the basic terms of the trade
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120016 pt

set solid

tight

massaging text
turning over

taking back

widow

orphan

Space between words
The space which separates two lines of type is called leading (so-called because
strips of lead were originally used to separate the lines). This, too, is measured in
points. If type is set at a size of 12 pt with 4 pt of leading in between each line it is
described as 12 on 16 point. This is because the lines are at intervals of 16 points:

2 pt

Previously, when the Tartars

4PT LEADING

raided these parts, making

6 pt

forays over the grassy lands,

The function of leading is to make the text look less dense, and thus easier to read.
Text that has no leading  for example, 12 on 12 pt —is called set sold.

Previously, when the Tartars raided these parts, making 12 pt
forays over the grassy steppelands, the people had huddled - pt
R b o mm R AR T E T T

When text has a large amount of leading it is said to be loose, and when it has a
small amount it is said to be tight.

These terms are also used to describe the spaces between words. A line of justified
text s said to be too loose or oo tight if the spaces between the words are much
greater or smaller than in other lines. This can be rectified by a process known as
massaging the text. This involves turning over a word, that is, moving it from the end
of one line to the beginning of the next; or taking back a word, that is, moving it
from the beginning of one line to the end of the previous line. Massaging text can
solve a number of typographic problems such as unsuitable word divisions and the
appearance of widows and orphans. A widow is the first line of a paragraph which
falls on the last line of a page. An orphan is the last line of a paragraph which falls
on the first line of a page.

THE BASIC TERMS OF THE TRADE

the creation of readable texts

FORM

Inter-related elements

Letter-spacing, word-spacing and leading are just three of the clements that can be
adjusted to improve readability. This diagram shows how these and other clements
are linked. Changing any one will have an impact on the others.

xheight
of font

FONT

Experiment with a variety of text treatments, adjusting one element at a time and
noting how each change affects the overall readability of the page.

The passage opposite shows an example of this. It starts in Times Roman 12 pt st
solid (that s, with no leading) and ranged left, and the changes are as follows:

1 change the font from Times to Albertina

2 reduce the size from 12 pt to 10.5 pt

3 increase the word-spacing

4 justify the text

5 reduce the measure from 106 mm to 96 mm
6 increase the leading from 12 pt 0 13.5 pt

It is interesting to note that the first and last samples occupy approximately the
same space on the page. This shows that setting the type at a larger size is not
necessarily the way to make text easier to read. It i the relationship between the
different elements that provides the key to seiting readable text.

LEGIBILITY AND READABILITY

The imprint p

Positons o preliminary pages

The layout of prelims is dictated by the need for some pages — for instance, the title
page, contents page and the first page of the main text — to be on a recto, Those

pages which should appear on a recto page are shown below in grey:

n a book with extensive prelims
o o ertain pages must tillstar
tile e recto v pla
recto recto

I this set of page positions creat
too many blank pages it is for
Blank or Blankoor the editor, not the designer, to
Frontispiece | Title Fronti Tite ! et
= order then
Imprint page Imprint page
Publishing | Contents Publishing | Dedication Jank | Introduction
al detail i
verso recto verso recto
jank | Foreword jank | Contents Introduction | Introduction
recto recto
fank | Introduction jank | Acknow Introduction | Introduction
egdements v v
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First
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JE e ormapsor | plans
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A book with a short foreword plank preface blank | Fist page of

a would have main text

recto recto

eries of prelims is shown on S
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THE SEQUENCE AND NUMBERING OF PRELIMINARY PAGES

1 books began to be sold as bound

objects the page perssted as the half-tit

The half-title page
Once the title page style is established, attention can turn to the half-title page.

‘This page will only bear the title of the book — and possibly an image in the case
of illustrated books.

