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An Experimental Project for Individualizing Instruction on the IBM Composer

Abstract

The purpose of this study was the design, development, and evaluation of a coordinated software-
hardware system designed to provide instruction in the basic skills and knowledge required to
successfully operate the IBM Selectric Composer. More specifically, the purpose was to develop a
software packet designed around the LearningActivity Package concept, and to place these materials in a
study carrel with all the necessary equipment including the IBM Composer. The study carrel (hardware),
the Learning Activity Packages (software), and the IBM Composer (three dimensional activities) were
coordinated into a total instructional system. An instructional system of this nature was desired because
there was a need to increase student exposure to the IBM Composer, while at the same time keeping
individualized instructor contact time at a minimum.

Specific behavioral objectives selected for the system were:

1. Upon completion of LAP |, the student will be able to choose a given type element, properly adjust the
Composer for use with that element, and will be able to show, if asked, a working knowledge of the
leading dial, lock lever, escapement lever, margin sets, and impression control.

2. Upon completion of LAP Il the student will be able to successfully complete an activity requiring him to
demonstrate a working knowledge of the paper release, the paper bail, the index key, the paper support,
carrier, tab controls, backspace keys, zero index lever, ribbon lift control, and space bar. The student will
also be able to properly utilize the hyphen, dash, quotation marks, and cent sign, through completion of
lab exercises.

3. Upon completion of LAP Ill, the student will be able to demonstrate, through completion of a post-test,
a working knowledge of the quantity dial, the value dial, the justification tube, the justification window, the
removable scale, and the pica-point system of measurement. Given a paragraph of written information,
the student will be able to reproduce the copy with any given type element, using flush left and right
margins.

4. Upon completion of LAP 1V, the student will be able to demonstrate, through completion of a post-test,
use of the fixed space method of justification and centering. He will also be required to produce copy that
is properly centered, both vertically and horizontally.

This open access graduate research paper is available at UNI ScholarWorks: https://scholarworks.uni.edu/grp/3609
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CHAPTER I

Introduction

Individualized learning systems designed to meet
the needs of individual students are generally viewed as
being innovative approaches in education. This is true
of the original software learning activity packages as
well as the recently developed hardward oriented multi-
media approaches. . A combination of these two approaches
coupled with three dimensional student activities is
another approach which shows significant promise for
education methodology.)\This new educational concept is
called the "instructional systems" approach to learning.
More specifically, it 1s a systems approach that includes
a coordinated hardward-software package that is coupled
with skill training. The emergence and general acceptance
of this form of education has prompted teachers in all
fields to develop appropriate materials for their respec-

tive areas.

Statement of the Problem

This study will involve the development and
evaluation of such a system, designed around the IBM
Selectric Composer. The IBM Composer is a sophisticated
typewriter which has become one of the most efficient
methods of cold-type composition in the Graphic Arts

industry. The high cost of the Composer makes it



impractical for a school to have more than one machine.
Because of its complexity, instruction on the Composer
must be thorough, precise, and regulated. The problem
then is one of exposing individual students to the IBM
Composer and conveying to them the knowledge and skills
necessary to successfully operate the Composer in an
efficient manner.

It is difficult for the Graphic Arts instructor
to fully utilize a piece of equipment of this nature
because it requires that students be given instruction on
an individual basis. An alternative means of instruction,

the IBM Composer Instruction Manual, has proven to be an

inadequate substitute for instruction on the Composer for
classroom use. This manual is geared toward the individual
who is in the Graphic Arts industry, not the school class-
room. Too many assumptions were made in the writing of
this manual. These include gaps in the written instruction,
a lack of appropriate illustrations, and poor transition

between two and three dimensional activities.

Purpose of the Study
The purpose of this study was the design, develop-

ment, and evaluation of a coordinated software-hardware
system designed to provide instruction in the basic skills
and knowledge required to successfully operate the IBl
Selectric Composer. More specifically, the purpose was to

develop a software packet designed around the Learning



Activity Package concept, and to place these materials in a
study carrel with all the necessary equipment including the
IBM Composer. The study carrel (hardware), the Learning
Activity Packages (software), and the IBM Composer (three
dimensional activities) were coordinated into a total
instructional system. An instructional system of this
nature was desired because there was a need to increase
student exposure to the IBM Composer, while at the same time
keeping individualized instructor contact time at a minimum.

Specific behavioral objectives selected for the
system were:

1. Upon completion of LAP I, the student
will be able to choose a given type
element, properly adjust the Composer
for use with that element, and will
be able to show, if asked, a working
knowledge of the leading dial, lock
lever, escapement lever, margin sets,
and impression control.

2. Upon completion of LAP II the student
will be able to successfully complete
an activity requiring him to demonstrate
a working knowledge of the paper release,
the paper bail, the index key, the paper
support, carrier, tab controls, back-
space keys, zero index lever, ribbon
lift control, and space bar. The student
will also be able to properly utilize
the hyphen, dash, quotation marks, and
cent sign, through completion of lab
exercises.,

3. Upon completion of LAP III, the student
will be able to demonstrate, through
completion of a post-test, a working
knowledge of the quantity dial, the
value dial, the justification tube, the
justification window, the removable



scale, and the pica-point system of
measurement. Given a paragraph of
written information, the student will
be able to reproduce the copy with
any given type element, using flush
left and right margins.

4., Upon completion of LAP IV, the student
will be able to demonstrate, through
completion of a post-test, use of the
fixed space method of justification
and centering. He will also be
required to produce copy that is
properly centered, both vertically
and horizontally.

Methods of Research

This study involves historical, descriptive, and
experimental research. Historical research was under-
taken to determine the origins of instructional systems
as well as Learning Activity Package development.
Descriptive research was conducted to determine the pre-
sent stages of development of various types of instruc-
tional systems. These two areas of research were
classified in the Review of Literature under the more
general heading of Library Research. The term Library
Research as used in this research report is defined as
the study of any printed material which may or may not
be found in the usual library.

Experimental research conducted includes the de-
sign, development, and evaluation of a total instructional
system on the IBM Selectric Composer. Emphasis in this
area of the study was on evaluation of the efficiency

and educational value of the system.



Limitations of the Study

The experimental research in this study involved
design, development and testing of an instructional
system for the IBM Composer. Five students were selected
to complete LAP programs and evaluate system effective-
ness. The students were pre-tested to determine typing
ability. The results of the post-tests from the
appropriate Learning Activity Packages were analyzed to
determine the degree of proficiency that was gained by

the students.

Presentation of Data

The data from.the experimental aspects of the
study are presented in the following forms: (1) LAP
Programs that were developed are contained in Appendix A;
(2) Pre-tests and Post-tests utilized to evaluate results
are contained in Appendix B; (3) An analysis of the
factors involved in the evaluation of the experimental
LAP programs is contained in the Findings of the Study.
Data reported includes factors on time, achievement, and
student reaction to involvement with individualized LAP

programs.

Definition of Terms

Cold-type Composition Any means of producing copy.
that does not involve the
use of lead type or type-
setting.



Copy

Hardware

Instruction

Instructional System

Man-Machine System

Study Carrel

Software

A typographers term that
refers to written or
printed material that is
used to produce the image
used in offset lithography.

"The mechanical teaching
machines, and audiovisual
equipment such as video-
tape recorders, projectors,
tape recorders, and computer
setups.”

(U, S. Civil Service Com-
mission, 1969, p. 3).

"Any specifiable means of
arranging interaction between
a student and a series of
events resulting in a change
of behavior." %Knirk. 1968
p. 46).

"A systematic way of develop-
ing training (knowledge and

skills)." (U. S. Civil
Service Commission, 1969,
pP. 2).

"An organization whose com-
ponents are men and machines
working together to achieve a
common goal and tied together
by a communication network."
(Saettler, 1968, p. 271).

"This essentially means pro-
viding a student with a desk
where privacy is provided by
several panels that prevent
the student from seeing things
that happen around him."
(Beggs, 1965, p. 168).

"Items necessary for the use of
and/or to be fed into hardware."
(U. S. Civil Service Commission,
1969, p. 3). This includes pro-
grams, written objectives,
evaluation materials, and any
other written materials.



CHAPTER 1II
REVIEW OF LITERATURE

Instructional Systems

An instructional system refers to a complete
design for learning. An abbreviated definition of a
system is "a point of view, plus a few key ideas, inte-
grated into a logical pattern." (Knirk, 1968, p. 82.).
Systems development is not a new concept, but the field
of education is merely on the frontier of 1ts development.

