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How to open a
new fontof type
o

m& and
“ready for making-
_proof for check-up.

Do not uritie string
(Type is foce up)

LESSON THREE
How To Open and Put Away
A Package of Type

The suggested practice kit has
a font of type and a type case,
50 you will want to know how to
handle it without mishap. If your
type is wrapped in a cardboard
container,

the_cardboard, and the type will
be face up. If the type is wrapped
in paper, lay the package down
and unroll toward you, very care-
fully, so that the type will be face
up when entirely opencd. Do not
try to remove it, but place a block
of wood or something similar on
each side, to keep it from falling
over.

Before going any further, take
a printed proof, so that you will
have a check, both on the type
foundry and yourself. If there is
an error, the foundry requires a
proof. If later you seem to be
short any letter, you can go back
to the proof for verification.

How To Take A Proof
)

he appended
makes any detailed description of
proof-taking unnecessary at_this
point. If you have purchased the
practice kit you will have a chance

same as you will use when print-
ing up practice type forms, unless
you have a press for that purpose.

/5 /~\HOW TO TURN A NEW FONT OF TYPE IN THE WRAPPER
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How To Put the Type

In the Case California
After taking your proof, wipe ACak]

off the face of the type with a B

little cleaning solution (gasoline,
benzine, Printoclene, or some
other quickly evaporating hydro-

H
e
3
N
5
g
g
g

nick is at the bottom of the let-
ter. This will help to keep each
in the right compartment.

Cap Case
% size

1f your practice kit has a small T
wquare. cits, yowll probably find 1
it best to place the letters in | |[||
alphabetical order, although it is |
customary to use the first two
v figures,

Gollar and & (ampersand) signs, Quadruple Cap Case
with the points (periods, commas,
ete) trailing after Z in the bot- | as you will see, arranged in alpha-
betieal order except J and U,

lllus e e | e e
cascs. Those all take in | additions to ar alphabet (being

e

Ik

in the middle for | hol and four fonts, are
y accessibility, with one excep- | known as triple cases and qu
tion. Cap cases, made so that two | ruple cases respectively. For more

sizes or styles of capital letters | information on type cases, see a
may be placed side by side, are, | later lesson.

~
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Spaces and quads (for use be-
tween words and sentences) are

in a separate package. The em
quad is square, the en quad o)
sce just, half the em qu d

thickness, ~th 5-em

3-,
spaces are those T ire respec:

Hair space

tively one-third,
thi

onefourth and
one-fifth the thickness of

Various sizes of type with both

face and foot (bottom) shown. Note

that base or bottom of type is not
= =
T

-

-

o N
necessarily the same size. The face
is usually cast on a somewhat larger
body to provide for lttors with +do-
scenders ,—|emrs such as “g”,

T Gt

pri

How To Set Type

Start with something small and
simple, such, as & card with one
or two short lines of type. Use
your own name and address, but
Jollow the eard lustrated. here;
or some aimilar layout. This par-
ticular card is set in two sizes of
Copllerplafe Gothic,

typesetting will be discussed
lataeleascn?

in_typewriting, the printer

malies a1l bs lines on

on the card is from
to the 0 of 3810. 1f you are using

e same dimensions as o
cara Mustrated, youll find it to be
hree inches, which in printers’
measurement is 18 picas, there
being six picas to the inch. If you
have the line gauge listed in the
kit you can check. The furniture
assortment also mentioned in_the
kit probably contains one or more
picces 18 picas long, which you
can use in this setup.

If you have a composing stick,
set the movable part. (called the
knee) so that it will hold a three
inch line, using a piece
furniture that length to get the
right measurement, but allowing a
trifle more — the thickness of a

scribe ==

see Page 2
Lesson 4
You can fol-
Tow it—uing
Yourownstyle
for name and
ddren.
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heavy cardboard, or a 72nd o

squeeze will_come on the type and
not on the furniture.

