style to the design. 

'Normal' headlines can be made in this 

way as well. 

Headline machines 

You can buy or get access to machines 

that make headlines. These are of 

various sorts using different ways of 

working. Quite common are machines 

that press letters against tape to produce 

the headline. This strip of lettering can 

be peeled off its paper backing and mea 

stuck onto the artwork or onto a 

positive. This sort of headline machine 

is quite useful for producing labels as 

well as a limited size and style of 

headlines. (The most common make is a 

Kroy.) Using these machines is very 

easy as the letter you need is selected by 

turning a wheel and pressing the knob. 

| A riny headlining machine 
Small hand operated label machines can makes ea tajoep 

be used to produce headlines. They 

produce the labels on tapes which can 

be stuck onto the paper and used in the 

artwork quite easily. They will be only 

of a limited size but they can be 

enlarged on a copier if need be. 

Computer headlines 

Headlines can be produced with the text 

on computers using DTP and word 

processing programmes and laser 

printers. This has many advantages as it 

is far quicker and enables you to use 

many smaller sub heads as well as main 

headlines without too much extra work. 

These headlines can be designed to fit 

the page design and the text easily. 

13 
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lines ond borders 
Your design can help to guide the 

reader's eye, by using borders and lines. 

These can be quite useful in breaking up 

the text into readable chunks. 

Organising your material into separate 

parts can be done with lines. This can 

show where an article has finished. It 

can also stop the eye from wandering 

from one column to the other by 

mistake. 

Boxes can isolate a separate small part 

of the information so that it can be read 

by itself. It can be read at the end or 

can pick out a different sort of text. The 

conclusion, or an example, could be 

boxed in on the side of the main text. 

Decorative borders can be used in your 

design. These can be obtained in many 

styles from very simple, to very 

decorative, to the strange and symbolic. 

They can give your design a particular 

visual feel or style. Again use with 
restraint. 

Lines, borders and boxes can be made 

with: 

e A simple pen. | 
e@ They can be cut out of other 

publications. 

e They can be brought as dry transfer 

or sticky tapes. 

e They can be produced on the 

computer from DTP or graphic 

programmes. 

Be careful going over paste up edges 

when drawing borders or lines. These 

bumps will produce uneven lines or 

gaps. Try to make the lines on separate 

m pieces of paper and stick them down 

A onto the artwork flat. 
naa 



ne 
To make an area of grey or lighter 

colour - a tone or a background colour 

on the design - you have to use a 

pattern of small dots or lines or other 

shapes. This will give the effect of a 

tone as the dots will usually be too 

small to see. 

The tone can be made in a number of 

different ways: 

@ Tone can be done by using a masking 

stencil and a spray. This will give an 

uneven tone but can be useful for some 

effects. A 

e Tone can be cut out from other black 

and white printed publications, though 

some dots may have got joined together 

and will come out unevenly when 

re-printed. | — 

e You can buy different sorts of tone to 

be transferred much like transfer 

lettering. This can be rubbed onto 

pictures or cut up and stuck down over 

an area of the artwork. 

e Offset litho printers can put in tone 

for you when they make the plates 

photographically. Mark up some part of 

your design on an overlay to show what 

is to be covered by what sort of tone. 

e Tone can be made using paint 

programmes on the computer quite 
easily. This can give you a choice of the 

darkness of tone - it is measured in 

percentages - with black being 100% 

and white 0%. 

@ Tone can be made with lines, circles, 

brick patterns and other symbols. For 

map or plan makers these are essential. 

For someone trying to add an effect to 

their design these sorts of tone may be 

useful. je! 

PY 4 

e Tone can be added to a . design with a 

copy printer or digital duplicator. Before 

it cuts the stencil a control sheet can be 

fed in to tell it to replace part of the 

solid image or background with a tone. 

This is done by the machine digitally 

before the stencil is cut (see page 35). 

The tone for the artwork should be 

made in black and white. It will be 

produced and printed in whatever colour 

ink is put on the press. 

Using tone, in moderation, can be a 

useful addition to your design choices. 
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drawin g ( g 

You can draw all sorts of pictures with 

| black pen and print them as easily as 

ordinary text with most photo printing 

methods. 

The freedom to draw and have your 

images printed by a simple copying 

process can allow you to add pictures to 

text, illustrate any point and enliven 

your publications with all manner of 

images. 

Images can be produced in a variety of 

styles and with different methods. By 

hand you can do simple drawings, 

diagrams, charts, graphs, maps and 

plans. You can draw out symbols like 

stars and ticks or design and use special 

symbols or logos for yourself, your 

campaign or your corporation! 

both work for different sorts of 

publications and for different sorts of 

information. 

' 

| Cartoons or realistic illustrations can 

1 

1 

Cy Y), Y 

doing this). 7 

Yop" KL Ws “yyy 

Freehand pictures can be made with any 

pens or brush you are familiar with 

using. They have, however, to be clear 

black and white images and are best 

done on a separate piece of paper which 

can be cut up and stuck in place in the 

design. 

Some professionals draw their images 

twice as large as they need and have 

them reduced to fit the space. This can 

be useful to get greater accuracy and 

very fine lines. It is important to get a 

good pen such as a ruling pen which 

will make an even black line all the 

time. 

You can use a photocopiers to reduce 

and enlarge the picture to fit the design. 

Remember that the ratio of the sides 
will always remain the same whatever 

the size it is to be reduced or enlarged 

to (see page 83 for a technique for 

Vg" 
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Tracing 

If you are not an artist it is still possible 

to get good simple clear pictures by 

tracing. Select the small photo or picture 

that you want to trace. Cover it with 

tracing paper or clear acetate (as used to 

make an OHP transparency). Then trace 

the picture. 

This is easier when using a light box or 

even a window with the sun coming 

through. However, if you are tracing 

from a double sided original it may be 

confusing to use light to help with the 

tracing. 

Once you have finished your tracing 

remove the initial picture and make sure 

all the details are clear by going over 

and improving upon the tracing. Add 

anything that is missing. You could now 

trace another detail from another picture 

onto the traced picture. In this way you 

can assemble a good, simple, clear line 

drawing that makes your point and will 

illustrate and fit your page well. 

By working on acetate you can reverse SS Be <4 

the image, if needed. You can do this by f 

l simply turning over the transparent 

sheet. In this way you can make the ¢ BBS 

main person in your picture look into yy 

the page rather than out it. This can help A tadng f a \) 
your illustration fit your page design. Photo J Bob Linne 

se Screen printing 
Line pictures on acetate can be used table. 

directly to make positive offset plates or 

silkscreen stencils. So working on 

acetate can be useful for these methods 

as well. 
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Collage 

Collage is the process of putting 

together images or parts of images to 

make one new image. Some collage 

artists do this so cleverly that it is 

difficult to see how it is done. 

You can use line drawings, cuttings and 

photographs or any other sort of image 

to create your collages. 

It can be difficult to print collages from 

photos so it is best first to get screened 

halftone bromides made of your 

photographs - the size you want. Then 

you can carefully cut out and stick 

together your photo collage using the 

screened prints. They will be ready to 

print exactly as you have collaged them 

together. 

, size te be enlarned to—) 

5, mage \to be 

ged. 
! 
en 

Reductions and enlargement 

Any image can be reduced or enlarged 

photographically using the process 

camera, photocopiers or other photo 

processes. In this way images can be 

made to fit your designs quite easily. 

Whenever this happens the ratio of the 

sides stays the same. So if you do not 

trim or add anything to the picture, it 

will stay in the same format even if it is 

made smaller or larger. 

You can work this out quite easily. The 

simplest way is to draw a diagonal on 

the back of the image from one corner 

to the other. On this diagonal you can 

measure and rule in the dimension you 

know. For example, the column width 

will be set by the design grid. You can 

rule this in from the edge of the picture 

to the diagonal line. Then you can 

simply measure down from where the 

line meets the diagonal to the bottom of 

the picture. This will be the height of 

the picture once it has been reduced to 

fit the column width in the new design. 

Because it is easy to make reductions 

and enlargements when making the plate 

for offset printing it is possible to ask 

the printers or platemakers to reduce or 

enlarge any of the images for you. 

These can then be put into the design at 

the negative and platemaking stage. It is 

easiest to do this with photos as they 

have to be rephotographed to make the 

dots anyhow. 
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Computer graphics 

Simple digital images are stored in 

many computer programmes. These clip 

art files can be useful if you need to 

find an illustration quickly. 

You can make your own graphics with 

your computer as well. There are many 

sorts of graphics programmes to help 

you do this. These paint and draw 

programmes have many useful effects 

that can be used to make or adapt your 

own graphic images or pictures. 

With a mouse you can copy in simple 

pictures and then colour it in with tone. 

You can reverse it and make it white on 

black. Such an ability to manipulate 

images can be used to save time and 

achieve dramatic results. 

Scanned images 

With enough memory and the nght 

software most micro computers can be 

used with a scanner. These convert the 

image that they scan into digital 

information. This can then be viewed on 

the computer and it can be manipulated, 

edited, squeezed and pulled until it is 

what you want. The image can be 

placed via a desktop publishing 

programme onto the page and can be 

printed out on a laser printer along with 

the headlines and text. 

You can buy small scanners which are 

hand held machines or you can get 

larger ones which are like a small 

photocopier. One scanner is simply a 

head that can be fitted onto a printer. 

This can then operate using the printer's 

scanning mechanism to scan the page 

and turn it into digital information. 

ol 

Images of good quality take up quite a 

bit of memory compared to words or 

programmes. You need special software 

and usually a hard disk to operate a 

scanner and use images from it in your 

computer. 

Large scanners arrange the original 

around a drum to do_ the actual 

scanning. This can be difficult if you 

have mounted the image or artwork on 

stiff board. 



Image banks 

Commercial clip art collections of 

copyright free pictures are published by 

quite a few publishers. They are files of 

simple line drawings that are of the 

most common and useful subjects. If 

you need to use a picture, or a border or 

a symbolic runner, animal, country 

scene, etc. you should be able to find 

what you need in these clip art files. 

They are published as books or loose 

leaf files with the images printed in 

various sizes and on one side of the 
page. 

The commercial ones are of rather 

limited subjects and use a style that is 

recognisable. Alternative ones have been 

published. One for sports organisations 

was done as a competition nationally in 

Britain. Another was done as a 

collaborative effort by many 

organisations in Bangladesh. It was 

aiming to make accessible appropriate 

images for rural development. 

It is useful to store pictures ready for 
the day that the rush will be on and the 

picture or part of the picture is needed 

in a hurry. This doesn't have to be a 

published file. It could be a simple 

cutting book with images of all sorts 

that you think may be of use, one day. 

Collecting such a file and copying it for 

friends, exchanging images between 

several people and organisations can 

soon develop into an image mh of 

sorts. 

Doing it yourself will be cheaper and 

better than buying a commercial clip art 

book. It can be more appropriate to your 

particular needs and with better and 

more interesting pictures. Getting 

copyright free images or permission to 

use pictures can be difficult. You may 

have to start drawing your own. 

Pictures from 
Commeévcial 

Clijp-art ) books 

Whey a picture from 
fi hes, the Image Banh- 
patie TMPS/BRD® Dhaka 

) eke Bangladesh. 
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Line photographs 

Usually photographs are printed using 

the halftone pattern of dots to give the 

impression of the tones and greys that 

normal photos have. Line photographs 

don't use this halftone and have no grey 

mid tones. They are just simple black 

and white images and so are easier to 

print than the fine detail needed for 

halftones. 

