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The Design Manual 

Super index 

A 
A/B testing, 131–2 
abbreviations and acronyms, 365–6 
Aboriginal and Torres Strait Islander peoples  
 see First Nations cultures 
above-the-line media, 281 
academic posters, 288 
accessibility, 82–8, 258–9, 531–2 
accordion content, website, 255 
achromatic ‘colours’, 529 
acquisition, marketing, 285 
acronyms and initialisms, 364–5 

marketing examples, 282–5 
online file type examples, 256 

action and title safe regions, video, 228 
activation, marketing, 285 
addressed mail, 90 
advertising and marketing design, 273–310 
 channels, 279–80 
 checklist for creative ideas, 276 
 classified ads and listings, 296 
 corporate standards, 175 
 customer expectations, 280–1 
 development process, 276–8 
 direct-mail, 297–8 
 humour and emotion in, 277–8 
 magazine and display ads, 296–7 
 marketing metrics, 285 
 marketing mix checklist, 284 
 personalised mailings, 299–301 
 quality attributes, 277 
 small-space ads, 295–6 
 terminology, 281–3, 285 
aesthetic-usability effect, 29 
agile design, 107 
AIDA mnemonic, 5 
aliassing and anti-aliassing, 542 
alpha channel, colour, 540–1 
alt text, 258–9 
alternative or optional designs, 129 
ambient sound see Foley sound effects 
analogous colours, 530 
anamorphic typography, 199 
anchor tags, 255 
animatics, 225 
animation, 228–36 
 2D, 228, 233–6 
 3D, 230–2, 235–6 
 diagrams, graphs and charts, 453 
 GIFS, 232–3 
 of logos, 233–6 
 programmed, 229–30 
annual reports see books, reports and annual reports 
antibacterial film, 592 
anticipation (reading), 36 

antonyms, 123 
APA referencing, 386 
apostrophes, 376–7 
applications (corporate identity), 171 
apps see websites and apps 
Arabic numerals, 367 
arced path, animation, 231 
archaic language, 352 
archetypes see stereotypes and archetypes 
art or coated paper grades, 586–7 
article referencing, 387 
artwork, finished, 556–7 
ascender, 480 
aspect ratios and resolution, video, 223–4 
assembly instructions, 58–9, 453 
assessment and approval, client, 139–42 
assistive technologies, 85–8 
asymmetry see symmetry and asymmetry 
attributes, HTML, 262 
audiences 
 attracting, 5, 50–5, 206, 274–5, 314 
 behaviour, 16–18 
 communicating with, 43–6, 50–5 
 defining, 15–19 
 effects of design on, 16–18 
 motivating, 39–41, 293–4 
 personas, 20–1 
 primary, secondary and tertiary, 18 
 principles of persuasion, 17 
 profile of, 15–19 
 surprise and shock, 45–6 
 types of, 17–20, 114 
 see also multicultural audiences; personas, creation of 
audio and sound, 91, 213–19 
author–date referencing, 385–6 
auto-leading, 488 
avatars, 232 
axial type layout, 517–18 

B 
backing-up, 567 
backlight, 221 
balance in design, 405–6 
banners see posters and banners 
bar charts, 449 
Bart and Lisa theory of information design, 12 
Bauhaus design exercise, 397 
beauty and aesthetics, 25–35 
belly bands, 317, 596 
below-the-line media, 282 
biases, cultural, 76 
Bible citation, 378 
bibliographies see footnotes, references and 
bibliographies 
bilateral type layout, 517 

see also centred text 
binding, 92, 594–601 
 case and section-sewn, 595, 596 
 craft, 600–1 
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 flexi case, 596 
 hardback, 595 
 office, 598–600 
 perfect bound and burst-bound, 595 
 ring, 596–8 
 saddle, side stitching, stapling, 594 
 soft cover, paperback, 595 
binding cloth, 598 
biodegradable laminating film, 592 
biomimicry, 533 
blade coating, paper, 587 
bleaching, paper, 99, 584 
bleeds, 389, 400, 558 
blind embossing, 601 
blocked paragraphs, 508 
blogs, 251 
blurbs, 318 
board games see card and board game design 
Bokeh (blur effect in video), 221 
bold type, 494–5 
bond papers, 588 
bookmarks, PDF, 313 
books, reports and annual reports, 313–18 
 attention-getting devices checklist, 314 
 boxed sets, 317 
 content development, 39–41 
 covers, 319–21 
 order of contents checklist, 318–19 
 paragraph numbering in, 314–16 
 series, 316–17 
 sizes, 414 
 see also publications, corporate 
borders and rules, 422 
bounce rate, marketing, 283 
boxed sets, book, CD and DVD, 317 
boxes in text, 422, 510–11 
braille alternatives, 88 
brain (how it works), 46 
brainstorming, 121 
brand advertising, 275 
brand alignment, 155 
brand extension, 156–7 
brand management checklist, 161 
brand personalities, 150–1 
brand refreshes and evolution, 158–9 
branding see corporate identity and branding 
branding 152 

10 Cs, 151 
breadcrumb bars, 255, 524 
briefing, project, 4, 106, 110–12 

checklist, 111 
budget, project, 112 
bulk, paper, 586 
business cards, 183–4 
 sizes, 414 
 thermography for, 603 
business ethics, 645–7 
business systems, 645 

