
product guide

We have something 
for everyone.



Products and services in this catalogue are indicative of the products and services  
available from Kwik Kopy. Contact your local Kwik Kopy Centre to confirm availability.



Kwik Kopy can print everything 
you need to run your business.  
But these days our expertise 
doesn’t stop at printing. We’ll  
help you put your mark on 
everything  – from merchandise  
to websites – quickly and  
cost-effectively. With a huge 
range of options for turning your 
initial idea into a final result, we 
truly have something for everyone.

www.kwikkopy.com.au

Design ideas.  
Print innovation.  

Online communications. 
Expert advice.

We have something  
for everyone.
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“Kwik Kopy talked us through the whole design process: from 
choosing imagery, deciding on the message to developing 
the final look for our brand. They provided us with timelines, 
breaking the job down into manageable chunks so we felt in 
control at every step.”
John Gayleard, Director, Hanging Tree Wines

graphic design
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communications that work
You want great results for 
your business. That means 
communicating as effectively as 
possible who you are, what you 
do and what sets you apart from 
your competitors.

Design changes the way  
people think and feel about  
your business. 

Great design helps to: 

•	 Grab attention

•	 Evoke an emotional response

•	 Differentiate you from the 
competition

•	 Win you business

Let Kwik Kopy help you create the 
designs that will attract customers 
and grow your business. Our 
designers have worked with a 
vast range of clients creating 
marketing communications  
that work.

great designs gets  
talked about
Make sure your business is 
remembered and gets talked 
about. Great design will:

•	 Tell the story of your business

•	 Set you apart from your 
competitors

•	 Create a buzz that gets  
people talking

•	 Drive customer 
recommendations

Effective communication 
begins with strong, clear 
design. To boost your 
project’s value from the 
beginning you need a great 
design that will inform, 
persuade, and excite. 
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design

how we work
Our Kwik Kopy designer will work 
with you to think through every 
design detail to reinforce your 
unique selling points and produce 
a top-quality printed piece to grab 
your audience’s attention and get 
you results. 

•	 Brochures

•	 Postcards

•	 Direct mail

•	 Catalogues

•	 Corporate identity & collateral

•	 Folders

•	 Business cards

…and much more.

Kwik Kopy can enhance your 
online presence too. Ask our 
design team to set you up  
with a full suite of electronic 
branding, including:

•	 Website design

•	 Website banner ads

•	 Email direct mail

•	 Email signatures

graphic design

4

Follow our  
Briefing Checklist  

on page 32 and be  
100% prepared when 

briefing your next  
project to us.
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the design process

Tell us what you need and 
we can work with you 
to hone your thoughts 
into a working brief that 
ensures we’re all on the 
same page.

This is where we take  
the brief and come up 
with the ideas for you to 
choose from.

Once you’ve chosen a 
concept, we turn it into 
the pieces you need.

As the pieces come 
together, we’ll talk with 
you to ensure we’re 
on brief and get your 
approval at each  
draft stage. 

Voila! A quality finished 
product that looks 
the business and most 
importantly, gets you 
great results.

Brief and 
consultation

Concept 
creation

Design 
development

Feedback 
& proofing

Design 
delivery



6

Business printing

“We use Kwik Kopy for all our business printing. 
They’re reliable, always on time and their 
professional services give us the turnaround we 
need with consistent quality. Even when we’ve 
had something come in at the last minute and 
needed our job printed in record time, Kwik Kopy’s 
been there for us.” 
Nathan Richman, Director, Vinyl Productions
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Business essentials
Every aspect of your business 
correspondence shapes the way 
your existing and prospective 
customers perceive your company. 
Whether it be emblazoned on a 
business card, stamped across an 
invoice or with compliments slip, 
your company’s logo and services 
are something that will remain 
long after you’ve left the room. 

