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PREFAGE

Presumably most of our readers already are acquainted with Teletype-
setter and the increasingly important role it is assuming in the graphic
arts industry. For those who are not, as well as for the many already in
the industry who are currently seeking to expand their capabilities, we
offer the following by way of introduction.

The Teletypesetter method of producing type is a semi-automatic
procedure for obtaining maximum results from linecasting machine
operation. It begins with the preparation of tape on a typewriter-like
machine known as the TELETYPESETTER PERFORATOR and ends
with the utilization of this tape in a TELETYPESETTER OPERATING
UNIT installed on an Intertype or Linotype linecasting machine — where
it operates the linecasting machine automatically at its geared output
level, turning out lines of type ready for use.

This modern composing room procedure has opened up a new and
rapidly expanding field for qualified touch system operators. In the
publishing plant the Perforator Operator has the “key” assignment of
translating copy into the tape which will control the entire sequence
of operations performed by the linecasting machine in turning out
the finished lines of type. It is a challenging task which demands both
speed and “know-how" — the ability to produce tape that does not require
“reruns” or manual corrections on the linecasting machine.

In order to become a good Teletypesetter Perforator Operator, it is
desirable that you acquire some knowledge of linecasting machine func-
tions as described in Part T of this manual. Next you must become
acquainted with the Teletypesetter Operating Unit and Perforator and
the various functions they must perform when type is to be set automatic-
ally. Then comes the job of mastering the prescribed Teletypesetter op-
erating procedures and techniques, and of developing speed and efficiency

on the Perforator keyboard.

To guide you in these important steps, we have prepared this training
and reference manual. It contains all the information and instructions
necessary to make you an expert Teletypesetter Operator. It will take
time . . . study . . . practice and self-determination on your part — but
as you acquire skill and proficiency in this new and interesting art, we
predict you will find it well worth the effort!

TELETYPESETTER CORPORATION
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Operator Qualifications

THE PERFORATOR KEYBOARD must be operated by the touch system. This
enables the Perforator Operator to prepare accurate tape at a rapid rate of
speed with the least effort. It is therefore recommended that the candidate
for Perforator Operator training be capable of a touch typing speed of at
least 60 words per minute. Operator candidates should also have a good

working knowledge of basic English and syllabication.

A Message to Teletypesetter Perforator Operators

THOSE WHO ARE PLANNING Lo make Teletypesetter operation a career,
will find this kind of work both pleasant and profitable.

The candidate will recognize that much of the detail in this manual is
material which is familiar to any competent typist and that operation of the
Teletypesetter Perforator can be mastered in a very short time. By actual
experience, in hundreds of cases, qualified operators have produced useable
tape within a day or two after starting instructions and have progressed to a
substantial output level within a matter of weeks. Most operators have been

able to produce over 400 lines per hour alter six months experience.

TELETYPESETTER CORPORATION







PART ONE

Introduction to the Teletypesetter Process

How a Linecasting Machine Operates

For MANY YEARS, the linecasting machine (Linotype or Intertype) has
been a standard fixture in composing rooms, aiding immeasurably in speed-
ing up the composition of type. Most readers are somewhat familiar with its
manual operation—how the operator sitting at the keyboard depresses various
keys to assemble matrices and spacebands, and thus forms the mold from

which a finished line of type is cast.

In the Teletypesetter process, none of the functions of the linecasting
machine are omitted, and no new functions are added. The improvement in
machine output is obtained solely by eliminating the peaks and valleys of
stop-and-go manual operation and substituting the steady, continuous, top-
level production obtainable through automatic operation. Thus it is essen-
tial that we begin our training with a description of how a linecasting

machine operates:

Figure 1. The Linotype Figure 2. The Intertype
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Introduction to the Teletypesetter Process

Linecasting Machine Keyboard

A LINEGASTING MACHINE KEYBOARD contains 90 keys, arranged in six rows
of 15 keys each, plus a spaceband lever. Figure 3 illustrates a standard frac-
tion linecasting machine keyboard arrangement. Keybuttons are generally
arranged in three colors: Lower case characters, black; punctuation marks,
figures, and special characters, blue; and the capitals, white. The release of a
matrix from the linecasting machine magazine is the final result of a sequence
of operations begun with the touch of a keybutton.

SPECIAL CHANMEL OF EM SPACES CUT
TO RUN IN VERTICAL RULE CHANNEL.

BEBHEEEEEEEEEEE
5E5EE

BEEEEEEBEEEEEEE
JEEEEBEBEPEEEEE
BEHBEBEEBEEEEEEE

BEBEEEEEREBBEREE
HEEEBEOEDBLEEEE

Ficure 8. Standard layout supplied for Teletypesetter operation
where fractions are required.

Notk 1: Channel 87 will contain press service logotype, (AP), (INS), (UP).

Matrix

A MATRIX is a small piece of brass with a letter of the alphabet, figure or
some other character recessed into its edge. The matrix is used as a mold to
reproduce a corresponding character in type. The linecasting machine maga-
zine contains 90 channels of matrices, each channel having a capacity for 21
identical matrices. When a line of matrices has served for casting the line of
type, each matrix is automatically distributed to its proper channel.

FIGURE 4. FIGURE 5.
Matrix Matrix
(Front View) (Side View)

|
i F
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PART ONE

Introduction to the Teletypesetter Process

Spaceband

THE SPAGEBAND consists of a unit of two thin wedge-shaped pieces of
metal used as spacers between words of a line. Upon completion of the line,
the spacebands are automatically separated from the matrices and returned
to the spaceband box. Each line of type must contain at least one spaceband
when line justification is required.

Ficure 6. Spaceband.

Assembling a Line of Type (Manual Operation)

As THE MANUAL operator “keyboards” copy, matrices are released from
the magazine. The matrices fall by gravity to a rapidly moving conveyor
belt, which carries them into an assembling elevator, assembling the matrices
into words.

In response to the operators touch of the spaceband lever at the right
time, spacebands drop between words. Visual judgement of justification is
accomplished by the operators knowledge of total expansion of the space-
bands in the line compared to the amount of space left to fill the line. If the
line fails to meet justification, the operator must add the required extra

spacing to the line.

FIGURE 7.

ASSEMBLY OPERATION.
A—Magazine of matrices.
B—Matrices dropping for assembly.
C—Assembling clevator.
D—Spacebands.
E—Spaceband chute.

11




PART ONE

. Introduction to the Teletypesetter Process

Casting a Line of Type

‘THE MATRICES AND SPACEBANDs which have been selected to form the line
of type are elevated and transferred automatically to the casting mechanism
where they are locked in place against the mold. Just before the casting of
the line, the wedge-shaped spacebands are forced upward to spread the line
to the exact column width. This is known as justification.

Ficure 8. Casting Operation.

A slug (line of type) is formed by forcing molten lead into the mold,
thereby filling the depressions of the letters in the matrices and at the same
time forming the body of the slug.

Ficure 9. Assembled Line Ready for Casting and the Cast .-SlugA

12
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Introduction to the Teletypesetter Process

The metal in the mold cools and
hardens almost instantaneously. The slug
is then ejected, trimmed, and delivered to
the galley, and the matrices and space-
bands are redistributed to their storage
channels.

Until recent years linecasting machines
were operated manually by an operator
sitting at the keyboard. Today they are
operated automatically —at a speed and
cadence impossible to match by manual
operation — by a tape-controlled device

known as the Teletypesetter Operating
Unit, which attaches directly to the line- FIGURE 10.
casting machine keyboard. Delivery of Completed Line.

Teletypesetter Operating Unit

Tue TELETYPESETTER OPERATING UNIT is a self-contained portable unit
that can be attached to all varieties of modern ninety-channel linecasting
machines. Once a linecasting machine is so equipped, it may be converted
instantly from automatic to manual operation—or vice versa—merely by turn-
ing the tape feed control lever on the Operating Unit.

S | § a ‘1
Lt TALARY i |
I \
AL NN
PRRRY
£ -
o e A
i

Ficure 11. Teletypesetter Operating Unit Attached to Linecasting Machine.

Figure 11 shows the Teletypesetter Operating Unit attached to a line-
casting machine. Figure 12 shows a section of Teletypesetter tape. It is the
function of the Operating Unit to “sense” the code combinations in the
prepared tape and translate them into mechanical actions for automatic
operation of the linecasting machine.

13




PART ONE

Introduction to the Teletypesetter Process

Ficure 12. Teletypesetter Perforated Tape.

In general practice, the tape is placed on an unwind reel at the right
of the Operating Unit (Figure 13). The inner end of the tape is placed
under the tape lid with the feed holes meshed with the pins of the feed
wheel. The tape is automatically advanced a step at a time.

TAPE LATCH

-TAPE PINS

FEED WHEEL PINS

UNWIND REEL

TAPE FEED CONTROL LEVER

Ficure 13. Diagram of Operating Unit (Partial View).

Each time the tape advances, six pins rise against the tape. Depending
on the code combination, pins will pass through the holes in the tape while
others will be blocked. The pattern of the pins sets up a mechanical code
combination, actuating levers for automatic operation of the linecasting
machine.

14
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PART ONE

Introduction to the Teletypesetter Process

Since the Operating Unit can neither think nor act for itself but is
actuated solely by the perforations appearing in the tape, it is obvious that
the tape must incorporate provisions for all intermediate linecasting machine
“functions,” as well as select the characters and figures desired in the finished
line of type. How all this is handled by the Perforator Operator is outlined
in detail in Section II and Section 111. Meanwhile, let’s take a briel look at
another important unit in the Teletypesetter process—The Teletypesetter
Perforator.

Teletypesetter Perforator

THE TELETY PESETTER PERFORATOR is the machine on which the Operator
prepares tape to be used in the automatic production of type. It has a touch
system layout with the fastest keyboard ever designed for linecasting machine
purposes. In addition to the keys, the Perforator contains a counting pointer
and spaceband justification pointers which automatically indicate the width
of each character and the minimum and maximum expansion limits of the
spacebands, so that the Operator may readily determine the proper length
of each line.