C 
calendaring, paper, 586 
calendars and diaries, corporate, 184–7 
caliper, paper, 586 
calligraphy, 464–5 
camel case, 360–1 
capitalisation, 352–61 
capitals/uppercase, 497–501 
captioning and transcripts, 40–1, 86 
captions and labels, 40–1, 523–4 
carbon footprint, 96 
carbon offset, 101 
card and board game design, 306–10 
 checklist, 309 
card sorting, IA, 248 
cards and tiles, web, 242 
careers, design see design careers 
carousel, website, 238 
cartoons, 441 
cascading stylesheets (CSS), 266–7 
case and section sewn binding, 595–6 
catalogues see pamphlets, brochures and catalogues 
CDs and DVDs, sizes, 414 
centre-cut, video, 220 
centred text, 504–5 
centres, physical and optical, 406 
certificates, 188 
chalkboard coating, 593 
channels, advertising, 279–80 
charts see diagrams, graphs and charts 
chemicals in print publishing, 99 
children, 18, 87 
 illustrated books, 336–8 
 large print, 483 
choking, 559 
cisgender people, 84 
clarity and simplicity, 47–9 
class selectors and grouped selectors, HTML, 262 
classified ads and listings, 296 
client approval, 108 
climate change see environment and climate change 
closed captioning see subtitles and closed captioning 
close-up and extreme close-up, video, 226 
CMYK (4-colour process), 539, 543–6, I–VIII 
coated papers see art or coated papers 
coatings, 592–3 
collaboration on projects, 109–10 
collating and gathering, 593–4 
collotype printing, 576 
colonisation and decolonisation, 73–6 
colons, 374 
colour, 401, 527–38, I–IV 
 balance, 532–3 

contrast, 418–19 
 cultural differences in use of, 57 
 introducing unity using, 402 
 learning to use, 529 
 limited colour printing, 536–7 
 mixing, 545 
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 1-colour and 2-colour design checklists, 536 
 packaging, 302 
 Pantone, 548–50 
 proprietary colour systems, 547–51 
 reproduction, 534 

selection exercise, 528 
 terminology, 528–30, I 
 tints, 549 
 trapping, 559 
 see also colour systems 
colour blindness, 86 
 designing for, 531–2 
colour casts, 436 
colour coding, 530–1 
colour control bars, 559 
colour grading, video, 220 
colour palettes, corporate, 171–2, 174 
colour reproduction, 534, I–IV 
 see also colour systems 
colour separation, 543, II 
colour sequencing, 528 
colour systems, 539–52 
colour traditions, 79–80 
colouring-in competition graphics, 289–90 
column, web design, 265 
columns and gutters, 416–17 
comfortable viewing zone, VR, 270 
comics and graphic novels, 59, 339–40 
commas, 374–5 
commissioning a designer, 608–14 
communication design, 5 
comparisons (illustrating), 49 
competitions and competitive pitches, 627 
complementary colours, 530 
component libraries, 243 
composite shot, video, 226 
composition, 435–6 
compostible laminating film, 592 
composting see recycling, waste and composting 
computer hardware and software, recycling and disposal  
  of, 103–4 
concealing and revealing, technique of, 45 
concepts, design 
 communication of, 127–9 
 development, 39–41, 51–5, 126–7 
 optional, 129–30 
concertina, accordion, zig-zag and Z folding, 327, 328 
conferences see exhibitions, trade shows, events and  
  conferences 
conflict of interest, 646 
consortiums, 113 
contingency fee, 643 
content analysis, 426–7 
content development, 39 
content marketing, 282 
contingency fees, 643 
contractions, 366 
contracts, 608–9, 611 
contrast, 418–19 

cool colours, 530 
copycat brands, 156 
copyediting, 345 
copyright and intellectual property, 112, 318, 439–41,  
  611–13, 646 
corporate identity and branding, 150–205 
 checklist, 162–3 
 corporate identity manuals, 173–6 
 development process, 154 
 see also sonic branding 
corporate image, 150 
correcting flawed designs, 431–2 
cost-recovery hourly rate, 641 
covers, 319–21 
craft bindings, 600–1 
crazy 8s, 249–50 
Creative Commons, 440 
cropping, 389, 400, 402, 437–9 
cross-dissolve and cross-fade, 41, 227 
cross-reading, 51 
cross-section diagrams, 453 
cross-selling, 282 
cultural appropriation, 72–3 
cultural diversity, designing for, 69–81, 84 
curling, 582 
customer experience (CX), 6  
 see also user experience (UX) 
customer journey map, 119 
customer relationship marketing (CRM), 301 
cutaway diagrams, 453 
cut-away shot, video, 226 

D 
dark patterns, website, 239 
dash see en rules and em rules 
deaf and hard of hearing audiences, 86–7 
debossing see embossing and debossing 
deckle edge, 588 
decolonising design, 73–6 
Decolonising Design Manifesto, 74 
decoration and ornamentation, 33–4 
deep linking, 283 
delight, 127 
demographics, 19 
depth of field in images and video, 220–1 
descender, 480 
design 
 aesthetic-usability effect, 29 
 aesthetics of, 25–35 
 clarity, 48–50 
 communication using, 43–55 
 definitions and function, 2–3, 74–5 
 effective and ineffective, 3–4 
 effectiveness measurement, 144–5 
 emotional responses to, 10 
 fluid and fixed, 267–8 
 frictionless, 239 
 impact of, 10–13 
 purpose of, 1 
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 simplicity in, 47 
 value of, 4, 145–7 
 see also concepts, design; over-styling 
design audits, 160–3 
design careers, 615–29 
 expertise, 626 
design elements, interaction of see layout 
design system, 243 
Design Thinking 101, 108 
Design Value Index, 146 
designers, working with, 606–14 
deuteranopia, 531–2 
diagrams, graphs and charts, 49, 445–53 
 3D graphs, 450 
 animating, 453 
 exploded, cutaway and cross-section, 453 
 exponential axes, 446 
 key lines checklist, 447 
 mapping process, 445 
 optical and actual area, 447 
dialogue (illustrating), 49 
DIC colour system, 547 
die-cutting, scoring and perforation, 603 
digital foiling, 602 
digital natives and digital immigrants, 19–20 
digital printing, 567–73 
dilational type layout, 517–18 
dingbats see fonts and typefaces 
direct-mail advertising, 297–8 
direct to plate, 574 
direction in designs, 421–2 
disability 
 auditory, 82 
 cognitive, 82 
 motor, 82 
 situational, 82 