You can easily see what happens when 

you copy a photo on a photocopier or 

fax. The details get lost and you tend to 

get the light areas becoming white and 

the darker areas becoming black. This is 

one way of getting a line photo. 

a 

A photocopy of a photograph 
make a ‘line? prinb. Bb 

When you put a photo under a process 

camera and take a picture using line 

film the photo produced is a ‘line’ 

photo. It looses all the mid tones to 

become a black or white image. It is 

better than a copier as it will make a 

blacker and sharper image. Reprinting a 

line photo from a bromide will produce 

a much higher quality image than is 

possible using a photocopier. 

Some pictures work well when you 

convert them to become a line photo. 

The details that make the picture can 

stand out more and the effect is more 

striking. For posters or covers this sort 

of clear strong image is just what is 

needed. 

You can make a line image by printing 

your photo on hard grade photographic 

paper as well as copying it on a copier 

or using line film. The line photo made 
the right size can be stuck into the 

original artwork with both text and 

headlines. 

Line photos can of course be printed 

using different coloured inks and on 

different coloured paper. You can use 

them with tone to create interesting 

duotone images. This can be done by 

making a line print of a photo and 

having it printed in one colour. The 

same photo can be made into a halftone 

and printed on top in another colour. 

This 'duotone’ can be done with most 

photo printing processes where you can 

print colour. Even photocopiers can 

produce this effect if they copy colour 

as well as black. 



You can only print images that are 

either black or white, an image or 

non-image. So to print the greys of mid 

tones found in normal black and white 

photos you have to turn them into dots 

- halftones - by a special process called 

screening or scanning. Therefore, photos 

shouldn't be stuck down on the original 

artwork but should be kept separate so 

that fhey can be made into halftones. 

As well as photos other images, such as 

pencil drawings, contain greys.or mid 

tones and should be turned in half tones. 

They, like photos, need to be screened 

or scanned to convert them into the 

halftone dots. If they are not they will 

loose their details when they are printed. 

The original photo or drawing is broken 

up into the black or white dots by 

rephotographing with a process camera, 

called screening. This involves putting a 

fine mesh or screen of opaque lines 

between the film or paper and the 

projected image. The new _ image 

produced is made up of dots of various 

sizes. This can be done on an enlarger 

as well as a process camera. 

The dots in the halftone photo are 

bigger where it is darker and smaller 

where it is lighter. Because the dots are 

so small they look like the tones in the 

photo. The screening process of creating 

the halftone dots is difficult to do well. 

Some of the range of greys is lost and 

the contrast reduced. 

n° =" Bs°0: Sata®e*s' 5 4 

A halftone photo can be made either 

into a negative or a bromide print on a 

process camera. Working this way, as 

most printers do, means that your photos 

shouldn't be stuck in the artwork but 

just marked on the back where they are 

to go and what size they are to be. 

Whichever way you screen the photo, 

you can vary the size of the photo while 

screening. This will keep the ratio of its 

sides the same, whatever its final size 

will be. You can work out the 
proportions by scaling up or down in the 

same way as drawings. The screened 

negatives are cut out and taped onto the 

main line negative. This should fit the 

space left in the original artwork. From 

this combined negative an offset plate is 

exposed. This is usually done by a 

printer or platemaker. Therefore it is 

important that they know which photo is 

to go where and how large it is to be. 

Make sure you tape clear instructions 

onto the photo. You can do this by 

sticking an overlay onto the photo and 

marking it with size, reference letter and 

other details. This information can be 

put on the back of the photo but be 

careful not to press too hard and make 

indents into the photo itself. 3/ 



If you can get screened bromides these 

can be cut out and stuck into the 

original artwork. This complete original 

can be used directly to make the plate or 

copy. Screened halftone bromides may 

not be of such high quality as the 

halftone negative but you can paste the 

photo where it is needed and you can 

cut it up to remove unwanted 

background and other details. 

It can be a problem to print fine small 

dots with some processes. The dots may 

get lost or merge and spread creating a 

messy and blotchy result. Different 

papers require different sized dots. 

Newsprint cannot take the fine dots that 

a coated glossy paper can have printed 

on it. 

In printing methods such as silkscreen 

or small offset litho, bigger dots are 

needed. Usually 80 to 100 dots to the 

inch are used but the photo will still 

look all right with 60 dots to the inch. 

Newspapers use such large dots and 

they can become quite noticeable - if 

you Start to look. If you like or want a 

more ‘dotted’ effect, you can use a 

much coarser screen. 

Modern computer technology can scan 

a photo and digitise it. Computers can 

then use this image and manipulate it. 

They can put it into halftone dots and 

produce film or bromide prints with 

good quality dots or halftones. The 

quality of these images is high but it is 

a quite expensive way of making the 

halftones. 
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Duotones 

It is possible to do two exposures of the 

same photo and print them using 

different colours. This gives a deep nice 

colour to the photo. You can even do 

this on a copier (see page 26). 

Screen your own halftones 

To screen photos using an enlarger you 

need a special halftone contact screen 

and a contact printing frame. Put the 

contact screen tightly against a piece of 

hard photographic paper using the 

contacting frame. The negative is placed 

in the enlarger and is printed onto the 

paper through the screen. It may be 

necessary to expose the paper to plain 

light, as well, for about 10% of the main 

exposure time to make sure the dots 

come out all over of the photo. The 

photo print can be processed in the 

norma] way and should be usable as a 

screened bromide print in your artwork. 

Making your own screened 
halftones: 

enlarger 

= negative. 

Photographic paper or 
film 

Make Suro the frume holds the 
Screen? paper in close omtact 

While making the exposure. 



ove 
When everything for your design is 

ready it can be assembled into an 

original design or artwork. Headlines 

need putting with text, illustrations with 

captions and articles. Your design needs 

to be made into the final form to convey 

your message. 

You can assemble the design by cutting 

and pasting up paper. Or you can do 

this now with a computer (see page 90). 

Before you actually start pasting up 

however, position all the bits in place to 

check that it looks ok and fits the space 

available. If it does, you can start your 

paste up. 

Tt is the sort of process that is difficult 
to stop half-way through. It is best, 

therefore, to get everything ready before 

you start. Get together cow gum or 

rubber glue, scissors, set Square, pens, 

blue pencil, glue rubber and a scalpel. 

Make sure you have all the elements of 

the design ready as well so that they can 

be easily cut out and assembled. Pasting 

up on card is better than thin paper so 

that the artwork isn't damaged in 

travelling. Use only one side for the 

paste up. The grid can be drawn onto 

the card or it may be preprinted (see 

page 68). Start pasting up from the 

bottom of the page upwards so that 

everything is sure to fit. It is important 

to paste up the artwork as flat and as 

cleanly as possible. The best glue to use 

is cow gum, or other rubber glues like 

it. Spread the glue on the back of the 

paper then press down. You only need a 

thin layer of glue and a ruler can be 

used to spread it just as well as a 

spatula. The gum does not dry for some 

time so that you can move things around 

to get them straight. Use a set square to 

check that what you have pasted is 

square against the edge of the paper or 

card. When something is crooked on the 

artwork, it looks even worse when it's 

printed. Lighter fuel dissolves or loosens 

petrol glue or cow gum. Use it if you 
want to take up anything once the gum 

is dry. 

There are products, like cow gum, that 

stick paper flat without warping it and 

making it wavy. You can use glue sticks 

or spray gum or a waxer (a machine 

that coats with a temporary wax 

adhesive). You can also use white tape. 

It depends what you are trying to do. 

However, whatever method you use, 

keep it clean and flat and you should be 

all right. 
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Computer Layout 

Programmes have been developed for 

laying out pages on computers. These 

programmes can enable you to make the 

text, headlines and images on _ the 

computer and then lay them out 

electronically as well. These desktop 

publishing programmes, such as 'Page 

Maker’, can enable you to take your text 

from word processing and design and 

lay it out. They then print it out on a 

laser printer to produce a_ perfect 

original which can be printed or copied. 

With some programmes, styles, page 

templates or grid designs can be preset 

and the material flows into place for the 

pages to be made up automatically. The 

flexibility of the computer enables you 

to design and to see the result on screen 

before it is printed out. 

Laser printed copies will be better 

quality than a dot matrix print out but 

both will be dependent on the quality of 

the letters and fonts stored in the 

memory and the design skill of the 

operator. Most laser printers can print 

out onto plain paper or tracing paper. 

The quality of the copy has to be good 

for it to be useful in printing or copying. 

Many computers and DTP programmes 

use the 'PostScript' language, which is 

a Standard, to transfer the design to the 

laser printers or imagesetters. 

Imagesetters are high quality printers 

which produce the print out onto 

bromide paper. They can produce 1200 

—2400 dots to the inch as compared to 

around 300 dots per inch (DPI) with 
laser printers. 
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Consider making the print out design 

double size and having it reduced. In _ 

this way, the quality of the letters will 
be increased and in fact the quality of 

the image will be doubled. 

Printing more than one publication at 

a time 

Designing for print means that you 

should be aware of how your 

publication will be printed. If you 

reconsider this you may find ways of 

printing more than one 'publication' at 

a time. Think of the size of your 

publication on the sheet. Is there to be a 

large piece trimmed off? For printing 

some formats on standard paper this has 

to happen. You can design a second 

product from this trimmed piece. The 

book mark printed with the name of the 

book could be printed with the book's 

cover. It could be cut off and given 

away to promote the book or the 

publisher. The printing will cost 

virtually the same but you will have 

two publications’ for the price of one. 

Maybe next time you could fit in a few 

postcards on the cover? 

book let 

an invitahoy 



Bromides 

The whole artwork or just part of it can 

be photographed on a process camera 

and a copy can be made. This is called 

a ‘bromide’ print or a 'PMT or a 

‘velox' or a 'stat'. 

This copy can be a reduction or 

enlargement. You can make a bromide 

of just a part of the design. 

Enlargements, for example, can be made 

of typing for headlines or introductory 

paragraphs and can then be pasted into 

place in the full artwork. Illustrations 

can be enlarged or reduced on bromide, 

to fit the column width exactly. 

Bromides can be used to copy the whole 

original page or to remove the shadows 

of paste up on artwork. They will 

disappear given the correct exposure or 

can be scratched off the bromide surface 

easily. This perfect copy can then be 

used as the original for photocopying or 

for making offset litho plastic plates in 

instant printshops. 

Making a screened halftone bromide is 
a way of converting photos into dots 

(see page 87). This can be stuck down 

into the 'line' artwork so that the whole 

original can be printed at one go. The 

screened bromide can be cut up, and it 

can be stuck exactly where it is needed 

in the design. 

Bromides can also be used to 'reverse 

out' an image. This is to make a copy 

of the artwork with the image white on 

a black background. 

Bromides are made by most process 

camera operators. Printers, resource 

centres, schools and colleges, design 

groups and some publications use them. 

They may provide a service and make 

bromides for you. 

You can use a good quality photocopier 

to enlarge or reduce instead of making 

expensive bromides. However, the 

quality will get worse when you copy 

from a copy. 

Imagesetters and typesetting machines 

produce their out put on bromide paper. 

This ensures that the quality of the 

image is nearly perfect. Bromide prints 

are photographically made. The paper 

needs to be developed, fixed and 

washed after exposure. Some machines 

with out of date chemicals produce 

yellowy prints which after a few months 

will start going deep yellow and brown. 

When you come to reprint the 

publication you can find your original 

has become very difficult to use. Make 

sure it is specially well processed and 

washed. 

reverse 
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Clean up 

It is important that the artwork is clean 

before printing. Clean artwork means 

less work painting out or rubbing out all 

the dirt, shadows and mistakes when 

making the printing plates. Less work in 

making the printing plates equals less 

expensive plates and charges. So be 

careful. 

