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Opening Hours
 Moulsecoomb
 9:00-20:00, Monday - Friday
 Vacation: 9:00-17:00, Monday - Thursday 9:00-16:30 Friday
 Grand Parade
 9:00-17:00, Monday - Thursday
 9:00 - 16:30 Friday
 Vacation: Closed
 Moulsecoomb | Ground Floor, Cockcroft Building Brighton, BN2 4GJ 01273 642789/642417
 Grand Parade | Media Centre, Grand Parade, Brighton, BN2 0JY 01273 643934
 STUDENT
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Students can save between 5% - 20% on all their printing services when using their unicard to pay for printing
 1) Double side artwork2) Keep font size small to reduce sheets of paper3)Change internet links to Mono4) Save as a Pdf5) Make Draft copies Mono not colour
 Top up your Unicard account at the till to save money
 https://unicardcentral.brighton.ac.uk
 Saving Money: Use your Uni-card
 Simple!
 Quick Saving Tips

Page 3
                        
                        

1. Unicard2. Paper diagram3. Introduction & Paper Sizes4. Bleed5. Margins 6. Saving Artwork7. Image Resolution8. Finishing & Bindings9. Thesis & Dissertation10. Top Tips
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Here at Reprographics we offer a variety of paper sizes.
 A0, A1, A2, A3, A4, etc. There’s a handy diagram opposite to give you an idea of how the sizes relate to each other.
 If you’re printing artwork right up to the edge of the page, i.e. a photo or colour poster, the artwork that you submit to us will need to be slightly larger than it’s finished size. This is known as adding “bleed”, we go into more detail on that on the next page.
 At Moulscoomb we are also able to cut down artwork to specialist sizes, please check prior to printing.
 If you have a queries regarding other artwork specifications please ask.
 Paper Sizes
 A0 Artwork Size: 847mm x 1195mmFinished Size: 841mm x 1189mm
 A1Artwork Size: 847mm x 600mmFinished Size: 841mm x 594mm
 A2Artwork Size: 600mm x 426mmFinished Size: 594mm x 420mm
 A3Artwork Size: 426mm x 303mmFinished Size: 420mm x 297mm
 A4Artwork Size: 216mm x 303mmFinished Size: 210mm x297mm
 A5Artwork Size: 216mm x 154mmFinished Size: 210mm x 148mm
 A6Artwork Size: 111mm x 154mmFinished Size: 105mm x 148mm
 Below is a list of our most popular ‘A’ sizes of paper. “Artwork size” is how big your artwork file should be when it is submitted to us, including bleed (more on that later). “Finished size” is the actual size of the page that you’ll receive.
 POSTERS FLYERS / LEAFLETS
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If you’re printing something that you would like to fill the page right to the edge, you’ll need to add an extra 3mm to each of your artwork. This is known as bleed. This will be trimmed away during the finishing process and your artwork will end up the original size of your document borders.
 The reason for doing this is that it allows a tolerance for the very small movements in the paper during printing and guarantees that the image will fill the page to the edges perfectly.
 Any artwork that runs over will be
 trimmed off.
 Bleed - For full page artwork
 Example:
 Take Care
 The finished size of an A3 poster is 297mm x 420mm.
 If the poster design is full bleed (ie. the artwork fills the page to the edges) the artwork file should be supplied to us at a size of 303mm x 426mm.
 Once the bleed is trimmed, the final poster will be the A3 size (297mm x 420mm)
 3mm3mm
 3mm
 3mm
 3mm
 3mm
 Final Document Size
 Document size including bleed
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If you’re not printing something that is full bleed, you’ll need to make sure that none of your content falls within the “Margin” of the page. This is a 5mm border around the edges within your final document size.
 The safe area within this margin is the maximum area the printer can print onto a page. If any of your artwork falls outside of this safe area, it won’t be printed.
 Margin - For everything else
 Example
 Printer’s marks
 The finished size of an A4 page is 210mm x 297mm
 It helps us out if you include printer’s marks with your artwork. These marks tell us exactly where the artwork should be trimmed.
 Adding these is as simple as ticking the right box when you are saving your artwork as a PDF. There are a couple of screenshots on the next page to help with this and setting up bleed.
 5mm
 5mm
 5mm
 5mm
 5mm
 5mm
 5mm5m
 m
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If you’re saving a PDF from any Adobe software you’ll be presented with a dialogue box like this. Look for the “Marks and Bleeds” option in the list on the left, then make sure you have ticked the box labelled “All Printer’s Marks”.
 When setting up an Adobe document, you’ll have a bleed option in the opening dialogue box. Remember to add a 3mm bleed all the way round.
 We can accept Files in the following formats:
 Printer’s Marks
 Setting up Bleed
 Saving a PDF
 • PDF • JPEG• TIFF• PUBLISHER• WORD
 Artwork should be saved at 300dpi, flattened, and all text
 converted into paths. Important fonts are embedded
 in the PDF
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• We prefer to recieve your file in PDF format and therefore recommend this to all our staffand students. After creating your work in the software of your choice, the file should then beconverted into a PDF.
 • A PDF will generate a smaller file and, when used properly, embedded fonts will print correctlyfrom any computer.
 • All images should be saved at 300dpi and all colours should be save in CMYK.
 PDF
 Image Resolution
 Artwork with a low DPI will result in your printing being pixelated!
 • When saving your file you can select to include crop marks and bleed.
 • For magazines or booklets please supply the document as separate pages within one PDFand not spreads, you don’t need to impose your magazines/booklet either, our friendly staff can dothis all for you.
 Optimal print resolution is 300DPI
 Image resolution is measured in DPI (Dots per Inch)
 An image which is 300 dpi at A5 (flyer) size will drop to 150 dpi if you decide to fill an A4 page with it, so make sure the images you are using are of suitable quality for the size you want to print them.