For spacing between the lines
you will nced something thinner
than the wood furniture or reg-
let (furniture 18 points or thinner
is called reglet). This is the func-
tion of the two point leads. Leads

nyway, you have your choice of
leads, slugs, reglet and furniture
or spaci i

length, allowing for the cut of the
saw if you use one.

Using Composing Stick

Hold the composing stick as the
picture shows, in the left hand,
with the open side away from you,
Put a three inch piece of lead or
reglet in it, then with your right
hand, pick up the first letter. Place
it face up, and with the nick away
from you, in the lower left hand
corner of the stick, holding it in
position with your thumb. Proceed
with the rest of the name.
a very
thin space to fill out a o

try to jam it in, because it will
probably bend. First remove a
quad or another character, insert
Jour thin space, and then replace
the quad.

Yourl e s o lemvaitaslic
you do not read the type for cor-
rections until you have set a com-

plete line — then glance over it.
Do this before you respace, how-

.

On short lines which must be
spaced out put the wider quads at
the end, and the thinner spaces
inside, so that when you pick it
up with other lines, the small stuff
won't be in a place where it will
drop off easily.

Be sure that your line is not off
its feet — that is, it must be

e AT M
may be loose or sloppy.

The student without a compos-
ing stick can use the chase, gal-
ley, or whatever he has which he
thinks will enable him to follow
the lesson.

What you have set will prob-
ably not fill the three inch space,
s0 place an equal number of quads
(thick spaces, see diagram) before

without sliding back, but not so

~




—

Kelsey
Printing Course

Lesson 3
Poge 5

! J\WW/?

A lum ‘properly justified in the composing stick
will stay in this position, until pulled down

tight that it is hard to shove
spaces in.

Having set the first word, put
ree or four em space after the
last Tetser, ‘Sat the mext word oF

initial, insert a space, n.
Some printers set a line of words
with no spacing bet d

can go bacl
This they feel saves the necessity
of changing the spacing between
the words after a line is set.

The first line being fnished, put
in another lead and set your next

— grasp the type form,

on ALL sides. Lift carefully from
the composing stick and place in
the chase, or you are
using that for proof taking.
When the form is in the galley

stick, and make it there. Only in
that way can you be sure that the
line will be properly spaced after
the correction.

This may sound as if using a
composing stick were more diffi-
cult than setting type in the chase

Stick setting is easier and quicker;
you can be sure all lines are “jus-
tified” — spaced out to equal tight-
ness — which prevents drop-outs
from the chase, as_well as such
a form piing —

; on, until you have
Jour type form complaten.

If you have been using a com-
posing stick, this is the way to

gle pe
haips several if you have room, 80

as to give you something to hold
Next, do as the picture

falling apart.

You ean now take 8 proof of your
work. This may be done in the s
wny as descnbed for proofing & font
of

Corucling the Proof

You are now ready to go over
your printed proof for corrections.
Shown on page 7 are the marks used
by proofreaders for designating
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changon, Mowt proofreaders draw
a line from the point where the
e

you are a proofreader, and somebody
else does the actual work, it is im-
portant that you make your nota-
tions so they will mot be misun-
derstood.

A Proof Press

The: lot more thing
than obvmus typugnphlcal B
to look reading proof.

Ammmg " patthe copy feom
which you set your work was care-
fully written to avoid small let-
ters where caps would be more
appropriate, or the reverse, and

where they run o
To anothes, wntformity (as for in-
stance, the same amount of inden-
tion), good spacing and the like.

This will be in addition to such
things as wrong font letters, dam-
aged letters, omissions, duplica-
tions, transposed letters, and the
other things which the proofread-

ers’ marks suggest.

