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fig 1 » The type on the left

is correct; the type
on the right is
incorrect. Use a
single closing quote
mark, not the
apostrophe key, to
abbreviate a decade
of a century. When
that decade is
pluralized, the
possessive
apostrophe, or
contraction, is not
required.

This Issue’s Pet Peeve

FROM KAREN CLAYTON
AT CAROLINA ACADEMIC PRESS:

“It bothers me that people who don't understand
typography don't recognize that smart quotes creates
an opening single quote after a space. This creates an
incorrect mark when an apostrophe is being used to

replace text. For instance: the '50s. Go get 'em.”

Many share Karen’s annoyance. The proper way to
abbreviate a year — essentially removing the first two
figures signifying the century — is to use a single
closing quote mark. This also applies to colloquialisms
where letters are dropped. In Karen's example the
word them is replaced by em. In most Macintosh
applications the keyboard command is OPTION +
SHIFT + ]. Also note that when using the plural of a
decade an apostrophe is not needed, that would
indicate a possessive tense. You would set the

nineteen sixties in abbreviated form like this: the '60s.
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Be diligent in proofing your copy — writers may

not be aware of these typographical conventions,

or the keystrokes required. Those who set math

or engineering will also point out that there are
separate characters for inch, foot, and prime
characters. These glyphs are different than quote
marks and apostrophes. Check your character palette,
or better yet upgrade to QuarkXPress 7 and use the

new glyphs palette.

What makes good type?

Take that novel out of your backpack or briefcase. Most
likely, your book is from a leading publisher. First take the
book and open to any random spread. Next, turn the
book upside down so you are focusing on the image of
the two facing pages (called a spread) and not the
words. As you inspect the pages you'll notice that the
text is justified but there are very few hyphens. Now
squint your eyes. What you see is the color of the text; it's
not really color but tonal values. You see gray-ish blocks
on a white-ish background. It has contrast but is not
jarring. It's pleasant. There is no white space snaking
through the gray-ish blocks (called rivers), nor any little
gray-ish areas at the beginning or end of any of the
grayish blocks (called orphans at the top of a page, or
widows at the end of a paragraph). What you are looking

at, not reading, is good type.

Now try this same exercise with your daily newspaper.
You might not observe the same qualities. You may be
seeing rivers, widows, orphans, and your attention could
be averted by competing advertisements. It's not that
you are now looking at bad type; you're looking at two
different types of manuscripts, delivered in different
media. Novels are long, and reading takes a certain
amount of concentration. Articles in newspapers, on the
other hand, are designed to be a quick read. Additionally,
the novelist may take years to write his book and his
publisher makes a significant investment in the
production of the text and book cover hoping for a long
shelf life (a best seller). The newspaper reporter, however,
writes stories on a daily basis and they are published
within hours in a medium dense with competing articles,
images, and advertisements. The newspapers shelf life is
less than 24 hours. The point of this exercise is that the
longer the copy, the more important it is that the text be

typeset to ensure comfortable reading.




Points and Picas

If you want copy to hit the bottom baseline grid, text to
be lined up horizontally across spreads, and not have
your heads and subheads mess this all up you'll want to
work in the pica system. In North America we define our
page sizes in inches and specify our type in points, but in
order to allow for professional copy fitting we should
deal with text box sizes in points and its larger
counterpart, the pica. The pica system was developed
early in the 18th century in order to replace the then
current, arbitrary method of giving a point size a name.
What we now call 8-point type was called Brevier in

England, Petite Texte in France, and Testino in Italy.

The pica system is simple and based on the point system
we use to measure the height of text today. There are six
points in a pica, and six picas to an inch. Working in
points and picas for text boxes offers several advantages.
We can work in the same measurement system for our
type size and leading, and also for the length of lines and
the depth of the text; it also avoids working in awkward
fractions of an inch. When noting measurements in the
pica system we express a pica with an uppercase P, points
as lowercase p. We would note a 2 %" width this way:

26P0, picas to left of the capital P, points to the right.