The big thrust toward a systems approach occurred
in the 1950's. The military services were the prime users

of this concept, which they called systems engineering.

During the period from 1953-1960 new job classifications
such as systems analyst, programmers, and systems designers
were formed. These new occupations marked the transition
from the last days of systems engineering to the beginnings

of the systems approach; thus breaking the standard that

good hardware was the only way to a successful system.

The term total systems approach was derived about 1960.

This approach reflected "the interaction of men and
machines within the context of an organization in terms of
specific tasks and outcomes.” (Saettler, 1968, p. 269).
The result of the success the military found in instruc-
tional systems can be seen in the rapid growth and develop-
ment of systems technology in many industrial, scientific,

7



and governmental sectors.
In recent years the leaders in education have

become increasingly involved in instructional systems

development. Unfortunately, education moves slowly, and
it is still in the infant stages of instructional systems
development. One reason for this is that educators cannot
simply transfer what is known about systems methodology

to their field. Instead they must transform what is known,
as there is a need for reworking these goals to meet

educational needs. In his book Instructional Systems,

Bela H. Banathy further describes this problem. "Even
though there is an impressive list of evidence of the
educational use of the‘systems approach, the designer of
an instructional system has only very limited reliable
data available to him." (Banathy, 1968, p. 19). This is
true because it is a new field and little is yet written
about it.

Paul Saettler has some very strong opinions about
the relevance of instructional systems, and their develop-

ment. In his book A History of Instructional Technology

he states,

Within the educational context, the methods

and media of communications, patterns of
planning and utilization, and a modern

logistics of instruction, must be organized

into instructional systems in order to

secure more effective and efficient learning.

If we are to cope adequately with the urgent
needs and problems of education in a swiftly
changing technological culture, a more systematic
approach to communication and learning is vital.
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Because the approach to instruction

hitherto has been piecemeal, the result

has been a disconnected, fragmented

series of innovations. What is needed are

integrated, organized systems of instruc-

tion in which all components (including

teachers) of the instructional process are

fitted together into a system that is

capable of providing individualized

instruction for each learner-communicant.

(Saettler, 1968, p. 270).

An instructional system deals with a goal and an

ion between parts of the whole. The system may

ised of a man-machine system, with the components

dividual learners and the machines they control.

are not necessarily a part of all instructional
In its broadest sense an instructional system

of a group of interrelated components that

with each other. Below is a list that includes

ary components and/or traits that are common to

tems:

1. A study of the instruction needed by
the learner,

2. An analysis of time (when instruction
is needed and when it isn't needed).

3. Appropriate design
4, Organization

5. Operation of a system which can achieve
the desired behavioral goals.

6. It must be effective and efficient.
The main stages of instructional systems develop-

design, development, and evaluation. Instruc-

tional system design begins with a series of questions.



What, where, when, and how are the questions that must be
answered. The answers to these questions provides a list
of specific goals or purposes that serve as the basis for
system development. 1In effect, these goals formulate the
instructional objectives of the system. Learner goals
stem from a student's need and from the outcomes that are
desired by educators, schools, and administrators. "In
terms of the teacher-communicator, all instructional system
design should be gtructured by a need situation. This
does not imply that the whole instructional system should
be based on the immediate interests, and problems of
learners. Although the felt needs, interests, and problems
of learners need atteﬂtion in any learning situation, the
primary tasks of the teacher-communicator are to aid
learners in formulating goals which meet their needs and
to help them develop socially necessary goals." (Saettler,
1968, p. 275).

The development stage refers to research on
learning as well as development of methods, materials,
processes, and procedures that will compose the total
system. This state also includes the planning, production,
selection, and utilization of various components that form
the whole. An important facet of this stage might include
the development and training of a team or staff, to create
the most effective learning environment that is possible

with the system,

10



11
Upon completion of the developmental stage, the

components must be assembled to form the total instruc-

tional system. Complete evaluation of the system may take

years, as evaluation is a continuing process. The
evaluation process should include a series of controlled
activities and tests that can be analyzed to measure
effectiveness and efficiency of the system.

To summarize, a total instructional system is
composed of many parts; planning, designing, developing,
managing, and evéiuation. These parts form together to
create the whole, the total instructional system. It is
important to remember that the "whole is greater than the

sum of its parts." (Resnick, 1972, p. 155).

Learning Activity Packages

Learning Activity Packages are designed to be used
by the student on an individualized basis. A Learning
Activity Package (LAP) consists of behavioral objectives,
rationale, readings or source materials, self-evaluation,
final evaluation and other regulated activities. LAP's are
completely flexible and can be used in all areas of
education.

The primary objective of a LAP can be defined as
being the purpose of the lesson, unit, or study. Usually
the primary objective consists of learning a set of skills,

and/or acquiring a certain portion of knowledge. The



12
primary objective is often categorized by the title of

the packet, for example, Setting Up and Adjusting the IBM

Composer.

The rationale helps provide motivation to the
learner. It expresses in simple terms why it is important
for him to understand the concepts involved in the parti-
cular LAP. The rationale should stimulate interest in the
area, but for some students the teacher may have tc serve
as a supplement.

Once the student is motivated, he must know what
exactly is expected of him. The behavioral objectives
specify the exact tasks that are to be completed, and the
proficiencies that will be required. There should be no
doubt in the learners mind as to what is expected of him.

A self assessment is built into each LAP program.
Because learners are individuals with different backgrounds
and potentials, the LAP must provide for all levels of
knowledge. In his article "Learning Activity Packets for
Individualized Instruction", D. L. Jeldon states, "In the
Learning Activity Packet the students are given three
choices to determine their degree of understanding of the
behavioral task set before them. They are:

1. I understand all of the tasks and there-

fore have the required knowledge and skill

to perform them.

2., I understand part of the tasks and will study
those parts with which I am unfamiliar.



3. I understand none of the tasks and will
proceed with the study of the lesson as
recommended by the packet." (D. L. Jeldon,
1972, p. 138).

These choices give the students the opportunity to
assess their own knowledge in relation to the stated
behavioral goals. They start the program where their own
background leaves off, This is essentially the backbone
of individualized instruction, student paced learning.

The learning activity (background information)
found in each LAF can be comprised of any combination of
the following elements:

1. Recommended readings that are related
to the packet's objectives.

2. Other media materials, films, gslides,
or tapes.

3. Lab exercises geared toward behavioral
goals.

L, Study guide questions.

5. Summaries that orient the learner

toward a complete understanding of the
concept at hand.

Upon completion of the learning activity, the
student and teacher must make an evaluation of the entire
assignment. This evaluation could be in the form of a
written test, a lab exercise, an oral exam, or any
combination of these.

In review, the LAP is basically a management

system for learning which allows the student, through a

multi-media opportunity, to become involved in a diversity

13
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of learning experiences. The LAP is designed to give the
student an individualized, student paced, system of education.
Most materials in the LAP provide for self-study, with occa-
sional exceptions, when teacher demonstrations are needed.
LAP's provide for the individual differences of the students,
and they place the teacher in the role of a regulator rather
than a regurgitator. The teacher assists and instructs those

students who need help.

Study Carrels

Because of the independent nature of individualized
instruction, one facility which deserves attention is the
study carrel. The study carrel is essentially an enclosed
booth type arrangement that provides a student with all the
equipment and/or space necessary to permit efficient study.

In his article "A Prolegomenon to Study Carrel Planning"
Carl W. Vogel stated,

Carrels should be designed to avoid a severe
"institutional" appearance. Students might be
encouraged to use carrels more frequently if they
are colorful, of different hues, and designed to
have slightly different shapes.,

Vogel went on to say,

The basic carrel system can be used at first
as individual study locations and with the addition
of tape recording equipment the system might function
as a language laboratory. Additional equipment would

allow the system to function as a total learning
‘center,



Chapter 111

FINDINGS OF THE STUDY

Presentation of Data

Data from thé experimental portion of this study was
summarized in the tables found on the next three pages. Tables
I, II, and III identify the results of typing speed tests, pre-
tests, post-tests, and lab exercises. Each table includes a
series of columns which denote the tests and exercises that
were mentioned above. Two tests yielded results in words per
minuté and were designated in their respective columns as
words/min. (words per minute). The remaining columns indicate
the number of possible points for each of the tests or lab
exercises and list the score achieved by each of the students.
A key is found at the bottom of each table that will clarify
the data.

