F|I|L|E
December/January 2015

This Issue
8 Ways to Save Money
on Printing

1-2

Tips & Tricks

3

Q&A

3

The Idea Corner

4

A Vocabulary of the Graphic Arts 4
PDFs for Print: 5 Common
Problems to Avoid

5

Ten Things to Know About
Typography

6-7

Thank You
2015 Calendar

8
Inside Spread

facebook.com/VisionsInc

8 Ways to Save Money on Printing
What’s your company’s budget for printing? Is it a measurable part of overall expenses,
or such a small amount that it doesn’t even have its own line item? Whichever it is, we’d
like to offer eight ways to make your budget dollars go farther.

#1: Order the right quantity.
There are three elements that determine the cost of every print job: preparation, paper,
and production steps. The cost of preparing to print (gathering files, adjusting image
placement and creating press plates or printable digital files) is a fixed cost incurred
each time the job is printed. (Note: preparation costs are different from the initial cost
of design or the cost to make changes on subsequent printings.) Two orders of 500 will
incur two preparation costs, whereas one order of 1,000 will incur just one. On the other
hand, if you order 1,000 to save preparation costs but end up not using 400, then you
probably haven’t saved any money.
So how do you know the right quantity to order? We recommend a 3-6 month supply of
anything that isn’t subject to change or that will change at a predictable time. You can
determine whether you are following this guideline by asking us (we keep a history on
each job we print for you) or by looking at your past invoices. If placing an initial order
where you are unsure of how long the printed piece will last, ask us to quote more than
one quantity so you can compare unit costs.

#2: Order before you run out.
Seems obvious, doesn’t it? But if it was so easy, then there would never be
emergencies or rush orders. What’s needed is a reliable reminder system that provides
an alert when the supply of a particular item gets low. For companies that use a central
supply system, taking a monthly inventory could work. But for decentralized supply,
something different is needed.
Because we don’t like emergencies any more than our customers do, we have
developed a reliable reminder system that is a part of the order history we keep for
each job. When we enter an order, we simultaneously predict the reorder interval
based on what the intervals have been in the past. Once a month we get a report of
expected reorders, and can contact you with the information. This isn’t an automatic
reorder—you determine whether it is time. But it will prompt you to go check your
supply and avoid the surprise of running out.

#3: Let us chose the production method.
In most cases, we have several ways that we can produce
your order. For example, we print using both digital and offset
equipment. Years ago there may have been a discernible
difference between the two, but that is no longer the case.
Here’s another example: If the size of the finished printed
product is smaller than the press sheet, we may prepare the
artwork so that more than one image is printed on the press
sheet. This method, called imposition, reduces the number of
press sheets needed to produce the finished quantity, saving
press time and paper costs—most of the time. For a very
small finished quantity, the cost of imposition may exceed the
savings in press time and paper.
The final word: let us use the best production method based on
the specifications of the job, the time frame to produce it, and
your budget.

#4: Understand how design affects cost.
The design of a printed piece has a great influence on overall
cost. Designs that incorporate features such as a bleed
(i.e. the extension of an image to the edge of the piece),
multiple post-press processes (i.e. cutting, folding, binding),
or embellishments (e.g. die cutting, foil stamping or blind
embossing) require extra press sheets to accommodate the
need for setups on each subsequent process. The amount per
process varies, but is usually figured as a percentage of the
number of finished pieces with a minimum amount. With enough
post-press processes involved, the number of press sheets
needed could climb to 120% to 150% of the finished quantity.

#5: When doing your own design work,
submit a print-ready PDF file.
This requires more than just saving a file as a PDF. Print ready
means that all we have to do is receive the file, check it for print
readiness, and create press plates or a raster image. Here are
some of the things that prevent a PDF from being considered
print ready:
• Photo resolution that is too low to produce a good,
quality image.
• Images that bleed have not been extended beyond the
trim line.
• No adjustment has been made to panel sizes to ensure a
flat fold.
• Text and images have not been shifted left and right to allow
for drill holes or booklet binding.