visual, 82  
see also diversity and inclusion 

disassembly, 95 
discovery phase, project, 116 
display type, 355, 514–17 
disposal of products, 98  
 see also environment and climate change 
dissolve, video, 227 
distribution, 114 
dithering colours, 541 
diversity and inclusion, 20, 69–81, 82–8, 531–2 
document, definition, 311 
documentary note referencing, 386 
donut charts, 448 
dot, layout element, 397 
dot gain, 557 
dotpoints, 380–1 
double hit, printing, 567 
doubling, print error, 582 
doubling, reading, 487 
downstream, advertising, 282 
dpi (dots per inch), 561–3 
drilling, 593 

dropped capitals, 500–1 
dummy, paper, 586 
dummy proofs, 557 
dummy text, 397 
duotones, 537, IV 
duplex papers, 586 
duplex printing, 567 
dustjackets, 596 

E 
easing, animation, 229 
Easter eggs in multimedia, 212 
ebooks and ezines see newsletters, ebooks and ezines 
editing, text, 345–8 
editorial style, 175 
 see also text preparation 
Edward de Bono’s 6 thinking hats, 121 
effective frequency, marketing, 283 
effective resolution, 561 
email, corporate, 177–9 
 checklist, 178 
 work, 623–4 
embossing and debossing, 601–2 
empathy map, 21 
employability skills, 618–20 
employing staff, 634–9 
en rules and em rules, 370, 372–4, 503 
end, web design, 265 
endpapers and paper inserts, 92, 318 
endnotes, 383 
engraving, 580 
envelopes, corporate see paper and stationery 
environment and climate change, 66, 71–2, 94–104 
 checklist, 100 
 client policies on, 115 
 digital technology, 100–104 
 paper, 584 
 printer’s waste, avoiding, 565 
establishing shot, video, 226 
ethics and values, 63–8, 129 
 in business, 645–7 
ethnographics, 19 
evaluation, post-launch, 143–4 
events see exhibitions, trade shows, events and  
  conferences 
exclusion, 83 
exhibitions, trade shows, events and conferences, 142–3,  
  200–5 
 exhibition and event checklists, 201 
 planning checklist, 203 
 poster checklist, 287 
 staffing at, 205 
experiential marketing, 281 
experimentation, pay rates, 610 
expertise, areas of, 626 
exploded diagrams, 453 
exponential axes, graph, 446 
expressive typography, 518–22 
extra-trinary separation, 544 
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eye flow across page, 393–7 
eyebrow headings, 513 

F 
F pattern, screen reading, 396 
F&O advertising, 282 
fauxstalgia, 32 
fade, video, 227 
favicon, 254 
fax cover sheets, 181 
Federal Standard colour system, 547 
feedback 
 from client, 140–1 
 qualitative and quantitative, 118 
fees see rates 
field (logo), 165 
file management, 554–5 
fill light, 221 
film see television and film 
finished artwork, 556–7 
finishing processes, 591–604 
 coatings, 592–3 
 environmental impact of, 99 
 folding, 593 
 laminates, 592 
 varnishes, 591–2 
First Nations cultures, 69, 70–6 
 languages of, 80 
First Things First manifesto, 63–6 
5E experience design model, 11 
fixations (reading), 36 
fixed design, 267 
flat design, 165 
flat plans, printing, 560 
flatbed press, 579 
Flesch-Kincaid Index, 350–1 
flexi case binding, 596 
flexible working, 638–9 
flexography (printing process), 581 
flight-checking and prepress, 553–64 
flocking, paper, 588 
flooding, 559 
flowcharts and process diagrams, 49, 59–60, 450 
fluid design, 268 
fluorescent ‘neon’ inks, 550 
flush right text, 504–5 
flyers, information sheets and handbills, 291 
 see also pamphlets, brochures and catalogues 
focus groups and market testing, 108, 131–2 
foil stamping or embossing, 602 
folders and media kits, 189 
fold marks, 558 
folding see pamphlets, brochures and catalogues 
foldouts, 560–1 
Foley sound effects, 213 
folios and running heads, 524 
font, defined, 476–9 
font design, 461–3 

fonts and typefaces, 313–14, 455, 457–8, 460–526 
 in cascading style sheets, 266 
 chemicals used in, 99 
 compatible, 484–5 
 corporate, 171, 174, 484 
 display type, 514–17 
 expressive typography, 518–22 
 inter-character spacing, 463 
 introducing unity using, 401 
 large print, 483 
 legibility and readability, 485–6 
 measuring in points and pixels, 480–2 
 modern layouts, 429 
 optical corrections to, 462–3 
 readable test exercise, 479 
 sans serif types, 470–2 
 script types, 472–4 
 serif types, 467–9 
 sizes, 81 
 specialist/expert sets, 477 
 specialty and display, 474 
 standard font variations, 479 
 symbol or picture fonts (dingbats), 474–6 
 traditional, 428 
 type categories, 464–6 
 type families exercise, 479 
 type selection, 483–7 
 type selection exercise, 479 
 type size, 480–3 
 type variations, 494–501 
 typographic stylesheets, 524–6 
 see also typography 
food packaging, 305 
footnotes, references and bibliographies, 383–6, 523 
foreign words, 359 
formats, 413–18 
forme-cutting see die-cutting, scoring and perforation 
forms, 84, 175, 189–95 
 checklist, 190 
 design element checklist, 191 
 font styles and readability, 192 
 information gathering for, 84 
 production of, 194–5 
 response area design, 81, 193–4 
 testing of, 192 
 tick box options checklist, 194 
forums, online, 251–2 
frame, web design, 265 
frames, logo, 165 
frames per second (fps), video, 220 
free-form text, 505 
freelance projects, while employed, 628 
freestyle or organic layouts, 407–8 
French-folded pages, 600 
frictionless design, 239 
front-loading, 53 
funeral order of service, 335–6 