From the above it will be noted that the Operator—even though remotely
located from the linecasting machine—has at his or her fingertips all the
facilities essential to the preparation of “justified line” tape copy. Since it
is the primary responsibility of the Operator to employ this Perforator to
turn out usable tape from the copy submitted, it is of the utmost importance
that the Operator be thoroughly familiar with all phases of the Teletype-
setter process.

For this reason we shall devote the balance of this manual to a description
of this all-important Perforator and to discussion of the various operating
procedures and techniques employed in the Teletypesetter process.

15







PART TWO

Description of Teletypesetter Perforators

General

Two mopeLs of Teletypesetter Perforators are in general use today.
They are the Standard Perforator and the Multiface Perforator. Each has
its own distinguishing characteristics and individual application in the
publishing field.

Standard Perforator

THE STANDARD KEYBOARD PERFORATOR is designed for use with matrices
cut on the unit system and is recommended for newspaper use. This Per-
forator contains a fixed counting mechanism.

— COUNTING SCALE
COUNTING POINTER
K.'us'rmcxnou POINTERS

COPY HOLDER
LINE GUIDE
TAPE REEL CONTAINER
PUNCH CONTROL LEVER:

- CHAD {BOX——
~— \

SPACE BAR
' POWER SWITC
/ END OF LIGHT SIGNAL

SEMAPHORE _—

‘TAPE WINDER
TAPE FEED THUMB WHEEL
BACK SPACE LEVER
REPEAT KEY

Ficure 14. Standard Perforator.
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Description of Teletypesetter Perforators
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Keyboard Arrangement (Standard Perforator)

THE STANDARD PERFORATOR keyboard has a compact touch system layout
similar to that of a typewriter, plus additional keys to control the fixed
spacing and various functions of the linecasting machine.

Figure 15. Teletypesetter Standard Perforator keyboard layout
when fractions are not required.

FiGure 16. Teletypesetter Standard Perforator keyboard layout
when fractions are required.

Multiface Perforator

THE MULTIFACE PERFORATOR is employed for book and job composition
when a variety of type faces is required. It is distinguished from the Standard
Perforator by its use of a removable Counting Magazine, instead of a fixed
counting arrangement. The Counting Magazine may be removed and
another inserted by the Operator in a few seconds without the use of tools
or special skills (see Figure 17). Counting Magazines can be provided to
count any font of matrices from 514 to 14 points.




PART TWO

Description of Teletypesetter Perforators

REMOVABLE
COUNTING
MAGAZINE

FiGure 17. Multiface Perforator.

Keyboard Arrangement (Multiface Perforator)

Tue Murrnirace PeErroraTorR keyboard has a compact touch system
layout similar to that of a typewriter, plus additional keys to control the
fixed spacing and various functions of the linecasting machine.

Iicure 18, Teletypesetter Multiface Perforator keyboard layout
when small caps are required.

19




PART TWO

Description of Teletypesetter Perforators

DESCRIPTION OF KEYS AND THEIR FUNCTIONS

Shift and Unshift

T'He SHIFT Key is similar in action to the shift lock of a
typewriter in that all characters following the depression of
the SHIFT key will be capitals or the upper characters of
those keys which contain two characters. To return to lower
case, the UNSHIFT key must be depressed.

Ficure 19.

T'he Perforator is equipped with a semaphore which indicates whether
the keyboard is in the shift or unshift position; red indicates shift, white
indicates unshift. Figure 20 shows the method of obtaining shift and un-
shift characters.

OBTAINED IN

SHIFT POSITION
"""“ OBTAINED IN

UNSHIFT POSITION

FiGure 20.

Alphabet Keys

THE PErRFORATOR KEYBOARD shows the 26 alphabet char-
acters as capitals. Lower case characters are obtained in the
unshift position, and capitals in the shift position.

FiGure 21.
Space Bar

THE Srace Bar on the Perforator keyboard is similar to a space bar on
the typewriter except that it selects an expandable space as required in
printing.

OOO®®®
(_ seace BaAR )

FIGuRE 22.

20




FIGURE 23.

®®

Ficure 24.

FIGURE 25,

Ficure 26.

PART TWO

Description of Teletypesetter Perforators

Figures

Tur PERFORATOR KEYBOARD contains the figures 1 through
0. (Note that the lower case “L” is not used to obtain the
figure 1; a separate key is provided for this figure.)

Return and Elevate

Tue RETURN KEy serves to return the counting pointer
and spaceband justification pointers to their respective start
positions and to return the carriage on a Teletype Page
Printer when used.

The ELEV Key perforates a combination in the tape
which automatically delivers the line for casting, and to
line-feed the paper on a Teletype Page Printer when used.

THIN, EN, and EM Space

ON THE TYPEWRITER, the only method of spacing is through
the use of the space bar. On the Perforator keyboard how-
ever, THIN, EN, and EM space keys provide different fixed
widths of spacing required in printing. Thin space is the
narrowest of the fixed spaces, followed by EN space and EM
space, in that order. A full discussion of this subject will be
found on Page 32 under “Computing the Counting Pointer
Setting.”

Extra EM Space

AN abpiTioNal, EM space key is sometimes used on the
Perforator keyboard in place of the Verticle Rule when the
latter is not required.

2
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Figure 27.

.
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Ficure 29.

Figure 50.

Ficure 31.

(AP) - (INS) - (UP)

TresE kEYs are used to select the logotype indicating the
press association supplying the news item. These logotypes
are obtained in the shift position,

Rubout

Tuae RUBOUT KEY is the “eraser” on the Teletypesetter
Perforator. This key perforates all holes in the tape, thus
deleting any combination that may have been punched in
error. For the procedure on correcting errors, See page 49,

“Correcting the Tape.”

Tape Key
Tue TAPE kEvY is used for the purpose of advancing tape
without perforating a code combination in the tape.

“UR" and “LR"

THE “UR” anp “LR" (upper rail and lower rail) keys are
used for controlling the position of the lateral (duplex) rail
on the linecasting machine. In the upper rail position, bold
face or italic characters may be set, and in the lower rail
position roman characters are set. For operating procedure,
see Page 55, “Bold Face and Italic Composition.”

EN and EM Leaders

True EN aAxp EM leader keys select dots or dashes which
are generally used in tabular matter. For operating proce-
dure, see Page 47, “Leaders.”
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Ficure 32.

Ficure 33.
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FIGURE 36.

PART TWO

Description of Teletypesetter Perforators

Quotation and Apostrophe

Twis Key, in the shift position, is used for single or double
opening quotation marks. In the unshift position, it is used
for selecting single or double closing quotation marks or an
apostrophe.

EM Dash

THis 1s A pasH which is equal in length to the width of an
IEM space. It is obtained in the shift position.

Ve, Va, %, Y2, %, ¥, and %

: KEys are used for selecting the above fractions,
and are obtained in the shift position.

fi, 11, #, i, and fil

TrHesE kEvs are used for selecting the above ligatures,
and are obtained in the shift position.

Vertical Rule

THis KEY selects a vertical line sometimes used for dividing
columns of figures in printed copy.

23
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Description of Teletypesetter Perforators

Quad Left, Quad Center, and Quad Right

THESE KEVS control the above functions on linecasting machines
equipped for quadder control from tape. For operating procedure, see
Page 47, “Quadder Control.”

QUAD
CENTER RIGHT

Ficure 37.

“Bell” and "PF" Keys

In wire TrRANSMISSION the BELL key is used for ringing
the bell and the PF (Paper Feed) key is used to feed the
paper on a Teletype Page Printer.

Ficure 38.

Small Caps

THE MuLTIFACE PERFORATOR keyboard when used for book and job
Composition contain 24 small capitals, referred to as “Small Caps.” Figure
39 shows the method used to obtain Small Caps when four characters
appear on one Keytop.

OBTAINED IN OBTAINED IN SHIFT
SHIFT POSITION /AND UPPER RAIL POSITION

B
2\

UNSHIFT POSITION UNSHIFT AND UPPER
RAIL POSITION
Ficure 39.

24
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Description of Teletypesetter Perforators

Repeat Key

Tue REPEAT KEY is used in connection with the Rubout key or the
Tape Feed key in order to advance tape at top speed.

Identical Selection

THE KEys illustrated in Figure 41 are selected in either the shift or
unshift position.

0000000 OOOOOOIO
H@®00000000000GY
®@@00000000060WE®

®0O0000000®COO®
ST

Ficure 41. Identical Selection Keys.

25




PART TWO

Description of Teletypesetter Perforators

Perforating Mechanism

THE PERFORATOR is equipped with a mechanism that perforates code
combinations containing one to six holes (plus a tape feed hole) in the tape
each time a key is depressed. Figure 42 shows the perforating mechanism.

q Srﬂz GUIDE aml.snk_m‘ +

TAPE GUIDE
PLND‘ GLOCK

KNIFE _EDGE ——— z
BACKSPACE LEVER ————

THUMB  WHEEL D A e
TAPE CONTROL LEVER — -

Iicure 42. Perforating Mechanism.
g

Counting Mechanism

THE PERFORATOR has, in addition to a perforating mechanism, a count-
ing mechanism for indicating the cumulative widih of the matrices and the
expansion limits of the spacebands.

When unit system matrices are used in the linecasting machine, the
width of the EM space is divided into 18 equal units and when non-unit
system matrices are used, the width of the EM space is divided into 32 equal
units for counting purposes. Figure 48 shows the counting scale and its
associated pointers.

COUNTING POINTER:

COUNTING
SCALE

LEFT HAND SPACE BAND
JUSTIFICATION POINTER —=

RIGHT HAND SPACE BAND:
JUSTIFICATION POINTER

Ficure 43. Counting Scale.

26
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Description of Teletypesetter Perforators

Ficure 44. Tape Winder.

Tape Winder

THE TELETYPESETTER TAPE WinDER (Figure 44) may be used to wind

up tape in suitable rolls for use on the unwind reel of the Teletypesetter

Operating Unit. The Tape Winder mostly used for Teletypesetter operation
(Figure 44) has a capacity of 90 feet or 320 lines of 12 pica type. Tape
Winders for larger capacities are also available.