To do justice to all your hard 
work, Kwik Kopy can help you lift 
and coordinate the presentation 
of your company’s image with 
an extensive range of business 
stationery including business 
cards, letterheads, envelopes,  
with compliments slips and  
rubber stamps.

choosing the right paper
Carbon-neutral? Laser 
compatible? Watermarked? 
Economically priced? Whatever 
the mix of features important to 
you, Kwik Kopy has a huge range 
of papers and cards to choose 
from. Create the look you want 
with the performance you need. 

If it’s got your logo on it,  
it’s promoting your 
business. Let Kwik Kopy 
lift the presentation of the 
items you send out every 
day making them work 
harder for you.

SPECIALTY wATErmArk ENVIrO

BUSINESS CArDS 
Possibly the most important 
piece in the stationery set.

LETTErhEADS 
The absolute must-have for 
professional communication.

FOLLOwErS 
For documents longer than one 
page. Typically branded with just 
a logo — no address.

ENVELOPES 
Don’t get lost in the mail. 
Branded envelopes in all sizes 
help announce your business.

wITh COmPLImENTS SLIP 
Ideal for quick written 
correspondence.

NOTE PADS 
Great for jotting down ideas at 
meetings. Even better for giving 
to your clients and prospects as a 
useful promotional gift.
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Business printing

Business cards
Your business card is one of your best networking tools. It should 
showcase your company’s personality, integrity and quality, providing 
your clients and prospective clients with an effortless way to contact 
you and use your services.

Used effectively, a business card can be  
one of your hardest working marketing 
tools. Kwik Kopy’s designers can tailor a 
card to meet your needs. Let us help 
you create a look, shape and finish 
matched to your budget ensuring 
you and your company remain top 
of mind.

training and conference needs
From name badges to take-home packs, we’re well equipped to deliver 
quality results every time over a wide range of information and 
communication materials. Forget about hunting for lost files; when you 
electronically archive your artwork files at Kwik Kopy, it’s easy to update 
for your next event.

•	 Note pads

•	 Place cards

•	 Name badges

•	 Laminating

•	 Wall charts

•	 Attendee packs

•	 Course materials

To make your card  
really stand out from the 
crowd, see page 30 for 

Special Finishes.

Struggling to find your 
conference theme? Our 

design team has experience 
researching and developing 
ideas. Feel free to ask for 
their suggestions when 
you’re in the planning 

phase.
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Manuals 
Kwik Kopy provide manuals that survive the test of time, using suitable 
binding finishes, thick tabbed dividers and laminating for durability. 
Whether you require one or 100, we can print the number you need — 
personalised and updated as needed.

•	 Folders

•	 Cover sheets

•	 Colour inserts

•	 Tabs

•	 Printed spines

•	 Binding of all kinds

•	 Personalisation

reports 
Reports can present information simply, or they can sell an idea, make a 
point, or clarify a concept. We can produce reports from simple booklets 
to impressive folders:

•	 In record time

•	 In confidence

Your confidential documentation can  
be trusted with Kwik Kopy.

To see examples of  
different Binding Techniques,  

see page 27.

kwik kopy can also  
help ensure your manuals  

last the distance with 
laminating for durability.
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investor communications
From annual reports to market updates, we’re here to help.  
We offer a full service:

•	 Designing annual reports which provide a clear and dynamic layout

•	 Converting annual reports into electronic eBooks for online  
publishing and distribution

•	 Advice on paper stocks and their environmental credentials

•	 Binding, collating and mailing advice

•	 Fast, reliable, consistent turnaround

Business forms
Good forms are an important asset for your business, and approaching 
their design systematically can help your business function better. 
Effective forms have an intuitive layout, making them easier for users 
to complete quickly and correctly. Creating an inviting and business-like 
impression enhances your image and your repeat business. Kwik Kopy 
can help you get all your forms in order.

Continuous forms

Numbered, preprinted, branded continuous stationery makes record 
keeping easy.

Carbonless forms

Easy to use, long-lasting forms — that communicate clearly — are an 
essential part of running your business.