Don't let this form of math give you a headache. In
QuarkXPress you can mix measurements without
changing preferences. In the measurements palette or
dialog box enter the value you want followed by the
inch mark for inches, or p for pica, or lead with a p for
points, regardless of what you have set your preferences.
You'll note that the increments you have specified are
automatically converted to the preferences you have set
— points and picas for instance, will be converted to

inches automatically.

Left to Right

Let’s assume that you've chosen the typeface and text
size appropriate for the job at hand. Next we consider
what is comfortable for the reader. It's generally accepted
that a line length of 45 to 75 characters is easily read. For
multiple columns you should shoot for 40 to 50

characters per line. In both cases we are counting the

individual characters as well as the spaces between them.

With this information you can decide on the optimal

width of your text box.

If you chose a font from a reputable type foundry and
your text is flush left (ragged right), you should have

some decent looking copy. Justified text presents
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In QuarkXPress you can mix measurements without changing
preferences. The increments you have specified are
automatically converted to the preferences you have set.

another problem. Although that reputable foundry has
built in letter and word spacing, you may see a few issues.
Some can be corrected by judicially breaking lines with
discretionary hyphens (COMMAND + HYPHEN key). In
this way, the hyphen will disappear if the text is edited
and re-flows. Sometimes a sympathetic editor will rewrite
awkward lines. There are copy-fitting XTensions available
for QuarkXPress if you are dealing with long text projects
(see X-Ray Magazine Volume 4, Number 2 for a review of

the CopyFit XTensions module).
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Edit Hyphenation & Justification
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The intrepid might also venture into the hyphenation
and justification controls of QuarkXPress (EDIT > H&J'S).
Here you can set the number of hyphenated words in
consecutive lines of type. The fewer the better, it's easier
for the reader; any more than two in a row can be
tiresome, but smaller column widths might require more
— especially when using technical text that contains
long words. You can also define the fewest number of
characters in word to be hyphenated, along with the
minimum number of characters preceding and following
the hyphenation mark; or adjust the justification method
in this dialog box. Optimally you want the space
between words to be as designed by the type foundry
— the same goes for the space between individual
characters. However, you can adjust the space of both
instances by specifying the percentage increase or
decrease of that space. Additionally you can specify how
close the last line of a paragraph must come to the right-
hand margin before that line is justified. This is called a

flush zone.

The defaults in this dialog box have changed a great deal in
QuarkXPress 7, and today give much more consideration

to the way text should look when properly set.

Up and Down

Esthetically, and for ease of reading, the first line of each
page and the last line of each page should fall on the
same baselines on every page. The baseline is the
invisible line that the text characters sit on. This ensures
that spreads look balanced and lines across spreads
appear to sit on the same baseline. This is fairly easy for
long text passages without formatting changes. Adding a

few headings and subheadings can wreck everything.

Of course, you could use a simple carriage return
between headings and body text, but this often looks
amateurish. Basing type decisions on the leading of the
body text can avoid this problem. Generally you'll
choose a leading about 20% larger than the type size of
the text, 10-point type on 12-point leading for example.
Of course, this is subjective and you'll need to adjust for
type that has long ascenders (the part of characters,
such as a lowercase b, that may reach above some
uppercase letters) and descenders (the part of
characters, such as the lowercase p, that may hit the
capital letters of the line below if the leading is too tight).
Many type houses preferred 2 points of lead above the
type size. Either of these preferences can be stored using

QUARKXPRESS > PREFERENCES > GENERAL.

Remember, we measure leading from baseline to
baseline. To make columns and all pages hit the bottom
baseline of your text box, use multiples of the specified
leading. For copy specified for 10-point text on 12-point
leading we can use multiples of 12. For instance, your
major headings could have 24 points from the baseline
of the heading to the baseline of the first paragraph of
the body text. You could also have heads or subheads
with 8 points of space before (measured from the
baseline of the preceding paragraph) and 4 points of
space after (measured from the baseline of the subhead
to the baseline of the following paragraph). The 8 points
before and the 4 points after total 12 points. In
QuarkXPress, choose the formats tab when creating or
editing style sheets to add the space before and after, or
simply go to the formats menu if you do not want to

change your style sheet.



