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Thatmeans sending graphic files to print
without fuss and the final product coming
outlikeit’'ssupposedto.Tgmhas areally
highstandard and there aren’t often
mistakes. Howeveronthe odd occasion
whenthereis amistake we oftenfind that
the file suppliedtousisthe cause.

We work with our customersinlots of
differentways, dependingontheirlevel
of file supply expertise. If youdon’'t know
InDesignwell, oratall, thenletus take
care of the Design foryou - it’s often

the fastest, most effective and safest
way. If you're slightly experienced, then
you'll probably stillneed torelyonusto
Make yourfile work. At the otherend of
the scale, if you knowwhat you're doing
and canfollow our process, we'llhappily
Checkyourfile foryou. Where areyouin
the chart?

We want the
best outcome for
all of our clients.

That'swhy we askwhenyou'’re supplying
filesforprint, that youread ourguide
fully -and ensure that the filesyou are
supplyingareinthe correct format, so
thatwe canhelpyouget the best out of
your printwork.

Correctfile supplyisthe bestwayto
ensure there arenounnecessary delays,
costsand frustration.

Level Expertise Recommended

Creating effective designis

moreimportantthansaving

We’lldesign afewdollarstryingtobotch

foryou ityourself. Feelfree tomock

O O O somethingupinWord, send

usdigitalimagesorleaveit

entirelyup tous. Askus for
aquote.

Someoneelse createdyour
designandnowhas gone
backpackinground Europe?
Don’tpanic. Give uswhat
you've gotandwe’lldo our
besttomakeitwork. See the
next page fordetails.

We’llmake
yourfile
work

000

Followallthe adviceinthis
guide, sendusyourfileand
ourprintspecialists willrun
technicalcheckstolook for
potential problems.

We’llcheck
yourfile

000
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We’ll make it work.

If someone else has created thefile,
oryou’rejust stuck, give us everything
you've got,we’llsend you a quote and

we’lldo ourbestto makeitwork.

AO.....covovnn 841x1189 mm
Al 594x841mm
A2 420x594mm
A3 297 x420 mm
Ad .. 210x297 mm
A5 ... 148 x210 mm
Ab..oo, 105%x148 mm
A7 74x105mm

DLOR1/3A4.99x210 mm
Bookmark.... 60x210 mm
Postcard ..... 120x160 mm
(Standard)...... 55x90 mm

OR...ccooiiii, 55x85mm
OR...oocovei 45x90mm

We may have to make afew compromises
alongtheway, whichwe’llinformyou
about, soit'sreallybestif yougetus
involved fromthe outset.

A0 841x1189mm

A1594x841mm

A2420x594mm

A3297x420mm

A4210x297mm

A5148x210mm

A6105x148mm

A7
74x105mm

1/3rd A4 (DL) 99x210mm

BOOKMARK 60x210mm

POSTCARD 120x160mm

BUSINESS CARD|

"1 55x90mm OR
55x85mm
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Convertingto CMYK

Yourcomputer, scanner, digitalcamera
and monitor createimagesusing
combinations of just three colours: Red,
GreenandBlue (RGB).

Printing pressesuse fourdifferent
colourstoprinttheseimages - Cyan (light
blue), Magenta (pink-red), Yellow and
Black (orCMYK - alsoknownas Process
Colour). At some stage of production,
RGBimagesandcolours mustbe
convertedto CMYK.

Conversions ofimages fromRGB to
CMYKare bestdoneusingsoftware such
as Photoshop andyoushoulddo this
before sendingyourfiletous. If youdon’t
performthe conversionyourself, our
processwillapply anindustry standard
profile RGBto CMYK conversionmeaning
that coloursmaynot print as expected.

Traditional printers oftenuse Pantone®
spotcolourswhen printingwork. Spot
colours are mixed like paintand printed
oneatatime. Aswe use Process CMYK
Colour, allPantone® spot colours must
be changedto ‘processcolour and
convertedtotheir CMYKequivalent,
beforeyourfileissenttous.

sk
£ 0161 485 6955
& elen parsons®unkyiorest,co,uic

Black

Specifying conversionto process
colours atthe printstage willnot meet
with ourrequirements. (Use spot colours
onlywhendesigning envelopes orinvoice
books. (Askus for details).

If youdon'tconvert spotcoloursto
process, thenanextraseparation printing
plate may be produced whenwe process
yourjob. Thismeans objects may not
appearonyour printedjob and may result
inyouincurringunnecessary costsand
time delays.

Some RGB andspotcoloursdonothave
adirect CMYKequivalent - the technical
termforthisis “out of gamut”. If you have
chosenacolourthatis out of gamut,

your software willchoose the closest
equivalent CMYK colour,whichmay be
different fromthe colouryouintended.
Thisissomething thateveryone has to put
up with, so forbestresults, we strongly
recommend thatyouchoose colours
fromourcolourcharts. These have been
producedonourpressesandwillgivea
more predictableindication of the colour.

04
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Checking CMYK

Youcancheckthatyourdocumentisin CMYKprocess colourinone of three ways:

1 By printing ‘separations’ from your computer.

Create aPDF fileand use Adobe Acrobat Professional’s Output
Preview andview ‘separations’ - see the Help file that came with
2 yourapplication formore details. If anything otherthan cyan,
magenta, yellow and black shows, thenyou have unwanted colours
thatyouneedto convert. Thisisalsoagoodway of checking knock-
out/overprinting settings, with the toolto check the separations.

3 Create aPDFfile as aseparated PDF.

You'llget bestreproduction from colours
thatare made up fromone ortwoinks(i.e.
magentaand cyanetc.).