Rub off all the dry cow gum showing 

with a cow gum rubber - literally a ball 

of dry cow gum. When rubbing off the 

cow gum, be careful with photos printed 

on newsprint and dry transfer headlines, 

because both come off with gum. 

Remove any guide or other pencil lines 

and paint out any inked imperfections 

on the image. 

If there are a lot of layers and the 

artwork is very messy, a bromide copy 

of the whole artwork will get rid of 

most shadows. This can be used as a 

good original for photocopying or 

making offset litho plastic plates. 

White paint (process white or white out 

paint), applied with a small brush, can 

be used to reduce the shadows and dirt. 

Be careful to use a water based paint 

when covering photocopies or laser print 

outs. Use a spirit based paint to cover 

water based ink and markers. If you get 

this wrong the ink will show through the 

paint or the paint will become coloured 

as it dissolves the images it is meant to 

cover. 

Once everything is ready, check that the 

photos are marked where they are to go 

in the artwork. Write down what you 

require if you are not involved in the 

printing yourself. It is very easy to get 

things wrong. Check the page numbers 

and read through for mistakes; it is your 

last chance! 

If you are not doing your own printing, 

ask the printers to check through what 

you have done. First tell them what you 

are doing and what you are trying to 

achieve. And don't forget, it is 

important to check that what you have 

done and what you expect the printer to 

do will really work. Check that the 

specifications do meet the capability of 

the printers. Ask for any further advice 

and try to get most things down on 

paper so there are no problems later. 

Cover the original with a sheet of 

tracing or layout paper or even sugar 
paper. This protective overlay can be 

used for instructions and printing or 

contact details. 



Finishing 
Once the job has been printed, it may 

have to be collated (the printed sheets 

put in order on top of each other), 

folded and bound. Sometimes, it also 

has to be trimmed and cut. All these 

jobs are called finishing. They can be 

expensive and very time — consuming. 

It is therefore necessary to think about 

this before designing your publication. 

Finishing is a labour intensive job and it 

can be easier and a lot cheaper to do it 

yourself. But such routine work is 

boring and needs a lot of hands. If 

necessary organise your next meeting or 
party to be one where you talk, or drink 

(but not too much!), as you collate, fold 

and staple. 

Collating 

The first finishing process that needs 

doing is to put ali the pages in order. 

This can be done by hand. Arrange the 

piles in order round a table. Walk round 

taking a sheet from each pile. This has 

to be done methodically as it can get 

quite confusing if the piles are not in the 

right order and the same way round. 

Collating can be done by machine. 

Some copiers and presses have collating 

machines to do this automatically as the 

copies are produced. Do _ not 

underestimate the time it takes if you 

are doing it yourself. Printing doesn't 

end with a pile of printed sheets. 

Scoring card or covers can be useful 

before they are to be folded and bound 

to the rest of the publication. This can 

be done with the blunt side of a knife or 

with a letterpress machine. 

a 

Perforating is another finishing job that 

can be done with a letterpress using a 

special attachment. 

Folding 

Most printing is done on large sheets of 

paper which have to be folded to make 

up the pages of the publication. Folding 

by hand a few hundred sheets is not a 

problem but any more can take time and 

be less accurate than a folding machine. 

Binding 

Stapling is the cheapest method of 

binding. A saddle stapler or a long arm 

stapler are worth buying as they can put 

the staple in the fold of your 

publication. This form of stapling is 

stronger and neater than using a normal 

staple from the side. Stapling from the 

side, however, can be hidden and 

strengthened by gluing on a cover that is 

folded round the stapled pages. 

Perfect binding is the process of gluing 

the pages of the book together. This can 

be done by hand, but is usually done 

commercially by machine. This is how 

this book is bound and how most 

paperbacks are produced. It's more 

expensive than stapling, but it gives the 

book a spine. Perfect bound books are 

sewn as well as glued. 

Hardback books cost a great deal more 

to get bound and are only worth binding 

for a small number of library sales. 

They are sewn together and have a hard 

cover sewn and glued on. 

Cover 
sections Gathersd ener glued on. 



Plastic binding 
There are a number of plastic binding 
systems that you can use or get done 

that turn your report or publication into 

something of substance. The ring 

binders can be put on by hand using a 

simple machine that punches the holes 

required and fits the plastic into them. 

They are a bit of a fiddle to get the 
hang of but are quite easy to use. Get 

all the pages, covers etc in order before 

you start punching and binding. 

A machine for pundang %filling pst 
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Trimming 

Once the publication has been collated 
folded and bound it can be trimmed. 

Use a guillotine which can cut the 

whole publication in one operation. This 

can produce a nice well finished 

publication with the cover and inside 

pages the right size. Trimming can 

remove folds and the unwanted margins 

leaving the image coming right to the 

edge of the page or cover. 

Drilling 
Finishers can also add holes to your 

publication so that they can be put into 

a ring file. This is known as drilling. It 

can be done to various formats. Your 

next information sheet could be the size 

of a FiloFax notebook with the standard 

holes ready drilled. 

Laminating 

To preserve some displays or exhibitions 

you can get laminating done. This 

involves putting a clear sheet of plastic 

over the front of the poster. You can 

also get ‘encapsulating’ done. This 

involves covering both the front and the 

back with plastic. This holds the whole 

piece of paper in a water proof 

sandwich. Rings can be made in the rim 

of plastic to allow the exhibition to be 

displayed without damaging the print. 

Both processes can be done by specialist 

laminators. 

Professional finishers 
Specialist finishers and some printers 

can do these finishing jobs for you, but 

will charge sometimes as much as the 

printing just to do the finishing work. 

Many of them charge a lot because it is 

a labour intensive process where they 

have to employ lots of people to do the 

work by hand. Other processes can be 

done with large automatic machines or 

lines of machines which make it quicker 

and cheaper. 

Check the finishing costs out when you 

are getting initial printing prices. A 

larger web printed newspaper where its 

folding and trimming is done 

automatically, may well work out 

cheaper than a job printed on sheets at 

one printer and then taken tQ 4 

commercial finisher to bind it. 



havin 
Prin 

This book is a do-it-yourself handbook 

but it should also give you a hand when 

you don't want to do all your own 
printing. It may not be worthwhile to do 

your own printing if you are to publish 

a large-scale publication with many 

pages and thousands of copies. If your 

publication will need offset litho 

printing, good quality photos, colour and 

special materials, these are good reasons 

for thinking of going to an established 

printer to get your publication 

professionally produced. 

If you do not have the time, skill, 

inclination or access to printing then 

going to a printer might be your only 

option. If you can sort out the content 

and design of your publication, its 

distribution and publicity, you may not 

have time or need to do the printing as 

well. 

Knowing what is involved 

One of the first points in having work 

printed is to know what you are letting 

yourself in for. Having some idea about 

the print processes and what it will 

involve will help you get your work 

printed with a minimum of problems. 

This book aims to help in this process. 

Visiting a printer and watching each 

process can also help you become 

familiar with what will happen to your 

publication when it is to be printed. 

Choosing the right printer for the job 

and getting them to give you good terms 

is very important. You have to shop 
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around to get a printer who can produce 

your publication on time, with good 

quality images, and at reasonable cost. 

Using a commercial press may involve 

some problems with their interpretation 

of the law. Printers as well as publishers 

are liable under the law for libel. 

Printers may want to censor your 

publication for this and other reasons. 

This can be a factor in deciding to do 

the printing yourself so that only you 

are liable for the consequences of your 

own words. 

Access to print 

Access to printing is often the crucial 

issue in whether you publish or not. It is 

also decides whether you choose to do 

it yourself or use an established press to 

do it for you. 

The print industry is at present run on 

strictly profit-orientated lines. The 

client, the designer, the printer and the 

machine minder are all separated from 

each other in their own institutional and 

professional cell. They: each have their 

own special language and jargon. All 

this makes printing more mysterious and 

less available to the people who may 

want it. To overcome these barriers 

requires a determination and an ability 

to ask the right question and get an 

understandable answer. The struggle to 

get access to print can be worth while 

when you see your publication in print. 



Design 

Having your work printed usually 

involves preparing a design and the 

original artwork. This 'prepress' work 

usually can cost as much as the printing 

itself. Doing this yourself can save you 

money and you can guarantee that the 

design is as you want it (see pages 

62-93). 

If you need someone else to do your 

artwork, typesetting and design, some 

printers will do this as well. With 

smaller jobs this can double the printing 

cost and you will loose even more 

control over your product. It is possible 

to get a specialist typesetter, layout artist 

or designer to do the work for you. A 

graphic student or a design co-operative 

may be sympathetic to your aims and 

cheaper than employing a commercial 

designer. A 
ia 
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Print buying 

Your options depend on the sort of 

publication you are planning and your 

resources. If you are an individual 

producing your own poetry, the demand 

for it and your resources may be 

limited. If you are part of a large, well- 

organised group you may be able to 

distribute many copies of the same 

publication and therefore use a 

commercial press to print it for you. 

Print buying or shopping around for 

print may be useful for both potential 

sorts of publishers. You may be able to 

find a friend who can print your booklet 

on their copier. You may be able to 

duplicate it yourself, you may be able to 

find a community resource centre where 

you can do it or a cheaper press who 

will print it for you while they are not 

busy. Shops exist to print or copy small- 

scale printing jobs. These instant 

printers can do good jobs quite cheaply 

if you have a publication that fits into 

the limitation of the service they offer. 

Print buying is a commercial business in 

its own right. Professional print buyers 

know what's involved with printing and 

who can do what, at what price. 

A simple 
piece of 
papa can 

be folded 
many ways! 



sorts of printer. S 
There may be many sorts of printers you 

can choose from. The local printers or 

one in the office or in your shopping 

centre may be adequate for your print 

job. There may be a community press 

where you can get work printed. A 

co-operative press may be available and 

will be more sympathetic to your needs 

as well as producing your job at a 

reasonable rate. 

Printers specialise and therefore they 

need to be chosen carefully. Finding the 

printer who specialises in the sort of 

publication you are trying to produce 

can be difficult. Ask your friends, or 

similar groups to your own, to 

recommend their printers. Look at 

publications which are of the same sort 

and which you like the look of and then 

try the printers who produced them. In 

this way you can get a list of printers 

which you can contact. Try asking quite 

a few to give you a quotation on a 

simple job. Then compare the price but 

also the way the price is given. Check 

that the printers are able to deal with 

your needs. 

If you do find a _ good printer, 

recommend them to your friends and 

make sure they tell the printers who 

recommended them. Customer power 

can be a real force. If you have 

problems this system can work in 

reverse! 
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Instant printers 

Instant printers specialise in quick, 

cheap, simple, small jobs using 

photocopying or small offset. They are 

geared up to deal with the public and 

therefore may be the first stop in your 

search for a printer. 

Instant print shops are often the cheapest 

and easiest to use. They mostly print 

onto A4 (twice this page size) or four 

times this size (A3). Instant printers 

work from your original artwork and 

can reduce or enlarge to a limited 

extent. They charge extra for almost 

everything, apart from the single sided 

black and white copy on thin white 

paper. They often use offset plastic 

plates that won't print photos well, and 

usually they cannot convert photos into 

halftone, so you either have to screen 

them yourself or have a metal plate 

made for you, which costs more and 

takes longer. 

Many instant printers have price lists 

available, so that you can compare 

prices. Prices vary considerably from 

company to company and for different 

varied services. It can pay to shop 

around even if you are getting a simple 

job produced and are going to the local 

instant printers. 

Instant printers, as their name implies, 

can be quicker than other printers but 

the quality is not usually as high. They 

can be quite expensive for anything 

other than the smaller jobs and they 

usually demand cash on collection. 