If the book is to be hard bound, bear in mind that the endpaper is glued o the
half-title page, using up to 5 mm of the page in the gutter margin. The text should
be positioned further towards the fore-cedge to allow for this.

title page

The typography of the half-ticle will be the same as the title page, reduced in size:

all ilustration may add to the appeal

avily ilustrated book and reduce the

CALL IF YOU
NEED ME

Above is the setting of the t

CALL 1F YoU

TITLE, HALF-TITLE AND PART-TITLES

preliminary page sequences

half-title pages

display typefaces

heading hierarchies

Booktitles can be seen as distinct units: the tile, possiblya sub-title and the author's
name. The use of two or th faces gives an immediate display appeal,

even without images:

Dancing Lessons
for the Bdvanced in Age
BOHUMIL HRABAL

Redbirds

Memories from the South
Rick Bragg

American Typewriter and Gill Sans light Playbill and Britannic bold

the messenger THE SWAN

MAYRA MONTERO A NOVEL BY
SEBASTIANO VASSALI

Citizen bold and regular

Neuland Inline and Spartan

Aoan-Panl Kanflmann
THIE DARK IROOM
AT IWONGWOOID

To Siberia
PER PETTERSON

Galahad and Futura

WRITE TO L

Daniel Pennac

Pingeot

Univers 55 and Univers bold 216 x 135 mm
he image is striking, use the simplest of
straction. The t

Binner Gothic and Formata bold was embossed. Photograph by Tono Stano

DISPLAY TYPEFACES AND ORNAMENTS

Note how in the

fight hand example
the jump from 1

Size of sub-headings

The appearance of cach level of sub-heading must be consistent throughout a
book, and will depend on a number of factors:

Size of page: the largest headings should not overwhelm the page.

Size of text: the smallest headings should be visibly larger than the body text,
though not necessarily by a great amount.

Number of words: if most of the headings contain many words, they will all
need to be set at smaller size.

Frequency of headings: a text that is divided into a large number of sub-
sections, each containing a small amount of text, should generally have
smaller headings.

Number of levels in the hierarchy: if you have many levels to deal with, the
largest may need to be larger and the smallest, smaller.

Choose the most frequently used level of heading - whether it be A, B or C ~as a
starting point and increase or decrease the size of the other headings from that
point. The amount by which type size increases will need to be greater in the larger
sizes. For example, an increase of 2 pts from 10 pt to 12 pt is noticeable:

C-heading  B-heading
whereas an increase from 22 pt to 24 pt is less so:
C-heading B-heading
S0 type sizes should be increased visually rather than by regular increments:

9pt Power-looms 10 pt Power-looms

12 pt Cotton st Cotton

o Textiles

. Industry

s Textiles

. Industry

SUB-HEADINGS

Examples of book grids and master pages

These are examples of grids indicating the text pancl and other printed clements.

Thisis a grid for a book containing

nargins and the sidenote colum
rlaps

oot aligns with the outer edge of

e text panel and the folos alig

with the outer edge of the sidenote

R — Chaper e

This is an asymmetric layou
T tight-hand margin

d contain headings,

GRIDS AND MASTER PAGES

Footnotes (efl)
Endnotes (cents
Sidenotes (r

FOOTNOTES, ENDNOTES AND SIDENOTES

There are three standard ways of introducing notes into a text: footnotes, endnotes
and sidenotes (also called shoulder notes). Footnotes are placed at the foot of the page,
endnotes at the end of the main text, or alternatively at the end of the relevant
chapter, and sidenotes in the fore-edge margin. An indicator — a number or symbol
set in superior figures — is placed in the main text to refer the reader to the note.

When choosing which method to use, you need to consider the content of the
notes. Are they important to the reader’s understanding of the text — for example,
translations of foreign words and phrases — in which case foot- or sidenotes would
be more helpful? Or do they mostly provide references to source material, which
would be more appropriately placed with the endmatter?

The style of the book will also influence this decision. Pages of dense footnotes can
make a book look ‘academic’ and will intimidate some readers. On the other hand,
large-format illustrated books can benefit from the extra text elements which give
interest to a page, and sidenotes — often in a second colour — can have a secondary
effect as a decorative device.

As with all typographic clements, consistency is the key to conveying meaning to
the reader. It is inadvisable to mix styles within a book, unless there s a logical
reason for doing so.