The design manual             Super index 7

G 
games, 293, 306–10 
gamification and gaming, 292–4 
 checklist of techniques, 294 
ganging-up, 566 
Gantt charts, 452 
gate folding, 327 
gender identity, 77 
gender-neutral language, 85, 351 
generational groupings, 19–20 
generic references, editing, 353 
genre title styling, 320 
geographics, 19 
gestalt principles, 390 
ghosting, design, 432 
ghosting, print error, 582 
Giclée printing, 570 
GIFs, animated, 232–3 
glancing, 513 
glitter varnish, 591 
gloss art or calendered paper, 587 
gloss/matt finishes, costs of, 591 
glow-in-the-dark varnish, 591 
glyphs, 461 
Golden Section, 412, 428, 482 
gradient, 529 
grain, paper, 584–5 
grammage of paper, 585 
graphic design, definition of, 4 
graphic detailing, 403–5 
graphic novels see comics and graphic novels 
graphic recording, 444–5 
graphical user interfaces (GUI), 59–60, 259–62 
graphs see diagrams, graphs and charts 
gravure printing, 579–80 
grease-resistant varnish, 592 
greenwashing, 97 
grey component replacement, 546 
greyscale conversion, 546 
grids, 408–12, 517 
guillotining and trimming, 593 
gumming, 592 
gutters, 416–7 
Gutenberg, printing, 578 
Gutenberg diagram, 394 

H 
half-Canadian binding, 597–8 
half-titles, 318 
halftones, 534–7 
halo, 582 
handmade papers, 588–9 
hanging indent, 509 
hardback, binding, 595–6 
hardware recycling, 103–4 
handwriting, forms, 194 
Harvard referencing see author–date referencing 
hazardous waste, 99 

headings, 523 
 hierarchy, 40, 512–14 
 hierarchy exercise, 512 
 modern styles, 429 
 scaling technique for, 482–3 
 signpost headings, 40, 50 
 traditional styles, 428 
 type selection for, 484 
 using type contrast in, 512 
heads-up mapping, 445 
heat-activated laminates, 592 
hexadecimal system, 540 
hickies, 582 
HiFi colour, 544–5 
highlight colour, 533 
high-performance teams, 632 
home brands and private labels, 156 
hourly rate, calculation of, 609, 641 
HSL colour format, 541 
hue, definition, 529 
human-centred design (HCD), 9–10, 94–5 
hydrographics, 577 
hyperlinks, 523 
hypertext and hyper-content, 41, 264 
hypertext markup language (HTML), 262–6 
hyphens, 371–2, 503, 506–7 

I 
idea generation and illumination, 107–8, 120–30 
identifiers, 171 
identifying different markets exercise, 158 
illustration techniques checklist, 435 
image advertising, 275–6 
image libraries, 439–40 
images and imagery, 40, 44, 433–54 
 checklist, 433 
 colour image selection exercise, 528 
 credit lines, 440–1 
 function in text, 397–8 
 hybrid and multipicture, 45 
 image selection, 433–4 
 introducing unity using, 402 
 multipicture, 45 
 placement, 425 
 positioning and cropping, 389 
 selection of, 18, 80, 427 
 series of, 400 
 type over, 400 
 types of, 542 
 see also captions and labels; copyright and  
  intellectual property; diversity and inclusion 
immersion printing, 577 
Imperial paper sizes, 414 
imposition, 559–60 
impossible poster exercise, 56, 61–2 
imposter syndrome, 625 
imprint page, 318 
in-betweening, 228, 231 
inclusion see diversity and inclusion 
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inclusive image selection, 80 
indenting, 381, 399, 507–9 
indexes, 315 
Indigenous peoples see First Nations cultures 
Indigenous Design Charter, 70–2 
infographics and data visualisation, 442–4 
 see also diagrams, graphs and charts 
information architecture (IA) development, 248–51 
information design, 442–4 
initialisms, 364–5 
initials (logo), 169 
ink traps, 462 
ink weight, 545 
inkjet printing, 569–70 
inks see printing inks 
inline finishing, 567 
intaglio printing process, 579 
integrated marketing, 279–81 
intellectual property see copyright and intellectual  
  property 
interactive advertising, 283 
International Indigenous Design Charter, 70–2 
International (ISO) paper sizes, 413 
internationalisation and localisation, 79 
Internet, 237 
internships, 627 
interpreters, 81 
interviewing, video, 222–3 
intranets, 257–9 
inversion thinking, 123–4 
invoice books and raffle tickets, numbering for, 594 
invoice checklist, 180 
ISBNs and ISSNs, 318 
isotypes and pictograms, 57, 58, 449–50 
Ishihara colour vision test, 531 
italics, 354–60, 496–7 

J 
Japanese binding, 600 
Japanese Industrial Standard sizes, 414 
Japanese notions of space and objects, 391 
jargon and specialist terms, 352 
jigsaws, 309–10 
job, career, definition, 615 
job records, 645 
journals, 321–6 
 order of publication checklist, 323–4 
journey mapping, 22, 119 
just-in-time model, 96 
 in printing, 572–3 
justified text, 505–7 
justify, web design, 265 
juxtaposition, 41, 44 