#6: Allow enough time for the job to be
completed using our normal production
standards.
We pride ourselves on having jobs ready at the promised
time. We carefully manage the production process by setting
interim due dates—the date each step in the production
process has to be completed to meet the promise date. Rush
jobs disrupt the normal manufacturing flow, so we reserve
the right to charge extra for the disruption. Before we agree
to take a rush job, we will provide a quotation so you can
determine whether the added cost fits within your budget.

#7: Provide inputs by the date requested.
By inputs, we mean something that is necessary for the job and
only you can provide. Examples are text, photos and other items
when we are providing design services; return of proofs with
comments or authorization to proceed; a mailing list; a postage
deposit. This is closely related to #6, as the interim due dates for
production steps depend on having your inputs available at the
needed time.
For projects that have many steps—such as an invitation
package or a direct mail marketing campaign—and also have a
firm deadline, we will be happy to provide a timeline that clearly
states the interim due dates for your inputs and also shows you
the steps in the production process. This is our way of helping
you help us meet the promised due date.

#8: Avoid surprise or hidden costs.
We don’t like surprises—especially those that upset our
customers—such as add-on costs that appear on the final
invoice or aren’t mentioned until after the order has been placed.
Our policy is to provide a written quotation as soon as the job
specifications are firm. As part of the quotation, we describe
the job specifications in plain English so you can verify that we
understand what you want done. Our quotations include all the
costs of the job—design, printing, tax, shipping, special delivery
or handing, postage—whatever elements are applicable. As long
as the specifications don’t change, the final invoice will always
match the quotation—with no surprises or hidden costs.

Ensure that you get the best price
We don’t always have the lowest price, but we always have
the best price—the price that represents the balance of job
specifications, production time, quality, and on-time delivery.
Please contact your sales representative at 763-425-4251 to
discuss how we can be of assistance to you.

We do check for these flaws, and will notify you if they will
compromise the finished print product. You can make the
corrections yourself and resubmit the file, or we will provide a
cost to make the corrections for you.
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The first step in obtaining a quotation for printing is to specify the
job—define not only what will be printed (such as a brochure)
and the quantity, but also its physical dimensions, the paper it
will be printed on, the ink color(s) to be used, and whether there
are any embellishments like foil stamping or die cutting. With
this information, we will develop a production plan—the steps
that will be needed to produce the job—and determine the costs
associated with each process. Here’s a checklist of information
we need to provide you with an accurate quote:
• Overall: What is being printed? What quantity?
• Artwork: Will you be providing a print-ready PDF or will you
need design work?
• Printing: Is the printing on one side or both sides? How many
ink colors are on each side? What paper? If a multi-page
document, is the same paper used throughout or does the
cover require something different than the interior pages?
What is the final size? Does the image bleed and, if so, on how
many sides? Do you want a coating applied after printing?
• Special processes: Does the piece require special processes
such as die cutting, foil stamping or embossing?
• Finishing and binding: Will the piece need folding, drilling or
numbering? If a booklet, how will it be bound (staples, spiral
or glued)?
• Other: Is special packaging required? Will you pick up or will
we deliver?
When you ask for a quotation, we’ll lead you through the job
specification process by asking a series of questions until we have
all the information we need. If you don’t know all the answers, we
may be able to provide an estimate, but we will reserve the right
to change it once specifications are firm.

Q
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Can I tour your facility?

You sure can! Taking you through our plant provides the opportunity
for you to see our equipment, meet our production staff, and
show you first hand the steps your job goes through as it is being
produced. On a plant tour, we will explain the production process
from design to distribution, with special emphasis on what will be
used to produce your job.
A plant tour takes about 30 minutes. We conduct tours by
appointment as well as on-the-spot if you have the time. We put a
lot of effort into keeping our plant clean and well organized—we love
showing off. We also think it’s important for our production staff to
know you as a person just like the customer service staff does.