The Finer Points

Before making H&J adjustments, tinkering with word and
letter spacing and other refinements, it's a good idea to
check your text for some of the finer points of typography.
It will not only make your copy look professionally typeset,
it might help down the line when an editor makes the

same changes late in the production process.

SPACES

Within your paragraphs there are widely accepted
typographical conventions. One of the most basic is that
there is only one space between sentences (to get rid of
them, use the change/find command in QuarkXPress: hit
the space bar twice in the find what section, once in the
change to section). In the same vein, there is only one
reason to ever use two spaces: the US Post Office’s edit
rule is to use two spaces between the state and the zip
code in an address. If you need more than one space
you're probably trying to line something up — set tabs,
you'll get better results. In some cases you'll need to
insert space to conform to a style. For instance, some
scientific organizations use a thin space in place of a
comma, for numbers such as 1,000. You'll find it easy

to insert these invisible characters in QuarkXPress 7

by browsing through the glyphs palette and doubling

clicking the type of space you want.

EM DASHES, EN DASHES, AND HYPHENS

An em is a horizontal measurement. It is not static. An
em is the same size as the height of the type: 10-point
type has a 10-point em space; 12-point type has a 12-
point em. An en is half of an em, so 10-point type has a
5-point en space. The size of the hyphen is as designed
by the type foundry, and most likely is shorter in width
than an en. We use an em dash (the width of an em
space) as punctuation — usually to represent a pause in
text and a change of topic as seen here. However, some
style guides prefer an en dash with space before and
after. An en dash is more commonly employed to
express a series of numbers. We use the en dash to set
the phrase one through ten like this: 1 — 10. The hyphen,
of course, is used to hyphenate words and to notate the
break in syllables of words. Two hyphens in a row in a
manuscript generally can be converted to an em dash.
Also note that the minus sign for mathematical notation
has its own glyph and can be found in your symbol font
or a font designed for setting mathematics. You'll also
find the multiplication sign, which by the way, is not an

uppercase or lowercase x.
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CAPITOL LETTERS IN PARAGRAPHS

Capital letters in e-mail correspondence is considered
SCREAMING; it is in typeset text as well. Consider using
small caps when setting acronyms such as FBl: FBI versus
FBl. Note the difference in both the height and width of
the characters. They do not jar the reader from the text.
You'll also find this handy for setting things such as AM
and PM; don't add periods in this instance but do if it

is in lowercase as in am. and p.m. (the same applies

for acronyms in all caps as in the example above), and
don't put space around an ampersand in an acronym
as in A&P.

We want text to be readable and not be offended by the
little things that tick us off. Anyone making a living in
print design innately knows what looks good.

Good references

In this brief article we covered a very broad area that
some typographers have learned over a lifetime. We've
only scratched the surface. However, the information
presented in this article gives a good starting point for
creating good type. For further reading here are a few

resources (printed books of course) on the subject:

The Elements of Typographic Style by Robert Bringhurst
(Hartley and Marks Publishers) is at the top of the list for
most people who love type. Bringhurst not only writes,
in a winking-at-you style, about how to typeset good
type, but includes the history of the industry, fascinating

people, and evolution of things such as punctuation.

The Chicago Manual of Style by the University of Chicago
Press Staff (University of Chicago Press) is the ultimate
arbiter for all things publishable from a résumé to a
multi-volume reference work. Affectionately known
simply as Chicago by many editors, the book has a
companion web site where visitors often pose queries to
try and stump the editors. It's a hoot. Visit the site here:

http://www.chicagomanualofstyle.org/.

U&lc: Influencing Design & Typography by John D. Barry
(Mark Batty Publisher) is a kind of greatest hits of this
large-format magazine published from 1973 — 1999.
Originally used to promote the typeface collection from
ITC, it became a must-read for everyone in the print
design community. Many of us old-timers still kept our
brittle, yellowing, original copies — throughout the

desktop-publishing revolution. 3
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