K 
kaizen (brand improvement), 159 
kanban (visual identity), 152–3 
kawaii (Japanese styling), 32 
kerning, 461, 491–2 

key frames, 228 
kinetic type, 458 
Koran citation see Qu’ran citation 

L 
labelling, packaging, 303 
labels, stickers and seals, 188–9 
laid papers, 589 
laminates, 592 
landing pages, 243 
language alternatives, 80–81 
large print, 483 
laser cutting, 604 
laser grade papers, 588 
laser printing, 568–9 
LATCH mnemonic, 49 
lateral thinking, 121 
latex coating, 593 
launches, 142–3 
layer-cake pattern, screen reading, 396 
layering, 41, 44,  
layering, video, 227 
layout, 388–432 
 balance, 405–6 
 design dynamics checklist, 403 
 exercise, 408 
 eye flow across page, 393–7 
 image function in text, 397–8 
 invisible lines and shapes within page, 391–3 
 proximity and alignment, 402–5 
 simplicity, 398–401 
 spatial relationships, 397 
 traditional and modern, 427–31 
 unity, 401–5 
lead time, advertising, 278 
leadership skills, 632–4 
leading and linespacing, 487–90 
leaf, paper, 585 
learning and development programs, 211–12 
leave entitlements, 635–6 
legibility, 42, 485–6 
 see also readability 
legislation, conventions and treaties, editing, 359 
leitmotiv, 217 
lenticular printing, 576–7 
letterbox, video, 220 
letterforms see fonts and typefaces 
letterhead, corporate, 179–80 
letterpress printing, 578–9 
letters, advertising, 298–9 
letterspacing, 490–4 
LGBTQI people, 84 
liability, 613–14 
life cycle, product, 98, 100, 104 
lighting, video, 221–2 
line, layout element, 397 
line charts, 447–8 
line length and text width, 486–7 
lineheight, 262 
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lining numbers, 367 
links, web, 264 
liquid laminate, 592 
listings, advertising, 296 
lists, punctuating, 379–82 
lithography, 574–5 
local sourcing, 96 
localisation and internationalisation, 79 
lofting or loafing, animation, 231 
logotypes, logos, identifiers and icons, 57, 153, 156, 158,  
  169, 171, 174 
 approaches to designing, 164–7 
long shot, video, 226 
long and short design, 107 
lookalike fonts, 460 
lookup tables (LUTs), video, 220 
looped sounds, 215 
looping, animation, 233 
lorem ipsum, 397 
lpi (lines per inch), 561–3 

M 
machine proofs, 99 
machinima, 232 
magazine and display advertisements, 296–7 
magazines, 319, 321–6 
 order of publication checklist, 323–4 
magic moving pictures, 577 
map reading, 58–9 
margins, 415–16 
margins, web design, 265 
marketing see advertising and marketing design 
marketing metrics, 285 
marketing mix, 279 
mascots and promotional characters, 170–1 
mash-ups, 238 
massive open online courses (MOOC), 252 
matt and dull art paper, 587 
measurement systems, 415, 480–3 
mechanical spacing, 457, 491 
media agnostic, 282 
media queries, CSS, 267 
media releases, 182–3 
media selection, marketing, 276 
medium shot, video, 226 
meetings, 624 
memo sheets, agendas and minutes, corporate, 181–2 
mental health and wellbeing, 622 
mentors in design, 629 
menus, restaurant and events, 331–3 
messages, communication of, 43–6 
metadata, 251 
Metal FX inks, 550 
metaverse, 232 
metallic inks, 549–50 
metaphor, 59–62 
Microsoft design system checklist for permanent and  
  temporary disability, 83 
mid-tone colour, 533 

mind mapping, 121 
minimum lovable product, 118 
minimum viable product, 117 
mobile devices, 240–4 
 screen size measurement, 242 
mocap (motion capture), 231 
mock-up sites, 133 
modals or modal windows, 239 
modern layout, 429–30 
modernism and post-modernism, 25–6, 79, 427 
modularity, 95 
modular font sizing, 482–3 
modular grid design, 410, 517 
monochromatic colours, 530 
monograms, 170 
mood boards, 22–3 
MOOCs, 252 
moral rights, 646 
morphing, video, 227 
motion path, 229, 266 
multicultural audiences, 69–81 
 and form design, 192 
 and use of colour, 57 
 see also diversity and inclusion; First Nations cultures 
multidimensionality, 44 
multilevel embossing see sculptural embossing 
multilingual text, 80–81 
multimedia, 7, 41, 133, 210–13, 453 
 content development, 39–41 
 graphics, 212–13 
 instructional, 211–12 
 tests and quizzes, 212 
multisensory experiences, 13–15, 90–1, 92–3 
multivariate testing, 132 
MVP, MLP, 117–118 

N 
names 
 legal and preferred, 84–5 
 non-gender-specific, 20 
nanography, 570 
native advertising, 282 
Natural Colour System, 547 
navigation elements, 523, 524 
negotiation, 645 
nested tags and nested lists, HTML, 262 
newsletters, ebooks and ezines, 89, 268–9, 321–6 
 order of publication checklist, 323–4 
newsprint grade paper, 588 
non-disclosure agreements (NDA), 613 
non-lining numbers, 367 
nostalgia, 32–3 
nouns and verbs, illustrating, 49 
nudging in design, 68 
numbers 
 illustrating, 49 

spacing of, 369 
 styles for, 367–70 
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O 
office binding, 598–600 
offset papers, 588 
offset lithography, 574–5 
oil-resistant varnish, 592 
older audiences, 87 
omnichannel media, 282 
on-demand printing, 572–3 
online video, 220 
onscreen presentations, 138–9 
onscreen reading patterns, 396–7 
on-shelf advertising, 304 
opacity, paper, 585 
optical centre, 406 
optical correction, font design, 462 
optical spacing, 490 
order forms, 298, 330 
 see also forms 
orders of service, 335–6 
organisation charts and tree diagrams, 451–2 
ornamentation see decoration and ornamentation 
orphans, 417 
output resolution, 561–3 
overlay AR, 271 
overs, 567 
over-styling, 47 
overprint templates, 180–1 
oxibiodegradable laminates, 592 