Inplant printers 

Inplant printing may be available to you. 

In colleges, offices and _ other 

organisations print departments exist to 

meet the needs of those organisations. 

Your work could be fitted in and 

produced by them if you can get access 

and agreement from the print department 

or some other part of the organisation 

that they can work for you as well. 

Your choice of printers may therefore 

include looking at the printing, or 

copying that can be done within the 

organisation or office in which you are 

working. These resources may be 

cheaper for you to use than going 

outside. They, however, may not be able 

to produce the quality and size that you 

want in the time that you have to 

produce your publication. It may be 

useful to look again at equipping your 

own organisation with better ‘in plant’ 

printing facilities so that you can do 

more of your printing yourself. See page 

106 for equipping your own printshop. 

Commercial printers 

Small commercial presses exist in most 

areas. They may be useful and they 

may also be willing to help you because 

of their own community feeling. Jobbing 

printers have small to medium sized 

equipment and often tackle many 

different jobs. They can be quite 

flexible. They may well specialise in 

producing a range of letterheads, 

leaflets, stationery, business forms to 

meet the smaller everyday printing 

needs of your area. 

Small printers usually work along side a 

range of other related concerns. These 

may set type, design the publication, 

make the plates and colour separations, 

or do the finishing. Knowing a chain of 

Suppliers can be useful. It can be 

cheaper to organise all this sub- 

contracting work yourself instead of 

finding one company to farm it out for 

you. 

Letterpress printers 

Letterpress was the traditional way of 

printing. It is comparatively more 

difficult than offset litho, so if you need 

your job printed by letterpress it will 

have to be printed for you 

commercially. Some enthusiasts still 

print with letterpress and it is possible to 

set up your own small-scale letterpress 

(see page 22). 

You will find some commercial printers 

have kept letterpress equipment to do 

odd jobs that are difficult to print by 

offset. Printing raffle tickets and 

numbering them is easier to do with 

letterpress. Cutting, scoring and 

perforating can also be done with 

letterpress technology. 

To get work printed with letterpress 

involves giving the printer a layout and 

the text. A proof is made and once 

approved it can be printed. Check the 

proof carefully for mistakes in the text 

and in the design. You can print with 

letterpress on many surfaces such as 

rough card which would not be possible 

with offset litho. 



Screen process printers 

Screen process printers are commercial 

printers who use silkscreen. They 

produce many sorts of products with 
comparatively simple equipment. Mostly 

this is used for point of sale, shop 

displays, sticky signs, large posters and 

exhibitions. If you require a limited 

number of a large image then it will be 

worth looking at having them screen 

printed. 

Larger commercial presses 

Larger specialised presses will each 

have a particular range of basic products 

that they are geared up to handle such 

aS magazines, books, posters, record 

covers, colour, 2 or 3 colour or full or 4 

colour work, packaging, etc. These all 

require different sorts of equipment and 

finishing services. Finding the right 

printer to produce your particular 

publication or product has to be done 

carefully. 

Larger printing plants can be slower, 

and more expensive, but can be more 

flexible. They can do more of a 

complicated job themselves. So for a 

bigger, complex production go to a 

press that can do the whole job in house 

and seems sympathetic to your 

objectives. Large printers which can 

typeset, layout, trim, collate or fold and 

bind your job as well as print, may be 

cheaper than going to _ separate 

companies for all the different design, 

finishing and printing services. 
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Web presses 

Web printers produce larger sized 

publications in their thousands by . 

printing on a roll of paper - the web. 

They usually print newspapers on 

cheaper rolls of newsprint paper. Look 

for them, when printing your larger run 

publication with over 5000 copies. 

Scale can involve considerable savings. 

Larger print runs mean that the initial 

costs of design, typesetting and 

platemaking can be ‘shared’ by the 

thousands of copies produced. So the 

unit price - the price per copy - will go 

down dramatically for printing more 

than 5000. 

A community press 

As an alternative to the commercial 

dominance of print and media many 

community presses and resource centres 

have been set up. They vary 

considerably in how they are run and 

therefore how you can use them. They 

may be able to advise you on how to 

make the best use of limited resources, 

as they may well specialise in producing 

small-scale publications. Getting your 

work printed there may well be cheaper 

but also of better quality than other 

presses. The problems of timing, 

censorship and legal problems may also 

not arise. 

Some community presses operate a 

varying charge structure. Well off 

groups pay more than the less well 

funded organisations. They may well not 

produce racist, sexist or even 

commercial material. 



dealing with a printer 
Dealing with a commercial printer can 

be difficult if you don't know what's 

involved and how to describe what you 

need. So the first step is to sort out 

exactly what it is you want. Carefully 

produce a specification of what you 

really do want to have printed. With this 

the printer should be able to give you a 

full quotation that clarifies how much 

everything will cost. It will also commit 

the printer to deliver work on time and 

with the quality you require. Printers 

may need to see the original artwork 

before giving you an exact price. 

You must specify the following clearly: 

1. The size of paper and printed 

image. 

2. Type of image - line or tone, 

camera ready artwork. 

3. Number of copies. 

4. Weight and type of paper. 

5. Colour of paper. 

6 The colour of ink and the number 

of colours to be printed. 

7. The number of pages or sides to be 

printed. 

8. Finishing work required. 

Careful instructions are needed so that 

the printer can produce the job you 

want. Be careful to follow advice about 

paper as choosing this can be difficult 

when you need to think about printing, 

ink drying and price. Specifying colour 

can be difficult. If you say brown the 

printer may mix up a shade that is not 

what you had in mind at all. Give them 

a sample of the shade or specify this 

using a colour system such as Pantone 

to give the exact colour and its number. 

Written instructions are needed if the 
printer is to get your photos screened. 

They will Pr to know about the screen 

to be used, the size the photo is to be 

and its position. Don't forget to show 

which photo goes where by marking a 

letter on the photo and on the artwork. 

This is not to say that you shouldn't ask 

for advice. Printers are only too willing 

to offer opinions, some of which may be 

helpful. So discuss your job with them 

when you bring in the artwork to be 

printed. Check that it's going to work 

by being printed following the 

specifications you are putting forward. 

e Choose the right sort of printer for 

your job. 

e Be careful with exact specifications. 

Make sure that both you and the 

printer understand the same things of 

the units and jargon being used. 

e Have all the work ready in time to be 

printed together. 

e Get details and quotations in writing. 

@ Get to know the printers and the 

processes that they use. 

e Try not to change your mind halfway 

through printing your job. 

@ Printers can find small customers 

bothersome and not very important. 

Don't let them treat you like that. 

When designing and working out your 

publication keep in mind the production 

process. Explain your job to the printers 

so that they can work out how to 

produce it in the most efficient and 

economical way possible. 

Do not forget the end of the production 

process. Give clear instructions about 

the delivery. Where do you want the 

printed publication delivered or can you 

pick it up yourself? Who is going to 



pay for delivery? Once the publication 

has been printed ask for the original 

back. File this carefully as you may 

want this later for an amended reprint. 

Ask also for the negatives, positives and 

plates. These could be useful if you 

want to get a reprint and do not want to 

go back to the same printer. These may 

be kept by the first printer, however, 

who should keep them for you. 

Quotes and estimates 

For small jobs produced by smaller 

presses or at instant printshops, you can 

usually get an estimate over the phone 

or over the counter. As well as telling 

them the details of the job (see list), it 

may be good to ask how long it's going 

to take. Ask for a 'run on’ price - that 

is, a price for printing extra copies as 

part of the print run. This will help you 

work out the number of copies you can 

afford to have printed. 

If it is a large job, get the estimate in 

writing. Printers may only give you a 

definite quote once they have seen the 

artwork and can gauge the extent of the 

work they are expected to do. 

Get at least three quotes - prices can 

vary enormously. Sensible print buying 

can save you a lot of money. On the 

other hand, once you have found a good 

printer who understands what you are 

doing, it may pay to stick with them. 

Costs 

For the same job, different printers will 

quote prices that may vary quite 

considerably. 

10Z 

For example: 

For an A3 double sided newsletter 

printed black and white for 1500 copies 

the quotes were: # 132.64 
£141 

+£18.50 run on for 500 

# 198.97 

+f18.75 run on for 500 
£198.75 
Folge 
& 222.00 

for photocopying 

£264.87 
An inplant print service quoted 

Lue: 

These figures are an example of the 

variety of prices quoted for the same 

job. This shows that if you can shop 

around, you can get work done for less. 

One printer's quote reads: 

Size: A3 folded to A4 

Material: 80 gsm white Bond 

(type and thickness of paper) 

Printing: Black throughout 

Finishing: Trim to size and fold 

To be produced from your A4 Laser 

Copy 
Printer to plan, plate, print and 

finish 

1500 copies Price ??? 

S500 runon =“ Price +??? 

VAT extra if applicable 

Goods ex works 

Payment on collection/delivery 



By putting it in writing, it is clear what 
is involved in the job. If you receive a 
price from a phone call, it may exclude 
the extra charges - folding 1500 sheets 
for example. It is also clear what 

information you need to give about the 

job to the printer for them to give you a 
quote. 

Preparing your work to be printed 

Before you take your work in to a 

printer it is important to be well 

prepared. If for example one part of the 

publication is missing, it can delay the 

work or confuse the printers. 

Try to ensure that instructions are clear 

and written down as well as talked 
about. 

Try to mark what goes where clearly so 

no photo can be put in the wrong place. 

Confirm what you want in terms of 

proofs and delivery in writing. Mark 

everything so that it will print. Check 
the artwork or plate or negative to see 

that everything is in the right order and 

that they have been made correctly 

before printing. 

Decisions on ink and paper should also 

be noted down, even if these have been 

reached in discussions with the printer. 



your own resowrces 
Many people feel inhibited, because 

they cannot spell, for example, and 

because they think that only 'educated’ 

people can write. It is a hard job to 

break these inhibitions down and to 

convince people that their ideas are not 

only worth communicating but that it is 

not so difficult for them to do so 

directly in print. 

When people have an opportunity to 

print their own publication, they change 

the way they think about the printed 

word. They realise that it is quite easy 

to print anything, and that even their 

own words can become printed truths no 

matter who wrote it. The printer can 

also be the writer and vice versa. The 

printed word loses its magic. Once 

people have helped to produce a printed 

publication, the whole process becomes 

far less of a mystery. They understand 

the simple technical process which 

created it and is used all the time by the 

more usual 'communicators'. They start 

to understand the world round them ina 

different way as well. It is an experience 

that helps isolated people get together 

and gain a real voice! 

Community newspapers, community 

action/pressure groups are all part of this 

movement for greater control and a 

greater say in our own lives. So too are | 

all the small initiatives that involve | 

printing and publishing for other more 

varied objectives. These may not be 

explicitly political but the very act of 

people taking their own initiative, and 

producing their own publication, makes 

it so. This move is growing both in the 

number of people involved and_ the 

variety of the reasons why they are 

jou 

doing-it-themselves. This new 'mass' 

media is a mass of producers as well as 

a mass of consumers. 

Using print should be a creative 

experience, and not just a routine task. 

Communicating to others and expressing 

ones self is something that everyone 

needs to do, but our society does not 

necessarily encourage. How you express 

yourself in words and graphic form is 

an important part of creating a way of 

expression. Gaining access to print and 

design directly is one way for people to 

develop their own sorts of publications 

and forms of communication. Once you 

have started you will want to continue 

and to produce further editions and other 

sorts of publications. You will want a 

consistent access to print. 