FOOTNOTES, ENDNOTES AND SIDENOTES

grids for illustrated books

setting notes




letter-spacing capitals

achieving the required extent

dealing with images and text

how editors su

pply text

The judgement and appreciation of such spacing is highly subjective and requires
practice. The spacing values between letter combinations that work in one font will
not necessarily work in another. Another method is to over-space the letters and

Putting theory into practice

The following is an example of flowing text into the text panel and making adjust-

Can the image be made more acceptable by using a ghosted area? This will sometimes
allow the text —especially if it contains many words — to be placed in an area which
would otherwise be unsuitable. The image owner may also object to this.

Some word-
processing and

Indicating headings

Editors will sometimes apply some basic formatting to the headings on the text

. s ' . This leaves ; disk - putting them in a larger size and in bold, f Je. For simple texts with
then reduce the spacing, pair by pair, until you are saisfied with the balance. If ments to make extent. The book s 256 pages, 6 of which are prelims. This leaves st e disk = putting them in a larger size and in bold, for example. For simple texts wit

L o 250 pages to fill with the main text, which is continuous. Ghosting is an effect which fades out the image. It can be Lere wil wanslate siyle - only one or two levels of heading this is enough to show the designer where the
there are two or more words to be spaced, it is important that the individual words . y ) white ghosting in <heets automati. ) .
2 The text i flowed into the document applied to the whole image or as a gradient over a portion of a gradient from S ent headings are. In more complex texts with many levels of heading, using a code

match cach other in spacing valucs:

1 Use the masterpages o e ypescting The number of pages created s show o the the image. A panel can be ghosted into which text is placed. the picture’s top that the edtor con - will make it clearer. Inserting [CH] for chapter headings and [A], [B], [C], etc., for
program set tial margin. These are simply a document layout, Print out a sread and s :
starting point from which to make changes. how it looks. Text: 11 0n 13 pt, 56 characters- Black and white are commonly used though any colour can apply the style cach level in the hierarchy of sub-headings is the usual way of doing this:
Collis regular 20 pt, o 1cs overll The chosen typeface is Quadrast. periine, 3 lines-per-page be emploved. . .
NORWEGIAN WOOD NOR and WOOD ar open,RWEG clos povec: rogram and they
-
5 The original image, on the leftbelow, is complex and the legiilty of the text is black ghosting in
NORWEGIAN WOOD Collisregularz0 pt 10165 overal educed when placed ot i, The images i the middle and to the rght have agradient from he ot e .
Looks lss compressed and scrappy ghosted areas i the top thir ofthe image, ot of whichthe text reads clarly. the picture’s . S [A] Watermills [A]
Colls regulr 20 pt, 20 15 vera e ) _
NORWEGIAN WOOD i s moe s . Water and wind were the only sources of mechanical power
but NOR and WEGIAN read as two words. T (‘w‘ln LED, WORKS _THE COLLECTED WORKS compatible IT until well into the 18th century. Waterwheels were used in
NORWEGIAN WOOD Colls regular 20 pt, 30 15 overall ey BIE ) """“Gi"lc:‘;:?““:‘“““’ set-ups. f you Roman Britain and increasingly from Saxon times on; the first
WEG r bt spared ot NORM and | wkard Shr s i o wark
WOOD are too widely spaced ¢, this way give it
O‘R‘W EG ‘I A‘N W‘O e vl space beteen el a il run first ‘These codes can then be deleted by the designer as the text s formatted.
@ s a5 s s
NORWEGIAN WOOD The eters making up the tio words Page breaks and line breaks
now appear balanced and evenly spaced.
Page returns should be inserted wherever text starts on a new page. If all chapters
Ao e s 1030t on e exding 4 Icreasethe depth of the text panel. are to start on rectos, this should be given as an instruction at the beginning of
Even if you feel that both of these processes are too time consuming, the effect 1014 pt. Text 10 on 14 p, 62 charactrs-per- Text 10.0n 14 p, 62 characters-per-ine, the text. If some section openings require recto starts and others do not, this may
line, 28 lines-per-page. 1 lines-per-page. S
of certain letter combinations, which are over-kerned in some fonts — such as the 2 nesperpag Frimespere be indicated by inserting [recto] at the top of the appropriate pages.
WAT, HI and KING below — should be corrected: el » o e bt .
‘Where line spaces are needed, it is preferable to use a code (to be deleted later), sucl
. What is the full extent of the wording to appear? You may be asked to add to the titling, b : ) b P | o { . )
rom left to rigl - as |, which leaves no doubt that a line space is to be used:
WATERLOGGED HIVE LOOKING ot H using such text as quoted reviews, which may arrive late in the layout process. P
Walbaum Marketing departments may add early reviews of the book at a late stage.
WATERLOGGED HIVE LOOKING  joerna been preserved. There is also here the Clubhouse, Members’
Restaurant, and Barnes Wallis's office.
Over-spacing of words set in upper and lower case degrades the design of the face, On the left an carly # .
rendering it characterless: review - a Nv,w The great refineries at Fawley and Grangemuull{ are not yet indus-
on the right a strapine trial archacology, but are conspicuously part of the landscape, as
Frivolity in the Nineties Frivolity in the Nineties Requiem italc, 12 pt s for the book. Such
Frivolity in the Nineties  Frivolity in the Nineties Fournier, 12 pt Jopene “:X(";‘" Simply leaving a line space may lead to confusion, especially if line spaces are
“An excellent novel A Critic . ok o o
the coveror jacket. being used anyway to indicate new paragraphs or space before and after extracts.
DISPLAY TYPEFACES AND ORNAMENTS 57 MAKING EXTENT 239 COVERS AND JACKETS 360 376 PREPARING TEXT FOR SETTING
The set of lining figures Fold-outs PART TWO et 367, square format 30