763-425-4251
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Proofs are an important part of the printing process. A proof provides a means for you
to review an example of what the printed piece will look like, to check for errors in the
text, verify color correctness, and approve the overall design. We have a responsibility
to present error-free proofs to you, and you have a responsibility to review our work
carefully and promptly.
Printing projects can be unnecessarily delayed or even turned from standard
production times to emergencies if proofs are not reviewed and returned to us on
time. If more than one person in your organization will be proofing, be sure everyone
understands the importance of prompt review.

AAs: abbreviation for author’s alterations.
Refers to changes made during proofing
cycles that were not part of the original
specifications (such as adding an ink color)
or are changes to the original job inputs
(such as submitting new text or a new
photograph). There is a charge for AAs.
Allowance for bleed: an image extension
(usually 1/8 inch) beyond the trim area of
the sheet or page. When trimmed, the image
“bleeds” off the page or sheet.
Binding: a general term for fastening
sheets together.

Bleed: an image that extends to the edge
of the piece. Because it isn’t possible to
apply ink all the way to the edge of the
sheet, the image must be extended past
the finished dimension of the piece and
trimmed away to create the bleed.
CMYK: an acronym for cyan, magenta,

yellow and black—the four inks used to
print in full color.

Estimate: a price stating what a job is

likely to cost, but not considered a binding
price. Estimates are provided when
specifications are not yet firm.

Finishing: a general term for post-press

operations such as trimming, folding,
binding, stitching, drilling, padding—also
known as bindery.

House sheets: selected grades and sizes

of paper carried as inventory by the printer.

Layout: the composition of a page. A

layout may be a rough drawing or sketch,
a computer-rendered partially-completed
design, or a print-ready comprehensive.

4

Providing you an edge in print communications.

Make-ready: all processes necessary

to prepare for printing. This includes
loading paper, mounting the plate, inking,
registering and adjusting.

PDF: an acronym for Portable Document

Format—a universal file format that
preserves the fonts, images, graphics and
layout of any source document, regardless
of the application and platform used to
create it.

PMS: an acronym for Pantone Matching
System—a system for standardizing color
matching used in the printing industry.
Print ready: a file that is ready for raster
image processing—the digital equivalent
of camera ready.
Proofreading: examining text for spelling,
grammar and typographic errors. Also,
examining a proof sheet for errors or items
that need correcting.
Quotation: a statement of price, terms
of sale and description of the product
or service. Considered binding unless
specifications change.
Raster image: a grid of x and y

coordinates with instructions on which
coordinate to illuminate for monochrome or
color values—sometimes called a bit map.

Raster image processing: the process
of translating page description language
commands (vector data) into bit map data.
Specifications: an explicit set of

requirements to be satisfied by a material,
product or service. Printing specifications
can be stated in words or can be given in
technical shorthand.

www.visionsfirst.com

PDFs for Print: 5 Common Problems to Avoid
PDF stands for Portable Document Format, a page layout file
format originally invented by Adobe and now an open standard
for sharing layouts for a variety of purposes. We prefer to receive
properly prepared PDFs as a job submission format. PDF provides
a streamlined workflow where everything is locked in.

2.

PDF Proof of a PDF Job
For offset jobs and larger digital jobs, we will always send you
a paper proof or a PDF proof—even when we are supplied a
PDF for printing. When we send a proof PDF file, it is usually
a low-resolution PDF so that it’s a smaller file size, allowing
you to download it as fast as possible. The biggest reason for
proofing PDFs is that sometimes they have errors. Let’s review the
common problems we encounter when trying to output and print
customer-supplied PDFs.

3.
4.

Five Most Common Problems
Today, many software programs can now generate PDFs; however,
some of these PDFs are not prepared in a way that can be utilized in
our workflow. The most common problems with PDFs include:
1.

Fonts not embedded. The most common error that we find is
that the fonts have not been embedded into the PDF. The
PDF will seem OK on the computer on which it was created
because the fonts are resident on that computer. Users of
recent versions of Adobe InDesign and other CS issues need
only to ensure that font bedding is enabled. Because there are
many programs that can generate a PDF, and not all of them
can embed all types of fonts, we recommend that users who
want to submit their job as a PDF file create the PDF with a
recent version of an Adobe product.