The more basic reasons why you need 

your own resources are usually to do 

with money. It costs far less if you 

produce your own publications and if 

you are able to design and print them 

completely yourself. 

The besé paper 
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Access to print and design resources 

enables you to produce small scale 

publications in a very short time. These 

can be produced to meet a particular 

need and relate to events in your lives. 

Copying an A3 newsletter for a small 

group of people, who, for example all 

have small children in one small area, 

provides a very different read to the 

commercially produced magazine made 

for the whole country. The do-it- 

yourself approach enables different 

things to happen. They can be about 

action rather than just information. 

Having your own resources enables you 

to time the work and production of your 

publications to fit your situation. If 

necessary you can all work over night or 

through a weekend to produce your 

report in time for the meeting. The 

potential and need for developing this 

sort of media is great. 

Some technologies such as desktop 

publishing and photocopying are 

designed and sold for the use of people 

who are not professional printers or 

designers. The market itself is being 

developed for equipment and software 

so that people can have their own 

resources and 'print' and_ publish 

themselves. 

To enjoy the freedom of the press you 

may need to work hard, and print- 

it-yourself. Setting up your own 

printshop may become a necessity. To 

get reliable and regular access to print 

you need to have equipment, space and 

materials. Your own 'printshop' can 

Start with very limited resources;it can 

even be set up on the kitchen table. The 

resources needed for doing your own 

printing, with the simple printing 

methods, are usually not very expensive. 

It can be useful to find a place where 

you can work and store materials so that 

you do not have to pack up your print- 

shop every time you need to cook in 

your kitchen! 

Assessing your own needs 

If you decide that you will need to have 

your own print resources, you will first 

have to establish exactly what your 

needs are. This should involve planning 

and deciding about what print method 

you should be using and how you will 

set up the equipment. You should also 

try to predict the number of copies 

needed over a year. 

If your needs are likely to be consistent 

and to grow then it can be easier to 

make decisions. Once you have facilities 

they will generate extra demand just by 

existing and being available. It can be 

useful to survey your neighbours or the 

groups you relate to and ask them what 

their printing and copying needs are. 

They may have used different printers 

and copy shops, and have spent quite a 

bit on using commercial resources. They 

may also have some equipment already 

which they only use some of the time. If 

you have the commitment to do 

something yourselves, you could find 

there is an extra need from other users 

who could make the whole project even 

more viable. One of the first steps in 

planning is to reorganise, and use better, 

what you already have. [Ve 



Starting small 
Your print resources can be*Very small 

scale to start with. In this way your 

facilities should grow with demand and 

as your skills and organisation grow 

with it. 

You can gauge the needs and the type 

of demands which your print resource 

can meet as they arise. Working up, step 

by step, slowly, will mean that you are 

not risking jumping into an area that 

there is no real need or market for. You 

should be able to work from experience 

of the particular area or clientele if you 

stay small enough. You will not then 

lose contact with those you work for. 

Reorganising what you've got 

Print resources may well exist in some 

form or other already. In many 

organisations offices have equipment 

that they only use for a limited amount 

of time. Different sorts of equipment 

may be found in different offices, 

departments or sections. Some 

equipment may be out of order, unused 

or just old fashioned. Putting it to use 

and setting it up together in a more 

worked out way can produce surprising 

results. 

Access 

Schools, colleges, community centres 

and offices of all sorts have different 

print, copying, computer and design 

facilities and equipment. Making this 

equipment accessible to people can be 

useful for the people and for the 

equipment owners too. 

Sharing equipment and organising it so 
that many people can get easy access to 

it can be very useful. It pays off in 

many ways for both the users and the 

106 

lenders. A small organisation, for 

example, may not be able to afford the 

cost of a good photocopier. But if the 

photocopier was used by others, who 

paid, then the total requirement, in terms 

of copies per year, could justify and pay 

for the larger better copier. If the initial 

costs of equipment can be shared by 

more people then the cost per copy can 

be reduced for everyone. If equipment is 

only needed for some of the time by its 

owner, it can be made available to 

others as well. Mutual assistance can be 

applied to the benefit of everyone. 

Community resource centres 

In several places groups have got 

together to organise a ‘community 

resource centre’. This is a place where 

people can come in and use the printing 

equipment themselves. They are 

equipped with simple copying, 

computers, duplicating or screen printing 

facilities. With this equipment people 

can easily produce their own print by 

doing most of the work themselves. 

The resource centre may have to have 

staff to train people to use the 

equipment fully and to service the 

centre, keeping the stocks going and the 

equipment running. A self-help centre 

where people do their own work may 

overlook the background work necessary 

to keep the place going. It may need a 

few workers full time to help many 

people to do-it-themselves. 

These community resource centres have 

been funded in the UK by local and 

national government under different 

headings. They are called arts centres, 

community arts resource centres and 

educational or community print shops or 



community media centres. They all 

undertake different sorts of work, but all 

make print available to people. However, 

the basic idea of developing your own 

resources is one of self-help and self- 

sufficiency. Many of the state funded 

community resource centres in Britain 

have now closed. But the basic need is 

still there and could be met through 

mutual and self help as well state 

assistance. Establishing your resources 

as a community resource can meet this 

need. 

One resource centre has a membership 

scheme where groups and individuals 

can ‘affiliate’ to the centre and use its 

resources. The cost to affiliated users is 

lower than to non-affiliated users. 

Funding 

To develop your own resources you will 

need funds, organisation and space. 

Funding can be the first and most 

difficult problem. 

Your decisions about the scale and the 

print method will dictate what you are 

looking for. A fund-raising jumble sale 

or garage sale could raise all that you 

need to make your own silkscreen 

equipment. Other high tech processes 

will involve far more costly equipment 

and better quality space. 

Grants are available from government 

and charitable foundations for some 

organisations and activities. Becoming a 

charity can be one way in which you're 

eligible to receive these grants. Raising 

money from the public or local 

organisations is another way to get 

funded. 

Some sorts of equipment are available 

on lease or other terms where you pay 

for the copies you produce. This enables 

you to cover the costs of the initial 

purchase as you run the equipment. This 

can work out as an expensive way of 

borrowing money. Or it can be a way of 

the supplier paying for the repair and 

maintenance of the equipment. 

Small businesses and co-operatives can 

get business start up grants as a way of 

setting up your own printshop. The 

printshop could be a ‘Community 

Press', owned by those who either work 

it or use it. This business-like approach 

is helpful as it forces you to look at the 

real prospects and needs. Will it have a 

market? Will it be able to pay its way? 

Will it be able to sustain itself in the 

future? Community facilities sometimes 

depend on a few dedicated 'volunteers' 

working hard for the good of everyone 

else. This may not be a sound long-term 

basis on which to keep a printshop 

going. If you are going to have full-time 

workers they need to have reasonable 

pay for what they do. 

fo] 



ng Up Your own 
print shop 

If you are going to set up a printshop 

you will need to organise its funding, its 

market and the way it is going to run. 

You will also need space to work, 

people to do the work and appropriate 

equipment. 

Each level of working requires a 

different amount of each of these 

ingredients. It is useful to go through 

each level and see which parts or ideas 

you would like to take for your own 

operation. Your own set up will, 

obviously, be unique and depend on 

many factors. These will affect how it is 

equipped and organised. The 'levels' of 

operation here are intended as ideal 

guides to help you plan your own 

printshop. 

AT YOUR 
FINGERTIP 

Level one: the kitchen table 

You can set up your kitchen table 

printshop to do block and rubber stamp 

printing without too much special 
equipment. See pages 18 - 21 for details 

of the processes and the equipment. You 

can set up a mini letterpress on the table 

and print cards or leaflets as well. 

Collating and stapling is good to do on 

a big table with plenty of space to go 

round to pick up all the sheets. You will 

need a good stapler to take the thickness 

of your publication. A stapler with a 

long arm can staple in the fold. A staple 

remover is also useful. You can get glue 

for perfect binding or sticking on the 

covers which can be done by hand. 

You can spread all the copy, headlines 

and pictures for your design work on the 

kitchen table as well. In this way you 

can see what you have got and everyone 

can work together to paste it down. 

Even if you are working by yourself, 

this space can be useful. 

Small flat bed duplicators and silkscreen 

printing can be set up anywhere. You 

can buy this equipment or make it 

yourself. Space for drying large prints 

may involve using the washing line as 

well as the kitchen table. 



Making your own silk screen 
equipment. 

You can make your own small-scale 

silkscreen equipment cheaply for either 

printing simple small publications or for 

larger high quality posters. The basic 

equipment is a wooden frame stretched 

tight with a fabric mesh. 

The frame size depends on the size of 

the material you want to print. The 

wood should be seasoned and thick 

enough to keep the frame flat. The 

frame is hinged to a block. This can be 

done with carriage hinges which can be 

taken apart to take the frame off the 

base when needed. The block can be 

fastened permanently to a base board 

which can be used to print on. 

Alternatively the frame and block can be 

held tight with clamps on a table instead 

of using a baseboard. 

The mesh can be a fabric such as simple 

cotton organdie, or nylon or terylene 

like a fine net curtain. Cotton will not 

be as strong as synthetic fibres. Silk is 

no longer used but the process is still 

called silkscreen printing. Specialist 

screen printing suppliers have special 

mesh fabrics that are made for screen 

printing. These will last longer than 

normal cloth and will give finer results. 

They come in different qualities and 
meshes. If you plan to print fine 

halftones you will need a finer mesh 

than you would use with paper cut 

stencils. 

To stretch the mesh over the screen you 

will need a staple gun. The fabric 

should be cut a bit bigger than the frame 

and it should be positioned across the 

frame so that the threads are running 

parallel to the frame. 

Stretching the mosh tight & Hat, 

Start here - 

Start in the middle of one side and 

staple the fabric to the side of the frame. 

Keep the fabric taut and even as you 

work. Then staple the furthest side 

pulling the fabric tight. Staple the other 

two sides to make the mesh flat and 

tight all round. This may need two 

people working together so that the 

mesh is pulled tight and the stapling is 

done at the same time. Finish off the 

corners and then trim off the surplus 

fabric. Jo q 



If you are using high quality screen 

mesh some suppliers will be able to 

stretch the screen for you. They will 

charge, but they have equipment to do 

this so that the screen is very tight and 

flat. They use glue to hold the mesh 

firmly. 

You can also make your own handle for 

the rubber blade of the squeegee. Make 

it so that you can unscrew and replace. 

the blade when it is worn down. 

Equipment for drying can be a simple 

clothes line with clothes pegs. However 

another system can be made to hold the 

printed sheets flat on racks. Wooden 

frames and wires can be made to put 

one on top of each other. These should 

be large enough to hold one or two 

prints and have small legs to keep the 

wet prints from touching. 

You can make your own photo stencil 

exposure equipment. This can be a light 

box with ultra violet lights. A shutter 

system is needed so that the bulbs can 

warm up before they make the exposure. 

The positive can be held tightly against 

the photo stencil while making the 

exposure with a foam or paper pad or a 

special vacuum sack. 

Professional screen printing tables use a 

vacuum to hold the paper on to the table 

when printing. If you want to produce 

good quality two, three or four colour 

posters then you will have to go to 

another level and buy professional 

equipment to do this. You can build 

smaller silkscreens to print duplicating 

stencils. These flat bed duplicators can 

be built into a box and so carried around 

and used wherever there is a need. 

oO 

Level two: home or office resources 

You can set up print resources at home 

or in a room at the office in such way 

that you won't have to put them away 

when ever you have finished with them. 

Space on a desk can be reserved for a 

computer and printer. Many computers 

need to be set up and can be difficult to 

unplug and move around all the time. 