The experimental research included two typing speed tests
which were conducted on an electric typewriter which had a
keyboard arrangement similar to the one which is found on the
IBM Composer. The first of these tests was used to measure
the individual student's typing ability before entering the
system. A copy of this test can be found in Appendix A. A
two minute timing was used for this test, and the results

were recorded in Column A, Table I, in units of words per

15



TABLE T
Column A B c b E F G
Measure- Typing LAP 1 LAP I LAP II LAP 1II LAP III LAP II1I
ment Speed Pre-Test Post-Test Pre-Test Post-Test Pre-Test Post-Test
wds/Win, 10 points 10 points 10 points 10 points 10 points Words/Min.

Student
Number —

1 60 6 8 * 8 6 27

2 55 * 8 * 9 * 22

3 40 * 8 * 10 * 21

4 41 * 8 #* g * 18

5 84 8 10 7 9

Key

1. Typing speed in columns A and G are measured in words per minute (Wds/Min.)

2. All Pre-Tests and Post-Tests had ten questions,
F indicate number of correct responses on each test.

3. An asterisk (¥*),

a limited background in the area.

TEST RESULTS

The figures in columns B through

denotes a student who did not take the optional Pre-Test because of

91



TABLE 11
Column A B C D E F
Measure- LAP II ILAP II LAP II LAP II LAP II LAP II
ment Exer. 1 Exer. II Exer. III Exer., IV Exer., V Exer. VI
5 points 5 points 10 points 10 points 5 points 5 points

Student
Number

1 5 5 5 8 5 4

2 5 5 3 8 5 5

3 5 5 4 9 5 5

4 5 4 2 7 4 5

5

Key

1. The student number in Table II coincides with the same student number in

Table I.

2. Table II reports the results of six exercises (Exer.) that were required
in LAP II.

3. The number of points possible on each exercise was recorded directly below
the exercise number for each column.

LAP II LAB EXERCISE RESULTS

41



TABLE III
Column A B C D B
Measure- LAP III LAP 1III LAP III LAP III All LAP’'s
ment Exer. 1 Exer. II Exer. III Exer. IV Total Points
25 points 25 points 25 points 10 points in Exercises
Student
Number
1 25 24 25 8 114
2 23 25 23 9 111
3 21 23 25 10 112
4 25 19 18 9 98
5
125 +total
possible
Key

1. The student number in Table III corresponds to the

same student numbers that are found in TablesI and II.

2., Table III records the results of LAP III lab exercises

(exer.).
are listed directly below the respective exercise num-

bers.

3. Column E represents the total lab exercise points that

The total points possible for each exercise

each student achieved out of a possible 125 points.

LAP

III

LAB EXERCISE RESULTS

81
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minute. All errors in typed copy were deducted from the
student's word per minute total at a rate of one word per
minute for each error. For example, if a student typed 50
words per minute and made eight errors, he would net 42 words
per minute.

The second typing speed test did not occur until comple-
tion of Lab Exercise III in Learning Activity Package III.
This timing utilized the same speed test material as the first
timing, with the exception that all typed copy was to be
justified. To compensate for the double typing that is ne-
cessary when justifying, a four minute timing was used. The
words per minute total from this test was recorded in Column
G of Table I. The words ﬁer minute were calculated in the
same manner as the initial speed test with the exception that
errors were only counted in the finished justified copy.

Table I also includes the results of three Pre-Tests and
two Post-Tests. These five tests consisted of ten questions
each. Copies of these tests can be found in Appendix B, in
the respective Learning Activity Packages. The Pre-Tests
were optional, self-corrected, tests. If the student had no
knowledge or limited background in the area discussed in a
specific LAP, he would usually not complete the Pre-Test.
Cases: where this occurred were designated with an asterisk
in their respective columns.

LAP I and LAP II included manditory Post-Tests. The

results from these tests are found in Columns C and E in
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Table I for the respecitve Learning Activity Packages. The
Post-Test for LAP III consisted of the justification speed
test that was mentioned earlier.

The remaining ten columns found on Tables II and III re-:
present the results of ten different Lab Exercises that are
found throughout LAP's II and III. These were awareness and
familiarization drills that aided the student in gaining
knowledge of the operation of the IBM Composer. Success in
these drills was measured by how well the students were able to
follow directions and complete the given exercises with the
instruction they had completed. Each exercise had a given
number of possible points which was noted at the top of each
column. The achievement for each student in each exercise
was then listed in the respective columns with regard to

student number.

Interpretation of Data

The students who completed the system represented a vari-
ety of disciplines and backgrounds. Four of the five parti-
cipants were college graduates. The test group included

people from the following fields:

1. Industrial Arts - +teaching

2. English - sportswriter

3. Upper Elementary - teacher-to-be
4. History - teacher

5. Secretary

The purpose of this study included the development of an
instructional system designed to provide instruction on the

I8M Selectric Composer. Assuming that the Lab Exercises and
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various testsrepresented valid measurement devices, all test
subjects achieved the basic skills and knowledge necessary to
operate the IBM Composer,.

Results on the Post-Tests reinforce the fact that a
knowledge of operation of the Composer was gained. All par-
ticipants scored 80% or better on the Post-Tests which con-
tained five completion items and five true-false items each.
High scores on the Lab Exercises (see Table II and Table II)
indicated that the skill requirement was also met. Only one
of the test subjects failed to achieve an 80% or better
rating on the Lab Exercises.

Probably the most valuable measurement that is repre-~
sented by the data in thié study is the justification speed
test.(Column G, Table I). The results indicate that parti-
cipants were able to complete that skill test at a rate of
40%-60% of their normal typing speed. This substantiates
the fact that with relatively short training time (3-4 hours),
the test subjects were able to meet the desired goals of the
system with a high degree of proficiency. It seems clear
that with increased familiarization on the Composer, the
justification speed test scores should increase.

The data from this study clearly supports the use of the
instructional system technique as an effective means of in-

dividualizing instruction on the IBM Composer.
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Chapter 1V
CONCLUSIONS AND RECOMENDATIONS

Conclusions

The writer feels that the results of this study support
the use of instructional systems in education. It appears
that the systems approach could be adapted to all areas of
industrial arts, and as the data indicated, it is possible to
have quality education with relatively low, individual,
instructor input time. The effects that an instuctional
system can have in education can only be felt if the approach
is initiated.

The attributes of individualized instruction packets
have been common knowledge for many years. Adding this
approach to an individual study carrel seems to create an
unbeatable combination in the form of a total instructional

system.

Recommendations

A study such as this could be conducted during a seme-
ster when Graphic Arts classes would be available to test
the system, Results from such an evaluation would be help-
ful in upgrading the efficiency and effectiveness of the

total system. It must be remembered that an instructional



23
system is not the cure-all in education that everyone is
looking for. The system must be the product of a continuous
evaluation process. The instructor must constantly be
aware that the system was designed to meet the needs of the
individual student, and when it fails to meet that require-

ment, it is no longer an effective means of education.
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SUSTAINED-SPEED PARAGRAPH (2 copies [ si 1.09)
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If you were to hear a fast typist at work, one of
the things that you would note would be the sound
of his work. It has a steady flow, with many ups
and downs; 1t is not an even Jog trot. Each time
he comes to a short word or a group of strokes he
has typed many times, his fingers flash the group
of letters in a spurt, with no spelling. When he
comes to a long word or’ a hard one, he slows down
and spells out the letters. If you would like tc

build speed, learn to flash all the common words.
I 2 3 ! 4 _< 5

Figure 1

TYPING SPEED TEST

Taken from: College Typing, by William M. Cook, p. 51.
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LAP I

SETTING UP AND ADJUSTING THE

IBM SELECTRIC COMPOSER

GJeraral Instructions

The first few pages of this LAP contain directions
which pertaln to the proper use of this instructional
system., The IBM Selectric Composer instructional system
consists of Learning Activity Packages, the IBM Composer,
a study carrel, and some instructional materials that are
vrepared by the IBM Company. As you use the system, be
sure to follow all directions completely. Each Learning
Activity Package is based on one or more sets of skills
and/or bodies of knowledge that is relative to operation
of the Composer. We ask that you do not put any marks
in the LAP's or the IBM prepared materials as others will
use these same materials when they go through the system.