Whenusinglightershades, avoid tints
that containlessthan10% of either Cyan,
Magenta, Yellow or Black, as they usually
printmuchlighterthantheyappearon
screenandyoumay be disappointed with
the outcome. Forbestresults, use tints
containing10% to 30% where possible.

If possible, choose from the colourson
ourcomplimentary colourcharts - these
are printed onourpresses and apart
fromprinting yourjob forreal, these

colourchartswill give you the closest
approximationtohow your finished
job willlook, although some variation
may occur.

Try to avoidlarge areas of the same colour
too -that’swhere colourissues (banding,
ghosting etc.)becomesmostnoticeable
-askusforadvice. Try tobreakuplarge
areas of colourwith alternate elementsor
add abackgroundimage. Vignettes, or
gradientfills are bestavoided - they have
atendencytoshow ‘banding’andcan
lookunprofessional. The Adobe website
offerssome advice ongradientsif you
wishtousethem.

file supply guide May 2025 | tgmcreative.co.nz
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Getting the best
from CMYK

We will supply you with eitheranonline
proof,anemailed proof, ora printed
proof. Aswith allproof types, none of
these are colouraccurate. The proof acts
asaguideastohow the finished print will
ook, and should only be usedto
checklayout.

None of the proofing types canberelied
upontospotitemssuchasobjectssetto
overprint, hairlines, JPEGS/RGB/Duotone
images (whichmay proofin colour, but
printinblackand white).

A note about
proofing

We donot supply proofs of print work
forfilesand designs provided tousthat
donotrequire any adjustments. Thisjust
createsanextra,unnecessary step that
delaysyourprint work.

A Colour variation is

inherentin any
print process.

Colour
tolerances

You can produce fantastic results with full
colourprocess -andwithout breaking the
bank. It paystobareinmind that colour
variationisinherentinany print process
andyoushouldn’texpectaperfect match
toyourchosencolour.

The examples below will give youanidea
of howyourchosen colourmay actually
lookwhen printed. We’'d be delighted to
explainthisinmore detail - just ask.

Chosen
Colour

LowerTolerance UpperTolerance

Chosen
Colour

LowerTolerance UpperTolerance

06
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Avoiding set-off

‘Set-off’isthe marking of the underside
of asheet of papercaused by the transfer
of inkfrom the sheetonwhichitlays.Itcan
occurwhenpressureisapplied during
guillotining orsimply while the paperis
stacked. Set-offiscaused by the fact that
theinkis stillwet, andis most prevalent on
uncoated stocks like letterhead.

Let’sjustremind ourselves of how
processcolouriscreated. Asanexample,
amidblue colourconsists of 100% cyan
ink, 72% magentaink and 10% blackiink.
If we add these percentagestogether,
we canwork outthat mid-blue hasa
totalink coverage of 182% (100% +72%
+10%). The maximum ink coverage that
ispossibleis 400% (whichis of course
100%C,1009%M,100%Y and 100%K).

49%

magenta

273%

ink total

A Keep all elements under

275% total Ink coverage.

we have some guidelines to
help avoid set-off

Ourrecommendedink coverage limit
is275%.Thismeans that, wherever
possible, the coloursyouuse should
containatotal of 275% orless whenyou
addtogethercyan, magenta, yellow
andblack. Whenitcomestoblack,
there are otherconsiderations. Use the
eyedroppertoolinPhotoshop, orthe
swatches paletteinanyvectorpackages,
to checkthe darkestelements of
yourartwork,

Please don’tuse coloursabove 275% -
you're putting alot of ink onto the page,
and our quick turnaround may mean that
yourjob doesn’thave timetodry before
itiscut. Atinklevelsabove 275%, yourjob
may evenbeginto adversely affect other
jobsprinted atthe same time. If thisis the
case, we may be forced to quarantine
yourjob atthe printstage. Please ask for
adviceifyouareunsure.

under colourremoval

Youmay be surprisedtolearnthatyoucan
perform‘UCR” (Under ColourRemoval)
tominimise the amount of ink being put
ontothe page, butkeepingthe colourthe
same - seepage 16 formoreinformation
onthis. Youcanalsofindin-depth
discussionsonthissubject at
www.adobe.com/support.

file supply guide May 2025 | tgmcreative.co.nz
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black

cyan-0%
magenta-0%
yellow - 0%
black-100%

Blackis black!Isn’tit?

[t may surpriseyoutolearnthatthere’s
more to blackthanmeets the eye.

To getthebestfromourprocess, black
canbeproducedintwoways. The first
methodis single colourblack, made from
100% blackink. Thisisideal forsmall areas
lessthan25mm2suchastextorlogos.

Onareas of over25mm2insize, single
colourblackcanappearwashed out
anduneven. Thisisbecausetherollers
onprinting pressesrolltheink off overa
large area. The alternativeisrich black,
which consists of 100% blackand 40%
cyan.Arichblack shouldbeusedonlarger
areastoensureaneven,dark coverage,
asthe secondink colourdisguisesany
inconsistencies. However, rich black
should neverbeusedonsmalltextasany
tiny devianceinregistrationwillleadto a
blurred effect.

richblack

cyan-40%
magenta-0%
yellow - 0%

black-100%

large format black

cyan-60%
magenta-40%
yellow - 40%
black-100%

Be aware that the higherthe percentage
ink coverage, thelongerthe drying
timerequired. Thisis particularly true of
uncoatedstocks such asletterhead.

Black willinevitably appearduller
onuncoated stockbecause of

the absorbency of the paper. This
absorbency alsomeans thatany

fine detailreversed out of black may
disappear. We donotrecommendless
than 8pt text, forexample, on
uncoated stock.

Youmay think thatitwould be okay to
have ‘three orfour colour’ black text as
longasthetotalink coverageislessthan
275%.You'd be wrong! Black text should
neverhave more than140% ink coverage.
“Fourcolourblack”textisvirtually
impossible to print, it willlook blurred and
may cause sheetsto sticktogether.