Space for a drawing board and materials 

to paste up and design are also 

necessary. These too can use a desk top 

and drawers. Having the right materials 

easily at hand can be very important 

when you are in the middle of paste up 

or design work. 

You can get a small photocopier that is 

for home use. A duplicator could be 

fitted in as well on top of a filing 

cabinet. Your phone could be fitted with 

a fax which could convert your home or 

office into a part-time print and design 



Level three: a community resource 

A resource centre could be an accessible 

room in a community building or a 

special centre in itself. It could have 

equipment that is easy to use and so 

make it possible for people to print for 

themselves. 

A photocopier, stencil duplicator, and an 

electronic stencil cutter can all be made 

available for people to use for 

themselves. A computer and _ laser 

printer could also be made accessible in 

the same sort of way. 

To use this equipment successfully may 

require some help. It can be easier to 

organise this into simple training or 

advice sessions for all potential users. 

This will work out quicker than 

repeating the same points over and over 

again individually. A stock of materials 

will be necessary so that coloured 

papers and cards can be used in the 

copier or duplicator. Stencils, ink, 

screens and other materials and spares 

will also be needed to keep the 

equipment in operation. 

Screen printing equipment as described ee ‘i 

above could also be set up as a resource 

for people to use. 

Ways would be needed to organise the 

use of the equipment. A booking system 

could be developed for use of the 

equipment that needs more than 15 

minutes to use. The photocopier could 

be run on the basis of waiting for it to 

be available. A system is also needed 

whereby people pay for what they use. 

The costs need to be worked out so that 
the materials and the equipment 

maintenance costs are covered. 

Publications produced can be displayed 

so that those who are using the centre 

can see what has been done and what is 

possible. Staff will need to be trained 

and able to help people to use the 

equipment, to maintain it and the stock. 

This job could involve people full time 

or a rota of part-time volunteers. 

118 Workshop in Nottingham has the 

following resources available for people 

to use: Photocopier with three colours 

A4 or B4 offset litho press 

Stencil duplicator 

Stencil cutter 

Digital duplicator (a Risograph 

with up to 4 colours) 

Darkroom with process camera 

Word processor 

Typewriters 

Headliner 

Collator 

Folder/perforator 

Ring binder, ee 
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Level four: a full time design studio 

Design facilities, which you use all the 

time, could enable a few people to work 

full time on design. This design facility 

could typeset and design your own and 

other peoples publications. It could be 

set up to convert data from computer 

disks into data the desktop publishing 

programmes can use. The designer could 

then use your words or data to produce 

designed pages and print them out. A 

good computer, software and a laser 

printer would be the main equipment 

needed for this sort of design studio. 

For images, a good computer scanner or 

a process camera and darkroom could be 

useful. A light box and drawing table 

could also be helpful for some design, 

paste-up and imposing the pages. 

This studio with some of the new 

computer technology and with only a 

few people can produce far more than a 

whole studio of paste-up artists used to 

be able to do. 

Extra equipment could include fax, a 

photocopier and plenty of file space for 

finished publications. For higher quality 

work an imagesetter could be used to 

produce typesetting and laid out pages 

with the images in place. 
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INTEMTY PE 

he lego of a darign 
pe 

WZ 

Level five: an offset litho printshop 

Equipping and running an offset litho 

press requires skilled people to run the 

machines and a considerable volume of © 
work to make it worthwhile. This will 

probably have to be a full time set up as 

offset litho is quite difficult to use on a 

self-help or part-time basis. 

The costs of equipment and running an 

offset printshop will involve it in 

considerable work. This will be needed 

just to cover costs of the equipment, 

people, materials and running costs. 

Space for the platemaking process and 

the printing itself and for a stock of 

paper, plates, chemicals and ink will 

also be necessary. An office and maybe 

a design room could also be useful. 

Running the press, making plates, 

managing the office and designing 

publications could involve 4 people, 

although all these roles can be 

performed by one or two _ people. 

Equipment choice will depend on the 

scale of operations the printshop aims 

at. An A3 press will print on paper 

roughly 17 x 12. This can be used to 
produce most leaflets, magazines and 

small posters. Many presses and the 

ancillary equipment are geared to this 

size. The plates and easy platemaking 

for this sized press are also readily 

available. 

It is possible to buy platemaking 

equipment that uses a process camera, 

darkroom and photo negatives or 

positives to make the plates. Or you can 

use an electrostatic platemaking camera 

or copier. The quality will be better if 

the plates are made from _ photo 

negatives but this process takes longer 

than platemaking on a copier. 



Second-hand equipment is_ readily 

available for offset presses and 

platemaking equipment. Be careful not 

to buy into ranges of equipment for 

which there are no spare parts or related 

materials available. Take someone who 

knows about equipment with you to 

look at any second hand equipment. 

Some printers are happily producing 

good printing on offset presses that were 

developed 20 or 30 years ago. Some 

have two old presses, one of which they 

use for spare parts and the other they 

run. 

The best way of equipping and setting 

up your own printshop is to visit a few 

existing printshops and see what they 

have, how they run and what problems 

they face. Buying new equipment can be 

cheap and useful to start with but it may 

become difficult to run and repair later 

on. So checking up on a printshop that 

has had experience can be very useful to 

see what is still going well after a few 

years’ real operation. Printshops depend 

on the suppliers and engineers who 

maintain the equipment. If they fail, the 

press can come to a_ standstill. 

Experience of who to call in and who to 

avoid can therefore be vital. 

Safety 

Every printshop has to consider the 

safety of people who use and work in it. 

Printing involves using chemicals, 

ultra-violet light, electrical equipment 

and machines with dangerous moving 

parts. 

It is therefore important that the people 

who work in printshops assess the 

hazards of each job carefully. This 

process could usefully be done with 

outside advice and expertise. Looking 

into the effects of using a normal 

photocopier in an unventilated space, for 

example, could cause you to rearrange 

how you work. Obviously eating or 

drinking in a place where you are 

working can also make you more liable 

to the ill effects of the fumes or 

chemicals produced in many printing 

processes. 

As well as just considering your own 

safety it is also worth considering the 

environmental implications of your 

work. Throwing out harmful chemicals 

could cause problems. Collecting waste 

paper from your printing for recycling 

could be a useful contribution. The users 

of the printshop could also return their 

waste paper. 



further ntormation 
The best place to learn more about 

printing is from printers and printshops 

in action. Resource centres and 

community presses will be more 

welcoming than larger commercial 

presses but any purposeful visit can be 

useful. If you do get something printed, 

ask to follow it through so that you can 

see what is done to your work. Doing 

this the first time can help you work out 

the timing and costs of the process and 

improve the production in the future. 

The process of visiting and getting 

quotes can also be used to get further 

information and 

developments. The print 

changing, so customers also have to 

keep up with the technology as well as 
the printers. 

Try to visit not just the traditional 

printers but the other suppliers, the 

typesetters, design studios and finishers 

whose trade could be useful to you one 
day. 

Asking questions and seeing the 

equipment running can be almost as 

good as trying to do things yourself. 

Opportunities to this can be had at 

resource centres and educational and 

training centres. Commercial courses 

and training from the equipment supplier 

can also be useful. Learning with hands- 

on experience by trial and error with a 

good friend to help you out, however, is 

really the best way to learn any skill 
like printing. 

People have organised work experience, 

apprenticeships and other informal ways 

of learning. With the right questions and 

Wy 
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determination it is possible to see and to 

learn more about most of the processes 

introduced in this handbook. 

It is not possible to list all the resource 

centres and community presses in 

Britain anymore. Local initiatives are 

needed to research both the resources 

that are available in your area and the 

commercial services that are 

recommended. A useful directory of 

local community print resources has 

been published by the 118 Workshop in 

Nottingham. gel ele eae eee 44 
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Finding a good printer or supplier will 

usually require you to do your own local 

research. Start with the name of the 

printer of equivalent publications in your 

area. Look in the yellow pages or other 

local directories. Printers and local 

resources will be listed under quite a 

few headings: 

Silk screen, Screen process printers 

or screen printers. 

Engravers, etchers, platemakers or 

process engraving. 

Copying and duplicating or 

reprographics. 

Label printers. 

Lithographic printers or offset litho 

printing. 

Typesetters. 

Finishing, book binding, collating. 

Die cutting, foil blocking, or blind 

embossing. 

Laminating. 

Dyelining, plan printing. 

Colour copying. 
To find good printers you can contact 

trade associations or look in trade 

journals. However personal 

recommendation is better than 

advertising. Larger printers have sales 

forces and market their products like 

any other industry. Smaller printers, 

resource centres and amateur printers 

should not be overlooked. Finding them 

may require greater effort in contacting 

libraries, associations and other agencies 

with information on what is available 

locally for you. A database is needed 

rather than a book. 

For equipment you can contact the big 

suppliers and their local agents. They 

will send you.quite a lot of information 
about the particular equipment they are 

producing or marketing. If you continue 

to look into the purchase of equipment 

you can get onto many mailing lists and 

receive free journals as well. In this way 

you can keep up to date with the 

changing print technologies. For second- 

hand equipment Exchange and Mart or 

some of the specialist dealers and 

reconditioners may be worth looking at. 

Training courses or other adult 

education courses will also be useful 

ways of finding out more about printing. 

Resource centres and community 

projects may offer courses on using the 

equipment they have available. Colleges 

and new technology centres run useful 

courses on subjects like desktop 

publishing, design for desktop 

publishing, introduction to print 

technology, and ‘appreciation’ courses 

on certain new technologies. 

The St Bride Printing Library is a good 

place to look through all the printing 

books, journals and trade magazines. 

Some of these can be obtained free if 

you fill in a card and explain that you 

are about to buy printing equipment or 

are in the business. 

St Bride Printing Library, St Bride 

Institute, Bride Lane, Fleet Street, 

London EC4Y 8EE. UK. 

See the booklist for further sources of 

information, page 125. 
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faper 
Standard International paper sizes 

"A’ sizes of paper are the standard 

international metric paper sizes. AO is 

one square metre. Each size is in the 

same proportion or ratio of its sides. 'A' 

sizes have replaced both traditional 

British and other standard paper sizes. 

To allow for trimming SR and R sizes 

are made 20 and 40mm larger than A 

sizes. 

SR Al 640 x 900 mm 

R Al 610 x 860 mm 

Al 594 x 841 mm or 33 x 23.39 

in inches: 

SR A2 450 x 640 mm 

R A2 430 x 610 mm 

A2 420 x 594 mm or 23.39 x 16.54 

A3 297 x 420 mm or 16.54 x 11.69 

A4 210 x 297 mm or 11.69 x 8.27 

'B' sizes are for posters 

BO 1000 x 1414mm 
Bl 707 x 1000mm 
B2 500 x 707 mm 
B3 353 x 500 mm 
B4 250 x 353 mm 

BS 176 x 250 mm 

'C’ sizes are for envelopes that fit A 

sized letters. Ao 

A Sizes 

Traditional British paper sizes (in 

inches) 

Crown 15 x20 

Double Crown 20 x 30 

Quad Crown 30x 40 

Demy 17-1/2 x 22-1/2 
Small Demy —_15-1/2 x 20 

Double Demy = 22-1/2 x 35 

Quad Demy 35 x 45 

Foolscap 13-1/2 x 16-1/2 

Double Foolscap 27 x 34 

Imperial 22 ¥30 

Medium 18 x 23 

Double Medium 23 x 36 

Post 15-1/4 x 19 

Large Post 16-1/2 x 21 

Double Large Post 21 x 33 

Royal 20%.25 

Double Royal 25 x 40 

Common duplicating sizes: 

Quarto 10x 8 

Foolscap 13 x8 

US Paper sizes 

8.5 x 11 inches 

11 x 17 inches, 

8.5 x 14 inches legal size 

Exe 2, 

12x18 



Paper quality 

Paper is the basic material for print and 
is becoming increasingly expensive. It is 

made in an infinite number of different 

qualities and colours as well as sizes, so 

choosing the right sort of paper and 

colour can be difficult. 