LAP's I, II, and III provide you with all the basic
information necessary to utilize the Composer. LAP IV
deals with advanced copy production techniques, and it is

correlated with the IBM Instructilon Manuai and the IBM

Instruction Manual Supplement. The Learning Activity

Packages in this instructional system are titled as follows:

-t
e
v}
—

Setting Up and Adjusting the IBM Composer

=
S
sl

11 Copy Production Technigues Using the IBM
Composer

LAP III Justification Procedures Using the IBM
Composer

Ay IV Centerinz Procedures and Advanced Copy
Production Technlques




Each LAP contains a self-corrected pre-test, instruc-
tional materials, lab exercises, and a final tést that:
are coordinated with the instructional activities con-
22t2d in the carrel. The instructional material found
in the LAP's 1s correlated with a series of illustrations
found on each page. The LAP's also contain a lab section
found in the back of the package. You will be instructed
to complete the Lab Exercises from this section as you

proceed through the LAP. Lab exercises that require actu-

al typing or copy productﬁon are printed on mimeographed
sheets that will be supplied to you when you begin each
vackaze. Tne LAP's are designed so that students can
complete the packazges with only limited assistance from
the instructor. A

Begin the instructional system with LAP I. Read the
Rationale and Behavioral Objectives to becomé familiar
with the goals of LAP I. If you feel you already meet the
objectives as stated, take the pre-test that is on page 4,
If you score 80% or above on any pre-test, proceed to the
rext LAP in sequence., If you are not sure how to proceed,

ask your instructor for assistance.

~
ES

Safety

There is little to worry about when using this system

ir rezard to safety. Remember that the IBM Composer is a
delicate plece of machinery. Do NOT attempt to make ad-
justmeﬁts without first having completed the proper in-
struztional material. NEVER use force to make an adjust-

marT; check with the instructor for help.




Rationale

In order to properly operate the IBM Selectric Compo-
Ser, you must understand the type elemesnt concept. LAP I
will introduce you to this concept and give you the back-
ground material necessary to successfully perform make-
ready adjustments on the Composer. Read the Behavioral

Objsctives btelow which outline the goals of this LAP.

Behavioral QObjectives

Upon completion of LAP I, you will be able to:

1. Choose any type element and properly adjust
the Composer for use with that element,

2. Demonstrate a working knowledge of the lead-

ing dial, escapement lever, lock lever, margin
sets, and impression control adjustments.

If you feel that you already have a working knowledge
bf the goals stated in the above objectives, proceed to
the pre-test. If you have some doubts, or no background
in this area, proceed to the instructional portion of

the LAP, which follows the pre-test.

(IR
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111 in the Rlank

5.

Various type styles used in the Composer are
found on type .

The number (11) eleven on the top of a type
element indicates that the element contains
type. {(two words)

The letter "B" on the top of the type element
indicates that the type on the ball is .

The adjustmert that provides space between
typed lines is called the -/ .

The adgustment that provides the proper letter
spacing is called the / .

True-False (T or F)

6.

The margin sets can both be set on half or
full pica settings?

The lock lever 1s another name for the paper
release?

The IBM Composer is versatile, but is often
limited because of its long set-up time?

An imopression control setting of one (1), is
a lighter setting than six (6)7

The colored arrows on the top of type elements
indicate proper leading dial settings?

-

This 1s a self corrected test, For answers to the Pre-

Test for LAP I, turn to pagze 10 in this LAP.
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BAGKGROUND

The Selectric Composer is a modern
and efficient method of cold type compo-
sition., The versatility of this machine

enables you to producé copy with many

styles, sizes, and weights by changing
Figure 1 the type element,

LAP I will introduce you to the element
concept and it will give you basic information
about adjustments that must be made when
eleménts are interchanged. Figure 2 shows
you one type element,

Flgure 2

At this time locate the type element
storage box in the study carrel., You can
see that each type element contains a
different size and shape of type. Carefully
remove one element from the storage box.
these elements are dropped they are easily

damaged, so, HANDLE WITH CARE.
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Figure 5

Tioure 6

Note that the element is a hollow sphere
as shown in Figure 4, Look inside the ele-
ment you have chosen and you will see a
cylindrical portion that is indicated by the.
arrow in Figure 4, This cylinder slides over

the Carrier Post. The carrier post will be

described in detall in subsequent LAP's,

Locate the Lock Lever which is found ‘755

on the top of the type element, See Figure 5.
Hold the element in your hand so the letters
IBM are right-reading, Note that the letters
IBM are embossed on a small lever that is
hinged on the right side of the element, to

the right of the letter "M"”, Open the lock

lever about 90° and you will see it catches

in an open vosition., Now, close the lock

lever and note how it snaps shut,

The arrow in Figure 6 is pointing to

the carrier post which was mentioned in para-
graph 4. Open the lock lever and slip the

element over the carrier post. Be sure the

Composer is not in the shift position at this
time. The letters (IBM) should always be
risht-reading when the element 1is placed over
the carrier post.

e

-y




To remove the element from the Composer,

open the lock lever and 1ift up on the ele-

ment, using the lever as a handle, The pro-
cedure is the same for installing all ele-

ments on the carrier post regardless of the

type that is found on the ball, See Figure
7

Open the element storage box and look
at the symbols found on the top of each
element, Each colof represents a series

of type sizes, Note the Escapement Lever

pictures in Figure 8 has three settings
that are also marked with colored arrows

that correspond to the markings on the top

of the elements,

Figure 8

b}
I
A

If you place an element in the Composer
that has a y=llow triangular arrow, then |
you immedigtely set the escapement lever |
setting to yellow. When you move the 2s- R
capement lever you will be able to feel the |
lever click in position. The escapement
lever setting determines how far the carrier
moves as each character is typed, and it |
varies the amount of space between each i

letter in a word.




Figure 11

Figure 12

The top of the element also contains a
coded series of letters and numbers, See
Figure 9. The first letters denote type
family, the number in the middle indicates
type size, and the last letter tells type
weight, The number also signifies Leading
dial setting. Locate the leading dial on
the right side of the Composer. See

Figure 10,

Place an element in the Composer. Set
the escapement lever and leading dial. Fig.
11 shows the leading dial. Set the number
on the dial opposite the raised notch on the
Composer housing. The Composer will automa-
tically space the correct amount between
lines when the leading dial is properly set.
Increasing the leading dial setting increases
the space between lines.

There are two Marzin Sets located above

the keyboard on the Composer. See Fig. 12.
The left margin can be set on any whole pica
setting while the right margin set can be po-
sitioned on either whole or half-pica sets.
Each division on the scale is % pica. The
pica measuring system will be discussed in

subsequent LAP's.




The correct margin setting is determined

by the length of the line you wish to compose.

To change the settings there is only oncrule

you must remember. When you set the laft mar-
gin, the carrier should be all the way to the

right, (use the tab key to move the carrier

Figure 17 to the right) and when you set the right mar-
zin, the carrier should always be +to the
left. (use the return key). To change the mar-

gin sets, push in and slide the sets either

right of left. The right margin set is coor-
dinated with a bell that rings 3/4" before
the end of the line. Figure 13 shows a left
margin set of 10 picas.

The Impression Control is located on the

right side of the carrier post. This control

regulates how hard the element strikes the
surface of the paper during composition. Type
weights or styles that are light (L) need less
impression than type styles that are bold (B).
The impressign control setting is determined
by the designation found on the top of each

type element. The letters L, M, and B (light,

medium, and bold) indicate correct impression

~

orzrol settings., No. 1 is the lightest setting, while No. 6

(

is the heaviest. For example, 1f the element is light, your

impression setting would usually be 1 or 2, and if it were

pe’z, you impression setting would be 5 or 6.




‘as¥ +thsa instructor for assistance.

b

A%t this time review any areas that were discussed that

you feel are vague or unclear to you.

a gquestion or if some point needs further clarification,

Test which is found on the following paze.

ANSWERS TO LAP I PRE-TEST

1. elements

2. eleven point
3. Bold
4, leading dial

5. escapement lever

6., Tfalse
7. false
3. false
9., true ’
0. false

10

If you still have

Upon completion of this review, proceed to the Post-
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POST-TEST LAP I

7311 in the Blank

1. The IBM Composer uses the concept of copy
nroduction.,

2. Tha element is placed over the /
and the lock lever is closed to begin copy pro-
duction,

3. The escapement lever varies the between the

o
letters in a word.