27







PART THREE

General Instructions for Perforator Operators

Inserting a Roll of Tape in the Perforator—See Figure 45

.(

Remove the chad box.

e Remove the tape reel container cover.
e Remove the tape reel retainer.

¢ Remove the cardboard center of the previous roll of tape from the
wooden core of the tape reel.

Now place the new roll of tape on the wooden core with the tape un-
winding in a counter-clockwise direction, as indicated by arrow. Place the
end of the tape over the tape guide roller, through the slot in the tape guide,
inserting the end of the tape through the punch block. Cutting or sharply
tearing the end of the tape diagonally will facilitate insertion of the tape
in the punch block.

Hold the tape tension lever away from the tape feed roll and feed the
tape to the left until the end of the tape is in position between the tape
feed roll and the tape tension lever. Replace the tape reel retainer, tape reel
container cover, and chad box. Holding the tape tension lever against the
tape feed roll so that the pins in the tape feed roll grip the tape, depress
the TAPE key a number of times until the tape feeds far enough to insure
that the feed holes mesh properly with the feed pins in the feed roll. Now
depress the TAPE key and the REPEAT key simultaneously until sufficient
tape is advanced to insure uniform spacing between feed holes in the tape.

A full roll of tape when perforated will set approximately 3000 12 pica
justified lines. An experienced Operator will use approximately one roll
per day.

29
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ROLL e STAPESSEte

CARDBOARD CENTER ——

2\

TAPE  CONTAINER

TAPE REEL RETAINER — |

WOODEN  GORE
TAPE TENSION LEVER

NHIFETE DOE e
BACKSPACE LEVER—

THUMB  WHEEL e
TAPE CONTROL LEVER —

Ficure 45. Tape Container with Roll of Tape.

Starting to Perforate Tape

WITH TAPE INSERTED in the punching unit and the tape control lever and
the power switch both in the “on” position, the Perforator is ready for
operation.

Before starting to perforate tape, the Operator should “condition™ the
Perforator as follows:

With the punch control lever in the left or “on” position, depress the
RETURN, ELEV, and UNSHIFT keys. This assures the Operator that
the pointers are at the starting position and the Perforator is in the unshift
position.

Depress the TAPE key and REPEAT key simultaneously until all code
perforations in the tape are advanced past the knife edge, then tear off
this piece of tape by lifting and twisting. Feed out enough blank tape (“tape”
combinations) to provide space for writing the name of the item, the size
of type, or any other information desired.

Operation of The Tape Winder

TuE TAPE WINDER is operated by a spring motor that is wound by a
key located on the rear of the winder. The plunger knob is used for manu-
ally starting and stopping the winder. The stop lever is raised when the
tape becomes taut, automatically stopping the winder. The tape winder
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should be positioned to the left of the Perforator so that the tape from
the Perforator lines up with the tape winder reel.

Before attaching the tape to the Tape Winder, a few feet of the tape
should be perforated. With the front plate removed from the reel, the
tape should pass under the tape winder stop lever and through one of
the slotted posts on the reel. Replace the front plate and pull out the
plunger knob at the rear of the Tape Winder. The tape will then be auto-
matically wound on the reel. To remove a roll of tape from the winder,
remove the front plate of the reel and then slip the roll from the four
mounting posts. (See Figure 46.)

PLUNGER KNOB

SLOTTED MOUNTING POST
SPRING WINDER KEY

FRONT PLATE

STOP LEVER

Ficure 46. Tape Winder,

Methods of Handling Perforated Tape and Copy

IN orDER TO save handling and increase production, it is advisable to
perforate as many stories on one continuous tape as possible, not to exceed
the limits of the tape winder reel. The Tape Winder will hold about 320
lines of 12 pica perforated tape. Near “press time” this practice is not
observed; in fact, long stories are [requently split up among several Opera-
tors as the deadline approaches.

When tape is removed from the Tape Winder, it may be attached to
the written copy by means of a clipping clothespin. Different color clothes-
pins can be used to designate various types of copy or sizes of type. Some
plants do not require that the written copy follow the tape. In such cases,
tapes may be secured by wrapping a strip of paper over the end and through
the center of the roll and sealing it with a sticker.

Jl
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Computing the Counting Pointer Setting IRSCAtERDIVISIONS
5 : Y« ) EM sPacE oR
EAcH FULL scaLE division on the counting /™ 2 EN sPacES

scale represents a thickness equivalent to the

EM space for that particular font of type.

One-half of a scale division represents an EN

space which is one-half the width of the EM

space (see Figure 47) . FIGURE 47.

The counting pointer is arranged to move from left to right along the
counting scale in varying amounts proportional to the width of the charac-
ters added to the line as the various keylevers are depressed. The starting
point of the counting pointer is adjustable and should be positioned to
conform to the column measure of the composition to be set.

When using unit system matrices, the EM space has a count value of
18 units, and all other alphabet characters, figures, punctuation marks and
special characters have a count value directly proportional to the EM space.
When using the Multiface Perforator and non-unit system matrices, the EM
space has a count value of 32 units, and the other characters with a count-
ing value proportional to the EM space being used. Figure 48 shows the
character grouping for 18 unit matrices.

Unit

Size

6 Period, Comma, Apostrophe, Hyphen, Vertical Rule, Quote, Thin Space, Lower
case i1

7 Lower case j [t

8 Capital I

9 All figures, Dollar mark, Pound sterling, Semi-colon, Colon, Exclamation, EN leader,

Asterisk, Left and right hand brackets, All reference marks, Figure spaces, Lower
case T s z, En dash, ()

[0 Lower case ¢ e 0

11 Lower case abdghmnpgquyvxykHhfl Capital [ S ?

12 Capital Z

13 Capital G T L ff

14 Lower case ae, Capital A B F O P QV&

15 Lower case w oe, Capital D EG R U XY H KN

18 EM space, EM leader, EM dash, EM fractions, 9, Ib Capital M W OE AE, Lower
case m, ffi, fl, @

Ficure 48. Character Grouping ol Unit System Matrices.

The counting pointer moves one full scale division on the counting
scale for each 18 unit value (unit system matrices) or 32 unit value (non-
unit system matrices) . Accordingly, when the Perforator is used to count
matrices with an EM space value of .1107”, the counting pointer moves a
full scale division for each .1107” of type. The theoretical counting pointer
setting for any column measure is therefore determined by dividing the
column width (measured in inches) by the EM space value (.11077).
Likewise, when the Perforator is used to count matrices with an EM space
value of .100”, the counting pointer setting can be calculated by dividing
the column width (measured in inches) by .100”.
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Sample Calculation for Counting Pointer Setting for Matrices
With EM Space Value of .1107" (See Figure 49)

Column measure (average newspaper column) ................ 12 picas
(Col i e 10 weEiES: o oo aocaoaanacanasoncoaa 12 x .166” = 1.992”
Valuelo MV paccl e S e e 1107
SlEh e OnetICATNSEC Ui O e e 1.9927” — . 11077= 18 div.
Allowance to provide margins against the

possibility of sending tight lines into the vise ................ .2 div.
(Cloroyaitiagss [prOBTHEE ST oo 0o oo oo 000 custooioocoocscasoaas- 17.8 div.

COUNTING SCALE

COUNTING POINTER
(SET AT 17.8)

COUNTING POINTER STOP
CLAMPING SCREW

SPACEBAND
JUSTIFICATION
POINTER S

FiGure 49. Counting Pointer Setting.

Counting Pointer Setting

The counting pointer stop should be positioned by loosening its clamp-
ing screw and moving the stop to a position so that the counting pointer
returns to the calculated point of the counting scale when the “RET" key
is depressed. After the clamping screw has been tightened, recheck the
setting and refine if necessary.

The counting pointer stop arm is arranged so that in its right position
it is used for narrow column widths, and in its left position it is used for
wide column widths. See Figure 49.
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Computing the Spaceband o 037
Justification Pointer Settings

THE MmoTION of the spaceband justification
pointers must be adjusted to agree with the EXPANSION
font of type and also with the kind of space- [ LIMITS
bands being used. The minimum thickness of
the spaceband most commonly used is .037”
and the maximum thickness is .122”. The
difference between these two measurements is
the total expansion of which the spaceband is
capable (Figure 50).

= 122

L]

[

FiGure 50. Spaceband.

Right-Hand Spaceband Justification Pointer Setting

WHEN prROPERLY SET, the right-hand spaceband justification pointers
moves the indicator scale to the left, a distance proportional to the minimum
thickness of the spacebands in the line.

T'he motion of this pointer is adjustable and must be set so that it in-
dicates the proper relation to the brass size value of the type face being
set. Therefore, the right-hand spaceband justification pointer must be reset
cach time the Perforator is to be used to perforate tape for a font of type in
which the EM space value changes from that of the font previously used,
or when spacebands of a different size are to be used.
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Setting of Right-Hand Spaceband Justification Pointer for
Spacebands With a Minimum Thickness of .037" and a
Font of Type Having an EM Space Value of .1107"

1. Move the counting pointer by hand to a convenient even scale gradu-
ation, such as 15. (See Figure 51.)

2. Depress the space bar 10 times.

3. Open the hinged door in front of the adjustable spaceband
mechanism. Position the right-hand spaceband justification pointer by means
of the right-hand thumb screw so that its total motion is 3.4 scale divisions
(Figure 51) . This is indicated by the change in counting pointer location
from 15 to 11.6 on the indicator scale. Return the pointers to their start
position by depressing the RET (Return) key. Recheck the setting, and
refine if necessary.