Purchase order books

Put together a purchase order book tailored to suit your specific needs. 
Choose from perforated sheets, consecutive numbering, duplicate or 
triplicate pages and more.

Business printing

INVESTOr  rEPOrTS BUSINESS FOrmS
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affordable colour printing
Full-colour flyers and brochures attract attention and signify quality.  
Using onsite digital and offset technology, Kwik Kopy makes colour 
printing more affordable — no matter how many copies you require.

Research shows that by using colour in your printed communications 
you can create maximum impact, increasing recall and response. You 
can even use colour to create a mood. From the soothing tones of blue 
to the bright confidence of yellow, our design and print specialists can 
help you use colour to really bring your message to life across all your 
brochures, reports and advertising material.  

digital printing

•	 High quality
•	 Cost effective for short runs
•	 Fast turnaround
•	 Personalised printing

offset printing

•	 High quality
•	 Cost effective for longer runs
•	 Consistent PMS colours available
•	 Good for heavier stocks

outsource your copying and experience the benefits

Copying is one of our core strengths. By letting us manage your copying, 
you instantly avoid:

higher costs 

•  Lease costs  •  Click charges per copy  •  Paper  •  Labour  •  Wastage  
•  Toner  •  Copier consumables  •  Overtime  •  Administration

inconvenience

•  Print queues  •  Breakdowns  •  Paper jams  •  Poor image quality  
•  Slow copier speeds  •   Labour-intensive collation and finishing

poor time management

Free your self and your staff up to concentrate on activities that will help 
grow your business.

It’s not just about Kwik Kopy’s ability to handle volume and the  
speed of its copying, it’s the quality too. Our professional machines  
are designed to achieve better quality reproduction.
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designLarge ForMat

“We had a variety of marketing collateral we 
needed done quickly to meet the launch of an 
internal mentoring program. There were brochures, 
posters and banners we wanted printed at different 
sizes using differing materials. Kwik Kopy had the 
solutions to meet our marketing needs and create 
the impact we wanted.” 
Demi Gill, Leadership Development Administrator, Bankwest
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Large format printing
When you’re looking for the  
WOW factor, you can’t go  
past larger-than-life poster 
printing options. 

Well-designed posters and 
banners are people interest 
magnets. At exhibitions, special 
events — even in the office —  
Kwik Kopy’s large format printing 
options are sure to draw all eyes 
to your promotion. Whether 
you’re looking to create stunning 
pull-up banners for a trade show, 
or needing to print detailed 
architectural plans, we’re ready 
to help with your large format 
printing.

signage
Whether you sell yoga lessons, 
cars or gourmet food, people  
need to know who you are,  
where you are and what you  
can offer. Well-designed signage 
announces your company to 
potential customers, inviting  
them to utilise your services. 
Using eye-catching full-colour, 
Kwik Kopy can design and print  
a range of large format signage  
to maximise your exposure.

•	 Light boxes

•	 Reception signage

•	 Banners and posters

•	 Vehicle graphics

•	 A-frames

•	 Window graphics

•	 Event signage

•	 Posters

Whether large or small, 
one copy or 100,000, on 
material, paper or even 
vinyl — Kwik Kopy has the 
solution for turning your 
print work around quickly 
and immaculately.
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Large ForMat

pull-up banners
Take your show on the road with eye-catching pull-up banners,   
pop-up banners, retractable banners and exhibition stands.

plan printing
For crystal clear plans, Kwik Kopy’s large format printing is hard to beat. 
We offer high-precision printing of detailed plans, delivering accurate, 
professional results for those that require nothing but the best.

canvas printing
As an alternative to poster printing, why not try something different and 
have your company logo or product image stretched across a canvas. 

•	 Any size canvas
•	 Photo prints
•	 Mounting and framing

PULL-UP BANNErS PLAN PrINTINg

CANVAS PrINTINg



POSTEr PrINTINg 

when you’re looking for the  
wOw factor, you can’t go past  

larger-than-life poster printing options. 
kwik kopy can trim paper to  

any size you require. 