08
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Photographic Black

Also be aware thatblack withina
photographasabackground mayhave a
different CMYKmake-up to otherparts of
your design. This willbe noticeable when
printed, evenif notonscreen. Placing
aphotographwith ablack background
overablackareainInDesign, forexample,
may reveal adifference betweenthe

black

cyan-0%
magenta-0%
yellow - 0%
black-100%

A Neveruse C100, M100
Y100 K100 or RGB
black mixes.

Digital vs. litho blacks

Because DigitalandLitho printingis so
differentitisimportant thatyouset
yourblacksup dependent on the printer.
Totherightisatable that willhelpyou
when designing across Digitaland

Litho printing.

two shades of black when printed. To
overcome this, take asample of the black
thatthe backgroundisrequired to match
inanapplicationsuchasPhotoshop (use
the colour pickertool). Thensimply mix
the matched colourin, say, InDesign -
paying carefulattentionto the overall

ink coverage.

‘4 colour’ black

«;!'f‘??

%

Elements Digital Litho
Text 100 Black 100Black
A

reas < 100 Black 100 Black
25mm?2

Areas > 40 Cyan

100 Black

25mm2 00Blac 100 Black

file supply guide May 2025 | tgmcreative.co.nz
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Application choice

AdobeInDesignisourdesignapplication
of choice. We've created design
templatesforall of our productsin
InDesign. If you prefertouseInDesign
too, thenwe cansupplyyouwitha
template to make things easierinan
InDesign CSé format. If youareusingan
alternative designapplication, thenwe
cansupply youwith dimensions.

before you start designing any job
with folds, creases, cut-outs or
perforations - call us.

Theseitemsneedtobe positioned
preciselyandwe don’twantto have to
rejectyourfileifitisn’tright. Thisincludes
Folding Business Cards, Folded Leaflets,
Cut-out Shapes, Greeting Cards and
many others.

It’'s best not to put any
important objects, such
as text orlogos, closer

than 4mm from the trim
edge, or from any fold
or crease.

Page setup

ForLarge Format Posters, see additional
informationonpage 22. ForBooklets see
page 18.Forany otheritems, youcan

find allthe dimensionsyouneedon

page 3.

Fold or Perforationline

1
I
I
1
I /
I
B Quiet
| Zone 4mm
| clearance
| from trim size

and folds for
I yd allimportant
g elements
I
I
1
I

Document Finished Size
you must supply to us
including 3mmbleed

Trim Size supplied
toyou after
finishing
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Example business card

i i
i '
i '
' '
' '
' '
i m LTD i
e '
i Sliding Door Ex :
'
f '
i '
. -
i Gregory Malina ;
' K
1 Sales Director !
b '
'
i 20 The Oval, Taurus St, Wellington. !
| Tel: 04499 0586 Fax: 04 499 0588 p
| email: gregory.malina@sde.co.nz '
' '
f '

Yourpage willbe cut
down to the Finished
Size (e.9.55x920mm).

Keepimportant objects
out of this Quiet Zone
area(4dmmfromthe
page edge).

Keepimportant objects out
of this Quiet Zone area
(4mm fromthe page edge).

Setyourpage/sup with

a 3mm Bleed. Extend any
objectswhichbleed, tothe
edge of yourbleed. The
bleed allows forany small
variationsin cutting.

W SLIDING DOORS
W FOLDING DOORS

file supply guide May 2025 | tgmcreative.co.nz
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Checking quiet zone and bleed w1

Allowing forthe correctbleed and quietzoneisreally, reallyimportant
andtheyare some of the most common file supply errors that we see.
Here are afew examples of how to getitright (and wrong):

FUNKY

Florist
ELLEN PARSONS

27 Flower Street
Cheadle
Cheshire

t: 0161 485 6996
e: ellen.parsons@funkyflorest.co.uk

Designsetup correctly Designsetup correctly

FUNK

Florist

ELLEN PARSONS

27 Flower Street
Cheadle
Cheshire
SK9 6TT

t: 0161 485 6996

Logo andtext within Quiet Zone . . Logowithin Quiet Zone
-may be trimmed off . -may be trimmed off

FUNKY

Florist

ELLEN PARSONS

27 Flower Street
Cheadle
Cheshire
SK9 6TT
t: 0161 485 6996
e: ellen.parsons@funkyflorest.co.uk

Flowerimage stopsattrimline Hotelimage stops at trimline
- white bordermay be visible -white bordermay be visible

12 tgmcreative.co.nz | file supply guide May 2025



Make sure it works!

You'dbe amazed atthe number of great
looking designs that we see which simply
don’tworkonafunctionallevel. Things
like tear-off slips that don’t matchup
between frontandback, orgreeting
cardswheretheinsideisupside down. Be
sure to print out a copy of yourdocument
and make amock-up beforeyousendit
tous.Aswellasyourdocumentlooking
good, considerthe practicality of what
itwillbe like whenithasbeenprinted,
foldedandcutdown.

Simple things setincorrectly canruinyour
design. The followingitems are famous
formishaps, so make sure yourjob works:

perforation

Checkthat bothsideshave the
perforationinthe same place
-rememberthatthereverseisamirror
image of the front.

cut-out shape

Checkthatyou’ve designedthereverse
of yourartwork to fitinto amirrorimage of
the front - if unsure, make amockup!

presentation folder

Checkthatwhenthe pocketsare folded,
theydon’tobliterate any text youwant to
bevisible.