e i ot aractrsna ont ok
of iing and non-lining figures 271 printer's term for papers, cards or boards

setolid 38 see ‘paper

{extset with 1o leacing subschapter 126-41

The difference between lining and non-lining figures is not just in the height. THE TEXT PANEL

A fold-out, or throw-out, is a page that is larger than the pages in the rest of the

Lining figures are usually designed with the same set, that is, they occupy a space book and folded to fit into it. Using fold-outs is a way of reproducing large-format

of the same width. Non-lining figures, however, have a set determined by the width illustrations without bleeding across the gutter margin. 28 Format setting see ‘typesetting’ sub-division of a chapter
of the characters themselves: 28 Trade formats setting down 259 sub-headings 126-.
e e 29 Format, paper sizes and presses SN e o sl i o ey st e o <‘..,6m,,,,o,<
sheet 220-1, Codingfor 37
lining figures non-lining figures Caslon, 10.5 pt e ot 29 Designing a format arge sheetof pﬁpjw which a signature i printed colours and tints with 1389
1111111111 6666666666 Jeeeseceees 6666666666 R foldout shown 30 ;‘mpomuns sheetted 3 gouplng ogetherof 267
gue e o Size printing press which prints on individual sheets of o i
2222222222 7777777777 2222222222 7777777777 when keyed in. from above. 3 lanim!»mml chprint o idual sheets of a set of sub-heading styles, varying in size and
3333333333 8888888888 3333333333 8888888888 No exra pace has T bt 7 32 Laying out the text panel B posionto it the laive mpertance
4444444444 9999999999 4444444444 9999999999 e wied oot i ol et This e s 33 Characters-perine in justied setting showthrough 41, 50, 89, 344, 146, 401 numo
5555555555 0000000000 555555555 0000000000 [ ok oy e 35 Choosing a measure o e A e postionof 1345, 157
h blank 36 The size and width of typefaces side relative lmpa"ﬂ"‘h(? of 126
Saving space with 141
et sidebar
38 Leading the text panel 24 size of 128
The advantage of lining figures is that they can be put into columns that will 4 Leading and backing up SIS e s et andter 1o
. . . . tya type style of 130-3
automatically line up vertically. This makes them the ideal choice when designing 41 Lines-per-page: the depth of the text panel sidenote shoulder note) 212-1 subscript
tables, especially if rules or boxes are required: Size of fold-outs 42 Proportions of the text panel o e ype placed below the baseine
5 . . ) 43 Coverage signature 220-1 superior characters 215-16, 2.
‘The dimensions of a fold-out are critical and the printer should be consulted before . " B prnted Sheet, contining 8,16 0r 32 pages, 01ded  Syiracrers eias soons the ool
Garamand, 7.5 pt y R 44 Positioning the text panel: margins and trimmed to form a section of the book
Sos2] 48] 19[4 1 os | 48] o] aava] 1o e you lay it out. The folded edge of the page needs to fall within the trimmed page 44 Mechanical foctors affecting the margins P swash lttr 148
e ling figures ) i ) ) lettrform with exaggerated caligraphic srokes
w207| ee3| 18| sw| 9 wao7| 66| 8| s8] on the lftalign n size by a few millimetres, so that when the book is bound and trimmed, the fold 46 Positioning the text panel: gutter and fore-edge o paper ot 3 lghty el sufoce fnish o 353
