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It is only in publishing that
bleeding into the gutter could
be considered aesthetically
pleasing. Or a post-mortem
not thought of as something
grim. If you have ever wondered
about the mysterious language
journalists speak, this booklet
is for you. It is a collection of
important publishing terms
succinctly explained, so that
you can discover in no time
why dummies are in fact highly
sought after. Enjoy.

The process
1. PLANNING
It all begins with the editor drawing up a list of
story ideas. The editor then meets with the rest of
the editorial team to discuss potential articles and
select the ones that will really strike a chord with
readers. With a finalised list of contents (or book
list) in hand, the editor is ready for the planning
meeting with the client.
2. COMMISSIONING
Once the ideas have got the client’s approval, the
editor can start to commission journalists. Everything must be completed by the deadline, so this
date is burned into everyone’s memory.
3. PRODUCTION
The editor is the first stop and has to approve
every article. If it passes muster, the subeditor
checks facts, fine-tunes style and grammar, and
comes up with catchy headlines.
The art director and designers develop the
visuals: a photo shoot is organised or, if needed,
pictures are sourced from image banks and
photography archives.
As soon as the subbed copy is received,
the designers start making up the pages.
Throughout the page makeup stage, pages
are pinned on the wall for the art director
to review and suggest improvements.
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After this, the subeditor checks the copy
again and makes changes if necessary. Despite
repeated checks, small errors may still crop
up. The proofreading stage is the final check to
ensure all mistakes have been weeded out.
Before sending the client the first dummy, there
is an internal review with the creative director,
editorial director and publisher, who may decide
on further copy and design changes.
Following the client’s feedback on the dummy,
the team make copy and design changes and put
together a second dummy by an agreed date so
that the client can review changes. At the second
feedback session final changes are discussed
and then made by the subeditor and designers.
Finally, the magazine is signed off by the client.

4. REPRODUCTION
Repro can begin once the client has signed off.
This process takes seven days and no further
changes should be made. Asking for ANY
changes during repro is a very bad idea: they’re
expensive and may cause mistakes to slip in.

5. PRINTING
After repro, PDFs are sent off for printing, which
takes 10 days. Making changes at this stage is a
considerable undertaking that will cost you dearly,
and should therefore only happen under extraordinary conditions.
With the magazines hot off the press, the final
step is adding carrier letters and other printed
material for distribution.
6. POST-MORTEM
Far from being a grim thought, this is the very
thing that allows a magazine to thrive. A regular
assessment and analysis of the last issue ensures
that the next one is even better.
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Belly band
Contrary to expectations, a belly band is a
useful promotional tool, not a fashion item.
This printed strip of paper is wrapped around
the centre of a magazine.
Bleed
In design terms this refers to a picture which
extends right to the edge of the page and has
no border.

297 mm

A3, A4, A5
They all refer to paper sizes. A4 is the size
of a standard folio, A3 is double that and
A5 is half the size of A4. The dimensions
of a magazine will affect the costs, but for
strategic reasons it could be advisable to opt
for an unusual size. Magazine A4 is 210mm
x 275mm.

A3

BLEED

A4
210 mm

A5

148 mm

A

297 mm

420 mm

Blurb
This short paragraph at the beginning of an
article is there to spark the reader’s interest
and draw them into the story.

B

210 mm

Book
Journalists seldom refer to a magazine; they
talk about ‘the book’.
Advertorial
An advert written and designed to look like
an article.
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Byline
The name of a writer of an article. We’ll make
sure only the best journalists get bylines in
your magazine.
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Caption
Not only does this hard-working bit of copy
explain an image or photograph, it is also an
entry point for readers, creating interest and
drawing them into the page.
Character
An individual letter, punctuation mark, number or space in a computer text.

C

CMYK
The acronym for the four colours used in the
standard printing process: cyan, magenta,
yellow and black. Black is referred to as K
or key because of the key plate. This plate
impresses the artistic detail of an image,
usually in black ink.

C M Y K

Cover lines
These lines of text on the cover are there to
grab the reader’s interest. Editors know from
experience that catchy cover lines do not
simply write themselves, but need a lot
of crafting.
Cover mount
A gift placed on the cover of a magazine.
Cromalin
This is an expensive colour proof used during
repro to verify the trueness of colour. Used
before CTP technology.
Crop
When you crop something you cut it to a
specific size. Photos, text, articles and
entire pages can be cropped. Sometimes the
cropped parts can be quite revealing!