4, The / varies the amount of space
between the lines of copy.

5. The / are used to adjust the length
of line that is desired.

True-False

6. The impression control determines how hard the element
strikes the surface of the paper?

7. An impression control setting of 6 is the lightest
setting that the Composer offers?

8. The IBM Composer provides an effective method of cold-
type composition?

9. The Composer should be in the shift position when the
type element is placed on the carrier post?

10. The carrier post should be on the right when you are
setting the right margin?

-

At this time turn to page 12 and correct the Post-Test.
Look up all guestions you have missed to determine why your
answer was incorrect. This will also help to refresh your

m2mory in areas in which you are weak,

11
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LAP II

COPY PRODUCTION TECHNIQUES

USING THE IBM COMPOSER

Gerneral Instructions

The first few pagés of this LAP are concerned with direc-
tions, rationale, behavioral objecfia and pre-test for LAP II.
Follow these items in sequence, do not skip-directly to the
pre-test. If yoﬁ‘have any Questions concérﬁing thé sequehéé
of the LAP's, referkto the General Information section ovaAP

I. At this time read the rationale for LAP II.

Rationale

Now that you have a basic understanding of the type element
concept, and have developed a working knowledge of the basic ma-
chine adjustments, you are ready to begin copy production. ILAP
II will familiarize you with basic operation procedures for
copy production., LAP II will also introduce you to many machine
adjustments that will be helpful in later copy production. Read

the Behavioral Objectives below, which outline the goals of LAP II.

Behavioral Objectives

Upon Completion of LAP II, you will be able to:

“

1. Demonstrate a working knowledge of the paper release,
the paper bail, the index key, the platen knobs, the
zero index lever, the ribbon-lift control, and the
on-off controls.

2. Demonstrate through exercises, correct use of the

tab controls, the backspace keys, the card holder
alignment ailds, the space bar, and paper scale.

Proceed to elther the pre-test or the background material.




PRE-TEST

#i111 in the blank:

The key 1s used to feed paper into the Composer.

The (two words) is used as your primary
alignment aid.

Technically, the carrier includes the ribbon, the ribbon
svools, and the .

The (three words) is used to return
the carrier to the left margin without advancing the paper.

The space bar glves units of space for each depres-
sion, when it is in its normal position.

True-False

B,

This is

for LAP

The ribbon-lift control is used when you do not want an
impression to be visible on the paper.

The underscore on the Composer is found on the same key
as the hyphen,

The platen knobs are divided into increments of 3 pica.

The cent sign can be made with the depression of one
key, if you know the mechanics behind it.

The vertical alignment guides are used for vertical
alignment.

,

a self-corrected test. For answers to the Pre-Test

IT, turn to page 18 in this LAP.




Figure 1

Figure 2

BACKGROUN

The On-0ff Control is located on the right

side of the keyboard. See.Figure 1. Turn on
the Composer and notethe red portion of the

on-off key that becomes exposed., This is a re-
minder to you that the Composer has been left
running. Be Sure the Composer 1s always turned

OFF after use.

Tilt the cover of the Composer up and feed
a blank piece of paper into the Composer by
pressing the Index Key (see arrow in Figure 2
for location). Using the index key is the
fastest method of feeding paper into the Com-
poser. The platen knobs are calibratsd in
such small increments that it is not practi-
cal to use them as paper feeds. Remove the
blank sheet from the Composer.

At this time remove Lab Exercise I from

the LAP. Pull the Paper Release Lever for-

ward (see Fig. 3) and insert the lab sheet

in back of the platen. As the paper reaches
bottom, push the paper release lever back.

The paper is now caught in the paper grippers.
Turn on the Composer and depress the index key

to feed the paper.

.




When you pushed the vaper release lever

back you may have noticed that the Paper

Bail remained in the forward. This facili-
tates paper feed, After the paper is in

place, push the paper baill back to its nor-

mal position. At this time complete Lab

Exercise I.

The Carrier is the mechanism that moves

back and forth across the carriage, carrying
the type element. See Figure 5 for carrier
location., Technically, the carrier inéludes
the elemént, the ribbon, and the ribbon
spools., The carrier post‘that we spoke of
earlier is located in the center of the

carrier.

As you typed Lab I, you probably had

some difficulty placing the copy on the

blank line, The Card Holder (See Figure 6)

contains many alignment aids. The card

et e 2k At g holder is marked with various lines that

help indicate the approximate printing

point of the element,




The horizontal guide line on the card
holder is used to determine vertical paper
alignment., The arrow in Figure 7 shows

the horizontal alignment guide in position

indicating the location of the typed line.
The printed copy appears to sit on the

horizontal guide line.

'The short vertical marking in the top

center position (See Figure 8) locates the
right edge of the character that has just

been typed. If you slide the card holder

to the right the long vertical line will

indicate almost the exact right edge of

the previously typed character. Cmnpk?e LabTT.

The two Backspace Keys that are found

on the Composer are vpictured in Figure 9.

The one on the right is the Character Back-

space (Char B/S) and the one on the left is
the continuous Backsvace, The regular back-
space key will move the carrier to the left

as long as you continue to depress it,




Figure 10

b

Figure 11

Fisure 12

The character backspace is linked with

a memory bank that records the width of each
letter that is typed in any given line. The
memory bank will automatically move the car-
rier one character to the left with each de-
pression. The memory 1s erased whenever the
return key is depressed. At this time, com-
plete Lab Exercise III. This lab will help

you become familiar with the backspace keys®
character width units.

The Paper Scale is located just behind

the piaten (the horizontal scale just above
the arrow in fig., 11 is the paver scale).
This scale .is directly in line with the mar-
gin set scale located just above the key-~
board. The paper scale may be adjusted by
moving the left margin guide (See arrow in
Fig. 11). Practice adjusting the paper

margin guide to various paper scale settings.

The Tab Controls are located 6n the left

side of thé keyboard.. See Figure 12. The
tab controls on the IBM Composer operaterin
the same manner as the ones on a conventional
typewriter. The tab may be located at any
whole pica setting. To set tabs, depress

the top half of the Tab Locate Key identified

by the arrow in Figure 12. When the tab lo-
cate key 1s depressed and the tab key is
pressed, the carrier will move to the right

and stop on all whole pica settings.




Locate the position where you want a tab

by pressing the tab key. Depress the Tab

Set key. Notethe position of the tab set

key in Figure 13, The tab locate key auto-
matically returns to normal position as you
push the tab set. If you wish to locate

another tab, repeat the procedure above.

To clear tabs, simply depress Tab Clear Key,

which is the top half of the tab set key.
At this time complete Lab Exercise 1V.

The Ribbon-Lift Control is an align-

ment aid, If you want to place copy on an
exact point and do not want the element fo
type an image, use the ribbon-1ift control.
See Figure 14 for location. If you move the

ribbon 1ift to the notch closest the platen,

the element will strike the paper, but not

Figure 14 the ribbon. A faint impression will be vi-

sible on the paper that can be used to deter-
mine alignment. Practice using this control
by typing a “‘word without the last letter and
then relocate the paper to line up the mis-
sing letter.

The Zero Index Lever (Figure 15) as the

name implies, allows you to return the car-
rier to the left margin of the line on which
~ you have been typing without line spacing to
Figure 15 the next line. To use this key pull the
lever forward and depress the return key.

™

The lever 1is a helpful aid in centering
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Figure 17

Hyphen -
Dash —_
Quotation Marks “
Cent Sign ¢

The Space Bar on your Composer is simi-
lar to the one on a conventional typewriter.
It is used to space between words. One de-
pression of the bar is the equivalent of
three space units. (These units will be dis-
cussed in greater detail later.) Use the
space bar as you would on any other typewriter.

See Figure 16 for location.

The amount of units that the space bar
advances the carrier can be lncreased if

desired. Figure 17 shows the Spacing Dial

(the inside portion) set on three units of
spacing.. This accounts for normal spacing.
If you increase that setting to six, the
result will be six units spacing between
words for each depression of the space bar.

At this time complete Lab Exercise V.

There are a few type characters found on
the IBM Composer that reguire special ex-
planation. These characters are discussed
in the following paragraphs. Remove Lab

Exercise ¥I from this LAP and complete the

exerclses using +the following paragraphs

as your guide.