4. The value of 3.4 scale divisions is calculated as follows:

Minimum thickness of spaceband . ................... . ... .. ... 037"
Total minimum thickness of 10 spacebands . ..................... 3707
Brass size value of one scale division ........................... 11077
Number of divisions motion for 10 spacebands ..... .370”"—=.1107"= 3.4*

* (3.35 actual—use next 1/10 above or 3.4)

COUNTING POINTER STOP
CLAMPING_SCREW

COUNTING POINTER
20 = o ’\.. (MATRIX POINTER)

& o
COUNTING =
SCALE s >
£
SPACEBAND
JUSTIFICATION
4 POINTERS
RIGHT HAND
THUMB SCREW
LerThano @ 9
THUMB SCREW
o
de ©

Ficure 51. Counting Pointer Scale and Mechanism.
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Left-Hand Spaceband Justification Pointer Setting

THE pisTANCE between the left and right-hand spaceband justification
pointers is proportional to the cumulative usable expansion of the space-
bands in the line. This distance must be set to bear proper relation to the
brass size value of the type face being set. Therefore, the left-hand spaceband
justification pointer must be reset each time the Perforator is to be used in
order to perforate tape for a font of type in which the EM space count value
changes from that of the font previously used, or when spacebands of a
different size are to be used.

Setting of Left-Hand Spaceband Justification Pointer for
Spacebands With a Maximum Thickness of .122" and «
Font of Type Having an EM Space Value of .1107"

AFTER THE RIGHT-HAND spaceband justification pointer has been set and
checked and the pointers have been spread by depressing the space bar 10
times, adjust the position of the left-hand spaceband justification pointer
by means of the left-hand thumb screw, so that the spread between the right
and left-hand justification pointers is 6.0 divisions (Figure 51) . This value
is calculated as follows:

5 PTG CSPETES DA GElDETI RN SRRER PSRRI TR 1227 — 0377 = .085”
Spreadsforl0ispacebands B s B g R 8507
Per-cent of spread which is considered usable ........ T e 859,
Total usable spread for 10 spacebands ................ 8597 of .85 = .723
ScalelDivisionst . i 5 Diermae LU Vel S M. 71287 1107"= 6.5 div.
*Reduction to absorb .2 allowance in counting pointer setting . . . .. .5 div.
INCHENStificafionipoIN teispread RS aE R 6.0 div.

*In calculating the reduction, it is estimated that there will be an average
of four spacebands per line. Therefore, the motion for four spacebands
will be reduced by .2 scale divisions and proportionately, the motion for 10
spacebands will be reduced by .5 scale divisions.
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Reading the Perforated Tape

For EFFICIENT OPERATION of the Teletypesetter Perforator, it is necessary
for the Operator to be able to read the tape. ;

Before an Operator is permitted to set “live copy,” the alphabet, shitt,
unshift, return, and elevate combinations should be memorized. Referring
to Figure 52, it should be noted that the uppermost or zero perforation is
only used for figures, special characters, and functions.

In Figure 52 the code combinations are arranged in six groups to assist
the operator in locating the code combinations for identification purposes.

st | ] o‘ N|HM ACIEmEE vljals/ulolslr
3 | | 188 i |
\. | || i1 |
3 5 SRNRER T |
unshity |21 || o || [ [m|i]i|r|c|t|plg|v|elalsiuld|)]t
] {H| | ]
L I -
z [ IBROO0C0000
e mms[o[0|o]o|o]o[o[o] o[o[o]o o o]e]o
3 Ol
4

Figure 52. Tape Code Chart..(538 TS.)

After operating the keyboard for a short time, the Operator will soon
become familiar with the group of combinations that start with the zero
perforation. They are easily learned by associating them with corresponding
letter combinations. For instance, the “W” and “2” when perforated, are
alike except that the “2” has the zero perforation added. Perforations of
characters E, R, T, Y, U, I, O, and P are similar to the perforations of the
figures located above these characters on the keyboard, except that the figures
have the zero perforation added. Other character combinations have equal
similarity and may be memorized in the same manner.
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FIGURE 53. Character Grouping for Memorizing Code.

Figure 53 is a code chart in which the code combinations are arranged
in groups to facilitate memorizing the code. The thin space, E, ELEV,
SPACE, RET, and T are all single perforations and differ only in location
in the tape, each perforation located one code interval below the preceding
perforation. The code combinations for the remaining letters of the alphabet
are conveniently grouped in a similar manner.

MOTION OF TAPE WHEN BEIMG SPACED OUT OF PERFORATOR

e
FEE fo o e @ . °o o o (i ]
HOLE 9 o @ @ e e o000 9 L
00DOOODODODO0OO00O0COOCOO0O0O0O0O00O00O00O0CO0OO0O0O0O00O0O0COO0O0OCO0OO0O0
(X ) 00 ® & o 090 o0 (] [ ] *e o0
(XX X ] LJ [ L X} etee & o o
e oee L X ® o L] *0 080 L] e
IIN ow js the time for all good menqto£1
9
S g S e e e
S5 as s s 8 3 3 G TS BN
ey o NI ) g SER SR R
N S R R
w w wy i w w - w

Figure 54. Tape Position for Reading.

Figure 54 shows the position in which tape should be held when reading.
The tape should be read from left to right, holding the tape in the same
position as fed from the perforator. When tape is held in the proper position,
tape feed holes are located in line with the left edge of the code perforations.
Having determined the right and left ends of the tape in this manner, the
top surface of tape may be identified by a greater number of perforations
in the fifth position than in the zero position.

After the combinations have been memorized, the next step is to secure
some perforated tape and practice tape reading. For practice purposes, the
character represented by each combination may be written above the com-
binations in the tape.
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Character Widths and Line Justification

FiGURE bb sHOWs VARIATIONS that may occur in printed copy as compared
with typewritten matter. This example should be studied carefully and the
[ollowing characteristics noted:

Variations in width of characters (for example, “m” compared

with “i” in the word “medium”) .

Variations in width of spacing between words in a given line and

in different lines.

Even margins, both right and left hand.

LEFT HAND MARGIN HYPHENATED WORD

CLOSE would be the chief medium of carriage within the local area, and

the long haul and water traffic supplying only necessary inter-

SPACING regional exchanges, would fall to a small fraction of the present
W‘DE load. M_ost of us are willing to admit, however, that

community planning on any such basis of wholesale

SPACING common sense is almost too Utopian for consideration at,

e
RIGHT HAND MARGIN

I1GurE 55. Character Widths and Line Justihication Ilustrated.

The spacing between words in typewritten copy is uniform, whereas the
spacing between words of printed copy, although uniform throughout a
given line, is not the same for all lines. It will be noted that the amount of
space between the words in the first three lines of Figure 55 is less than
that in the last three lines.

This variable width of spacing between words in printed copy is accom-
p]ishcd by the spacebands on the linecasting machine which are wedge-
shaped and automatically expand the spacing between words to fill out the
line. Thus even margins are achieved at both the right and left-hand sides
of the copy—a process known as “line justification.”
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Ficure 56. Assembled Line.

Figure 56 shows an assembled line of matrices and spacebands within the
vise jaws of the linecasting machine prior to the automatic method of line
justification.

Ficure 57. A Justified Line.

Figure 57 shows the assembled line after justification.
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On the Teletypesetter Perforator, line justification is achieved by means
ol the Counting Scale with its three pointers — the Counting Pointer, the
Left-Hand Spaceband Justification Pointer, and the Right-Hand Spaceband
Justification Pointer (See Figure 51) .

18 Unit 6 Unit
Count Value Count Value

The counting pointer moves along the
counting scale from left to right as the keys
are depressed for the various characters. The
distance that the counting pointer moves for
each keystroke depends on the matrix width
of the character selected. For example, when
using unit system matrices, the counting
pointer moves one full scale division for the FIGURE 58.
letter “m” and only one-third of a scale division for the letter “i"" (See
Figure H8) ; for other character widths, the counting pointer moves a pro-
portional distance. Thus, as the counting pointer moves along the counting
scale, it registers the cumulative widths of the characters used in the line.
Figure 59 visualizes the counting system of unit system matrices for the
Operator.

'\‘-_ _H——‘_"‘—“—'i"‘“‘f
2o loLy L
| %m‘::v g
1
[I _\_E‘MW'MUM T
| F TR e

| 0,
QQ:TYPE)'H& 13 111110 1340 15 7

Compp,

ot NBLJES

Figure 59. Indicator Scale.
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When the space bar is depressed, the counting pointer remains stationary
—but the counting scale itsell, actuated by the right-hand spaceband justifi-
cation pointer, moves Irom right to left. This movement of the scale meas-
ures the thin part of the spaceband (the minimum width of the space). At
the same time, the left-hand spaceband justification pointer moves to the
left a distance corresponding to the thick part of the spaceband (maximum
space width) . See Figure 60.

When the counting pointer moves into a position between the two space-
band justification pointers, the line is considered to be within the “justifica-
tion range” and may be ended by depressing the return (RET) and then
the elevate (ELEV) keys.

JUSTIFICATION
/ RANGE

COUNTING

POINTER

Iigure 60. Counting Pointer within Justification Range.

The spread or separation between the two spaceband justification point-
ers represents the allowable raln;__’;c for ending the line ((Figure 60). If the
counting pointer is just inside the right-hand spaceband justification pointer
when the line is ended, the width of the spacing between words will be
minimum (Figure 61). If the counting pointer is just inside the left-hand
spaceband justification pointer, the width of the spacing between words
m the line will be maximum.

MINIMUM
MAXIMUM SPACING

Ficure 61. Maximum and Minimum Spacing.
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If the line is ended before the counting pointer has passed the left-hand
spaceband justification pointer, the result will be a loose line which will
not cast a “slug” on the linecasting machine. If the counting pointer is
beyond the right-hand spaceband justification pointer, a tight line will
result (Figure 62). Either condition may cause damage to equipment.

JUSTIFICATION
RANGE

LOOSE LINE\ PTWHY LINE

Ficure 62,

In addition to the spacebands selected by the space bar, it is sometimes
necessary to make use of spaces of a constant width in the composition of
printed copy. There are three kinds of so-called “fixed spaces”— THIN
spaces, EN spaces, and EM spaces. These spaces (or blank matrices) intro-
duce fixed widths of spacing in the line and are computed by the counting
pointer the same as characters.