Coated paper
Coating paper gives it a smooth finish and
luxurious feel, which is why this kind of paper
is generally used for magazines. Coated paper can have either a matt or a gloss finish.
Colour proof
This printed colour page shows you exactly
what the final product will look like. During
reproduction we use colour proofs to check
prints for trueness of colour.
Contents page
A useful navigational tool that shows
readers where to find what. This page
showcases the magazine’s content and
whets the reader’s appetite.
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UNCROPPED

CROPPED

C

CTP
(Computer to plate) By printing directly from
digital computer files, this kind of printing
bypasses the older process requiring film
negatives or positives.
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Digital printing
The use of digital data to produce images
without relying on film and plates. If you
wanted to print only a handful of copies, you’d
do it digitally.

Deadline
Not called a deadline for nothing: if you miss
it, you’re dead. Editors are forever going on
about them, because missed deadlines cause
production delays. For instance, if you don’t
make the repro deadline, you may lose your
printing slot.
Deep etch
Deep etching is something designers do to
images. Essentially it looks as if the image
has been cut out and pasted on another
background.

D

Drop cap
This design technique makes the initial capital
letter of the first paragraph larger than the
rest of the text in the paragraph.

T

he drop capital increases
readership of your body
copy by 13%, according to
marketing legend David Ogilvy.

DPI/PPI
(Dots per inch or pixels per inch) A unit of
measurement representing the resolution of
an image or device. An image should have
a resolution of at least 300dpi for printing,
whereas just 72dpi is enough for viewing a
picture electronically.
DPS
(Double page spread) Two facing pages
in a magazine.

Die-cutting
Paper can be cut into any shape thanks to
this process. Wonderful if you would like to
include an insert shaped like a dolphin, but it
can be a shock when the invoice arrives.
Digital photography
Taking the place of transparencies when it
comes to creating magazine images and is
preferred by most publications.
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D

Dummy
You will get ‘dummies’ to review before being
asked to ‘sign off’ on a magazine. These are
printouts slotted into a file to show you what
the final magazine will look like.
Duotone
A process of printing black with another
colour to give an image a retro feel, as in
sepia photographs.
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Flat plan
The editor’s constant companion, this
chart shows all the pages of a magazine
and what is to appear on each of them.
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Feature

Feature
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readers
letters
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16

13 14

Entry point
An element of the magazine that draws the
reader further in, for instance, a caption.

This is text that is flush left.
The default setting in a word processing
programme aligns text flush left.
This is text that is flush right.
However, for effect you might decide
on text that is flush right.
Foiling
Metallic foil is applied to a section of the page
or part of the cover to make it stand out. A
novel way to attract a reader’s attention.

E
ABCDEFGHIJKLMNOPQRSTUVWXYZ

15
Fashion

21 22
AD

Food

Flush left/right
To align text or visuals to one side of a page
or column, leaving the other side ragged.
(see ragged right)
Embossing
A process which produces an image in relief
so that it is raised above or depressed into
the surface.

Feature

Fashion

19 20
Food

7

5 6

F

Font
A complete typeface design for a set of letters, numbers and punctuation marks.
Form proofs
A low-resolution printout of the entire magazine which the printers use to check that the
pages are in the correct sequence.
FTP
(File transfer protocol) Designers use this
system to send files between computers,
either across the internet or a network.
ABCDEFGHIJKLMNOPQRSTUVWXYZ

Last
word
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Hanging indent
When the first line of a paragraph starts
to the left of the rest of the paragraph.
Header
A line of text that functions as a title or
headline. A good header should arouse the
readers’ interest and encourage them to
read the article.

Gravure printing
A process that consistently produces high
quality in long production runs.
Grammage
This measurement differentiates between
paper types by weight. For example,
newsprint is lighter than magazines,
with most magazine paper weighing in at
60gsm or above.
GSM
(Grams per square metre) The measurement
unit for paper weight.

G

Gutter
The empty space between pages facing
one another.
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A hanging indent stands out.
It’s an effective way to set the headline
apart from the paragraph.

H

IBC
Inside back cover.
IFC
Inside front cover.
Imposition
The layout of pages in a particular order so
that they come out in the correct sequence
when printed and folded. The printers will
produce the imposition and send it to the
production manager to be checked.
Imprint
By law a publication must include the
imprint: information about the publisher and/
or printer.
Indent
Text placed to the right of other text.

An indented line draws the
eye onwards.

I
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SPA C I N G
Insert
This is a separate printed element placed
in a publication, for example a brochure
included in a magazine.
Intro
Writers will spend hours working on an intro,
or introductory paragraph, because readers
often decide to read an article on this basis.

Kerning
A technique designers use to make text or
headlines fit a certain space or to create
interesting effects. This is done by manipulating the space between individual letters, as
shown above.

ISDN
(Integrated services digital network)
A type of computer network which transfers data via digital telephone lines.
Recently it has given way to ADSL lines.

J

Lamination
A plastic film sealed to a printed surface by
heat or pressure. It can be done for protection or to give an appearance that is either
gloss or matt.
Justified
Text is justified when the edges of a paragraph are the same on both the left and
right sides. Alternatively, text can be aligned
either to the left or right.