Simple things set

incorrectly canruin
your design.

booklets

Checkthatallthe pagesarenumbered
intheright order. Save as one document
withindividual pages - don’t paste them
up, orsupply ‘printer’s pairs’- see page 18.

foldedleaflets

Checkthatallthe pagesareinthe correct
position - the front panelis where you
wantthe frontpaneltobe,andsoon-
please ask forexact panelsizes.

roll folded leaflet

Checkthatyou've allowed forthe flap
that foldsintobe trimmed smaller, to
preventbuckling. Ask forpanel sizesora
templateif you'reunsure.

greeting card

Ensure thatyouflip theinside artwork so
thatit’supside down. This way, whenyou
openthefinalgreeting card product, the
insideisthe correct way up.

itis veryimportant to supply us with
amockup.

Our print specialists willbe able to check
thatyourdocument works the way you
thinkitworks. If youaren’'tusing our print
specialiststo check yourdocument,
please checkyourimpositionvery, very
carefully -we can’'tbe heldresponsible if
you’ve notbeenthoroughenough. Don’t
forgetthat we have templatesavailable.

file supply guide May 2025 | tgmcreative.co.nz
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When working with small textit’'s best
nottouse colours which containmore
thanoneink. All printing presses have
atinyvariationinthe positioning of the
different colourprinting plates. It’s fine
touse colouredtextinheadlinesortype
above, say, 12 point, but below that the
blurringmay be noticeable andwon’tlook
toogood. The same thing happenswhen
you knock white text out of a coloured
background made frommore than
oneink.

Be carefulif you are putting text overa
photographic background as the text
may be hardtoread. To overcome this
youmay want tolightenordarkenthe
imageinanimage editing package such
asPhotoshop. Youmayneedtoadjustthe
image more thanyou thought - always
think to yourself “isitmoreimportant to
seetheimage, orreadthe text?” If the text
ismoreimportant, it may be bestnotto
putitoverthe photographatall.

Adobe InDesignand lllustratorhave
someinterestinglayereffectsthatwork
inasimilarway to Photoshop. Whilst we
recommend that all special layer effects
aredoneinPhotoshop, the layereffects
inInDesignand lllustratorcanbeused,
providedthatyourflattened/rastereffect
settingsare correct - see ‘Layer Effects
and Transparency Effects’ onpage 28 for
moreinformation.

Sometexteffectsindesignapplications
are known to cause problems so avoid
underline, shadow, strike thought, and
false bold/italic options.

Include allfonts that you have used. We
doneedthese, soplease make sureyou
packagedyourInDesignorlllustratorfile.
Oursoftware supports True Type

and OpenTypefonts,aswellasany
Adobe fonts.

It'sfineto convertheadlinesandlarge
textto curves, pathsoroutlines (which
means thatyouwon’tneedto supply the
fonts). Avoid convertinglarge areas of
body copy as this could make yourfile
overcomplicated.

Wereally advise against setting textina
bitmap applicationlike Photoshop - the
textwillnotbenearly asclearasifitwere
vectortext fromlllustratororinDesign.
Also, Photoshop by default does not
apply any trapping, and thus the chances
of mis-registrationareincreased.

o
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When using InDesign
or lllustratoryou need
to package yourfiles:

OpenyourfilefromInDesignorlllustrator.
Clickonthe ‘file’ optioninyourmenubar
alongthetop of the page. Now select
‘package’ towards the bottom of the drop
downmenu. This will package the file with
fontsandlinks.

Important text
setup notes.

A Avoid using coloured text
(from multiple CMYK colours)
intype under12pt

Avoid using text under 5pt

Do notsettextin Photoshop

>B 5

Include all the fonts that you have used.
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Working with
photography.

If youare sourcing orscanning
photographsyourself, save themas TIFF
orJPGfiles.

TIFF will preserve the colour and clarity
of yourimages. If youare scanning
apreviously printeditem, suchas
amagazine photo (obviously with
permission from the copyright holder)
oranoldbrochureyouwillneedto ‘'de-
screen’ theimage, blurringitslightly to
avoidamoiré effect (see yourscanning
software manual formore details).

JPEG formats are also suitable touse as
longastheyhave enoughresolution/
qualityandare at the correctinklimits. Be
aware that converting to thisformatdoes
compresstheimage and discard
someinformation.

Don’tuse GlIFfile formats - they may even
printinblack and white and youwon’t like
theresults.

Considerthe final size of yourimage.
Photographs shouldbe 300-350dpi
atthesizeyouare goingtouse them.
There’sno pointtakingapostage stamp
at300dpiandthenblowingituptoan
A4 size - forscansuse your scanning
software to help you calculate the output
resolution. Conversely, photographs at
more than 300dpiwillhavelittle orno
effectonthe actual printed quality and
willunnecessarilyincrease file size and
processingtime.

Don’tenlarge orreduceyourimages
inyourdrawing/vectorsoftware (such
aslllustrator) -it’salwaysbesttouse
animage-editing applicationsuchas
Photoshop for this task.

Converting
photographs to our
CMYK profile & fixing
total ink limits

To convertphotographsto our CMYK
profile (from Photoshop), go to the ‘Edit’
menu, choose ‘Convert to profile’. Set
destination space to ‘CMYK’ with profile
‘Custom CMYK",

Thenuse these settings, asshownbelow.

Separation Options

Gray Ramp:

Separation Type: @ GCR UCR

Black Generation: Medium

Black Ink Lj %

Total Ink Limit: 275 %

16
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Scanning

Scanblackandwhitelineart(i.e.alogo),
at1200dpiforbestresults. Any lower,
andthelogomaylookblurry. Pay careful
attentiontothe CMYKmakeup of any
‘black’inyourlogo. The automatically-
created Photoshop black, forexample,is
made up of varying percentages of CMYK
(seepage 07). Youmay needto adjust the
coloursettingsinyourapplicationto get
asharperblackthatismade from100%
blackink.