See page 26 for popular paper 
sizes and printing formats.

15
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designdesign

“We needed some fresh concepts developed  
for a conference we were handling. Kwik Kopy 
was able to offer us the marketing solutions we 
wanted, from designing ideas for the approach  
to recommending stocks for printing. They  
coordinated the whole process and delivered  
it on time and within budget.”
Marlene Glenister, Director, Conference Creators

Marketing services



17www.kwikkopy.com.au

promotions made easy
Getting an effective marketing 
message out that doesn’t blow a 
hole in the budget can be difficult.

Because Kwik Kopy understands 
your business needs, we’ve come 
up with a range of solutions. 
Design templates can be tailored 
to suit your brand, offering 
you a way to market your 
message and get exposure for 
your event, service or product 

without spending big dollars 
on advertising. It’s not about 
reinventing the wheel; it’s about 
applying your message in a format 
that works.

And when you need something 
even more special, let our 
designers create whatever you 
need for that specific purpose, 
event or gift.

•	 Postcards

•	 Flyers

•	 Point of sale items

•	 Wall calendars

•	 Desk calendars

•	 CD and DVD covers

•	 Post-it notes

•	 Note pads

•	 Desk pads

•	 Pull up banners

•	 PowerPoint presentations

From corporate gifts, 
personalised calendars and 
branded bags to mouse mats 
and magnets, Kwik Kopy  
can help you leave your 
customers with a useful 
reminder of your special 
products and services.
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designdesign

18

designMarketing services

COrPOrATE gIFTS  
& CALENDArS

AFL & NrL  
FIXTUrE CArDS

 
all sizes, all shapes

From corporate promotional gifts, 
personalised calendars and branded bags to mouse 

mats and magnets, leave your customers with a useful 
reminder of your special products and services with 

Kwik Kopy’s help. Because we can print on a vast range of 
shapes and materials, you really do have the freedom to think 

outside the square for your next promotion. 

•  Adhesive labels  •  Calendars  •  CD and DVD burning, 
labelling and packaging  •  Desk pads  •  Magnets  

•  Mugs •  Mouse mats  •  Promotional bags   
•  Pens  •  Rulers  •  Swing tags  •  Stickers  

•  Umbrellas  •  Wine labels   
•  Wine boxes
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NOTE PADS wINE BOXES, BAgS  
AND CUSTOm BOXES

POINT OF SALE 
COLLATErAL 
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direct MaiL

“The strength of Red Cross to do its work relies on the 
wonderful generosity of Australians and Australian 
businesses. Kwik Kopy’s Red Flame design competition 
offered both our businesses a unique opportunity. We were 
able to provide the design competition with a focus to 
design a direct marketing campaign that would cut through 
the market place and win us support from business.”
James Rodger, Senior Account Manager, Business Partnership, Australian Red Cross
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complete mailing services
We’re your one-stop mail shop. 
We design. We produce. We can 
also arrange distribution and 
mailing too. Using your existing 
data, or clean high-quality lists 
sourced to your specifications, we 
can print and address envelopes, 
mail merge your printed product 
and prepare for postage.

•	 Direct mail design
•	 Database services
•	 Variable data printing
•	 Barcoding
•	 eMarketing and online solutions

get the personal touch
Customers appreciate feeling 
valued. Kwik Kopy’s direct mail 
service provides a convenient 
solution that will keep both you 
and your customers happy. We 
design one document and using 
variable data printing, which 
allows text and graphics within 
the document to be customised 
according to your customer 
database, we produce unique 
messages for each individual, 
inspiring them to act — and 
adding to your bottom line.

impact mail
Kwik Kopy also works with 
Australia Post to create  
high-impact mailings that  
meet postal guidelines. Find  
out how the power of print —  
with die cuts, special folds and 
unusual materials — can give  
your message the cut-through  
it deserves in the marketplace.