Hyphen  --emeeee-
Tel. No. 266-8138
Social Security No.

479-60-2443

Figure 19

A pause — in thought

Figure 20

“Quotation Marks”’

The hyphen key, Figure 19, is used to

hyphenate words or as part of number-letter
combinations (such as your telephone number).
In Lab Exercise i;, Parts A and B, show
correct use of the hyphen by copying the

Zziven exerclses.

The Dash is found on the shift position
of the hyphen key. (See Figure 20). Dashes
are used when there 1is a pause of thought or
explanation being indicated by the writer,

On most typewriters the Underscore is lo-

cated on this key with the hyphen. Under-
scores are seldom typed for cold type compo-~
sition (they are hand ruled) because a high

guality line 1s usually desired.

rd

Figure 21 shows you the use of quotation
marks. Th= left and right gquotation marks
are found on the shift position of the comma
and the period respectively. To make double
quotation marks, press the key twice. At
this time, complete Part C of Lab Exercise

p

TV,
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The cent sign is not found on any of

the Composer's keys. To make a cent sign,

Cent Sign type the lower case letter "c", backspace
£ ¢ four units and type a slash (found on the
shift position of the number "“6" key).
Complete Part C of Lab Exercise Vi Lab T
Figure 22 will give you practice in composing special

. characters,

Be sure to shut off the Composer when you are finished
using the system. Don't Forget to put the plastic dust
cover over the Composer and ciose the carrel whenerver
you are done using the system. Have the instructor lock

the study carrel at the close of each class session,

~171-~




LAB EXERCISE I

Type the following keyboard exercises., Use any type
element you desire. :

1. The IBM Composer uses the type element concept.

2. Repeat the sentence above with a different element.

3. Use the space below to practice typing other key-
board characters. .




LAB EXERCISE IIT

This lab will help you become familiar with vertical

12
'

Al

0

Uy

nment on the Composer. Type the sentences on the appro-

i

te line. You should try to locate the copy about 3

ge]
ry
' 4
I

ca above the line. You success in this exercise will be

e}
e

determined by how well you place the copy on the line and

in the space provided.

The clear plastic Card Holder contains several alignment aids.

The horizontal lines on the card holder are for vertical alignment.

You should be seated 1in a normal typing position when making
alignments.

13
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LAB EXERCISE  III

In the space below type a lower case "i", and then hold down
the character backspace key. You will be able to hear the
Comvoser backspace 3 units. It does this because the letter
*i” is three units wide. Under the letter "i" you will find
a series of other letters. Type each of these letters and
derress the character backspace to try to determine how wide
each letter is.

units wide
" iu

w

—

(one)

If you have difficulty determining the width, retype the
character a number of times 1f necessary.

After you have completed this exercise, check your
answers with the Character Width Chart that is located on

trz rizht wall of the study carrel.




LAB EXERCISE IV

il

emove this sheet from the LAP and proceed as follows:

1%

Insert this sheet in the Composer with a paper scale setting
of 13 (ten). Clear all old tabs from the Composer. Set new
tats on 15, 20, 25, 35, 40, and 45 pica settings. Type the
letiers T - A - B -- S - E -~ T, one letter per setting on the
folliowing line. Your success in this exercise will be deter-
mined by how close you come to the correct tab Settings.

Copy the following listing exercise with a paper scale reading
" zero and tab settings at 12 and 30 picas. Use the space

0

below the 1ist for your work.
Paper Release Lever Paper Baill
Backspace Key Index Key
Character Backspace Carrier
Carrier Post Platen Knob
Escapement Lever Leading Dial
Impression Control Margin Sets

Use any type element you wish,

-

15




LAB EXERCISE v

the IBM

Composer is adjustable.

using

Use

space

dial

setting

of 3.

Use

space

dial

0
()
ct
ct
e
o}
9

of 5.

Use

space

dial

setting

a

space

dial

setting

of 9.

e
0l
]

0

space

dial

of &,

14




LAB EXERCISE VI

ollow the background material in LAP II starting at page 9

m
for directions on this lab exercise.

A, Hyzohen
The self-test in the LAP is designed to help students
make a self-evaluation of their knowledge.

3. Hyphen
Type you Social Security No. on the blank below:

Type your telephone no. on the blank below: "‘;

C. Quotation Marks

Place quotation marks around the following sentence,
I am the greatest.

Type the titles of two magazine articles you have
read using double gquotation marks.

D. Cent Sign

-

Use the space below to practice making cent signs. Z“Q

17
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At this time review any areas that were discussed that
you feel are vague or unclear to you, If you still have

-

2 gquestion or if some point needs further clarification,

ask the instructor for assistance.

Upon completion of this review, proceed to the Post-~

Test which is found on the following page.

ANSWERS TO LAP TII PRE-TEST

3
&
z

>
.

S

Index

R

O 0 oo~ N Wn £ W N

Card Holder

element

zero 1ndex lever

three

true

false

false

false

false

18
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POST-TEST LAP 11

in the Blank

Jor

A9

()

3

fas

ne -/ / (three words) is pulled
orward when you are inserting the paper.

S

4 r

|

. 3
()

/ holds the paper against the platen.

]

o
9o}

carrier includes the element, the ribbon, and the

has both vertical and horizontal

The /o
alignment aids on it.

The / key is used to move the carrier
one letter to the left.

True-False

4
Q.

The paper scale 1s permanently set for a constant left
margih?

Tab controls stop the tab at all half-pica settings?
The ribbon-1ift control is used for heavy impression?
The zero index lever accounts for proper line spacing?

Double quotation marks are made by two depressions of
the same key?

19
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ANSWERS TO POST-TEST LAP IT

paper release lever
paper bail

ribtbon spools

card holder
character backspace
false

false

false

false

true
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LaP 11X

JUSTIFICATION FROCEDURES USING

THE IBN COMPOSER

Rationale

In LAP IT you acquired basic knowledge and skills thail
are necessary to successfully produce copy on the Composer.
These skills will serve as the basis for activities you go
through in LAP III. Cne of the primary functions of the IZH
Composer is to producg copy that has flush right and lefi
margins. Therefore, LAP III will give you the information
thet is necessary te successfully produce justified copy.
Read the Behavioral Objectives below, which outline the goals

of LAP IIT.

Sehavioral Objectives

Upon completion of this LAP, you will be able to:
1. Convert inches to picas and points.

2. Convert points to picas.

3. Demonstrate proper use of leading.

4. Define and demonstrate serial and parailiel
fication.

5. Demonstrate a working of character width.

justification features

-

6. Demonstrate proper use of al
found on the Composer.

7. Complete all lab exercises found in the back of

At this time complete the pre-test, or begin with the bacii-
ground material.



PRE-TEST
Fill in the blank:
1., One foct equals picas.
2. 72 pilcas equal points.
3. Justification entails space between words.
L, The dial tells the Composer how many space

bar depressions will get extra units.

5. The dial tells the Composer how many units
to space for each depression of the space bar.

True-False:

6, To automatically justify on the Composer, just set
the justification tube to the right setting.

———

2. 72 picas egual one inch.

8. Type that is set solid is the equivalent of §indle
spacing on a conventional typewriter.

9. Setting 10 on 12 means setting ten point type with
twelve point leading.

10. The Base Line is the line from which justified type
is measured.

—————

If you have a score of 80% or above, proceed to LAP IV; if
not, begin instructional material beginning on the next page.



1” equals 6 picas

1 pica = 12 points

72 points = 1"

Figure 1

Figure 2
1pica = 1/6inch
Tmes = 72 points

i.f'\(,l.'\

In order to understand how justificazicn
works on the IBWM Composer, you must flrst
become Tamiliar with the printer's mesazzur-
ing system. This may be difficult at first,
but 1t will become second nature to ycu as
you gain experience with the system. A
printer's inch is divided into points and

picas. See Figure 1.