Make sure thatany alphachannelsare
removedandalllayers are flattened
beforefinally savingyourimage. You
shouldn’tcompressyourimage either, or
itwillcause problems. SoLZW and ASCII
encodingareallno-nos. Anddon’tuse
DCSfiles,LAB colourorTri-tones either
-convertthemallto CMYK(youmay use
spot coloursorDuo-Toneimages for
Invoice Books and Envelopes). Please
don’tembedany colour profiling, as
this may accidentally overwrite your
coloursettings.

A Set allyourimages to
CMYK, Eurostandard

Uncoated with a total
Ink limit of 275.

Digital cameras

There are ahugerange of digitalcameras
available, ranging frommobile phone
camerastohighenddigital cameras.
Images takenwithlowerend cameras
may not be suitable for printing as these
may have beencompressed by the
cameraduringthe download process,
whereas adigital SLRcanoutputahigh
resolutionunadjustedraw file. Evenif an
image looks okay onscreen, there’sno
guaranteethatit’lllook okay whenit's
beenprinted. Aswithdesign, we would
suggestthatyouleave photography
tothe professionals. Poorly taken
images candomore harmthangoodto
acompany’simage, orthe promotion
of its products/services. Professional
photography cansignificantly

enhance adesign.
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Before you start

Are you sure you've got the skills to
tackle aproject of this size? Designing a
bookletrequiresalotmore experience
thanBusiness Cards or Leaflets. If you're
certainyouwantto designityourself,
read the whole of this guide and follow
thisadditionaladvice. It'sbesttocallus
beforeyoustartwork - it may save you
some heartachelateron.

designasonefile

Saveyourbooklet as one file with all
pages withinyourbookletincluded. You
can’tsupply “printer’s pairs” or spreads.

add 3mm bleed to eachside

Bookletsneed more bleed than other
products. Look atthe finished page size
of the booklet. Add 3mm to all sides of
your page - atotal of émmacrosseach
axis. Youevenneedtoaddbleedtothe
edgewhichformsthe spine.
Ourprocesschopsthisoff and merges
the spine together.

supply single paged

Supplyyourbookletsasasingle page
NOT SPREAD layoutinpdf form.If your
bindtypeisnotsaddle staple thensupply
the cover pages separatelyasaspread
withthe appropriate spineincluded.

avoid objects which cross pages

It’'sunlikely that objects with cross pages
willline up exactly. It'sbest to avoid them,
oracceptthattherewillbe somevertical
movement throughout yourbooklet.
You'llalsoneedto allow forthe bleed
being trimmed off - ask usif you're not
sure.

allow forcreep

InastapledBookletthe bulk of the paper
causestheinnerpagestoextend(creep)
furtheroutthanthe outerpageswhen
folded (see diagram below).

Whentrimmedtheinnerpagesare
narrower thanthe outerpages. The
amount of creepisdependentonthe
number of pagesand paper thickness.
The thickerthe booklet, the more you
needtokeepimportant objects away
fromthe edges.

18
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colours

Avoidtrying to match colours throughout
the booklet. Some colourvariationis
inherentinthe printing process and willbe
mostnoticeable where two pages of the
same colourmeet.

A Don’t forget your trim/

crop marks

Document PDF Size
youmust supply tous
including 3mm bleed

Mind your margins

Normally, we recommend that youkeep
importantobjects atleast4mmfromthe
‘finished’ size. Asaresult of creep,we'd
adviseyoutoincrease your marginto
avoid anything being chopped off. When
we designbooklets ourselves, we tend
toleave atleastalOmmmargin of ‘quiet
zone’ or ‘white space’ onthe page edge.

Forbookletswith page counts higherthan
32pagesandnovels, pleaseincrease the
inside marginwiththebindedge to 30mm
and the trimmedsidesto15mm. This
means thatcreepisn’tasnoticeable and
itemswon’'tbe chopped off.

Finished Size supplied toyou
afterfinishing

Ne

Foldline

QuietZone 15mm/30mm
clearance from trim size
and folds forallimportant
elements

file supply guide May 2025 | tgmcreative.co.nz

19



Special finishings.

Certainproducts have anoptiontoadd
aSpotUV (StarMarque)or Clear Spot Ink
(Clear Cover)varnishshape ontothe areas
thatyoumarkwith a special finishing
swatch. This swatchis availablein our
templates, please ask foracopy before
startingyourdesign.

don’ttry to align fine detail

StarMarque and Clear Coat are not suited
toalignmentwith fine detail, such as small
type, orshapeswith thinlines.

onerule of thumb

Avoid positive lines thinnerthanTmm, and
avoidreversed-outlinesthinnerthan?2
mm. Thatincludes the counters, stroke
width and serifsonfonts.

You'llget bestresultswhenyoudon’ttry
tomatchprinted objects, andinstead
treat the StarMarque and Clear Coat as
designelementintheirownright.

avoidlarge spotuv
areasoverthe edge

Avoidlarge solid areas bleedingto

the edge as chipping and flaking may
occuroncethejobhasbeenguillotined
ordie-cut.

vectorsonly

StarMarque and Clear Coat elements
must be suppliedinvectorformat; any
text shapestobe spot-varnished mustbe
convertedto paths/outlines.

solid; no tints

StarMarque and Clear Coat elements
cannotbe specifiedasagradientortint,
i.e.achangingtintfrom100% to 0% over
anareaof artwork.

We use the latest technology and
experts toreduce any issues that
may happen but please
remember that spot UV can
sometimes shift up to 3mm from
where your overprint gloss is
drawn. Try to keep things simple to
avoid this issue. The more complex
the spot UV the more likely it may
notalign correctly.