Sometimes the last word of the line is such that it cannot be either
completed or hyphenated within the range of justification. In such cases it
is necessary for the operator to use fixed spaces in addition to spacebands
between the words in the line. (For operating procedure, see “Lines Re-
quiring Extra Spacing,” on Page 50). Avoid a spaceband at the beginning
or end of lines. Many typists unconsciously depress the space bar at the
end of a line. This not only causes ragged right-hand margins but damages
the spacebands.

THE SPACE BAR SHOULD NEVER BE STRUCK TWICE IN
SUCCESSION. FAILURE TO OBSERVE THIS RULE WILL RESULT
IN MECHANICAL DIFFICULTIES ON THE LINECASTING
MACHINE.
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KEYBOARD TECHNIQUES
Keyboard Fingering

THE TELETYPESETTER PERFORATOR keyboard must be operated by
the touch system. A set ol finger exercises for practice in mastering the
touch system is not included in this manual because the operation of the
Teletypesetter Perforator keyboard is similar to that of the typewriter
keyboard. Recommended finger positions are shown in Figures 63 and 64.

Ficure 63.

Ficure 64.

Shift and Unshift

WHEN copy designates a capital letter or some character on the upper
part of a keytop, it is obtained by successively depressing and releasing the
SHIFT key and then the desired character key. If the next letter or other
character is lower case, the UNSHIFT key must be depressed and released
before depressing the desired character key. A shift or unshift perforation
in the tape determines whether the succeeding characters will be upper
or lower case. When the semaphore signal is red, the keyboard is in the
shift position; when white, in the unshift position.
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To assure proper positioning of the shift bar in the Operating Unit on
the linecasting machine, it is imperative that the required shift or unshifi
combination be the first code combination on each new piece of perforated
tape regardless of the semaphore signal indication.

To perforate the word “Teletypesetter,” the sequence of key strokes is
as follows: Shift, T, unshift, e, 1. e, t, y. p, e, s, e, t, t, e, r. See Figure 65.

SHIFT
UNSHIFT

T eletypesetter

sssss assasessesse ssssssnestesscs s

FUNCTION _U

FIGURE 65.

To perforate the word “TELETYPESETTER” —in all caps — the
sequence of keystrokes is: Shift, T, E, L, E, T, Y, P, E, §, E, T, T, E, R.
See Figure 66.

SHIFT
UNSHIFT

TELETYPESETTER

* 2. ® o 00 . o
e

sssssssosansvess

i

FUNCTION
FiGure 66.

Quotation and Apostrophe

ON THE TYPEWRITER, opening and closing quotation marks are identical
(") . In printed matter, the opening quotation mark is different in shape
from the closing quotation mark. Also, on the typewriler, double quotation
marks are obtained by depressing just one key ("). On the linecasting
machine however, the matrix contains but a single quotation mark; con-
sequently, when double quotation marks are called for by the copy, the ap-
propriate key must be depressed fwice. The closing quotation mark is also
used for an apostrophe.
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On the Perforator keyboard, the open quotation mark is obtained in
the shift position; the closing quotation mark (or apostrophe) is obtained
in the lower case or unshift position. See Figure 67.

OPEN QUOTE OBTAINED
IN SHIFT POSITION

CLOSING QUOTE OR :
APOSTROPHE OBTAINED
IN  UNSHIFT POSITION

Figure 67. Quotation and Apostrophe.

Quadded Lines

IT HAs BEEN STATED previously that a line will not justify unless it is
ended when the counting pointer is between the two spaceband justification
pointers. In the case of the seventh line of the copy in Figure 87, it may be
readily seen that the line is not justified after perforating the words “of
leaders.”

In order to achieve line justification, it is necessary for the Operator to
fill in such a line by “quadding,” which consists of depressing the spaceband,
EN space, and EM space. This sequence must be repeated until the counting
pointer is within the two spaceband justification pointers. However, the
last perforation before the return (RET) and elevate (ELEV) Perforation
must NO'I" be the spaceband perforation.

When the Perforator keyboard is equipped with two EM SPACE keys,
it is desirable to alternate these two keys for quadding a line. Ordinarily,
the keys for the EN and EM spaces are actuated by the little finger of the
left hand, as shown in Figure 63, Page 44. However, when these keys are
used for “quadding,”
of the left hand for controlling the keys for EN and EM spaces, respectively,
the spaceband bar being controlled as usual by the right thumb.

it is good practice to use the second and first fingers
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Automatic Quadder Control From Tape

WHEN PERFORATING TAPE for linecasting machines equipped with auto-
matic quadder control from tape, the Operator simply depresses the quad
signal desired either before or after the text to be quadded. The code com-
bination for the QUAD key sets up a mechanical action in the linecasting
machine that automatically quads the line. The first line of Figure 68 is
referred to as “‘quad lelt,” the second line as “quad center,” and the third
line as “‘quad right.”

Teletypesetter
Teletypesetter

Teletypesetter

FiGure 68.

Setting EN and EM Spaces and
Leaders in the Bold Face or Italic Position

WHEN an EN or EM space is set on the upper rail, it appears in the
printed copy as an EN or EM leader. Similarly, when an EN or £M leader
is set on the upper rail, it appears in the printed copy as an EN or EM
space. However, due to special shop requirements some matrices. contain
EN and EM spaces and EN and EM [eaders in both upper and lower
rail positions. (See Figure 69) .

EM SPACE ] | EM LEADER
MATRIX MATRIX

EM SPACE ——"| | __—~{®®—=——ROMAN POSITION
EM LEADER ——=]®@®] = |[«——BOLD POSITION

| !

Figure 69. Space and Leader Matrix.

Leaders

IN THE TABULAR copy shown in Figure 70 a series of dots are used to lead
the eye across a space to the right hand word or number in the line. These
dots are known as “leaders,” and are set by means of the EN LD (EN
Leaders) and EM LD (EM Leaders) keys on the Perforator keyboard.
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An EN leader consists of one dot or one dash, and is the same thick-
ness as the EN space. The EM leader consists of two dots or two dashes
and is the same thickness as the EM space. The spacing of the dots on
these leaders is such that EN and EM leaders may be used alternately in
a line to produce a series of evenly spaced dots or dashes. When setting a
series of leaders, the EN LD and EM LD keys should be alternated; this
is similar to “quadding” except that no spacebands are used in setting
leaders.

Ordinarily, the EN LD and EM LD keys are depressed by the little
finger of the right hand. However, when setting a series of “leaders™ as
shown in Figure 70, it is good practice for the Operator to use the third
and second fingers of the right hand for the EN LD and EM LD keys
respectively.

(GhicagoRRPeee S e b
New York ........

15 A =l Socococoan
Philadelphia
IHESHEY coocoaonocnnoos0o0

Figure 70. Lines Containing Leaders.

Repeated Characters

No key of the Per-
forator keyboard should
be depressed more than
twice in succession (un-
less the Operating Unit is
equipped with the Repeat
e%co 0%ee o%s0 o Character Delay Mecha-
nism) . This includes such
characters as Thin space,
EM space, EM leader, etc. There is a limit to the speed with which a given
character may be repeated on the linecasting machine. Thus, if a character
is perforated three times in succession, it is likely that it will appear only
twice in the printed copy. This condition may be avoided by providing a
time interval (depression of TAPE key) after the second identical char-
acter, so that not more than two identical characters will be perforated
in succession. For example, the number 1,000,000,000 may be perforated
as follows: one, comma, cipher, cipher, tape (TAPE key), cipher, comma,
cipher, cipher, tape, cipher, comma, cipher, cipher, tape, cipher. Figure 71
illustrates the code perforations as they appear in the tape.

Ficure 71. Repeated Characters.
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Repeat Function

WHEN 1T 1s necessary for the Operator to feed blank tape (tape key
perforation only) , or when deleting a tull line, it is a preferred practice to
depress the Repeat Key and the desired key simultaneously. This advances
the tape rapidly and eliminates the need for a series of single key depres-
sions. The Repeat Key is used only in conjunction with the Tape Feed
Key and the Rubout Key.

Correcting the Tape

IF AN ERROR is made when perforating, the tape must be backspaced to
the incorrect code perforation. This is accomplished by depressing the back-
space lever until the incorrect code is immediately to the left of the chad
chute. Then backspace once more and the incorrect code perforation will
be directly above the tape punches. The incorrect code perforation and
any succeeding perforations, if required, may now be deleted by depressing
the RUBOUT key once for each code perforation to be eliminated. The
RUBOUT Kkey perforates all six holes in the tape, which is a “dead” combi-
nation, causing no function on the linecasting machine.

It should be kept in mind that a rubout removes the code perforation
from the tape but does not remove the count value of that code perforation
from the counting scale. Therefore if there is any doubt as to whether the
line is within the justification range, the punch control lever should be
moved to the right or “off” position and the line remeasured. Loose lines
often result from rubouts of one or more code perforations. If it is neces-
sary to rubout more than one code perforation, the first portion of the
line (up to the point where the error occurred) should be recounted
immediately. To do this, proceed as follows:

1. Backspace and rubout the error.

2. Move the punch control lever to the right or “oft” position.

3. Depress return key to reset the counting scale.
4. “Keyboard” the usable portion of the line to remeasure.
5. Move punch control lever to the left or perforating position.

6. Continue line from where original error occurred.

If it is necessary to delete an entire line, rapid backspacing may be
done by holding the backspace lever depressed and turning the tape feed
thumb wheel clockwise. The perforations may then be deleted by de-
pressing the RUBOUT and REPEAT keys simultaneously. Rubouts in
the tape idle the linecasting machine. Therefore, as the Operator gains in
proficiency, every effort should be made to keep rubouts to a minimum,.
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Figure 72 shows a partial line with an incorrect code perforation (char-
acter “0"). Figure 73 shows the incorrect code perforation deleted and
the correct code perforation inserted.

é

w
§§u 3%3"’
&,&g & 5 2

now is the to now is the t ime

sseee

DELETED CHARACTER
Ficure 72. Ficure 75,

Method of Correcting Error in Tape.