As was mentioned earlier, your Composer
has measuring scales con it that are divided
into .picas. Figure 2 shows you a Removable
Scale that is located just in freni of the
carrier, Remove this scale and note thav
it is calibrated just the came as the line
gauges you find throughout the Graphic Arts
lab. This clear scale also has half-pica

calibrations.

six picas equal one inch. Twelve pcinis
are equal to one pica, and 72 pecinisecual
one inch., You should become familler with
this measuring system as nearly all reasur-

ing in Grawmhic Arts is done in these unitc

At this time complete Lab Exercice 7.




picas

©w + 3 =0T

Rase | ine
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gure 5

Ascender

Tigure 6

Horizontal line measurements are usuzlly

measured in plcas. Horizontal meszs.rener

n
B
(D

1

!
o
ct
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to within 3 pica are considered accurz s
enough for most copy work. Vertical ree-
surements are done to a finer degree, usu-
ally to the nearest point. Figure 4 shows
you the relationship between vertical and

horizontal measurements.

In order to measure copy we must set
some guidelines for our measurements. The
Bese Line is the imaginary line upon which
all ietters in any given line sit. Any lo-
wer case letters (v,y,q,8,d,etc.) that pro-
ject below the base line are said to have

descenders.

Another imaginary lline is drawn across
the top of all lower case letters. Any
lower case letters (1,k,d,b,etc.) that
extend above this line are said to have
ascenders. Originally hot type was mea-
sured by the point size of the body ¢
the type. In order to avoid confusic:,
copy produced on your ComposSer COrrespencs

in size to this old method of measuremcnt.



This is a sample of
type that is set solid.
The sample here uses
11 point type.

Figure 8

This is a sample of
type set with two
point leading. This
is eleven point type.

5

A~ Tt ey STET o ey s S g
ANOTRCY MLCriant heildrd

o

Cap Height,

measuring the distance betwecr

and the top of the carpitzl 1o

height is used guite often

@]

copy which 1s 1n cape.

you the guidelines that are used

suring cap height.

T S e -G S AN, B
This he.xgi.’lb LE den
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Vertical line spacing measurements

Figure & shows type ithat is "=

Setting type go0lid is the egui

gingle spacing on a typewriter,

_

Typecsetter's terminology for

tween lines is Leading (pronc

— e el

Lric
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€
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d
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Tig

r
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When you increase the white spzce between

sentences in a paragrarh, you

ing the leading. Filgure ¢ shows

copy as Fig. 8, except it ig

points leading beiween lines,

3
J
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Figure 10

This is a sample of
type set with three
points leading. It

is called 11 on 14.

This is a sample of 10
point type set with two
points leading. This is
setting 10 on 12.

Remember that Filg. © chews 2T
is get selid. To produce the sarme -7, vl
2 point leading shown in Pig, 2, wz rorzzaed
the leading dial settinz Tty 2 voinitz, Fir

10 shows the type element with an arrcw on
the point size. Any leading dial setting

abcve the number Indiczted on the element

will produce extra white space between lines.
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get In thie manner 1s "cetting eleven on
fourteen" (11 on 14), 1In other words you
are setting eleven point type with three

pointe leading, hernce 11 on 14,

%

The sample in Figure 12 is 10 point tvrpe

with 2 point leading. This is called set-

ting 10 on 12. In this case the copy is

ten point type with two points leadins
between lines, At this time comp
Exercise II in this LAP. Be sure ic fcllow

all directions completely.,



Figure 13

M 9 units wide

h 6 units wide

Figure 14

w w W

all three of these lower

case “w’s" are eight units
wide

A point ruler hag lce ey lded 1o e

{2

study carrel; it is standard eguipmers
each Compceser. It ig zctuclly a comilnn~ion
ruler and centering chart, The Loft o7

Fal

3 - 3 N -~ T - . i-
of the card is the point ruler, The cerftor

ing chart will
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can use this

measurements.

first b

1)

come familiar with the mathems

the domposer uses, All the cheracterz on
he keybezrd have zn exact width, This
wicth measurement is expresced in units.

Figure 14 shows two letters and thelr widtr

exprecssed in units,

No matter what point size type you are
using, thevarious characiers you profuce
are always expresced ac being the sameo

) ;s .
number ¢f uwnits wide (gll letters zro 7ro-

¢
(&}
f
&
m
jo )
M
o]
3
fis
ot
o

portionally the same

size)., Figure 15 shows a lower cage "w*
in three diff

~ 1 1t o 3 . 3 S S I S I
gsample "w' 1g exactly elight uniis wilds



Figure 16
|
| Blue = 16 units/pica
Yellow = 14 units /pica
Red = 12 units/pica

FPigure 17

This is a sample of copy
that has been justified to
a line that is ten picas
long. This sample is set
11 on 12,

Figure 18

Find the Character Value Czrd i:.tle

carrel. This card lists the varicusz Zzy-
board characters with their corresrcniing
units of width. O0On the card ycu czr =:zc
that all characters range from threc =o
nine units in width. DNotice that gll num-
bers are the same width. This is to aid
in copy production where you must make

numbered lists, etc.

The units per pica vary according to
the size of the type you are using. The
clements coded yellew have 14 units per
pica;’blue - 16 units per pica; red - 12
units per pica., You can always mathema-
tically calculate the exact width of any

letter, word, or sentence.

Simply stated, Jjustifying copy means
typing copy so the left and right margins
are straight. This is the same process
that is used in newspapers, magazines, and
books to make their text have flush right
and left margins. Justifying invclves
adding extra space beitween words to srtread

the lines out to the desired length.



" This sample of justified copy is
made with eight point type. It
is set eight on twieve. Therefore,
it has four points /eéa’ing.

Figure 19

Figure 20

Figure 21

cause the machine spreads the words zuto-

matically. To justify copy, you tyre &ll

copy twice. The first {typing measursz Iie

O
o
'5

amount of spacing needed and the se o)
typing is the final copy. Figure 19 shows
a sample of Justified copy.

The Justification Tube and Window (Fig.

"20) measure the line to determine the ne-

cessary spacing. The colored triangle
indicated by the arrow in Figure 20 zhows
the color code marking that corresponds 1o
the type element you are using. To adjusi
the tube tc the appropriate setting, grasp

the tube along the smooth portion and turn

it until it clicks into place.

The first step in the justification pro-
cess 1is determing the length of line you
desire, Set the margin sets to that chosen
length, All your rough copy (first t
will be typed beitween these margin settings
Figure 21 shows margin settings for =z 14

point line.



Figure 22

Figure 23

Copy that is justified in
parallel, is typed first in
rough form.

Figure 24

10

When you change the justificazics <ute
setting, you should always rese® thc sczle
in the tube. When recetting this sczlsz,
the carrier should be resting on the =iznt
margin. The white line on the left edge of
the window should read exactly zero. To
locate the exact right margin, use the

tab locateand tab keys.

To adjust the justification tube, grasp
it on the knurled ring on the right side
of the tube. Turn the tube casing until
the white line registers exactly zero.
Remember +to check this setting whenever
you begin doing any justification work.
Figure 23 shows the justification tube

correctly zeroed in.

For much of the justification work that
you do, both the rough and final copy will
appear on the same sheet. This is called
parallel justification. When using this

: -

method you will want to make a tet setiing

)

P ~

to the right of the right margin. A1l final

copy will begin with a left margin <that igs

leccated on that tab setting.



Figure 25

Figure 27

11

Be sure that your tab setting 1o <.z

right of the margin setting leaves enrcugh

room for the final copy to be tyred Five

ot

(0

to ten picas beyond ithe right margin =

,,_J
[

is usually sufficient. Be sure to clezr al
0ld tabs before beginning your work., If
you have any guestions concerning tab or
margin sets, refer to LAP II.

To make the justification tube engage,

pull down the Justification Lever (see Fig.

26). When you pull the justification lever
down it will hold in place, engaging the
tube. You may noctice that as you pull the
lever down the center of the spacing dial
points tc the number 3. The "3" corre-
sponds te three units space given by one

depression of the space bar.

When you type rough ccpy, always stop short

of the right margin. A bell will warn you
when you are getting clese to the margin.

As you approach the right margin you will
notice a series of colors move across the
window, These colors along with the nuws-
bers on the tube window indicate tre amcunt
of spacing that is required. To gain a tezt-
ter understanding of this procedure, con-

plete Lab Exercise III.



12

Serial justification is a metr- 2 <ra

involves typing all rough copy firs<, e
Serial justification means

typing all rough copy, then all finished copy. This metncd =nzails
then retyping all final co-
py at one time. making a written note of the justificezion

tube readings for each line as you type it.

As you retype the final copy, you make the
appropriate setting for each line as dic-

tated by the written notes you made earlier.

Figure 28 shows a sample of this technique.