SpotUVin
Orange
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spotuv Clear & Glossy clear coat

Setelements
to overprint

Elements must be vector

Text mustbe converted
to outlines

Solidelements only
-notints

Keepit Simple

SpotUVinOrange
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Posters

Designing Large Format Postersis slightly
different todesigning forlitho print, partly
because of theirincreased size but also
because of the differenceintechnology.
The basic principles are the same -you
stillneed to prepare everythingin CMYK
andfollow therest of theinstructionsin
this guide, but here are some extra tips...

respecting the ‘quietzone’
of 1I0mm

Youshould positionimages and text at
least1Omm fromthe edge of the poster.
Forbestresults, make yourbackground
bleed fully to the edge of yourartworkiif it
iswithin10mm of the edge.

watch theresolution

Large Format Posters are designedto
beviewedatadistance (usually of at
least1m). Thismeansthatimagesdon’t
needtobeashighresolutionasonlitho
printeditems. We recommend thatyou
provideimages for Large Format Posters
atamaximum of 150dpi. Any higherwon’t
make much difference to final print, but
will take muchlongerto process,and may
delay the processing of yourjob.

Finished Size supplied to you

be careful with colour

To createagoodsolidblack,userich
black (see page 08). Don’tuse four-
colourblackand pay attention to the
ink coverage limits (see page 16). Keep
allelementsunder275% totalink limit.
It’'sbesttoavoidsolid colours of only
oneink(i.e. purecyan, magenta, yellow
or black)asthese canbe susceptible
toslight “banding”. Usingrich black
avoids banding. Also, any greyscale
images shouldbe convertedto CMYK
priorto being printed onourlarge
formatequipment. Due to the different
technology usedtoproduce ourlarge
Formatrange, andthelimitations of the
substrates,it'sunlikely that colours will
match ourrange of litho printed products.

pay attention to small text

We’'drecommend that youkeep your text
toaminimum of 14pt. Overlay your textin
avectorbasedapplicationlike InDesign,
ratherthancreatingitinabitmap-based

applicationsuch as Photoshop.

Quiet Zone 10mm clearance

after finishing

Document PDF Size you must
supply to us including 3mm bleed

[

from trim size and folds for all
important elements
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flags

Designing Flagsis slightly different to
designing forlitho print, partly because
of theirincreasedsize but also because
of the differenceintechnology. The basic
principles are the same - you stillneed to
prepare everythingin CMYKbut all text
must be setto outlinesbefore suppling.
Here are some extrathingsyou’llneed
toknow...

pay attention to small text

We’'drecommend that you keep your
texttoaminimum of 14pt. Once you have
completedyourdesignoutline all text.

respectthe ‘quietzone’ of 1I0mm

Youshouldpositionimages and text at
least1Omm fromthe edge of the flag.
Forbestresults, make yourbackground
bleed fully to the edge of yourartwork if it
iswithin10mm of the edge.

watch theresolution

Flags are designedto beviewedata
distance (usually of atleastIm). This
means thatimagesdon'tneedtobeas
highresolutionasonlitho printeditems.
Images should be supplied ataminimum
of 150dpiandnolargerthan 350dpiwhen
at full size.Imageslargerthan 350dpi
could present processing problemsand
should be avoided. Embedimagesinto
the art file. Suppliedimage quality will
reflect final production quality.

be careful with colour

To createagoodsolidblack,userich
black(see page14). Don’tuse four-
colourblackand pay attentionto the ink
coverage limits (see page 16). If using grey
onlyuse atintof black (K)andno CMY to
getthebestprint.

Due tothe differenttechnologyused
toproduceourflagrange, andthe
difference of the substrates, it’sunlikely
that colours willmatch ourrange of litho
printed products.

Convert all text to paths!
From InDesign, you

canclick on the text
box, click on ‘Type’ and
‘Create Outlines’.
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Flag template do’s and dont’s:

o Firstlymake sure youhave the correct
template, getting half way and then Check your text
realisingyou're working with the orientation. Text should
wrong templateisnotideal. face out notin.

« Keepalltextandessentialimagery
withinthe sewlines.

« Donotdistortthetemplatein
anyway, we suggestlocking the o
layertoavoidthis.

(OF
>
o« Onlyusethetemplate forthe product “E)
itwas made for, using a Double Sided N
template fora Single Sided ?‘?
f‘%
o

¢
g
&
$
5

productisincorrect.

o Clipallfinalartworkinto the flagusing
aclipping mask.

« Takenoteof thereverseside -DO
NOT flip your artwork:

teardrop shape: windblade shape:
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Today’s graphics applications are
incredibly sophisticated. Somuch
so, that many contain features

not compatible with the latest
developmentsin printing technology.
Likewise, some things canlook great
onscreen, butnot when printed.
Based on our extensive experience,
we’ve prepared alist of items that we
know can cause problems.
Soplease, follow the advice below.

)@\ hairlines

Hairlines are ‘device dependent’.
Thismeans that they print at different
resolutions ondifferent machines. They
may print fine onyour 300dpilaser
printer, but will give unexpectedresults
onour2540dpiplate-setter. Use 0.2pt
instead.

texture fills

These print erratically (ornot at all). Best
to convert any of these to a bitmap.
Make sure youchoose 300dpiand
CMYKthough, and don’t make the
backgroundtransparent.

postscript
fills

Postscript fills give alow resolution
repeat effect that canprint erratically.
Theydon’tlook good anyway, best to
use somethingelse.

ffy unflattened
image files

The safest file formats forimages are
flattenedfiles saved as TIFF or JPEG.
Avoid PSD format, layered TIFF and
layered Photoshop EPS files as these
cancause problems.