Lines Requiring Extra Spacing

IN THE composition of printed matter, it is not uncommon for a line
to end so that the last word or division of a word will make the line too
long (counting pointer beyond right-hand spaceband justification pointer),
while the line without this word or division of a word would be too short
to justify (counting pointer to the left of the spaceband justification pointer) .

When this condition is encountered, it becomes necessary to add fixed
spaces between words, or even between the letters of one word in the line.
The number and kind of fixed spaces necessary to justify a line can be deter-
mined by means of the following test questions:

1. How many spacebands in the line?

2. Will this number of Thin spaces bring the counting pointer within
justification range?

3. If not, will the same number of EN spaces justify the line?

4. If the addition of Thin or EN spaces between words will not justify
the line, will placing Thin spaces between the letters of a word
bring the counting pointer within justification range?

The methods of justifying lines requiring extra spacing are as follows:

Ficure 74.
Thin Space Perforation
inserted over
Spaceband Perforation

A. Thin spaces may be inserled OVER each spaceband within the line (see
Figure 74) .
On Perforators equipped with the add-thin space mechanism, it is not
necessary for the Operator to rubout a line in order to insert Thin spaces.
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The Thin space perforation (0) is perforated over the spaceband perfora-
tion (3). This changes the (3) perforation to (0-3). When the (0-3) com-
bination is selected in the Operating Unit, both spaceband and Thin space
are selected. (Note: The Thin space is the only space that may be perforated
over the spaceband perforation, and this holds true only on Perforators
equipped with the add-thin space mechanism.)

Figure 75 indicates that when using unit system matrices, four Thin
spaces plus the expansion of the spacebands would justify the line.

TOTAL EXPANSION OF
4 SPACE BANDS

FIGURE 75.

Figure 76 shows a line that has been extra spaced with add-thin spaces.

ADD THIN SPACE
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FIGuURe 76.
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B. Thin spaces may be inserted WITH each spaceband within
the line.

On Perforators not equipped with the add-thin space mech-

Fioure 77.  anism, Thin spaces may be added to a line as follows:
Thin Space

inserted with L.
Spaceband

Rubout all of the line except the first word and space.

2. Add a Thin space after the first spaceband (see Figure 77) and after

each spaceband thereafter as the remainder of the line is repunched.

Figure 78 shows a line that has been extra spaced with Thin spaces for
Perforators NOT equipped with the add-thin space mechanism.

THIN _ SPACES
- z
g 8l 5 -
Sf—RUB OUTS ——— = g ; Z g 5 uid
TAPE FEED @ = L)
LE give W ashington |their |best
F T4 -4 o

80000000 000000000000008
44

- ®

Ficure 78.

~

3. EN spaces may be inserted WITH each spaceband in the
line (see Figure 79).

This is accomplished in the same manner as described

Ficure 79. under “B.” Figure 80 indicates that when using unit system

EN Space  matrices, four Thin spaces fail to justify the line, but four EN

inserted with  gpaces plus the expansion of spacebands would justify the line.
Spaceband
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COUNT  VALUE OF
4 THN SRCES

COUNT WALUE OF
4 EN SPACES

71!:1:1. EXPANSION OF
4 SPACE BANDS

Ficure 80.

Figure 81 shows a line that has been extra spaced with EN spaces.

EN __ SPACES
=W
w u o glg-
Qf— RUB OUTS —— g & 4 i
TAPE_ FEED Bl - & #d
HCI\_ES allies do |something |that |will
-4 9 -
\ 3e0e**
soeslssssogese 0908 r
o gesee
FiGure 81.
D. Thin spaces may be inserted between the letters of a word
. ) -
(“letter spacing”—sece Figure 82).
1. Backspace the tape to the beginning of the word selected
FIGURE 82. for letter spacing (preferably a five or more letter word
Letter Spacing. in the center of the line).

2. Repunch remainder of line, inserting Thin spaces between the letters

of the selected word (see 7th line of last paragraph of Figure 87).

Letter spacing may be employed alone or may be used in combination
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with Thin spaces or EN spaces between words. Figure 83 indicates that
when using unit system matrices, four EN spaces will not justify the line;
therefore, it is necessary to letter space using eight Thin spaces.

aT Tv#ILUESPAcES
el COUNT VALUE OF

4 EN SPACES
TOTAL EXPANSION OF
4 SPCE BANDS
FiGURE 83.

Figure 84 shows a line that has been extra spaced with Thin spaces
between the letters of a word.

THIN SPACES o
M 8 L8 B
g 2 oA

early yle|s|tlelr|dlaly in a bushy

L P O.Q.I. ... .l. .. L d .z. L

L J
Ssennes ...-.......I.....-'.I.l.‘.llI.l..l.

Ficure 84.
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Bold Face or Italic Composition

Tue “UR” and “LR” (upper rail and lower rail) keys are used for
controlling the position of the lateral (duplex) rail on the linecasting
machine. In the upper rail position, bold face or italic characters may be
set, and in the lower rail position, roman characters are set. Figures 85 and
86 illustrate the use of bold face and italic type.

To set type in bold face or italic, depress the “UR” key. All subse-
quent characters will then be set in the upper rail position for the remainder
of the line. The lateral rail is constructed so that it automatically returns
to the lower rail or roman position upon completion of the line. If it is
desired to return to lower rail position before the completion of the line, this
may be accomplished by depressing the “LR” key. Having once positioned
the lateral rail in either the upper rail or lower rail position, the Operator
may proceed to select both shift and unshift characters as required in the
line to be set, without affecting the position of the lateral rail.

Note: When the tape is to be used on an Operating Unit not equipped
with lateral rail delay mechanism, it is necessary to precede each “UR"
or “LR” tape perforation with a time interval consisting of three TAPE
(Blank) perforations. Howevex, this time interval is not required at the
beginning of a line.

Figure 85 illustrates a paragraph of roman characters, and a paragraph
of bold face characters. Figure 86 contains roman and italic characters
mixed within a paragraph.

In the composition of printed

matter, special emphasis is some-
times placed on certain words or
phrases by means of bold face type,
which presents a noticeable con-
trast in the copy as compared to
the ordinary ‘“roman” characters.
If a line contains both roman and
bold face characters it is commonly
referred to as a mixed line.

It is a common practice in news-
paper composition to set complete
lines or paragraphs in bold face
in order to direct the attention of
the reader to certain parts of an
article. Bold face type may be
used for either UPPER CASE or
LOWER CASE characters.

FiGure 85.

[

In book and magazine compo-
sition it is the usual practice to
make use of italics in order to
gain a similar degree of emphasis.
Italics are often used when setting
proper names, foreign expressions,
ete., although the actual rules gov-
erning the use of italics are deter-
mined by the style of any partie-
ular kind of copy, which is in turn
defined in the Rules for Compo-
sition followed by various printing
plants.

The term mixed line is also
applied to lines of copy which con-
tain both roman and ilalicized
characters.

Ficure 86,

89
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Indentions

IN MAKING INDENTIONS, it is necessary to use “fixed” spaces to obtain

proper alignment. The first line of the copy in Figure 87 is indented one
EM space. The tabular matter in this Figure is indented one and one-half 4
EMs — that is, each line is started by perforating one EM space and one

2 -

EN space.

A paragraph is indented in proportion to the length of the line to be T
set. Single column (12 pica) copy is indented one EM space; column and -
a half (18 pica), one EM plus one EN space; double column (24 pica),
two EM spaces. i

ONE £M 1
INDENTION % 1 composing this pnrasuph th. first word s indented
one em, which is h keyboard >
by striking the em space kay lo ltart “the line. An :m
hp-lllustrated herewith—is oth. h e uliar
EM DﬂSﬁ/ ::.]:ﬂnte: c':mpmitelom The Ia::]ln:ro;&rl.;::t:::ph:! QUADDED L’NE y

a typical example of & qundded l!.na. ‘The following tabula-
tion illustrates the use of lead =

Grocery stores.. g / . 335,000 LEA DEQS

i ;s:nerﬁl" i:f:c:rel. !.Eg,% -
t 4 1424
/z EM Drug a:r.or.e:e.ff 50,000 fé’ EM
NOEN T Ll e ORI 37 oot (LA DEN IO -
Dry goods stores. . Py ravaTara ¥ an:ooo
Department stores.  ..................... 5,000 -
Total. ....  tiiciusbeshmssaserennieaes THIN SPACE& SPACEBAND A,
e
2o i O i e e
order to get proper justification. Although the first line of -

this paragraph does not require such a procedurs, it has
nevertheless been used for illustration. Ancther common
method of ‘‘stretching’’ a line into the justification range is =
the practice known as letters spacing, where thin
spaces are used between consecutivefletters of a word. -

57 HIN SPACES -
BETWEEN LETTERS

Ficure 87. Indentions.

“Hanging” Indention

Tne TERM “hanging” indention means to begin a paragraph flush left, "
and indent the succeeding lines of the paragraph one or more EM spaces. -
The first line of Figure 88 is Hush left and the remaining lines indented
an EN and EM space. ; ¥

Good justification means that lines
are neither too long or too short =
to fit within the limits of the
column width used. The scale -
arrangement on the Perforator
}._q used to indicate the length of
ines.

Figure 88. Hanging Indention. 3
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Centering
WHEN A WORD or phrase is to be centered, the procedure is as follows:

1. Turn punch control to the right or “off” position.

2. “Keyboard” word or words that are to be centered.

3. Quad out until the line reaches justification range, counting each
EN space, EM space, and spaceband as you go along.

The total of each kind of space must be divisible by two, so that half
of the spacing will be on the left of the centered matter and half on the right.

John Jones

FiGure 89.

Figure 89 shows “John Jones” centered. Four EN spaces, four EM spaces,
and four spacebands were required to justify the line. Half of this spacing
would be two EN spaces, two EM spaces, and two spacebands; this spacing
on each side of “John Jones” will center the words.