If the author of the copy h
not, been oo careful with Kl copy,
and you are in a position to bring

the subject up without offense,

the matter of punctuation and

capitalization with a view to uni

fomity, <an be. given. attention,

although it would be better and

save time if this were done before
igh

setting the type. Straight body
matter will not require so much
tailoring as rams and other

e
rather haphazardly,
confusion in the use or non-use of
caps and punctuation. Even

writers are likely to be careless,

set, with conseque
costs which he may not willingly
pay. Better look copy over

Te set-

p any variations, but will
Rt cateh complete omissio
st o divisiona of
words are correct. This may be
to do at one time, running
e
checking them. You can check this
first or last, but in any
don't forget it. Use the looma
for this purpose.
Proofreaders in _establishments

the ordinary run of commercial
printing would be passed by with-
out remark. It will do no harm
to check over a few of these. You
can then form your own conclu-
sions as to how far you need to

On a_fine piece of typogr
‘much eﬂ'ort will be spent to elunl-
nate “rivers”, which are gul-




Kelsey
ning Course

Lesson 3
Page 7

Proof Readers’ Marks

‘Change bad letter
Push down space
“Turn over

Take out (dele)
Left out; insert
Insert space

T Move over

/21 Two em dash
9 Paragraph
NoT Noparagraph

X
a
9
3
A
*
vV Even spacing wf Wrong font
~  Less space e Lt it stand
S Close up entirely stet.  Let it stand
© Penod tr.  Transpose
s Comma Caps Capital letters
© Colon 5. Small caps
3| Semicolon l.c. Lower case o
YV Apostrophe small letters
¥ Quonation Jtal. Talics
“/ Hyphen Rorr. Roman
% Straighten lines
lies of white space which seem to | graphic proofreading
form continuous passages through | picked up without so much diffi-

er case they are undesir-

Really competent proofreaders
watch not only for typographical
Tistakes and undesirabilities. but

may be taken two or more ways.

Clear typographical mistakes are
for change, but other

questions, which involve meaning,

grammar and the like are marl

on the odge of the proof with &

question mark, so that the

much reading. Ordinary typo-

Suding history, geography, litera-
, movies, radio, ad-

u have
Tionce, sad are willing to learn.
Yowll find if you work in more
than one print shop there is a
lack of uniformity in office styles,
as they are called. The variations
will crop up in nearly everything
on_which there is any room for
difference of opinion, even includ-
ing spelling. Some places have a
style book in which the rules and
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reglllahons are set down, where
n be consulted in case of

dogbte
The customs of some printing
houses in that regard reflect the
leanings and prejudices of the

style must be observed. Gram-

matical change t

years, and what would have been
d wrong or of doubtful taste
short time back may be

alternative or even preforred way

Smce  that phase af prootr esdr
ing i r less fluid, to sa;
nof hmg o cnmmvmml, it has 2o
place here. 1f y

yourself, you'll pick it up as you
go along. The questions which
may come up here are numerous
enough to fill the dictionary and
the grammar combined, and most
of the answers which are down in
Pack st phaa e Phettommatin
those two books, as well. Matters
of opinion and judgment will be
up to you in the light of your
own good sense.

Lesson Three—Questions

1. Deseribe _the proper to
pen o font of type b

soord contaiter

®
5!

own, you
o sl bk G o, s Wit
voller and galley.

3. How do you set your composing
atick for any given length of
#7

4. How tight should a line of type
be fitted (justified) in the com-
posing stick?

5. Describe the proper way to re-
move the type from the com-
posing stick.

‘The Printe)
DICTIONARY

asis of Weight—Terms used
to indicate how heavy a ream of

per, 1000 sheets —or a single
e given kind of paper
may be. it i

tomary, on bonc
the welght in

papers use
sheets, Thus, if book paper is de-
d as 60 pound or No.
ighs 60 pounds to 500
ts, or 120 pounds to
1000 sheets of ‘the same size. The
base size of bristol board is
X 35, " cove 20x26 in.
The full sheet sizes made and sold

com’
monly accepted basis of measure,
these’ are the ones.used.

Bearers — Often cmed roller
supporters; used in the
cach side of th type form %o give

e rollers a bearing surface in
addition to the tracks on the chase
wood or of metal.

chase than
wooden variety. Bearers often pre-
vent sliding of the rollers, particu-
larly on small jobs.

(To be continued)