Page 10
                        
                        

Finishing & Bindings
 Our large format machines can print onto media as wide as 914mm and as long as you like. Colours are vivid, images are vibrant and text is clean and clear.
 Our small format machines can print onto media up to SRA3 in size.
 Small Format Print Large Format Print
 We can produce A5/A6 single or double-sided postcards, we would recommend printing these on a high quality 250gsm/300gsm stock.
 Postcards
 A5/A6 single or double sided flyers and leaflets, available in full colour or black and white recommended on 100gsm or 160gsm.
 Leaflets & Flyers
 We can produce SRA3, A3 and A4 full colour or black and white posters on quality 100gsm/160gsm/300gsm stock.
 Posters
 Posters
 As standard we print posters on our premium 100gsm or 160gsm stock in sizes A2/A1/A0. If you require other stocks, please refer to our photo quality prints.
 Photo / Art Prints
 We can print on a wide variety of stocks on our photo quality printer to give your posters that extra special look. Stocks include gloss, matt and satin.
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Binding
 Thesis & DissertationDissertationsUniversity of Brighton student dissertations will be bound with unbind (a clear front & back cover with metal spine).
 Soft bound ThesisSoft bound Thesis will be bound together with a navy fast back strip and will include a blue front and back card cover. We can usually print and bind a soft bound thesis on the same day. (Please check this is ok with the printer beforehand)
 Hard bound Thesis:Hard bound Thesis are bound together using Hard Navy blue covers, gold lettering and metal spine.Each Thesis will contain no more than 270 sheets, if you exceed this count the Thesis will be split into seperate volumes. (Please inc volume pages if they are required)Please note that a minimum of five to ten working days is required to bind a hardback thesis and can at peak periods take up to two weeks.
 More information regarding Thesis binding requirements can be obtained by emailing us at [email protected]
 Single & Dual Staples
 A single staple positioned at the top left of the page or a double staple down the left hand of the page.
 Uni-bind
 Clear plastic front and back covers with a metal spine in the University of Brighton blue colour.A4 size only with a page range from 10-340 pages.
 Fabric strip, heat bound on an A4 long edge or A3 short edge. We can offer these in a range of colours.Max 370 pages including front and back card covers.
 Fastback
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Think about your artwork size and the finished artwork size.
 Convert your Artwork to a PDF if possible.
 Remember to include Bleed and Trim marks if you are wanting an edge-to-edge result. Files should be supplied with a 3mm bleed. (You can add this simply by selecting ‘Printers marks’
 Use the right resolution for your artwork. Remember the lower the resolution the more pixelated your artwork will be.
 Your file should be saved as CMYK and not RGB
 Artwork should be at least 5mm from the edge of the page: this is regarded as our ‘Safe Area’
 Black Text is a 100% black and not a mix of CMYK
 Multiple page PDF should consist of single pages, running from the front cover to the back cover, including blank pages if needed.
 (There is no need to create a booklet, we can do that for you here)
 Do not leave it to the last minute to get work printed, Hand-ins can get very busy
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