save with email
Electronic direct mail — eDirect 
Mail, or eDM — is a fast and 
inexpensive alternative to 
conventional direct mail. Kwik 
Kopy has the resources to 
design and distribute your next 
campaign. Bring your own 
mailing list — or arrange for us to 
purchase one for you — and watch 
the results roll in!
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“Kwik Kopy’s Zenith Web2Print helped us 
streamline what was a very inefficient, 
cumbersome print ordering process. It’s an easy 
to use, flexible communications management tool 
that gives us back control and saves time.”
Andrew Paterson, National Marketing Manager, Family Day Care Australia

WeB2print
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ordering your print online 
has never been easier
Zenith Web2Print gives you 
the convenience and control of 
updating and ordering all your 
printed materials and branded 
assets as you need them and 
when you need them. Designed 
to make your day job much easier, 
Zenith Web2Print offers you the 
convenience and total control  
over the updating and ordering 
of all your printed materials and 
branded assets. 

With Zenith Web2Print you can:

•	 Build a library of all your  
print assets

•	 Have one point of access for  
all of your team

•	 Save time on repeat orders, 
eliminating the risk of  
human error

•	 Order 24/7 when it suits you

•	 Have a system tailored to  
your requirements

Zenith Web2Print allows you to 
make changes instantly within 
your prescribed design and brand 
guidelines. Create print ready 
artwork easily and know your 
branded message stays consistent.

By simplifying and managing the 
ordering and artwork approval 
process with Zenith Web2Print,  
we can deliver your print order 
faster than ever for: 

•	 Posters

•	 POS materials

•	 Business stationery

•	 Forms

•	 Brochures

•	 Anything!

With Kwik Kopy’s Zenith 
Web2Print your business can 
stay in control of its brand. No 
more irregular formatting and 
logo variations. No more lengthy 
approval processes. Easy to use 
with quick turnaround time.
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resourcesWeB2print

Kwik Kopy Zenith 
Web2Print interface helps 
you manage your print 
needs by standardising 
your print catalogue, 
simplifying your ordering 
and delivery process.

identifying why  
Zenith Web2print works
Cards, stationery, training 
manuals, with compliments slips, 
labels, large format items, do you 
understand all your print needs? 
Let Kwik Kopy take the hard work 
out of identifying every single 
print item. Kwik Kopy will do a 
comprehensive audit and put 
together a tailor-made  
catalogue to suit your individual 
corporate needs. 

With all your precious print 
material online, Kwik Kopy will 
create usernames and passwords  
and provide simple instructions 
for users. They can then get on 
with what they do best — their 
jobs — and leave the printing to 
Kwik Kopy. 

Kwik Kopy will ensure the site  
runs perfectly and provide the 
training so everyone is an expert 
in ordering, managing and using 
Zenith Web2Print. As for tracking 
order histories, being able to 
identify popular catalogue  
items and provide full reports  
by cost centre, Zenith Web2Print  
is your answer.

order through  
www.kwikkopy.com.au 
As well as being packed with 
useful information about all things 
print, our website allows you to 
request a quote and upload a file 
for print in just a few clicks. Logon 
and experience how easy it is.
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resources

Like to know more?  
Kwik Kopy gives you more 

tips and techniques for 
getting the most out of 

your print work.
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resources

choosing ForMats

Why settle for standard when you can have 
special? Explore the alternatives for these 
common formats.

The thickness of paper (or weight) is measured in grams per square 
metre (gsm). Because an A0 sheet is exactly a metre squared, an 80gsm 
sheet would weigh 80 grams. An 80gsm A4 page would weight exactly 
one-sixteenth of this: 5 grams.