P 
pace, use of, in design, 424–7 
packaging design, 301–6 
 checklist, 302–3 
 food, 305 
 labelling, 303–4 
 special edition packs, 305–6 
 transport and logistics considerations, 303 
 use of colour, 302 
packaging, environmental effects of, 99–100 
padding, web design, 265 
page, paper, definition, 585 
page depth, 417–18 
page measurements, 415–18 
page numbers see folios and running heads 
page proofs, 556 
page rates, 609 
pamphlets, brochures and catalogues, 297–8, 326–30 
 catalogue checklist, 329 
 folding, 558–9 
 folding styles, 327 
 sizes, 326, 328 
panning, video, 226 
Panofsky method, 132 
Pantone colour system, 539 
 onscreen appearance, 551–2 
paper and stationery, 583–90 
 appeal, 90–92 
 art or coated, 586–7 
 cost, 586 

 effects of colour on, 539, 543, 548, 551–2, 557 
 gloss art or calendered, 587 
 handmade, 588–9 
 laid, wove and watermarked, 589 
 matt and dull, 587 
 recycled, 589–90 
 selection, 90–92, 585 
 sizes, international, 413–15 
 specification, 585–90 
 swatch books, 583 
 uncoated and specialty, 587–8 
paper creep, 594 
paperback, binding, 595 
paragraph numbering in reports, 314–16 
paragraph styling, 507–9 
 block, 508 
 indented, 507 
partitive colour system, 529 
pastel colours, 550 
pattern, 421, 425 
pattern library, corporate identity, 175 
PDF see Portable Document Format 
people skills, 618 
percentages, 367 
perfect bound and burst-bound binding, 595 
perforation see die-cutting, scoring and perforation 
periodicals, 321–6 
permissions, 439–41 
personal names, capitalisation, 353 
personal taste, 18, 34–5 
personalisation, 90 
personalised mailings, 299–301 
personalised output, 267 
personas, creation of, 20–1 
persuasion, principles of, 17 
PERT diagrams, 452 
phantom brands, 157 
photocopying, 568–9 
photographs, 434–6 
 clearances and credit lines, 440–1 
 published historical, 441 
 sources and copyright, 439–41 
 see also copyright and intellectual property; images  
  and imagery 
pi fonts see fonts and typefaces 
picking, 582 
pictograms, 58 

see also isotypes and pictograms 
picture fonts, 474–6 
pie charts, 448–9 
piggyback marketing, 291–2 
pillar box, video, 220 
pinholes, 582 
place names, capitalisation, 353 
plain language, 53–4, 348–51 
planographic printing process, 574 
plastic comb and plastic strip binding, 598–600 
plastics and polystyrene, avoiding use of, 98 
platen press, 579 
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PLC (printed laminate cover), 596 
plussing, 141 
podcasts and vodcasts, 252 
point size of type, 480–1 
polycount, animation, 230 
pop-up experiences, 12 
pop-ups in printed materials, 298, 337, 593, 604 
Portable Document Format (PDF), 313 
 workflow for publishing, 554 
portfolios, 616–17 
 assessment of, 607–8 
postcards, 290 
posters and banners, 38, 204, 286–92 
 event posters checklist, 287 
 poster sizes, 414 
 scientific and academic, 288–9 
post-and-eye binding, 600 
post-consumer waste, 590 
post-industrial or pre-consumer waste, 590 
prepress see flight-checking and prepress 
preprinting, 566 
Prepublication Data Service, 318 
presentation boards, 22–3 
presentation meetings, strategies for, 134–9 
presentation packs, 341–2 
presentation skills, 136–7 
press checks, 563–4 
press releases, 182 
pricing strategies, 641–3 
primary colours, 528, I 
primary sources, research, 118 
printed materials, 89–93 
printing, 536–7, 565–82 
 3D, 4, 571 
 checklist, 567 
 collotype, 576 
 digital, 568–73 
 engraving, 580 
 flexography, 581 
 gravure, 579–80 
 imperfections, 581–2 
 imposition, 559–60 
 inkjet, 569–70 
 lenticular, 576–7 
 letterpress, 578–9 
 lithography, 574–5 
 photocopying and xerography, 568–9 
 risograph, 573–4 
 screen, 580–1 
 terminology, 566–7 
 under-colour removal, 546, III 
 waterless, 575 
 web offset, 575 
 see also colour systems 
printing inks, 543–4 
 costs, 544 
 environmental impact of, 99 
 ink weight, 545 
 Pantone, 548–9 

 proprietary colour systems, 547–51 
 specialty, 550–1 
 for waterless printing, 575 
PRISM, 255 
pro bono or voluntary work, 628 
processes and procedures, designing, 49, 106–47 
product playbook, 117–18 
production phase in design process, 108–9 
 management of, 142 
productivity and employability, 618–20 
programs, 333–5 
 checklist, 334–5 
project management, 11 
proof checking, 142, 555–6, 563–4  
proofreading, 345, 347, 432, 556 
proper nouns, 352 
proposals 
 checklist for, 341–2 
 development of, 112–13 
prototyping, 132–4 
proximity and separation, 426 
 in graphics, 443 
proximity marketing, 283 
psychographics, 19 
public domain, 440 
public relations, 273 
publication, parts of 
 books, reports and annual reports, 318–19 
 journals, magazines and newsletters, 323–4 
publications, corporate, 176 
 see also books, reports and annual reports 
publicity, 273 
pull-quotes, 40, 425 
pulp, paper, 584 
punctuation, 361–4, 372–8, 501–3 
 detailing of, 501–3 
PUR binding, 595 

Q 
QR codes, 271–2 
quadratones, 546 
qualitative and quantitative feedback, 118 
quality assurance, 346 
question styles, forms, 191 
quote marks, 375–6 
quotes (illustrating), 49 
quoting and estimates, 643 
Qu’ran citation, 378 
QWERTY, 457 