Justified text looks very orderly because both
sides of the paragraph are flush. Justified text
looks very orderly because both sides of the
paragraph are flush.
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Laser printing
The printing technique used in many office
printers. We use a state-of-the-art laser
printer for the proofs and dummies we
evaluate in reviews.

K
L

Layout
The design process of combining pictures and
words on a page.
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This is the way leading works.
This is the way leading works.
This is the way leading works.
This is the way leading works.

8pt
12pt

Masthead
The title of a magazine as it appears on the
front cover. Once the masthead has been
designed, the font does not change.

20pt

Leading
Sounds like ‘heading’. Designers call the
space between lines of text the leading, a
term that dates back to metal typesetting.
Earlier printers used strips of lead to separate the lines when they set type.

Mood board
Part of the process of fixing on the look
and feel of a magazine involves creating
a mood board: a big display of pictures,
words and colours.

Literal
What journalists like to call a
spelling mistake.

L

Lower case/UPPER CASE
Upper case is publisher speak for
capital letters. Lower case is used for
the small letters.
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Navigation
Design features which lead readers through
the magazine or help them to ‘navigate’.
Newsprint
A cheap type of printing paper in which
the main ingredient is wood pulp, used for
printing newspapers.

M
N
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OBC
Outside back cover.
Offset litho, lithography or offset
printing
This flat-sheet printing method is suitable
for a small to medium print run (less than
10 000).

O
YELLOW OVERPRINT

Off-press proofs
Before the magazine goes to printing we look
at the off-press proofs to check colours and
ensure nothing has mysteriously disappeared
from the page. Because off-press proofs are
made at the repro house, they are quicker
and cheaper than press proofs.
Outsert
Quite naturally, the opposite of an insert. A
printed element like a booklet, stuck to the
outside of the magazine or bagged with it for
posting. Stuck to the front of the magazine, it
is also known as a cover mount.
Overprint
This means intentionally printing over an area
that has already been printed on.
Overrun
Copies printed in excess of the s
pecified number.
Overset
When a story is too long for the allotted
space, the overflow copy runs into a column
outside the page. It then has to be shortened
to fit.
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Page makeup
Putting together all the elements on a page,
including copy, photos and graphics. Most
magazines use the computer programmes
Quark or InDesign.

Pagination
‘To paginate’ means arranging the articles
and advertising pages in the correct sequence. (see flat plan)

P

Pantone
A set of colours for printing, with each colour
created using a specific formula, rather than
a combination of CMYK.

COVER
SECTIONS

Perfect binding
Only a publisher could get excited enough
about binding to call it perfect! In this
process pages are laid on top of one another,
glued at one edge and held together by a
cover to produce a square spine or flat back.
Although more expensive, perfect-bound
magazines are seen as being of higher quality.
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P

PDF
Instead of delivering a printout, we might
send you a PDF or portable document file.
This innovation allows you to open and read
documents in PDF format from your computer, even if you don’t have all the fonts or
software used in creating the file. Normally
PDFs are read-only files, so you will not be
able to make any changes.

Plate
Flexible sheet made of metal or plastic and
mounted onto a cylinder. Once the image has
been transferred to the plate, ink is applied
and the plate rolled over paper. A plate fits
one section, with usually either eight, 16 or
32 magazine pages in a section.

Pica
A typographic unit of measure. One inch is
equal to six picas.

Preflight
The process of checking all contents of
a digital file (fonts, graphics and picture
contents) in preparation for take-off. Just
kidding, we mean in preparation for printing.

Pixel
A digital image is made up of tiny dots
of light or pixels. Pixel is short for
picture element.

Press proofs
Before the printing presses start rolling,
colour proofs are made to enable the
operator to check and adjust the colour.

P

Printing
A lengthy 10 day process which includes
imposition, producing form proofs, making
printing plates and the actual printing. It is
not a good idea to ask for changes at this
point as it involves dismantling cylinders – an
expensive procedure which could cost you
your printing spot!
Pixellate
When you enlarge a picture you spread the
same number of pixels out over a different
space. This can cause the image to pixellate
or look fuzzy. To avoid this problem we use
high-resolution pictures of 300dpi so that
there are more dots per inch.
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Print deadline
The date by which PDFs must be sent to
the printers in order to meet the print slot.
Missing the print slot is considered criminal.
In fact, it is not uncommon for printers to
charge penalties for late magazines.
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Premium position
The best advertising positions in a magazine,
such as the outside back cover, which naturally come at a higher rate.
Prepress
This term refers to all the processes involved
in preparing the magazine for printing. It normally involves imposition, colour separation
and making of film and printing plates.
Proofreading
A painstaking process of checking the layouts
to ensure there are no style, typing, spelling,
grammar or design errors. Proofreading is
done just before repro.
Pull quote
A quote taken or ‘pulled’ from the article
and set in a larger type to grab the reader’s
attention. It is an important entry point for
the reader.