•	 80–120gsm: letterhead weights

•	 120–200gsm: text pages of brochures and reports

•	 200–300gsm: covers and folders

•	 300–350gsm: business cards

sizes and weights
A0 841 mm × 1189 mm
A1  594 mm × 841 mm
A2  420 mm × 594 mm
A3  297 mm × 420 mm
A4  210 mm × 297 mm
A5  148 mm × 210 mm
A6 105 mm × 148 mm

Folding

cds & dvds

•	 Jewel cases
•	 CD printing
•	 Printed sleeves
•	 Card cases with disk tray
•	 Inserts
•	 Burning and duplication

 

Half-fold Tri-fold
(3-panel)

Z-fold 
(3-panel)

Accordian fold 
(4-panel)

Double  
parallel fold

Roll foldDouble  
gate fold

Gate fold 
(3-panel)

Quarter fold (French fold) Map fold

a1

a2

a4

a3

a5

a6

a0
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Folders

We have a wide selection of standard folder templates to choose from. Like 
something more special? We can produce a custom designed folder at a very 
competitive price.

CASE BINDINg COmB BINDINg PErFECT BINDINg SADDLE STITChINg LOOP STITChINg

SINgEr SEwINg SECTION SEwINg SCrEw AND POST 
BINDINg

rINg BINDINg wIrO-BINDINg 

 

Binding techniques

Glued pocket or self-locking single 
pocket folder, with and without a spine

Glued pocket or self-locking twin 
pocket folder, with and without a spine

envelopes 

•	 Plain face envelopes
•	 Window face envelopes
•	 Wallet envelopes

•	 Pocket envelopes
•	 Banker envelopes
•	 Standard sizes – DL, C4, C5, C6
•	 Custom-sized envelopes
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choosing paper

We translate the trade talk to help you 
navigate the world of paper.

coated paper

Paper which has been coated with 
a mix of substances to smooth its 
surface. Printing ink sits on the 
surface of coated papers rather 
than soaking in, often allowing 
for a slightly sharper image and 
faster drying time on a press. The 
coating can be applied in different 
ways to produce different finishes: 

•	 Gloss — the most reflective
•	 Matt — more subdued, with 

minimal glare
•	 Silk or satin — halfway between 

gloss and matt

often used for: brochures, 
magazines, business cards

uncoated paper

These papers have a more tactile, 
‘papery’ feel than coated papers. 
Images printed on uncoated paper 
will have a narrower tonal range 
compared to the result on coated 
papers (in other words, uncoated 
stocks will show slightly lighter 
blacks and slightly less saturated 
colours.) Uncoated papers also 
tend to be bulkier: an 84-page 
report printed on uncoated stock 
will be thicker than the same 
report printed on coated stock of 
the same weight.

often used for: stationery,  
reports, brochures, business 
cards, note pads

special textures  
and finishes

•	 Adhesive-backed paper

•	 Canvas textured

•	 Carbon paper

•	 Clear acetate

•	 Corflute

•	 Highly reflective cast-coated 
silver or gold papers

•	 Linen textured

•	 Metallic and pearlescent papers

•	 Parchment

•	 Tracing film

•	 Thick recycled boxboard

environmentally-sensitive 
papers

There is a range of ways to  
rate a paper’s green credentials.  
Some have more recycled content, 
while others conform to various 
eco standards. If you use an 
evironmentally-accredited paper, 
you’re entitled to publicise the  
fact by adding the appropriate  
set of accreditation logos to  
your artwork. 

We’re happy to advise which 
stocks offer the best green value 
at a price-point to suit you.

Find out more about different 
environmental stocks at  
www.kwikkopy.com.au
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cMYk

CMYK stands for Cyan, Magenta, 
Yellow and Black. This method 
splits each of these four basic 
colours into patterns of tiny dots, 
which are overlapped during 
printing to produce a wide 
spectrum of colours. This is why 
it’s also known as the “four colour 
process”. It’s the most commonly 
used system in both digital and 
traditional offset printing for 
projects that use many colours 
and photographic images.

rgB

RGB stands for red, green and 
blue. Screen displays such as 
computer monitors and televisions 
break colour down into different 
levels of red, green and blue light. 
Colours specified in this system, 
which is also used by Microsoft 
Word, PowerPoint and Publisher 
programs, must be converted to 
their CMYK equivalents before 
printing. 