R 
radial type layout, 517–18 
radio buttons, 193 
raised capitals, 500 
RAL Classic colour system, 547 
random type layout, 517–18 

see also free-form text 
raster images, 542 
rates, designer, 609–11, 639–45 
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rationales, 139 
reach, advertising, 276, 283 
readability, 42, 192, 345–51, 485–6 
 onscreen reading, 396–7 
readers see audiences 
reading direction, 78 
reading distance, 460 
reading speed and estimated reading time, 351 
reading styles, processes and patterns, 36–8, 78 
ream, 585 
recency, marketing, 283 
recommended retail price, 318 
recto, paper, 585 
recycling, waste and composting, 95–8 
 paper, 589–90 
referencing systems see footnotes, references and  
  bibliographies 
referral, marketing, 285 
registration marks, printing, 558–9 
relief printing process, 578 
renewable energy, 102 
repetition, 421 
reports see books, reports and annual reports 
research and preparation, 116–19 
 primary and secondary sources, 118 
 visual, 119 
resolution see output resolution 
respectful design, 69 
response area, forms, 193 
 handwriting, 194–195 
responsible design, 101 
responsive design, 268 
retention, marketing, 285 
retro web, 541 
reverse, web design, 265 
reverse shot, video, 226 
reversed type, 495 
reverses, 534–5 
RFP, RFQ and RFT, 112 
RGB colour, 539–42 
rich media, 282 
ring binding, 596–8 
risograph printing, 573–4 
rivers, text, 505 
roadblock ads, 283 
roll folding, 327, 328 
Roman numerals, 370 
rosette, colour, 544, I 
rotary printing press, 574, 579 
row, web design, 265 
RSS feeds, 252 
rule of thirds, 412, 437 
rules see borders and rules 
running heads see folios and running heads 
rush work, 566 

S 
saccades, 36 
sacred texts, citing, 378–9 

saddle, side stitching and stapling, 594 
sandwiching, video, 227 
sans serif typefaces, 470–2, 478 
saturation, colour, 530 
scale relationships, 45, 419–20, 432 
scaling, 439 
scamper method, 121 
scheduling, 614 
scientific names, editing, 358–9 
scientific posters, 288 
scoping phase, 113–16 
scratches, 582 
screen angles, 544, I 
screen formats, 220 
screen printing, 580–1 
screen-based media, 206–72 
screen-readers, 86, 258 
screening, colour, 535, I 
screenless printing, 576 
script typefaces, 472–4 
sculptural embossing, 601 
secondary colours, 528, I 
secondary sources, research, 118 
section-sewn, binding, 595–6 
sections, printing, 560 
self-adhesive vinyl, 572 
semantic markup, HTML, 263 
semantic web, 252 
semicolons, 375 
semiotic theory, 3 
senses, involvement of see multisensory experiences 
sentence case, 354 
separation, 44 
sequence diagrams and timelines, 452 
sequential imagery, principles of, 225 
serif typefaces, 467–9, 472, 478 
SERP, 254 
service design, 12 
set solid linespacing, 487 
set-off, 582 
shade, colour, 529 
shapes, psychology of, 166 
sheet, paper, definition, 585 
sheet-fed offset, 574 
sheet laminate, 592 
shortened forms, 364–6 
side hustle see freelance projects 
side stitching, 594 
sign language, 87 
sign-off, client, 141–2 
signage and wayfinding, 176, 195–200 
 checklist, 196–7 
 at conferences and events, 202 
 external signage, 198–9 
 internal signage, 197–8 
signature marks, binding, 594 
signatures, forms, 194 
simplification, 125, 398–401 
site maps, 249 
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6 thinking hats, 121 
60-30-10 colour balance rule, 533 
skeleton screen, 255 
skew, 582 
skimming (reading), 36–7 
skinning, animation, 231 
skinning (personalised output), 267 
slab serif, 469 
slash/solidus/slant, 377–8 
slipcase, 596 
SMPTE bars, video, 228 
social diversity, 77 
social media, 4, 11, 80, 251–2 
soft cover, binding, 595 
soft proofing, 99 
software and hardware, 103 
sonic branding, 217–18 
sound see audio and sound 
sound effects, 213 
space-around, space-between and space-evenly, web  
  design, 265 
space, use of, 423–4, 425, 431 
spaces, fixed, punctuation and non-breaking, 377 
spam and anti-spam laws, 268, 285 
specialty and display typefaces, 474–6 
specific references, editing, 352 
spelling and dictionaries, 348 
spine titles and design, 321 
spiral binding, 598 
split-screen, 41, 227 
sponsor logo arrangements, 334–5 
spot colour, 528, 536 
spreading, 559 
squint test, 516 
stochastic screening, 535, I 
sub-edit (substantive edit), 345 
surprise, 45 
Sutra citation, 378 
staging diagrams, graphs and charts, 453 
stakeholder map, 114 
stapling, 594 
STAR moments, 134 
star ratings, 57–8 
start, web design, 265 
stationery and letters, 91, 175, 177–89 
stationery grade papers, 589 
stencil printing process, 580 
stereophonic and holophonic sound, 214–15 
stereotypes and archetypes, 19, 76 
sticky navigation in mobile devices, 242 
stings, sound, 217–18 
stipples, 535 
stochastic screening, 535, 544, I 
stock footage, 219 
storyboarding, 219, 224–8 
 terminology, 226–8 
storytelling, 38–9, 51 
streamed media, 4, 252 
strength, paper, 585 

striping, 582 
studio management, 630–47 
style edit, 345 
style files, 417 
style manuals, 115 
stylesheets, 524–6 
stylesheet, HTML, 262 
styling, 31–5 
 see also over-styling 
subtitles and closed captioning, 224 
surprise, element of, 45, 93 
sustainability, 94–104 
 environmental, 94 
 financial, 94 
 social, 94 
swash character, 516 
swatch books, paper, 583–4 
symbols and symbol systems, 56–9, 78, 153, 167–8, 174,  
  259–62 
 in animation, 233 
 fonts, 474–6 
symmetry and asymmetry, 405–6 
synaesthesia, 14, 527–8 
synonyms, 123 
synthesis and incubation, 119–20 
system fonts, 464 