ss7| st fsse| 9| e 57| sr| s | om| gas| o roveandcolmns is not trimmed off. The part of the page that folds back into the book should fall 46 Symmetrcal layouts o o . ot lowing th design o the fontcontining no slphabetc characters, but
MB|| <B| eed|[mw| &2 0| || e mom| Ge between the short of the gutter so that it can be unfolded easily. For example, a book with a 48 Positioning the text panel: head and foot form ofalc fon, folowing the A
2| 1,210 | 2,001 | o igures and the . . Traditional margins \ 122, 133, 155, symmetrical layout
4962 | 1.210 | 2,008 | 8591 | 1537 4962 | 1210 | 2,008 | 8591 | 1537 figuresand width of 245 mm, would have a fold-out with the following measurements: 49 Tradit g smallaps 66,12, 32245 which oids of m right- and lef-hand
rules s constant. 50 Asymmetric layouts e wl v ame weigl pages mirror each othe
The non-lining as standard capitals
S0 Asymmetry and backing up ) » )
N N . figures on the right gutter fold y y spacing see ‘letter-spacing’, ‘word-spacing’,
Bear in mind the set of figures as the demands of the text changes. The vertical 1% " 101" A example of possibl - 51 positoning the text panel: Typographic syle farich pacing, word-spacng ables 274-5,340-3
alignment of lining figures, which is so useful in tables, can give them an uneven  round wihi 4 old-ou secton.Ther are many facors 245 240 235 52 Ranged left text panels specialneeds 344-7 moving & word o the beginning of ne lne 0
) o . . boes, that can affect these,incuding the 52 Measure and word-spacing specl sors (specil haaces) 3135 the end of the previous ine
look in display (lefi), and should be adjusted with individual letter-spacing (right): binding method and the page size From gutter 53 Leading; Layout hracers nos commonty e o aphabet .
o 1ot Taking advice from the prnter should Width of to fold From fold fonts o guy, ‘maste pages
aramond, 1 trimmed to edge Sections and paragraphs see also ‘grids’, ‘master pages’
. help to avoid any problems 54 paragrapl speumg 389
110057461119000358  110057461119000358  terow s s o page 24 Section breaks e fem e 213
O paraqraph indents e S o e book at which the pages re bou Conbng vy s -5
The close set of non-lining figures, which blends them into lower case fext, can s of trom thon 55 Paragrap) together oo 901
make long strings of digits — such as telephone numbers — harder to read (left), so T’;’ " ‘“" "“1‘“'*‘ page would fold  Trimmed edge of 56 Grids and master pages z:;‘;ﬂ(‘wf bpemﬂw"“":;“":k) [ :;r;:“mg o
they should be letter-spaced where necessary (right): adjusted in display ack to here with - book at 245 mm, 56 The function of a grid four-colour process massaging of 10211
fnes s dearance.leaving ¢ 56 Master pages goread 15 prpS g 743
. - Refining the grid; Automatic folios; Multiple te \\«);my»upp(mp»wh th structure of 12
oics 03915 5159721/ 6241926 03915 5159721/ 6241926 121cs  Garamond, 12 pt 57 I" "’"9h e gri " “h’"" "d"“” ultiple master pages sauore brackets 255, supply of 374-9
57 Relationships within the gri brackets usially used to indicate an editorial text box 58—
58 Examples of book grids and master pages insertion [] box drawn up in a layout program to contain text
8 - 2
SETTING NUMERALS 2n 294 LARGE-FORMAT ILLUSTRATED BOOKS 7 GLOSSARY AND INDEX

lining and non-lining figures fold-outs each section has a detailed contents page the index and glossary are combined for easier reference
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