YRy embedding
images

Some of the graphic packages allow
youto “embed”image files. Avoid
doingthisaswe can’tchecktheimages
anditresultsinlargefile sizes. It’s better
tosupply theimages aslinkedfiles.
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=28  EPS
within EPS

Notagoodidea as this massively
increases therisk of a Postscript error.

RGB| duotone/rgb
images

These may printinblack and white,
orwithwashed out colours - always
convertto CMYK. Youcanonlyuse
Duotoneimageswhen designing for
Invoice Books and Envelopes.

borders

Avoid using borders where possible
(especiallyonsmallitems suchas
business cards)even a half millimetre
movement when guillotined could
make your borderlook uneven
andunprofessional.

A Avoid using borders

where possible

radients
a c

Vignettes, or gradient fills are best
avoided - these are difficult to print and
they have atendency to show ‘banding’
andlookunprofessional. Thereis
advice ongradientsinthe Help section
onthe Adobe website which you may
find useful.

watermarks

Be careful with watermarks, if they're
too heavyitcanmake text orwriting
difficult toread. We recommend using
atintof 10% for the bestresults. We
cannot guarantee to print below 10%.

B aligning
elements
to folds

Avoidtryingtoline up designelements
withfolds orcreases. There's a

chance they maynotlandperfectly
onthefoldorcrease whichcanlook
unprofessional.
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=mm |ayerand
transparency
effects

These canbeused provided thatyour
Transparency Flattener presetis set
onhighresolutionready for printing
andthatinlllustrator the Raster Effects
settings are set towards vector.

E"" compression

You can happily use WinZIP to
compressyourfiles, but never
compressimagesusing LZW
compression or JPEG encoding. Doing
sohasbeenknownto cause problems
and may resultinyour file not printing
atall.

OLE objects

Windows applications are happy to
copy objectsbackandforthbetween
themselves. Unfortunately, they don’t
print properly. Always convert OLE
objectsto bitmaps before sending
your file.

<« Quillotines
& margins

Guillotines can shift 2.5 mm each way
inastack of paperwhenbeing cutso
keepimportant elementslikelogo

and text 4mm away from the edge. We
have the latest technology to avoid this
issue, butevenif the stack shifts 0.2 of
amillimetre the human eye canpickup
the difference.

TIP: By keeping elements 4mm
minimum away from the edge on small
products like business cards and A6
flyers, it’s harder for the human eye to
pickup any issue. For anything A5 or
largertry 7.5mm away from the edge
asaminimum. (Excluding booklets as
there marginislarger - See page 18).

large areas
of the same
colour

Seetheadvice onpage 8 formore
informationregarding colour tolerance
and avoiding set-off.
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laminating
aproduct?

If youlaminate a productyou

should have no set off, chipping or
transferenceissues. BUT! Keepin
mind thatyou cannotwrite orstamp a
laminated product, so checkthere are
no areas that willneed to be writtenon
beforelaminating.

@ cracking

Keepinmind with brochures thatif they
have full colouralongafoldline (unless
laminated) cracking may occur. The ink
simply won’t stick to the fold line which
iswhy all foldslook white.

DL envelopes

Allenvelopesthat are printed have to
conformto NZ Post standards, thisis
to ensure they willbe useable once
printed. You canfind these details and
who to emailto get designapproval, on
the NZPost website.

(@) greyimages
/ photo

Make sure these are setto greyscale.
Ifimages are setto CMYKhints of
magenta could appearand make the
greys pale pink looking.

A

=== pUb“C
holidays
& deadlines

We do ourbesttomeet everyones
deadlines with streamlined work flow
butwe needyourhelp todoso. Public
holidays donot countas working
days. If aproduct takes 5 working
daystoproduce andthereisaone
day public holiday in the middle of
those 5 days you canexpectyour print
workin é6 working days. Let us know
yourdeadlines as soonas possible so
we canorganise things to meetyour
deadline and needs.
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| uncoated
stock
(letterheads)

Uncoated stockismattlookingand
used for productslike letterheads.
When printed, coloursusedinuncoated
stock will differ from the same colours
used onacoatedstock, like glossy
business cards. Thisis due to the paper
type andhow it absorbsink. Printing
colourblocks onuncoated stockcan
have a slight motley effect due to the
absorptionaswell.

E spreads

over abind

We do ourbest to align print work
perfectly howeveraninside cover
image spread across to the first page
of abooklet canshift. Thisisvery
common with all printers and you may
have noticed this with yourfavorite
magazine. Thisis why this designtypeis
notrecommendedunlessthe clientis
fully aware some copies may not

align exactly.

(1 embedding
fonts

Always embedyourfontswhenyou

pdf yourfile. Thisis usually done
automatically from the programme you
have used to pdf frombutit pays

to check.

To checkif fonts are embedded, open
your pdf filein Acrobat and go to
document proporties (command ‘D’ on
Mac, control ‘D’ onPC). Select the fonts
tab. Nexttoeachfontinthelist the word
‘embedded’ inbrackets should show.

TIP: If they don’t automatically embed,
convert your fonts to paths/outlines.

The safest file format
to supply for printing

are pdf files with
bleed and crops.
See page 33.

file supply guide May 2025 | tgmcreative.co.nz

29



!‘3 overprint

Overprintisthe last secton of the print
that prints overthe top of all over print
work. Be careful with overprint settings.
If youset objects to overprint, they will
not ‘knock-out’ the background, and
willlook very different towhat you see
onscreen or proof. Black text generally
defaultsto overprint, as does the 100%
black swatchinsome applications. This
isusually fine as we want the black text to
overlay any colour backgrounds to avoid
awhite outline. BUT look for white text
onoverprint,images set to overprintand
backgrounds setto overprint. These will
printoverthe top of all otherelements on
the final print.

standard print

with overprint

check youroverprint

This only takes 6 easy steps:

1. PDFyourfile.
Openyourfilein Acrobat.

3. Goto printproduction’inyourside
toolbar.

4. Clickon‘output preview’.

5. Amenushouldappear, clickon ‘colour
warnings’ under the separationsinthe
box’s window.

6. Simplytickonthe ‘show overprint’
optioninthe bottom of the window
and any objects onoverprint will show
upinthe highlight colourselected.