pMs

PMS — or Pantone  
Matching System —  
is a precise method for  
specifying solid colours.  
In the same way that house 
paint is made by blending exact 
amounts of different colours, 
PMS colours are specially mixed 
before printing, which is why they 
also go by the name “specials” or 
“spot colours”. PMS colours allow 
areas of rich, solid colour to be 
printed more uniformly. Metallic 
and fluorescent inks can also be 
specified with the PMS system. 
Often a document will run both 
CMYK and a PMS special and be 
printed as a five-colour job. 

choosing coLour

It’s easy to get control over the colours you 
want to achieve when you understand the 
different techniques for printing colour.

Tip! 
Screen displays show sharp images at 72 dots-per-inch (dpi), but print 
production requires a greater resolution of 300dpi for the same result.  
An image which may display well on screen will look pixellated when printed 
at a similar size. Speak with your kwik kopy Account manager for best 
results. Supplying the largest image files you can is highly recommended. 
This usually means supplying the original, high resolution (hi-res) copy of a 
digital photo rather than its smaller, faster-to-view version.

Tip!  
Converting rgB colours to CmYk doesn’t always produce 

an expected colour match, because one is a colour created 
essentially from light and the other is created by ink on paper. 
To save yourself from unexpected colour variations, talk to 
your kwik kopy Account manager. Files for print should be 
set up using CmYk or PmS colours in a professional layout 

application such as Adobe InDesign.

image quality

Image quality is determined by the number of pixels that make up 
an image file. Generally, more pixels = larger image files = higher 
resolution = sharper results. 

Any graphic element with crisp edges, such as logos or lettering, 
should be supplied in an .eps. Supplying these in .jpg or .tiff 
format is risky, as they can pixellate when displayed at a large size.

300 dpi

72 dpi

www.kwikkopy.com.au
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mETALLIC INk
Fine particles of metal mixed 
with ink provide a lustrous 

metallic sheen.

FOILINg
A step-up from metallic inks, 

foiling stamps a thin layer  
of pure metal onto paper  

or card for a dazzling,  
highly-reflective finish.

rAISED TYPE 
Also known as thermography: 

a powder is applied to a 
freshly printed page and then 

heated to produce glossy, 
raised lettering.

hOLOgrAm
These special patterned  

foils are a popular  
anti-counterfeiting 

technique. 

EmBOSSINg
A metal stamp creates a 
three-dimensional raised 

image on the page.

DIE CUTTINg
A special knife — similar to 
an oversized ‘cookie-cutter’ 
— is used to cut the page in 

a custom shape. 

FLOCkINg
An adhesive area is coated 

with dust-like fibres to give a 
raised, velvet-like feel. 

DrILLINg
For binding documents  

in a ring binder or  
drilling holes for swing tags.

SPOT UV VArNISh
Clear varnish is printed over 
the top of other finishes and 

instantly dried with a UV 
lamp for an exceptionally 

glossy finish for small areas.

rOUNDED COrNErS
Square-cut corners are 
sanded off — a more 

economical alternative to  
die cutting.

choosing speciaL Finishes

To make your communication really stand  
out, try adding some of these special  
finishing techniques.
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suppLYing artWork For print 
Setting up a file for print on your own can be challenging, especially  
if you’re new to a process. Follow this checklist to ensure your job prints 
the way you want it to — and remember, that it’s always best to consult 
your Kwik Kopy Account Manager before starting a big job. It will save 
you valuable time later.

pre-flight checklist

		Has the job been spell checked?

		Has the job been proof read?

		Is the document colour mode set to CMYK, including all images?

		Is the document the correct size?

		Are all images high resolution (300dpi at their final size)?

		Crop marks and fold marks are included?

		All fonts are supplied, or have been converted to outlines?

		3-5mm bleed has been added?

		If used, PMS colours are correctly nominated?