Visions
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Images not embedded. Similar to fonts, sometimes PDFs
arrive with images that have not been embedded. This may
be due to the software you are using, or possibly because
you have your PDF preferences set to an Open Prepress
Interface (OPI) workflow. OPI embeds a low-resolution
version of an image with the assumption that the highresolution images are stored on a local server for swap
out during output. Of course, if we don’t have the highresolution images, they won’t swap correctly.
Images left as RGB. When supplied as RGB, images must be
converted to CYMK. While this adds an extra step, we can
easily handle the conversion as part of our output process.
No bleed. This is a bigger problem. When printing a color to
the edge of a trimmed sheet (also known as a bleed), we
need the color to extend beyond the edge—otherwise, minor
variations in the location of the trim can reveal the paper at
the edge of the image. By extending the ink beyond the trim
location (typically 1/8 inch), there is no chance of the paper
showing through at the edge of the piece.
Marks not set to offset at 1/8 inch. In the printing process,
marks denote the location of the trim. These marks cannot
extend into the bleed. If they do, in effect, there is no bleed as
we run the risk of the edge of the mark showing up if there is
a slight variation in the trim location.

Choosing the Right Profile
If you are using a professional design program such as Quark
Xpress or InDesign, choose the PDF X1?A profile when creating
your PDF. This profile has all of the correct options chosen for job
submission to a printer.

763-425-4251

5

10 Things You Need to Know About Typography
Typography—both the design of letters and characters and the
process of arranging type—is a central component of any graphic
design project and is integral to communication. Good typography
reinforces the meaning of the text, puts the reader at ease, allows
the reader to devote less energy to the mechanics of reading, and
causes the reader to pay more attention to the message.

Typeface or Font?
The terms typeface and font are used interchangeably today.
However, in the days of metal type, there was a distinction.
Font meant an alphabet (i.e. the upper and lower case letters,
numerals, punctuation marks and symbols) in a single size, weight
and style, while typeface meant a family of fonts in various sizes,
weights and styles.
• Size is the height of the alphabet and is measured in points
(print) or ems (web).
• Weight, such as medium, bold, light or black, is the thickness of
the alphabet relative to its height.
• Style is the slant of the letters—upright letters are known as
roman while slanted letters are called italics or oblique.
When type was set by hand, all the letters and characters
representing one font were separately stored in the drawer
of a job case. Technology has since replaced metal type, and
changes in size, weight and style are simply evoked by keyboard
commands. The distinction between a typeface and font
subsequently blurred to what it is today.

Typography as Design: Type Classification
Type classification is a system for grouping fonts by shared visual
characteristics (stroke variation, serifs and bracketing, x-height
and stress). Typography for print uses these main classifications:
Roman, Blackletter and Gaelic. The Roman classification—which
predominates today—is further divided into serif, sans serif, script
and ornamental.
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• Serif typefaces have finishing strokes and stems on individual
characters. Serif typefaces you may be familiar with include
Times, Garamond, Palatino, Bodoni and Bookman.
• Sans serif typefaces lack finishing strokes and are relatively
modern. Helvetica, Univers, Futura, Avant Garde, and Gill Sans
are all sans serif typefaces.
• Script typefaces mimic calligraphy or hand lettering, and are
either formal or casual. Formal script examples are Snell
Roundhand and Old English; casual script includes Brush Script
and Mistral.
• Ornamental typefaces (also known as display or novelty type)
have limited use as headlines or for decorative purposes.
Web typography uses a slightly different classification system:
serif, sans serif, monospaced, cursive, fantasy and script..

Typography as Arranging Type: Design
Choices
Arranging type means selecting a font, point size, line length and
spacing for each line and for the pages as a whole that conveys
the meaning of the words.