InDesign automatically switches on
‘overprintonblack’ - whichis great for
text, not so great forbackgrounds. To
switch this feature off goto ‘InDesign’
atthetop cornerof yourscreen(Mac),
editmenu (PC). Select ‘preferences’,
‘Appearance of Black’. Awindow should
pop up, un-tick the ‘overprint black’
option. Thiswillneedtobe done foreach
new file asit'sanautomatic set up.
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Formats we accept.

Software changesincredibly frequently,
soit’'sbesttocallusbeforeyoustartwork
tocheckwhichversionswe support. We
canacceptfilessupplied by email,aUSB
device, uploadedtoyourprinting.com
account orthrough file transfer (online).

If youareusingany otherformat please
checkwithusfirst. Please make sure your
PDFfileis clearlylabelled.

To avoid confusion, itwould be helpfulif
youonly supply therelevant filesyou
want printed.

Preferred
applications*

PDF, InDesign (Packaged Files), lllustrator
(Convertedtopaths/outlines).

Preferred
media types*

Emailed, USB, file transfer (eg. wetransfer.

com, Google Drive, Dropbox).

* Please callus to see
what other applications

and media types
we accept.

What to do now

We wantyour file to print the way that you
wantitto print. And more than anything
else,we wantyoutobehappywiththe
work that we produce foryou. So, if
there’sanythingatallthatyoudon’t
understand - give us a call(preferably
beforeyoustartdesigning).

Chancesare, if you've followed ouradvice
(andremember, we've seenthousands

of filesinour time - we know what works
andwhatdoesn’t), yourfile will probably
printjust fine. But foryour peace of mind,
evenifyou're adesignsuperstar, we'd
recommend seeing our print specialists.
Forasmallcost, we'llcheckyourfile and
helpyouachieve theresults youwant.

Remembertocomplete aFile Supply
Checklist (see page 32)to ensure
youhaven't missed anything priorto
supplyingyourfilestous.

If someoneelseis creating thefile,
we strongly suggest you see our print
specialist. Alternatively, make them
responsible forplacing the order, and
paying forthe print.

Thatway, if theirfile turnsoutto be
incorrect (as they sometimes do), you
won’tbe stuckinthe middle.

We are happy toacceptany of the
following file formats and media types
fromPC (Windows) orMacintosh.
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Page size/layout

Product pagessizeiscorrect.
Seepage 03.

Allimportantelementsare 4mm from
the page edge. (I5mmforbookletsand
a30mm quietzone forthe bind edge).
Seepage10 &18.

No pronouncedborders are used.
See page 26.

Pageincludes correct 3mmbleed.
SeepagelO.

Fileis supplied with crop/trim marks.
Seepagell.

Format/files

Designiscreatedinanapplication
we accept.
Seepage3l.

File suppliedasaPDF.
Seepage 31.

Designis supplied onamedia
typewe accept.
Seepage 31.

Onlyfilesrequiredforthisjob are
included andare clearly labelled.
Seepage 31.

Images

Allimagesare CMYK, and saved as TIFF
(photos)or EPS (vector)files.
Seepageléb.

Photos arescanned at 300dpiat100%.
Seepagelé.

Line-artimagesare scannedat800to
1200dpiat100%.
Seepagel7.

Images forlarge format posters are at
150dpiat100%.
Seepage22.

TIFF and EPS files are saved without any
image compression.
Seepagel7.

Any alphachannels areremoved and
images are flattened.
Seepagelé6.

Alllinked/placed TIFF orEPSfiles are
supplied.
Seepagelé6.

Ink coverage below totalink limit of 275.
Seepagelé.

Imposition

Amock-up orhardcopyissuppliedand
the designworks functionally.
Seepagel3.

Allfiles areimposedwithinthe
document correctly.
Seepagel3.
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Fonts

Allfonts are supplied(including those
usedinEPSs).
Seepage 4.

No Multiple Master/Metric fonts,
PostscriptfontsorT1fonts are used.
Seepagel4.

No ‘text effect’ aretobeused.
Seepagel4.

Alltexttobe above 5pt, or14pt
forlarge format.
Seepage 14 &22.

Avoidusing coloured text (from
multiple CMYK colours)intype
under12pt.

Seepagel14.

Textsetasvector.
Seepage 4.

Fontsareembeddedinthe
supplied pdf.
Seepage 29.

Colours

Allcolours are converted to CMYK,
including any Pantone® or Spot
colours.

Seepage 04.

No tints containless than10% of either
Cyan,Magenta, Yellow or Black.
Seepage 07.

Allcolours (includingimages)have a
totalink coverage of lessthan275%.
Seepage 07.

Large areas of blackmade up of ‘Rich
Black’ (100k/40c)
Seepage 08.

Other

No hairlines/finelineslessthan 0.25pt
areused.
Seepage 25.

No Coreltexture or postscript fills have
beenused.
See page 25.

AllOLE objectshave beenconverted
to bitmaps.
Seepage 27.

There are no EPS files within other EPSs.
Seepage 26.

Overprintitems are set correctly.
Seepage 30.

Allspecialinstructions fordesigning
Booklets have beenfollowed.
Seepagel8.

Allspecialinstructions fordesigning
Large Format Postershave been
followed.

Seepage22.

Spot UV/Spot Gloss/Over Gloss.
Seepage 20.
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