T 
table layouts, 382–3 
 display setting, 509–10 
taboo subjects, 78 
tabs, 381 
tabular numbers and alignment, 367 
tactile qualities see multisensory experiences 
tags, HTML, 262 
Tarot decks, 308–9 
tatami mats, 406 
taxonomy, website, 251 
teams, working with, 632–4 
teaser copy, 319–20 
teaser mailing, 290 
television and film, 4, 206–10 
 graphics, 207–9 
 title design, 209–10 
 use of techniques, 41 
temperature, colour, 530 
terms and conditions of employment, 636–9 
terrain features in virtual reality, 270 
tertiary colours, 529, I 
test print, 564 
tests and quizzes, 212 
text analysis, 51–3, 459–60, 517 
text expansion factors, 81 
text preparation, 344–87 
texture, 418, 421 
texture mapping, animation, 231 
The Designers Accord, 97 
thermal binding, 600 
thermography, 603 
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thirds, rule of, 412 
thorns and spikes, font design, 462 
3D AR, 271 
3D printing, 571 
3D raised varnish, 592 
3-point lighting, 221 
thumb-driven design for mobile devices, 241–2 
thumbnails, 128 
tick boxes, 193–194 
tiles, web, 242 
timing curve, 229 
tinted varnish, 591 
tints, 529, 535, 549 
title case, 360 
title pages, 318 
titles, editing, 355–8 
tone, 418, 419–20, 431, 529, 533 
 in photographs, 436 
Torah citation, 378 
touchpoints, 15, 119, 281 
Toyo colour system, 547 
tracking, type, 492–3 
tracking, video, 227 
tracking research, 144 
trade shows see exhibitions, trade shows, events and  
  conferences 
traditional layouts, 427–8 
transactional printing, 567 
transcripts, 86 
transitional type layout, 517 
 see also free-form text 
translation into other languages, 80–1 
trapping, 559 
tree diagrams see organisation charts and tree diagrams 
trim marks, 558 
trimming see guillotining and trimming 
trimming and registration, 405, 558–9, 593 
triplex printing, 567 
tritones, 538, 546, II 
true-cost design, 97 
tweening, animation, 231 
24-hour clock, 369 
twig binding, 601 
2Ls cropping method, 437 
two-up, 566–7 
type see fonts and typefaces 
typeface, defined, 476–9 
typecolour, 420 
typewriter, 457 
typography, 42, 455–526 
 in infographics, 444 
 modern layouts, 430 
 newsletters, journals and magazines, 321–2 
 see also fonts and typefaces 
typos, 345 

U 
unboxing experiences, 304 
uncoated and specialty grade paper, 587 

under-colour removal, 546, III 
unicode, 368, 480 
uniforms, corporate, 176 
unjustified text, 504 
up-selling, 282 
upstream, advertising, 282 
user experience (UX), 5, 6–13 
users see audiences 
UV laminate, 592 

V 
value, colour, 529 
value-adding, 622 
value-based pricing, 641–2 
value of design, 144–7 
Vancouver referencing, 387 
variable data printing, 573 
 see also personalised mailings 
varnishes, 591–2 
vector images, 542 
vehicle signage, 199–200 
verbs (illustrating), 49 
verso, paper, 585 
verso, publishing, 318 
vertical centring, 406 
vertical type, 493–4 
video content, 219–24 
 aspect ratios and resolution, 223–4 
 subtitles and closed captioning, 224 
video literacy, 37 
video subtitles, 86 
video timing, 220 
viral advertising, 285 
virtual and augmented reality, 4, 269–72 
 comfortable viewing zone, 270 
visits and unique visits, marketing, 285 
visual briefs, 22 
visual conventions, 78–9 
visual design, 5 
visual identity see corporate identity and branding 
visual individualisation, 403–5 
visual literacy, 56–62 
visual processing, 42 
visual puns, 125–6 
voice user interface (VUI), 218–19 
voluntary work, 628 

W 
wabi sabi, 391 
warm colours, 530 
water activated varnishes, 591 
water-transfer printing, 577 
waterfall design, 107 
waterless printing, 575 
watermark papers, 589 
wayfinding see signage and wayfinding 
wearables, 238 
web offset printing, 575 
website referencing, 384 
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websites and apps, 7, 47, 60, 108, 172, 237–51, 453 
 accessibility requirements, 86 
 carbon footprint, 96, 100–4 
 carousel images, 238–9 
 content development, 39–41 
 design checklist, 249, 254–6 
 designing for, 244–8 
 factors for good websites, 240 
 information architecture, 248–51 
 metadata and taxonomy, 251 
 mock-ups using, 133–4 
 onscreen reading patterns, 396–7 
 user experience, 238–9 
 wearables, 238 
weddings, 13–14 

menus, 331 
order of service, 335–6 

wellbeing, 622 
white space, use of, 402, 423–4, 425, 505 
widows, 417 
wikis, 252 
WIMP interface, 59 
wipe, video, 227 
wireframe, animation, 230 
wireframes, 249, 250–1 
wiro-binding, 598 
with compliments slips, 184 
women, 83–4 
WOQE system of creative thinking, 122 
word association and random connections, 123–4 
word positioning and importance, 52–3 
word shape, 42 
work-and-turn or work-and-tumble, 567 
work experience and internships, 627 
work practices and preferences, 622–9 
working titles, 111 
World Wide Web, 237 
wove papers, 589 
writing styles and voice, 54–5 

X 
xerography, 568 
x-height of type, 480–1 

Z 
Z pattern, screen reading, 397 
zebra-striping, tables, 509–10 
zigzag binding, 601 
zoom in and zoom out, video, 226 
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