Figure 28

e

AT

The justification tube actually measures

the distance the copy is from the rignt nmar-

N

gin., The justification dial spaces the words

the amount that you set. Remember that the
justification lever must always be pulled

down if the tube is to yield the proper

Figure 29 ,

readings.

The space bar allow three units space

for each depression., The justification

dial allows you to vary that space to any

degree up to nine units per depression.
If a line is five units short, the Ccmpo-

ser will add one extra space between cach

of the first six words in the line, <hus

Figure 30 spacing the line out to the prorer length.
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The next three paragraphs are quoted from tne I1ZL
tric Composer Instruction lanual, pages 24-25,

Qhe mathematics of this procedure is done automatiiczlly
by your composer. When you pull down the Justification Zsver
to do the rough copy, you are telling the machine to count the
number of space bar strokes in the line. You can see the num-
ber of spaces register in the tiny window at the right of the
justification tube as you tyre. In addition, the machine de-
termines the number of units you have stopped short of the mar-
gin. It divides this number by the number of space btar strokes
in the line and adds these extra units to the basic three units
per space.between words. The "answer" 1s given when you rezd
the justification windowﬂscale.

Thus, when you set the justificaticn dial to type the line
the second time you are telling the machine how may spaces to
make for how many units. .The number on the cclored wedges cof
the inner dial represents the value of the space bar, so we

call this portion the Value Dial. 1In regular typing pesition,

'

the inner knob points to three. When you adjust this knob for

[

blue you have changed the value of space from three uniis to
four units for each depression of the space bar: when the
value dial is set for orange, each space is worth five uriis,
etc.

Setting the outer dizl tells the Composer how many staces

you want at a given value--gso we call this portion of the us-

tification dial the Quantity Dial. If the value dial is sct

for blue and thegquantity dial for six, you will get =ix, four-
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unit spaces. The rest will be three-unii spaces. iz -~ Ivpe,

b

ou can see the guantity dial jump down one number with ezch
aq

ch

space. When it reaches zero--meaning no more spaces ax tha
value~-the value dial also jumps to the next lower veaius znd

remains there for the rest of that line.
At this time complete Lab Exercise 1IV.

Remember that appearance of rough copy 1is not important, If
you lost your place or make an error, you can use the zero
indes lever to return to the beginning of the line again. Type
right over your mistakes and the justification tube will mea-

sure only the last typing;

After completing the exercises and background material in

LAP III you should have a basic understanding of Jjustifica-
tion procedufes on the IBK Composer. LAP V deals with special
justification techniques that occasionally occur during copy
production., If you feel there are some techniques that were
not covered in LAP III that you need to complete some work

at this fime, you may elect to complete LAP V before LAP IV.
The information in LAP IV deals with various centering tech-

nigques used in copy production. If you have no pressing nedd

(

G.

ct

for the information in LAP V it suggested that you compie
LAP IV Tirst. The information in these two LAP's is noct se-

quential,
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Choose a ten point type element and set the
craph 10 on 12 and 10 or ', 7™n not he ronce
length of the linec. Type the ceéry approxim
long and try to center the ccpy on the page.

Ieading is the {ypesetter's term for extra white sypece
tween lines of type. If no extra white space 1g inserted,
type 1s said to be "get solld” However, extra white space gives
a better appearance and increzses readability, <o leading is
usually added. The amount of leading used is a matter of per-
scnal preference and the requirements of the job at hand. It
varies with style of type you are using and the amount of cop
you have itc fit on a page.

A. Setting the zbové paragraph 10 on 12,

t

B. Setting the above paragraph 10 6n 1k,



LAR EXERCISE III

The following exercise 1s taken from the IBlM Instructicn
Manual Supplement , pages &-9.

10.
11.
12.

13.

14,
15.

16.

17.

Insert the lab sheet found on the next page, so the
left edge is at zero.
Set margins for 6 and 24,

Clear all tabs, and set new ones at 26 and 29: Depress

tab locate and flick the tab key repeatedly until the carrier
is resting at 26. Depress tab sei. Repeat process for 29,
Use 11 or 12 point type (an element with a red triangle)

NMove escapement lever to the red setting.

Set leading dial for 13 or 14,

Set impression control for 3.

Rotate the justification tube so the red triangle show on
the band at the left. You can feel the tube click into po-
sition.

Using tab locate, position carrier at the right margin (24).
Turn band on the right of justification tube to line up the
white line in the justification window with the zero mark on
the scale. Arrows at right of tube well you direction to
turn knurled band.

Return carrier.

Bring justification lever down.

Type first line, listen for the bell, and notice how i1he colors
move to the left side of the justification window. End line
close to--but not beyond-- the right margin. Do not space
after the last word.

Read the color at the left of the scale (blue) and number of
the scale (6) where the blue ends. If color does not end
exactly on a white line, adjust the tube again so the color
does end on a scale marking.

Tab and récord scale reading (b6).

Set inner knob of Justlflcatlon dial on blue. Set outer
dial on 6.

Tab and type line again.

Return carrier. Repeat steps 11 through 16 for the rest

of the copy.

Some Remilnders:

[

Once you have adjusted the band on the tube so the colcr ends
exactly on a scale marking, do not change 1t agesin on a sub-

sequent line.

When more than one color appears in the window, ycu ars con-
cerned with the one at the extreme left.

Use the Character Backspace key if you make a typogrartihical
error on your rough copy.

Use the line on the card holder if you need to check vour
position on the writing line.



LAB EXERCISE 111 page 2

Justify the following paragraph. The correct justificazicon
readings are found in the columne on the right. Your

should be the same as these,

The ability to justify copy easily and guickly
is one of the distinct advantages of your new
Composer. By merely typing copy once, tak-
ing a reading from the Justification Window,
then setting the Justification Dial, copy is
automatically aligned at the right margin as
it is typed a second time.

Type the above paragraph set solid.

Type the above paragraph with three points leading.

bé
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LAE EXE:

CISE IV

p

The following exercise is taken from the IBM Instriction
Manual Supplement, pages 10-11,

Use the same machine adjustments as those for the last
Use the second part of thislab sheet for completing T
D }Y &

"0.K." Lines

1. Pull down justification lever, and type first line as you
see 1t on opposite page. :

2. Notice that the line ended exactly on the right margin.
(Red carrier position indicator is on the margin and white
line in justification window is on zero.)

3. Tab and type line with value dial set on 3 and quantity dial
set on “0",.

L4, See that justification dial is at black.

'5. Tab and type line agian, Repeat for a second time.

Backspacing to Hvrhenate

1. Type line as you see it, including all of word " justified."

2. Notice that the line was too long, and you have gone beyond
the right margin. There is no color left in the justicica-
tion window.

3. You obviously must hyphenate the word "justified," so depress
character backspace key four time for the last four letters.

L, Type a hyphen. It will print over the letter “f."

5. Put a pencil mark through the last syllable so you will know
nct to type it in the justified line.

6. Tab and record your scale reading of (ol).

o

B

1

2

. Set justification dial for orange 1, tab and type the line.

ackspacing ta Delete a Word.

. Type line as you see 1it, including the word "“they."

. Notice you have agaln gone beyond the right margin, but this
time you cannot hyphenate the last word; delete it from the
line.

3. Depress character backspace key six times: once for each

lewtlettertin the 'word "they", orice for the space before it, and
once for the last letter ("s") of the preceding word (“as").

. Restrike the "s" to double check accuracy of backspacing and

to true up the scale reading.

Put 2 pencil mark through "“they" so vou willi:not tyrpe it in

the justified line.

. Turn the tube up to take an adjusted scale reading.

Tab and reccrd you new reading (ok4).

Set justification dial for orange 4, tab, and type line zsain.

Py i

aragraph Ending (Short Line)

Complete the paragraph in part 4 of the exercise.

If the line is short, as this one 1s, simply type ihe
final copy with a value dial on black and the quantiiy
dial on zero.

N B XO~3 O \n £



LAB EXERCISE 1Iv page 2

sample. Follow direction from the previous page.

"0.K.": Lines
A1l 0.K.’lines are lines which end on the right-
hand margin. As they end right on the margin,

Rackspacing to Hyphenate
all normal spaces between words in the Jjustified

Rackspacineg to Delete a Word
fied copy should be three units each, Just as they

Paragraph Ending ( Short Line)
they were in the rough-line copy. MNake the
justification dial setting black zero.
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