For stencil duplicating, you need special 
absorbent paper but for offset litho, you 

can print on almost any sort. Most 
printers stock up and have a standard 

size, quality, colour range. But other 

sorts of paper can be ordered. The 

paper-makers all produce samples from 

which you can select and order what 

you want. 

Different papers have different 

properties. Experienced printers will 

know what a paper will do when 

printed. How long, for example, the ink 

will take to dry on a coated card. Ask 

their advice and listen to it. 

You can buy good recycled papers, 

cards and boards now. Look into the 

quality, colours and textures of these 

ecologically sound papers. 

Paper thickness 

Paper thickness is measured by weight 

(grams per square metre - gsm). If you 

print on both sides, this thickness is 

vital: if it is too thin, the print on the 

other side will show through. Thicker 

paper will cost more and may weigh too 

much when your leaflet is posted. 

Between 85 gsm (this paper thickness) 

and 71 gsm is probably all right. But it 

depends on the inking and the sort of 

paper. Some thinner papers have a 

coating that makes them have less show 

through than uncoated paper. 

Cover card or board is usually between 

150 to 300 gsm. It can come in many 

thicknesses and textured surfaces. Board 

weight or thickness is referred to in 

terms of 'sheets'. 4 sheet=975 microns, 

6 sheet = 1275 microns, 8 sheet=1750 

microns. 

American paper thickness is measured 

by the weight of a ream of a large 

‘parent sheet' of paper. There are 

various basic sizes for different sorts of 

paper. So a ream of 22 x 34 inch bond 

paper may weigh 20 pounds. It will 

therefore be labelled as 20 pound bond 

even if it is then cut down to 8.5 x 11 

inches. A 20 pound and a 40 pound 

paper may therefore be the same weight 

and thickness but come from different 

sized parent sheets. 

Using paper 

You buy paper in reams (500) and it is 

cheaper in larger sizes over A2. A 

guillotine is useful for cutting up and 

trimming paper. On the machines that 

print A3 or A2 it is economic to print 

more than one page at a time. Working 

out what fits where on the printed sheet 

of paper is known as ‘imposition’. For 

bookwork, this becomes more 

complicated as the pages are smaller and 

you put more pages on a sheet. 

A simple, “imposition” fr 
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Jargon e 
A sizes 

The International metric 

paper sizes. 

Adana 

Makers of small 

letterpress printing 

machines. 

Artwork 

The original from which 

a copy or print is made 

photographically. 

ASCII 

American Standard Code 

for Information 

Interchange. Computer 

word processing can be 

saved in ASCII which is 

just the text without the 

format commands. 

B 

Bleed 

To get the image printed 

right to the edge of the 

paper is known as 

‘bleeding’. It involves 
making the image larger 

and cutting it down after 

printing to the size 

required. 

B sizes 

International paper sizes 

especially for posters, 

between A sizes. 

Bold 

Lettering made thicker for 

emphasis. 

ii 

Bromi 

A photographic light- 

sensitive paper or a print 

on that paper. 

Blanket 

A rubber covered cylinder 

on the offset litho press 

which takes the ink image 

off the plate and onto the 

paper. 

C 

Camera ready copy 

Artwork or an original 

that is ready to be 

printed. 

Capitals 

ABDCEFGHIJKLMNOP 

QRSTUVWXYZ 

Chemical transfer 

A method of platemaking 

using an indirect 

photocopying process to 

transfer the image onto 

the offset plate. Also used 

to make good copies on 

bromide paper. 

Collating 

Putting pages in the right 

order, gathering them 

before binding. 

Continuous tone 

An image in which the 

tones are continuous 

shades. 

xplaine d 
Compose 

To set type and make 

pages from letterpress 

type. A 'compositor' 

is the craftsman who 

does the, composition. 

A 'Composer' is a 

typewriter which sets 

proportional typing. 

Counters 

The centres of letters 

a, €, 0, p, d, Bq 

Cow gum 

A petrol rubber glue 

that sticks paper flat. 

Casting off 

A way of calculating 

with tables the 

average length of a 

line of typesetting 

with any style or size 

of type. 

D 

Desktop publishing 

(DTP) 
Using computer 

layout programmes 

and laser printers to 

design and print out 

good quality originals 
for printing or 

copying. 

Display type 

Letters over 1 inch. 



Dot matrix printer 

A computer printer which 

prints using a set of small 

metal pointers which 

form the letter by 

pressing onto the ribbon. 

E 
Electrostatic 

A method of 

photocopying in which 

the image is transferred 

by light electrically 

charging the paper. The 

latent image produced 

attracts ink dust which is 

fixed by heat. 

Elite 
A typewriter letter which 

gives 12 letters to the 

inch. 

Emulsion 

A chemical covering film 

that is light sensitive. 

Also a light-sensitive 

emulsion used to coat 

silkscreens for use as a 

photo stencil. 

Enlarger 

A machine like a reversed 

camera that shines light 

through a photographic 

negative to print the 

image on to light- 

sensitive paper 

undermeath. 

Extender base 

Mixed with ink to make 

the colour less opaque. 

F 
Floppy disk 

The disks that are put in 

the computer are either 

3.5 or 5.25 inches square. 

Filler 

A paint that blocks part 

of the silkscreen to form 

a stencil. 

Fix 

A chemical that 

desensitises offset plates. 

Foolscap 

A traditional paper size of 

13.5 x 17 inches or more 

usually used to refer to 

paper 8 x 13 inches. 

Font or fount 

The design of a set of 

letters. 

Fount solution 

The 'water’ solution in an 

offset press. 

G 

Golf ball 

A ball on which letters 

stand out in relief. Used 

on the IBM electric 

typewriter instead of the 

letters on rods. 

Grid 
The margins and columns 

for laying out a page. 

Grip edge 

The quarter inch of 

paper the press grips 

to feed the paper into 

the machine. 

GSM 
Grammes per square 
metre. You use it for 

measuring the 

thickness of paper. 

Also gm or gsm. 

Gum 

Gum arabic used to 

protect litho plates. 

Gutter 
The space in the fold 

between pages. 

H 

Halftone 

Representation of the 

tonal gradation 

(continuous tone) by 

an image made of 

dots of various sizes. 

Used to print photos 

and pencil drawings. 

Hard disk 
Inside many 
computers is a large 

disk that stores 

programmes and 

working data. 

I 
Ink jet printer 

A computer printer 

which produces 

images with tiny jets 

of ink. NT 



Imagesetter 

Professional standard 

printer which produces 

printout from computer 

and typesetting systems 

on photographic paper. 

Imposition 

The arrangements of the 

pages on the sheet of 

paper for printing. 

Impression roller 

A roller which presses the 

paper against the blanket 

in the offset press. 

J 
John Bull 

A make of rubber 

printing relief letters. 

Justification 

Making the text lines the 
same length. This gives a 

column of text straight 

sides on both left and 

right side. 

K 

Knock up 

Making a pile of paper 

square, so that each sheet 

is in exactly the same 

place for feeding into the 

machine. 

L 

Landscape 

Horizontal tormat for an 

image or page (see 

portrait). 

1ZO 

Laser printers 

A computer printer which 

uses a laser and 

electrostatic technology to 

turn digital data from a 

computer into a copy on 

paper. 

Legal paper 

A paper size 8.5 x 14 

inches, used in USA. 

Letraset and Letratone 

A make of transfer 

letters, tones and images. 

Letterpress 

A method of printing 

using relief letters and 

picture blocks. 

Line film 

A sort of photographic 

film that makes anything 

into black or white. 

LinoType 

A machine for casting 

letters into lines for 

letterpress. 

Lower case 

abcdefghijklmnopgqrstuvw 

XYZ 

M 

Make ready 

The work needed to get a 

press adjusted before it 

prints one particular job. 

Mark up 

Notes on the text about 

how it is to be typeset 

and laid out. 

Measure 

The width of the 

column of text when 

it is typeset. 

Mechanical 
Short for mechanical 

artwork. The original 

paste-up of 

everything ready to 

be printed or copied. 

Moire 

Interference patterns 

caused by crossing 

two mesh screens. 

Multilith 

A trade name for the 

small offset litho 

presses made by 

Addressograph 

-Multigraph. 

N 

Negative 

An image, usually in 

film, where a black 

image is turned into 

clear film and the 

white background is 

turned into an opaque 

emulsion. 

O 

OCR 

Optical character 

recognition. The 

ability that some 

computer 

programmes and 

scanners have to read 

text from a page. 



Offset 
An image is 'offset' from 

the plate onto the blanket 

and then onto the paper. 

As in 'offset' litho press. 

Opaque 

A substance that will not 

let light through. 

Organdie 

A cheap substitute for 

nylon or silk to be used 

as a mesh for silkscreen 

printing. 

Overlay 

A sheet of film or tracing 

paper put on top of the 

artwork to lay out a 

second colour or other 

design. 

P 
Paste up 

To make the complete 

original artwork by 

cutting and gluing pieces 

of paper to make the 

design. 

Perfector 
A press that prints on 

both sides of a page in 

one pass-through. 

Point 

A unit of measuring type. 
USA and British points = 

0.01383 ins. or 0.3515mm. 

One pica = 12 points and 

72 points equals one inch. 

The European Didot 

points size is 0.0148ins. 

or 0.376mm. 12 Didot 

points = a Cicero. 

Perfect binding 

A glued binding for 

paperback books. 

Photocopying 

Ways of copying images 

using various 

semi-photographic 

processes. The 

electrostatic method is 

widely used on plain 

paper copiers. 

Portrait 

A vertical 

format for 

images or 

pages (see 

landscape). 

Plate 

A paper, plastic or metal 

sheet on which a 

chemical image is made 

and from which an image 

is printed on an offset 

litho press. 

Pica 

Standard 10 to the 

inch typewriter letter 

also a 12pt em type 

measurement, used to 

measure column 

widths. 

Pixel 

One of the smallest 

dots you can make 

on a computer. 

PMT 
Photomechanical 

transfer. A sort of 

photo process that 

uses an intermediate 

sheet of paper to 

produce a bromide 

copy or reversal. 

Positive 

The reverse of a 

negative, in paper or 

film, used for making 

photo stencils for 

silkscreen printing 

and for offset plates. 

PostScript 

The computer 

language used by 

many DTP 

programmes to 
describe a page for 

printing from a laser 

printer or an 

imagesetter. 

| 



Print and turn 

A method used when 

printing where both sides 

of the sheet are printed 

from one plate. Done by 

printing half the number 

required on a large sheet. 

The paper is then turned 

and printed a second 

time. 

Process camera 

A camera that copies 

artwork to make 

negatives, positives or 

bromides the size you 

want to print. 

Proof 

A copy made to check 

that the typesetting or the 

page design (a page 

proof) is as it should be 

and is ready to be printed. 

Proportional spacing 

Where each letter is of 

varied width. 

Q 
Quire 

25 sheets of paper. 

R 

R sizes 

20mm larger than Al or 

A2 and so allowing for 
trim. 

122, 

Registration 

Making sure that the 

image is printed in the 

correct place on the 

paper. Registration marks 

on the artwork can help 

make sure each colour is 

in the right place in 

relation to the other 

colours. 

Ream 

500 sheets of paper. 

Rotaprint 

A make of offset press. 