P
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Ragged right
Type that is aligned to the left margin and left
ragged or uneven on the right.
Raster image
An image made up of a matrix of dots
or pixels.
Rate card
A document sent to advertisers, detailing
the pricing, positions, mechanical data and
deadlines of a magazine.
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Register
The alignment of the four process colours
on top of one another to create an identical
version of the colour original. In a picture that
is out of register, you can see the
separate layers of colour.
Repro
(Reproduction) The last stage before the
physical printing of the magazine takes seven
days to complete. During repro pictures are
retouched and colour is corrected. In addition, the PDFs, film and plates needed for
printing are produced. The process is pricey
and complicated, so everything has to be finalised before being sent to the repro house.
We use repro proofs purely to verify colour
and ensure nothing has vanished off the page.
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Repro deadline
Since repro takes seven days, it is absolutely
critical that this deadline is kept. A delay at the
repro stage can result in the magazine losing
its print slot.
Resolution
(Res) This is the number of pixels (points of
colour) an image contains and determines the
degree of quality and definition. For printing
purposes an image needs to have a resolution
of 300dpi or more (high-res), otherwise it will
look fuzzy.

Run
The total number of copies to be printed.
Run-around
Text set to fit
around the edges of
a picture
or design element.

Run-around: Type set
to fit around a picture
or design element.
Run-around: Type set
to fit around a picture
or design element.
Run-around: Type
set to fit around a
picture or design
element.

Run-on
Copies additional to the
normal print run.

Reversed font
Text printed in the opposite of the background
colour, for example, white on black.
RGB
The acronym for the colours red, green and
blue, which are used to produce the images on
a computer or television. Images in RGB have
to be converted to CMYK for printing.
Rich black
A black colour created by mixing other colours
of ink with black ink. It gives a much darker,
deeper black, which is necessary for big areas
of black printing.

Saddle-stitching
Not a special sewing technique, but a
method of binding that uses staples
through the centre fold.

Roman font
The standard version of a font, without bold or
italics applied. This text is in roman type.

Self-cover
A cover made from the same paper as the
pages on the inside of the magazine.
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Serif font
A typeface like Times New Roman with
small lines at the ends of each main stroke.
Sans serif fonts like Arial do not have extra
little lines.
Show-through/strike-through
When paper doesn’t block out the light, the
printing on the reverse shows through. This
effect is called show-through or strikethrough. You can check for it by holding a
sample of the paper over printed material.
Sidebar
Also known as a text box, it is a separate
panel giving information that complements
the article.
Solid font
A typeface where each letter is filled with
colour, rather than simply being an outline of
the letter.

S

Spine
The back of a bound magazine that connects
the two covers and shows the name and
issue information.
Spot colour
Printing an additional solid colour on its own
plate. Normally used when only one or two
solid colours are needed on a page, otherwise it becomes very expensive.
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Staple binding
An alternative name for saddle stitching.
Stet
Latin abbreviation for ‘let it stand’. A
proofreading comment that indicates copy
previously marked for correction should be
left unchanged.

S

Stock
The type of paper or other material chosen
for printing.
Style
Every publication has its own style or way of
writing. The magazine’s style guide specifies
which spellings and uses of punctuation are
preferred when more than one exist. This
ensures consistency and clarity in the
magazine’s writing.
Subbing
(Subediting) The subeditor is responsible for
the accuracy of the magazine, from checking
facts to ensuring correct grammar and spelling. Some of the sub’s duties include writing
headlines and teasers, maintaining house
style, cutting articles to fit and creating
sidebars where necessary.
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Teaser/blurb
A short paragraph at the beginning of an
article to attract the reader’s interest. A
larger font is used to set it apart from the
body copy.

UV varnish
A protective coating applied to printed material through ultraviolet radiation. It minimises
scratching and gives a matt or high-gloss
finish to the page.

Tints
A solid colour in various shades.
Trannie
Colour transparency. These are of higher quality than prints, so art directors look at trannies
when choosing pictures after a shoot.
Transpose
Changing the position of a letter, word or
sentence with that of another. The subeditor
indicates the change like this:

Varnish
A thin, clear coating used for protection.

TRANSPOSE TEXT-MARK

This won’t probably appear
therefore the change must read

T

This probably won’t appear

Trim marks
After binding, pages are cut along these
marks. To ensure that a visual bleeds off
the page, it should extend 3mm beyond
the trim marks.
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Web-offset
A process which uses a reel or web of paper
for printing. Considerably faster than litho
printing, it is used for magazines with a high
print run.
Widow
If a sentence ends in a single short word or
end of a hyphenated word on the following
line, this solitary element is called a
widow.

U
V
W
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