Sequence of keystrokes:

EN space, EM space, spaceband

EN space, EM space, spaceband
Shift, J, Unshift, o, h, n, spaceband
Shift, ], Unshift, o, n, e, s
Spaceband. EN space, EM space
Spaceband, EN space, EM space

NEVER USE A SPACEBAND AT THE BEGINNING OR THE
END OF A LINE.

Centering on Machines Equipped for
Automatic Quadder Control from Tape

WHEN TAPE is being prepared for operation of linecasting machines
equipped for automatic quadder control from tape, centering can auto-
matically be obtained by depressing the QUAD CENTER key.

Quadding to the Right (See Figure 68)

WHEN A WORD OR PHRASE is to be quadded to the right, the procedure is
as follows:

1. Turn Punch Control to the right or “off” position.

2. “Keyboard” word or words that are to be quadded right.

3. Turn Punch Control to the left or “on” position.

4. Quad out till pointers show justification.

5. “Keyboard” the word or words again so that they are perforated into
the tape disregarding the position of the counting pointer.

a7
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SPECIAL SET LINES

Guide Lines

GUIDE LINES are written and also perforated at the beginning of each
tape to enable the composing room to identify a galley of type. These
lines identify the edition, kind of head, key words of the head, and in some
cases the Operator’s initials. They should be confined to one line when pos-
sible. All guide lines should be “leadered” out (EN and EM leaders)
instead of being “quadded” out with EN and EM spaces. Figure 91 shows
various types of guide lines used in newspaper composition.

MEAT PACKERS btw ........

STREET 3B CUBS WIN ........
CONGRESS CLAIMS Page 1....

Ficure 91.

Sub Heads

Sup HEADs are used to divide an article into sections. Figure 92 shows
various methods of style used for sub heads.

Jobs Still Open
All Doubt Erased
Games Played Today

FiGure 92.

Date Lines

THE DATE LINE is the text preceding the first sentence of a story or
news item. Date lines normally contain the city and state where the news
item originated, the date of its occurrence and the press service supplying
the item. Figure 93 shows a variety of date lines commonly used:

Washington, Jan. 12,—(AP)—The
MUNSAN, Korea, Jan. 12—(INS)
WASHINGTON,—(UP)—The late
Concord, N.H., Jan. 12 (AP)—It

Fi1Gure 93.

By-Lines
By-LinEs designate the author or writer of the story. Procedure for per-
forating by-lines depends on the local newspaper style. Figure 94 shows
different styles of by-lines.
By John Miller
By John Miller

By John Miller
By John Miller

Figure 94.
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Picture Cuts

PicTurE cuts or “‘run arounds’ are easily set on the Perforator. When
copy designates that a picture cut is to be inserted within the column, the
Operator must allow fixed spacing (EN and EM spaces) or capital alphabet
characters for the width of the “cut” before typing the body text. Alphabet
characters may be used in place of fixed spaces to avoid the possibility of
loose lines resulting from shortage of EN and EM spaces. This portion of
the “slug” will be sawed off to allow space for the cut. The quantity of
spaces or characters used for the indention will depend on the width of the
picture cut. This information is usually supplied by the composing room.

Spacebands are never used for the indented portion of the line because
they are variable spaces.

Copy is usually marked for the number of lines to be indented, which
depend on the length of the picture cut. Figures 95 and 96 show two
methods of indention for a picture cut. Figure 95 has been indented
with EN and EM spaces, whereas Figure 96 contains alphabet characters.

Due to the possibility that spaces
and leaders may not have been
distributed into the magazine of
the linecasting machine, many

Due to the possibility that spaces
and leaders may not have been

distributed into
the linecasting

the magazine of
machine, many

times an indent- ABCDEFGHIJK times an indent-
ed line may cast ABCDEFGHIJK ed line may cast
with too short an ABCDEFGHIJK with too short an
indention or may ABCDEFGHIJK indention or may
not cast at all. ABCDEFGHIJK not cast at all.

To overcome ABCDEFGHIJK To overcome
this possibility ABCDEFGHIJK this possibility

a more expedient ABCDEFGHIJK a more expedient
method is pro- ABCDEFGHIJK method is pro-
vided here. ABCDEFGHIJK vided here.
The operator ABCDEFGHIJK The operator
can readily see ABCDEFGHIJK can readily see
that the number ABCDEFGHIJK that the number
Nameline of times any one Nameline of times any one

particular character is used is
limited to once per line. When
using spaces and leaders as many
as eight or more characters from
the same magazine channel are
necessary in a single line.

This method may be used suc-
cessfully on any length of line.

FiGure 95.

particular character is used is
limited to once per line. When

using spaces and leaders as many
as eight or more characters from
the same magazine channel are
necessary in a single line.

This method may be used suc-
cessfully on any length of line.

Figure 96.

it
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Tabular Composition
To pERFORATE tape for tabular composition the procedure is briefly
as follows:

1. Compute tabulated matter in EN or EM spaces (using longest line
of material to be tabulated) .

2. Mark scale (with pencil) for the computed figure in scale divisions.
3. Perforate first part of tabulated line.

4. “Leader” or “quad” to the computed mark on the counting scale.
5. Perforate tabulated matter.

Computing Tabulated Matter

THE coUNTING arrangement ol the Perforator is such that fractions
count an EM space or full scale division. Figures, dollar sign, and paren-
thesis count an EN space or half scale division. Period, comma, apostrophe,
hyphen, and vertical rule count a Thin space or one-third scale division for
unit system matrices.

See Figure 97. The number of scale divisions required may be com-
puted as follows:

The four figures require four one-half scale divisions or two scale divi-

sions.

The space between the figures require three scale divisions.

The space between the leaders and the first figure is one-half scale divi-

sion.

The total of the tabulated portion of the line is 514 scale divisions or

Il EN spaces. Thus, the counting scale would be marked with pencil
as shown in Figure 99, Page 61.

Keyboarding the Tabulated Lines

The sequence for keyboarding the first line in Figure 97 is as follows:

Perforate Miksis, comma, space, 2b, space, tape key; then EN and EM
leaders alternately until counting pointer is slightly to the left of the
pencil mark on the scale (514). Continue with EN space, 5, EM space,
3 EM space, 0, EM space, 2. The counting: pointer should now indicate
that the line is justified. If the line is short of justification, a Thin space
may be added over the TAPE key perforation. If it is apparent that a
Thin space would not be sufficient to justify the line an EN leader should
be used.
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Figure 98 shows tabular matter in which EN and EM spaces and space-
bands are used in place of leaders. The sequence of operation in Figure 98
is the same as in Figure 97 except that EN space, EM space, and spaceband
are used, in the sequence given, instead of leaders.

It is imperative that the Operator bring the counting pointer as close
to 514 (not beyond) as possible by the alternate use of the EN and EM
leaders (Figure 97), the EN and EM spaces and spacebands (Figure 98).

—|Thin space or EN leader—when required Scale marked at

if tape key had been used.) T 51/, divisions.

L\\ Eleven EN spaces

value for tabulated

Spaceband— [ltEM space poﬂinn:]

Sylvester, 2bY......... B &0 M Sylvester, 2b 6 8 0 2
Phillips, rf.......... 5 1 0 4 Phillips, rf 5 1 0 4
Svee, ef ... .00l 4 2 0 1 Svee, cf 4 2 0.1
Halvorsen, 3b ........ 4 1 1 4 Halvorsen, 3b AL i)
el W g aaongaenuo0 3 0 0 4 Korol, 1If 3 0 0 4
Frindell, 1b .......... Al P Frindell, 1b Aol o
Q'Brien, c . o 45 () al o Q'Brien, ¢ 5 0 1 8
Godfroy, ss .. oad W 0 Godfroy, ss 41 0.1
(BT 0V o o0 aRae 00000 5 0 0 1 Goetz, p 5 0 0 1
_—— — — _—— —— —-
! 9 9 4 34 39 9 4 34
J EN space
N & EM leaders
EM dash— N & EM spaces
EN space plus spacebands. EM dash
Ficure 97. Figukre Y8.

MARK  INDICATOR

Figure 99,

il}
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Figures or characters not required in a particular line of the tabular
matter must be replaced by fixed spaces of equivalent width, The last line
of Figure 100 has no figure in the first column. These are replaced by
two EN spaces or one EM space. Failure to insert the required fixed spacing
will throw the columns out of alignment. Figure 101 shows a method of
calculating the space required for the tabulated portion of the copy and
also the use of EN and EM leaders.

\%
S L B s
g
Spaceband Nineteen EN spaces plus

[EM or EN spaces between

one Thin space value
columns as required.)

for tabulated portion.

Illinois 107 1%909 71071 Y681 I1linois 0 1 .909 1071 681
Indiana 8 2 .800 642 542 Indiana .... 8 2 .800 642 542
Wisconsin 6 4 .600 586 591 Wisconsin .. 6 4 .600 586 591
Iowa 6 4 .600 663 615 Towa ....... 6 4 .600 663 615
N'western 6 b5 5456 T40 765 N'western .. 6 5 545 740 1765
Mich. State 7 7 .500 496 485 Mich, State . 7 7 .500 496 485
Minnesota 5 7 .407 801 692 Minnesota .. 5 7 .407 801 692
Purdue 3 B .231 841 1031 Purdue ..... 3 8 .231 841 1031
I\’Ilchlgsmf 10 528 890 Michigan .., 10 528 890
EN & EM | :
1paceb:r|p¢;:’s ot EN & EM leaders.
EM space for two
omitted figures.
One Thin space for omitted
period, three EN spaces or
one EM and one EN space
for omitted figures.
Ficure 100 Ficure 101
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Summary of Operating Rules and Precautions

It 1s essential that the Operator be able to read the tape.
Concentrate on developing a smooth, even keyboard touch.

Always depress the same key with the same finger (except in lines requir-
ing quadding or a series of leaders, where special fingering is used) .

When copy is not marked legibly, or is marked in a manner you do not
understand, ask the person in charge for an explanation.

When in doubt regarding spelling, punctuation, syllabication, etc.,

refer to the dictionary. Don’t guess!