Rubber cement 

A glue made of rubber 

and petrol like cow gum, 

which sticks paper flat. 

Good for paste up. 

S 

S sizes 

20mm larger than R Al 

and R A2 allowing 

further trim. 

Scanner 

A machine that 

electronically scans 

artwork and then cuts 

Stencils. Or a machine 

that scans artwork to turn 

it into digital information 

for computers to process. 

Screen 

The mesh on which a 

stencil is placed and 

ink pushed through in 

silkscreen printing. 

Or a mesh of fine 

lines on clear film or 

glass which makes 

photos into dots or 

halftones. 

Serif 

The line at the end of 

a letter. Part of letter 

designs for 'Serif 

faces. Used in text 

types. 

eg. 

Scum 

When ink builds up 

on the non-printing 

area of offset litho 

plates. 

See through 

When you can see 

too clearly the image 

on the other side of 

double-sided printed 

pages. 

Set off 

When ink transfers to 

the sheet above after 

printing. 



Stencils 

A basic method of 

printing or producing an 

image. The image is cut 

out of the stencil material 

to make a hole. The print 

is produced by the ink 

going through this stencil 

hole on to the paper 

beneath. 

4 

Text Type 

Sorts of letters under 

fourteen point which are 

used for the text. 

ThermoCopying 

Copying using the 

principle of heat 

reflecting from the carbon 

in the original image onto 

a heat sensitive paper. 

Also 'Thermo printing’ a 

print process where 

letterpress printing with 

special ink is heated 

causing it to form raised 

lettering. 

Tints or tones 

Various shades of grey or 

other colour made of 

different dots or screen 

patterns. 

Trim 
Cutting the paper to size. 

U 

Ultra violet 
High frequency light used 

to process pre-sensitised 

plates and photo stencils. 

Ww 

Web-fed printing 

Printing on a reel of 

paper (a web) rather than 

on a sheet. 

Word Processing 

Computer programmes 
that enable you to type, 

edit and store text. 

WYSIWYG 
Stands for 'What you see 

is what you get’. Used in 

good computer screen 

displays to show you 

what will really come out 

of the printer. 

X 

X height 

The distance from the top 

of the lower case x to the 

bottom. This height is the 

size of most letters 

excepting their ascenders 

and descenders. 

Xerox 

A make of electrostatic 

photocopying and other 

equipment. 

If you need to know 

more jargon and its 

meaning or other 

trade terms see 

Illustrated Graphic 

Terms by Ken 

Garland. 

Words 

‘An unauthentic 

word, one which is 

unable to transform 

reality, results when 

dichotomy is imposed 

upon its constituent 

elements. When a 

word is deprived of 

its dimension of 

action, reflection it 

automatically suffers 

as well; and the word 

is changed into idle 

chatter, into 

verbalism, into an 

alienated and 

alienating Blah. To 

exist, humanly, is to 

name the world, to 

change it.' 

Paulo Freire 
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books 
Constituents of a Theory of the Media 

Hans Magnus Enzberger in: The 

Sociology of Mass Communication 

Penguin 

Pedagogy of the Oppressed 

Paulo Freire 

Penguin 

Ways of Seeing 

John Berger 

Penguin 

New Graphic Design in Revolutionary 
Russia 

Szymon Rojko 

Thames and Hudson 

Getting the Message Across 

Sue Ward 

Journeyman Press 

Do It Yourself Graphic Design 

Editor: John Laing 

Ebury Press 

Studio Tips for Artists and Designers 
Bill Grey 

Van Nostrand Reinhold 

Production for the Graphic Designer 

James Craig 

Pitman Publishing 

Effective Publicity & Design 

Jonathan Zeitlyn 

Interchange Books/Pluto Press 

Graphic Communications 
Richard J Broekhuizen 

McKnight 

2h 

Print It 

Clifford Burke 

Wingbow Press 

Print It 

Colin Cohen 

Kaye and Ward 

Alternative Printing Handbook 

Chris Treweek & Jonathan Zeitlyn with 

the Islington Bus Co. 

Penguin 

Low Cost Printing for Development 

Jonathan Zeitlyn, ITDG & UPL 

The Samisdat Method: a Do-It-Yourself 

Guide to Offset Printing 

Merritt Clifton 

Fact Sheet Five 6 Arizona Ave 

Rensselaer NY 12144-4502 USA 

Marketing for Small Publishers 

Bill Godber, Robert Webb, Keith Smith 

Journeyman Press 

Graphic Ideas Notebook 

Jan V. White 

Watson-Gupthill Publications 

Illustrated Graphics Glossary 

Ken Garland 

Barrie and Jenkins 

Printing and Publishing Terms 

Martin H. Manser 

Chambers Commercial Reference 

Into Print: 

how to make desktop publishing work 
for you 

Susan Quilliam and Ian 

Grove-Stephensen 

BBC Books 



Printsafe: 

a guide to safe, healthy and green 

printmaking 
Tim Challis 

estamp 

Design for Desktop Publishing 

John Miles 

Gordon Fraser 

Desktop Publishing 

Edited by Kaye Morrison and Alexandra 

Pim 

Ivanhoe Press/ BPIF 

Rubber Stamps and How to Make Them 

George L Thomson 

Canongate 

Other books and trade journals are kept 

at St. Bride Printing Library, Bride 

Lane, London EC4Y 8EE. 

history 
This book was first published in 1974. It 

was produced as a result of being 

involved in both community action and 

community newspapers as well as being 

a student of Graphic Design. Teaching 

10-year-olds how to print and layout 

their own newspaper while studying 

‘proper’ printing and design made me 
think. I decided that you could learn 

most of what was useful from doing 

your own design and printing - with a 

bit of help from a handbook. Four days 

leaming rather than 4 years! 

I produced the first edition myself at 

college. The first handbook was printed 

using different methods for each section 

- the screen printing one was screen 

printed, the spirit duplicating was spirit 

duplicated, etc.! This handbook was sold 

to visitors to the college diploma show 

at 30p each! This first edition sold 

quickly. After college I got a job with 

Inter Action Community Arts Trust, a 

voluntary organisation in London, to 

work in their print resource centre and 

republish the handbook as a ‘proper’ 

book. 

The first handbook was published when 

resource centres and community arts 

groups were just beginning and included 

lists of printers and these community 

resources. Each few years I’ve updated 

the handbook and added to the list of 

addresses as they spread. The handbook 

has therefore changed quite a bit. Each 

edition has included changes in the 

technology and the sorts of printers, 

agencies and resources available for 

people to use. It was published by 

Inter-Action which then split and 

became InterChange. They have now 



stopped publishing and  Pluto/ 

Journeyman Press have taken over their 

list. 

This edition is quite different from the 

others. It attempts to be more general 

and to help people deal with existing 

commercial printers as well as just 

do-it-yourself printing. It also has been 

updated in view of the large changes in 

the available technology that exists and 

are accessible today. Though the basic 

principles of getting marks on paper 

many times - printing - have essentially 

not changed that much. The changes in 

involving computers still leave people 

with the problem of copying or printing 

their original. The original may now 

come out of a laser printer rather than 

from the typewriter but the problems of 

producing multiple copies still remains. 

The handbook is also trying to be 

relevant to those who have to help 
themselves and have no ‘community 

resource’. This book should, therefore, 

be of help now if you live anywhere, in 

the countryside or in a city and in most 

countries with a developed economy. 

The political tide has swung away from 

all the state-funded resource centres in 

Britain. But the do-it-yourself idea is 

spreading still. It has become marketable 
- DTP and computer products are all the 

fashion - making money out of this once 

marginal activity has tumed it from an 

alternative interest into a mainstream 

business! 
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There are still mystifying manuals and 
new jargon to unravel in these new 
technologies however. There are still 
useful techniques which need to be 
spread that can really help people. So 
this handbook has been revised and 
published again. 

I hope this book continues to be useful 

and assists those who need to print to do 

so. I hope to continue to update this 

book as the world changes and the spirit 

that encourages people to do it 

themselves survives. I hope the readers 
of the first editions will now buy this 
one for their children! 

The cover of the 
First, edibion of 
the Print hand booty 
published by the 

author m (974. 



Where the money goes 

The graph opposite shows where the 

money goes from the total sum that you 

paid in a bookshop for this book. 

A lot of the cover price pays the shop 

and the distributors of the book. Any 

help you can give to find a way round 

this bottle neck is welcome. If you buy 

some books for your friends mail order 

it can work out cheaper for you and the 

publisher. 

The author and the printers get quite a 

small share! Only 10% goes to the 

author for every book sold. 

The printer/binder gets about 20%. 

The publisher takes the remaining 20% 
to cover all their costs and may make a 

profit if it sells quickly enough! 

How the cover price of 
this book is shared. 

Some get their share before any of the 

books are sold. Others only get their 

share as the books sell. If they don’t all 

sell the author and the publisher won't 

get their full shares. 

IZ] 



How this book was made 

This fifth edition has been revised and 
updated by the author. But this edition 

and the previous ones have involved lots 

of people in their production as well as 

actually getting the information together. 

The text was typed by Melody Drexler 

and the author on an a IBM compatible 
computer. The text was edited and proof 
read by Anne Beech and Linda Etchart 

at Journeyman Press. The book was 

designed and laid out by the author 

using WordPerfect. It was then printed 

out on a laser printer. Headlines and 

some pictures were drawn onto the 
‘artwork’. After a final check and a few 

changes it was given to Ray Addicott of 

Chase Production Services who arranged 

for printing and binding and selected the 

materials used. 

It was then delivered to the warehouse of 

Pluto Press whose job was to get it to the 

bookshops and into your hands. 

clnatie 
Jonathan Zeitlyn 

c/o Journeyman Press 

345 Archway Road London N6 5AA. 
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endwad 
This book has been in print for almost 
20 years and reflects its history as well 

as the developments since it was first 

published. 

Since the last edition was produced, 

quite a few mew techniques and 
processes have become widely available. 

These have been fitted into this new 

edition. Do-it-yourself print has become 

a marketable idea! I hope it also can 
become a useful one for those who use 

this book’s advice and print their own 

work. This book can only become a real 

handbook if you use it and if it helps 

you. 

If you have found it useful and have 

produced publications please send me a 
copy. If you have any comments, 

feedback, further tips or advice to pass 

on please also let me know so that I can 

include them in future editions. 
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PRINT: 
How You Can Do It Yourself! 

We are surrounded by it - the world of print. At 
school, at home, on the street, from adverts to 

newspapers to books. Yet for most of us itis froma 

distant world. We are only consumers - readers. 

Yet we can all be writers, printers and publishers, 

in our own. homes, offices and es gga 

centres. This book explains how. : 2 

First published in 1974, and now in its fifth 

edition, Print: How you can do it yourself! . 

is asimple step-by-step guide for people who want 

to print their own posters, leaflets or even books. 
By doing it yourself with the help of this handbook, 

-you can pick up 4 years’ learning in 4 days! 

‘Now completely updated and _ revised, - this 

handbook has come of age. It explains: 

J simple design and print’ methods you can do 

yourself < 
@ what you need to know to get your publication 

_printed for you by a printing house | 

@ how to set up your own nee or design 

‘studio’ , 

Avoiding the. commercial. jargon that scale 

surrounds print production, author JONATHAN | 

ZEITLYN explains simple techniques such: as 

stencil duplicating, photocopying and screen 

printing, and covers the production of art work, 

design and typesetting ueing computes: or Py: 

hand. ~ 

This book enables you to communicate ideas. ‘ang Le 
present an alternative point: of view, eeene a 
different kind of media: ae 
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graphic designer and community education worker. : 
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