Fonts
The choice of fonts is dictated by the page’s purpose, the amount
of text, the intended audience, and characteristics of the font itself.
Because there is more body copy than anything else, it has the
biggest influence on the overall appearance of the page.
• For a printed page with a lot of text, use a serif font for the body
copy as most books, newspapers and magazines do. On a web
page, use either a serif or sans serif font. (Today’s improved
screen resolution displays serif fonts well.)

www.visionsfirst.com

For contrast, pair a serif font for body copy with a sans serif for
headlines. For variety, vary the size and weight of the type rather
than changing fonts. For emphasis, use bold or italic type.

Adjusting the space between two letters is called kerning and is
used to remove gaps around letters whose forms angle outward
or frame an open space (W,Y,V,T,L). Kerning can be controlled by
creating a table of kerning pairs that specifies spaces between
different letter combinations.
Tracking, letter spacing or character spacing refers to adjusting
space between all the letters in a word. It is used to make lines of
type more even, to remove hyphenation or widows and orphans
from paragraphs, or to increase the space between the letters of a
word set in all caps.
White space is the part of a page that is empty of text, photos or
graphic elements. If a page looks crowded, it probably needs more
white space. Many readers associate white space with an upscale
or sophisticated look. Page margins, line length and column width
all affect white space.

Point Size

Alignment

• Limit the total number of fonts to three or less. For a single
page or short document, use only one or two fonts. Use only
one script or ornamental font, regardless of the number of
pages, and use it sparingly.
• Except for acronyms and abbreviations, avoid using all capital
letters for text. In printed documents, using all caps slows
down the reading speed; on the web, all caps is synonymous
with shouting.
• Never use all caps in a script font—the letters won’t connect as
they would in handwriting or calligraphy, and the words will be
very difficult to read.

Point size is the size of the letters. For print, use 10-12 point type
for body copy; on the web, use 15-25 pixels. Be prepared to make
adjustments as some identical point sizes may appear larger or
smaller depending on the font.
Headings help organize the page by defining sections of body copy
and defining a hierarchy. Headings can be set in a larger point size
than body copy, with a different weight, or set off with space above
and below.

Line Length
Line length is the horizontal width of the text block. For best
results, set the line length to average 45-90 characters per line
or to about 2 ½ times the alphabet length of the font you are
using. (To determine alphabet length, type the alphabet twice,
then a third time up to the letter m; measure. The width in picas
is usually the best line length for that font.) If you follow this rule,
you may have to create columns on the page.

Spacing
Spacing—between letters, words, lines, columns and on the
margins of the page—creates negative space, the space that
surrounds an object. Negative space defines the boundaries of
positive space and helps balance the page.
Leading (rhymes with heading) is the vertical distance between
lines, measured baseline to baseline. It should be 120-145% of the
point size, though it can be adjusted to bring lines closer together
or spread them farther apart. In CSS, leading is called line height.

Visions

Alignment refers to how the text is displayed on the page. The
choices are left, right, centered or justified, and should remain
consistent throughout the document.
Left alignment (also called left justified or flush left) begins each
line at the left margin. This produces a straight margin on the left
and a ragged edge margin on the right. This is the most commonly
used alignment.
Right alignment (also called right justified or flush right) aligns the
beginning of each line of text along the right margin, producing
a straight right margin and ragged edge margin on the left. Right
alignment is used sparingly as it is difficult to read in large blocks
of text.
Centered alignment has equal amounts of space on the right and
left margin of each line, making ragged edge margins on both
sides. Centered alignment is often used for document titles and
headings.
Justified alignment combines left and right aligned text, resulting in
a straight margin on both sides. This is accomplished by adjusting
the space between words and characters so the text fills the entire
line. It is popular in newspapers and magazines and increasingly
on the web.

Typography is About the Details
Whether in print or on the web, the goal of good typography is
the same: to convey the meaning of the text and thereby enhance
the reader’s comprehension and learning. In typography, small
changes can make a big difference.

763-425-4251
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With Sincere 		
Appreciation
We know you have many choices in doing business,
and we thank you for choosing us!
Visions wishes you and yours all the best in the New
Year; we look forward to serving you in 2015.
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