		All images are embedded, or supplied as links for non-PDF files?

Ways to supply your artwork files 

•	 Send via email (up to 10MB)

•	 Upload through the Kwik Kopy website at www.kwikkopy.com.au

•	 Burn onto a CD or DVD 

•	 Load onto a USB stick

•	 Via Zenith Web2Print — see page 22 for more details

•	 Send large files through YouSendIt — www.yousendit.com

Bleed: professional designers add a little 
more area to any elements that reach the edge 
of the page. When the job is trimmed, these 
elements will successfully ‘bleed off’ rather 
than stopping abruptly at white.

crop marks (shown here in black) tell the printer 
where to trim the finished job down to its final size. 
Because of bleed, even common sizes such as A4 may 
be printed on A3 sized paper, then trimmed.

3mm BLEED

3m
m

 B
LEED

Please note that not all Kwik Kopy Centres can accept the file types listed above.
† Kwik Kopy Centres may accept these files but don’t recommend this format for printing.

FiLe ForMats 
We accept

QuarkXPress
Adobe FreeHand

CorelDRAW

Adobe InDesign
Adobe Illustrator
Adobe Photoshop
Microsoft Word†

Microsoft PowerPoint†

Microsoft Publisher†

PDF
EPS
TIFF
JPG
PSD
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You can download our  
Design Brief Template at 
www.kwikkopy.com.au 

 

	Business cards

	Letterheads

	Envelopes

	With compliments slips

	MS Word templates

	Email signature

	Fax headers

	Delivery dockets

	Note pads

	Corporate folders 

	Report covers

	Desk pads

	Labels

	Invoices

	Receipt books

	Price lists

	Purchase order books

	Job cards

	Post-it notes

	Memo pads

Business essentiaLs checkListpreparing Your design coMMunication BrieF 

use this checklist to ensure the design you get back meets  
the purpose you had in mind. 

		What’s the background to 
this project? Why is it being 
produced?

	Who is the target audience? 

		What’s your unique selling 
proposition? 

		Who are your key competitors 
and what do you offer that 
they don’t?

		What’s the business objective 
of the project? Increase sales? 
Increase brand awareness? 
Generate a particular 
response?

		Do you want to develop a new 
or existing design concept?

		Are there existing materials 
relevant to the design, such 
as brand guidelines, logos, 
typefaces?

		What elements are ‘non-
negotiable’ and need to be 
included in the design?

		Who will be writing the copy 
and sourcing the images —  
Kwik Kopy or you?

		Are there any particular 
production considerations that 
need to be taken into account 
— such as a maximum weight/
size, room for overprinting, 
fit with existing marketing 
collateral, paper stocks, 
formats, special printing 
finishes, etc?

		What is your production 
timetable and deadlines?

	Budget guidelines

	Your contact details

checkLists

Photocopy these checklists and keep them 
handy for preparing briefs and compiling a 
print order.



We’re so Much More  
than You think 

We’re here to help you communicate better: 
through clever design, through the best mix 
of print and online channels, and through 
professional face-to-face advice when you 
need it.

We’re happY to share

You’ll find all the answers you need about  
the latest (and most cost-effective)  
printing options just by visiting your  
nearest Kwik Kopy Printing Centre.

We’LL coMe to You

Our Account Managers can meet at your 
offices at a time that’s convenient for you to 
discuss your design, print and online needs.

We use the Latest technoLogY

Whether it’s digital or traditional print, online 
or paper, we’re across the latest developments 
in best practice. When it comes to the latest 
versions of the most common business 
programmes, we guarantee that we’ll be able  
to read your files and output them with ease.

We pick up and deLiver

You don’t need to lift a finger, we are happy  
to come to you and collect your artwork files 
and then deliver your job once completed. 

We’LL heLp You iMpress

We pride ourselves on the care we take to  
get the job right the first time, so you can 
always look your best in front of your clients, 
your staff and the wider public.

www.kwikkopy.com.au