Before starting to perforate tape, the Operator should “condition™ the
Perforator.

No key of the Perforator should be depressed more than twice in suc-
cession (unless tape is to be used on machines equipped with repeat char-
acter delay mechanism) .

Functions such as “shift,” “unshift,” ete., do not register a count value
on the counting scale.

Any keylever depressed on the Perforator when the power switch is in
the “off” position will register on the counting scale and also perforate
in the tape when the power switch is turned “on.”

Never begin or end a line with a spaceband or depress the space har
twice in succession.

Never end a line unless the pointers indicate that the line is justified.

End each line by depressing first the RETURN and then the ELEVATE
keys.

Use fixed spaces whenever a definite amount of space is required, as in
indentions, tabulations, etc.

Not more than 12 spacebands should be used in one line of copy. When
more than twelve spaces are required between the words of a line, the
Operator should resort to the use of fixed spaces (preferably EN spaces)
to meet the requirement.

On Perforators equipped with the “add-thin” space mechanism, the
Thin space is the only extra spacing that can be perforated over the space-
band combination.

When setting composition on the upper rail, remember that the Op-

erating Unit automatically returns to the lower rail position at the end of
each line,
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When the Operating Unit does not provide delay for lateral rail opera-
tion, it is necessary to precede each “UR" or “LR" tape perforation with a
time interval consisting of three TAPE (blank) perforations. This time
interval is not required at the beginning of a line.

When in the upper rail position, use the EN and EM leader keys for
quadding and the EN and EM space keys for setting leaders. However, this
does not hold true in all cases since some shops use matrices containing EN
and EM spaces in both positions, and EN and EM leaders in both positions.

The semaphore is provided to indicate whether the Perforator is in the
shift or unshift position; red indicates shift position and white indicates
unshift position.

Each time a perforated tape is removed from the Perforator, the shift or
unshift code should be perforated in the succeeding tape regardless of what
the semaphore indicates, in order to assure proper positioning of the Operat-
ing Unit on the linecasting machine.

Bear in mind that when the shift combination has been perforated in
the tape, all subsequent characters continue to be selected in the shift
position until the unshift combination is perforated. The same condition
applies to the unshift combination.

In making corrections, care must be exercised so that the necessary shift,
unshift, rail, return, and elevate signals are not deleted from the tape.

If in doubt, make certain that the corrected lines will justify by counting
the line with the punch control lever turned to the right or “off” position.

When the tape is backspaced, the Tape Winder should be turned off
and backed up sufficiently to release the tention of the tape; otherwise the
feed hales may be torn.

Remember that the pointers are not backspaced when a perforation
is deleted.
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Useful Data

The aim of this section is to provide the
operator with additional “tools.” Some
of the items have a direct bearing on
the operation of the perforator; others
are in the nature of helpful background

information.

Printing Terminology

AcatE TypreE—A size of type (514 point type) .
BANNER LINE—A page-wide head in large type.

Bopy TypE—The type commonly used for reading matter, usually 8 point
in size or smaller. It is distinguished from “display type” which is used
for headlines and larger type in advertisements.

Borp Face TyreE—A face with heavier strokes than a “medium” or “light”
face. It is often used for emphasis as it stands out prominently in a
copy block.

BuLrL Doc—Early edition of the newspaper.

Caps AND LowEer Case—If a word is set “c & lIc,” the first letter of the word
is a capital letter, the remaining letters of the word are in lower case of
the same font or kind of type.

Caprion—The heading of a chapter, section, page, or article.
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Conposing Room—A place where type is set and assembled.
Cory—Material for publication.

CrepiT LINE—An acknowledgment of the source of material.
Cur—An engraving.

Currines—The copy, usually only a few lines, which accompanies and gives
necessary information about a picture.

DeapLINE—The latest minute at which work must be finished and ready for
the next department to take over.

DELETE—A proofreader’s term meaning take out or kill.
Dummy—Diagram showing the layout of a page.

FLAG 0rR MasT HEAD—The box in the upper left-hand corner of the editorial
page containing name of paper, address of publication, officers, etc.

FiLLer—Copy that can be used at any time to fill space.
Font—Complete assortment of any particular size and style of type.

Fora—A page of type locked into place in a rectangular metal frame or
chase. This is the last step before pages are matted and stereotyped.

GALLEY—A metal tray in various column widths for holding type after it
has been set and before it is placed in page form.

GALLEY PrRoOOF—An imprint of type on a sheet of paper made while the type
is in the galley.

Heap, HeApLiNes—The lines that caption a newspaper story. Heads are
usually set in 12 point type or larger and should briefly summarize high-

lights of story.

HTK—Head to come, meaning the headline will be written and sent to
composing room later.

KeEep Stanninc—Instructions to printer to hold type for further use.

KiLL—To discard type or copy.
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L.C.—Lower case letters as opposed to capital letters.
Lavour—Plan or arrangement of a page.

Lockur—Tightening the type matter in the chase so that page is ready for
stereotyping.

MakeE Over—To rearrange a page of type or pages to accommodate new
stories or to better the appearance.

Make Up—The general appearance of a page, its style and arrangement.
Also the arrangement of type into columns and pages preparatory to
printing.

PaGe Proor—Printed proof of a whole page.

Pica—The unit for measuring width in printing; there being six picas to the
inch.

Piep T'vpE—Type which is jumbled, spilled or otherwise disarranged and
no longer usable without resetting.

Point—The unit for measurement of type, one seventy-second inch in depth
or .01383. Type is specified by its point size, as 8 point, 12 point, etc.

ProorrEADER—One who checks proof against the copy.

Quaps—Blank matrices (EN and EM spaces) used to fill out lines where
the amount of type does not do so.

Run IN—To make (matter) continuous without a paragraph or break.

StyLE MANUAL—A compilation of typographical rules to be followed in a
publication, codifying the method of treating spelling, abbreviations
and other matters of uniformity in editing.

SusHEAD—Used as text breaks to promote ease of reading.

Tvyre FAcE—A style of type as designed by an artist. Many type faces are
named after men who designed them.
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Wipow—A short line ending a paragraph.

WronG Font—A character from one font of type mixed with
another font.

“30"—End of copy.

Proof and Copyreader's Marks

68

#4, O nOwW i}\the
priter

G or tothe picu.lNow

no @

out, sc¢

=

tr%iay

eq #

when youfyoung\were
tr

v

stet

bf or bold face
bfe

ital or italic words
FOREVER AMBER
\-'\'?:ﬁi
‘Sfenul,('.

ghicago

Chicago

Insert period

Insert comma

Insert eolon

Insert semi-colon
Insert hyphen

Insert one EM dash
Insert quotation marks
Insert apostrophe
Insert space

Insert letter indicated
Paragraph

No paragraph—run in
Out, see copy

Close up

Omit and close up
Equalize spacing
Transpose the words
Transpose the letters
Delete

those from

Restore words crossed out

Set in bold face

Set in bold face capitals

Set in italic

Use small capitals
Wrong font

Set in lower case
Capital

All capitals

Spell out (ten)

Use figures (10)
Abbreviate (Gen.)
Spell out (General)

Upside down, turn over

Indent one or two ems
Flush to left

Flush to right

Center

Move up

Move down

Line up vertically




Examples of Marked and Corrected Proois

JPrinting Educates[ — BFC
v‘——-E\'en if none off thexs people TR
should ever follow the @raft of L
the inter i /t toy thi
printer in 5ears]comg|. Zt .e E/:’\
f’ educatgn that they get in this
et e i
DG ) o =
U of ocgpation or profession they t}
may later choose./The printing q?
# trade isa thoreowphty practical St
education in itself _ft provides é)

EQ7 —fracticals Tessons=<Tn2sthe= prin-
ciples of lan ge , composition,
punctuation, and other everyzday /i\
3SEA 93U} O} UOIJIPPE Ul ‘S9S[oIoXd =
fund of . knowledge which it \3/
passes under tht workerS observa- !

tion.”

WEF

PRINTING EDUCATES

“Even if none of these people
should ever follow the craft of
the printer in years to come, the
education that they get in this
department will prove of real val-
ue in practical life, whatever line
of occupation or profession they
may later choose.

“The printing trade is a thor-
oughly practical education in itself.
It provides practical lessons in the
principles of language, composi-
tion, punctuation, and other every-
day exercises in addition to the
vast fund of general knowledge
which it passes under the worker’s

observation.”

—An excerpt from an editorial
in the Portland Press Herald
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Measures Used in Printing

1 Point = .01383"
12 Points = 1 Pica
72 Points = 1 Inch
6 Picas = 1 Inch
2 EN spaces = 1 EM space

3 Thin spaces =
4 Thin spaces =

1 EM space (unit system matrices)
1 EM space (non-unit system matrices)

Height of type face is measured in points—for example, 7% point Excelsior.
Length of line is measured in picas—for example, 12 pica column.

1 EM space =
1 EN space =
1 Thin space =
1 Thin space =

Instructions for Perforating 5-Unit Visual
Characters and Figures in the Tape

Teletypesetter Measures

1 Scale Division
14 Scale Division

14 Scale Division (unit system matrices)
14 Scale Division (non-unit system matrices)

DEPRESS THE KEYS following the dash in the order in which they are listed.
Depress the tape key at least twice after each completed character. “Quad
out” the line to meet justification.

A—VSY
B — Unshift Y R
C—CZZ

D — Unshift Z C
E — Unshift Y Z
F — Unshift S E

G—CZIX

H — Unshift Space Unshift
I — Unshift

J—NTK

K — Unshift R Z
L — Unshift T T

N — Unshift A N Unshift

0—CZC

P — Unshift S U
Q—CYCT

R — Unshift S G
S—LYD

T — E Unshift E
U—KTK
V—UTU
W—KTCTK
X—ZCZ
Y—AMA

M — Unshift E C E Unshift Z—BY W

1 — Unshift
2—BYL
3—ZYR
4— T Space V
5~—WYD
6—CYN
T—ZSA
8—RYR
9—1YC
0—CZC
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