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SPECIAL NOTICE.

There is at the end of this book a carefully compiled Dictionary
of printers’ terms. When a word or a term is used in the explana-
tions and instructions given in the following pages, with which you
are not familiar, refer to this classified list and find out the
meaning.
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A WORD BEFOREHAND.

DESIRE to print is inborn. To direct this remarkable im-
pulse to print into a practical and profitable channel is
the object of this little book. The mission of the print-
ing press is helpfulness. Its capabilities for useful ser-

% vice are unlimited. It can be employed in every school,

in every profession and business, in every home and for
every church and Sunday-school. The printing press in
the office of the professional and business man has proved a sure
means of honorable success. In the hands of bright boys it has
paved the way to most lucrative and trustworthy positions. As an
educator of the most practical kind it stands pre-eminent. To learn
to print is to learn the structure and use of words and language. It
exercises the taste and forms the habit of forcible and correct ex-
pression. It instills a rigid observance of neatness and order. It
teaches industry and self-reliance, and can be made a source of con-
siderable income. Hundreds of clergymen are using the printing
press in their church and Sunday-school work with flattering results.
In a word the benefits arising from the proper use of a good print-
ing press in almost every avenue of life are almost incalculable.
With the hope that this little work may not only prove interest-
ing, but that its careful perusal will result in the helpful use of the
printing press by every reader,
‘We subscribe ourselves,
THE PUBLISHERS.



How to Print.

RINTING PRESSES, Typewriters, Telephones, Phono-
graphs and such like, are becoming part of the furnish-
ings of the modern business office. The most compre-
hensive of them all is the Printing Press. With it the
business man reaches out in all directions, dispensing
good will and talking solicitations for trade into num-
berless ears far and near. The typewriter and the tele-

phone can address but one at a time:—the printing press speaks to

a hundred, a thousand or ten thousand as its owner wills.

. Printing is not a difficult thing to do, and it is our object in these
pages to describq the different processes somewhat in detail so that

anyone with ordinary intelligence will be able to print all kinds of

cards, letter-heads, bill-heads, circulars, wrappers, labels, cuts and
designs, and even small newspapers and books at the trifling cost
of the blank paper.

There are many bright boys who could soon prepare themselves
to take entire charge of the printing department of the business
office and command a good salary for it. Every boy takes naturally
to printing. There is a fascination about a printing press and types
that is almost irresistible and it is suprising how soon he is able
to turn out a very creditable job of printing. A boy will learn more
in one year at home with his own press and a small assortment of
type than he can learn in two years in the ordinary job printing office
under half a dozen bosses, where his first year’s duties consist of
sweeping out, running errands, distributing “pi” and being subject
to the calls of everybody about the place. In his own little office,
he is not only learning the principles of honorable trade but at the
same time is cultivating his artistic taste and skill and developing
business tact and ability which will prove a life-long benefit. - And
all the time he is earning money.

In advocating self-teaching, we do not advance the theory that
every detail of the finest book and job printing can be mastered
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without some personal instruction. The ordinary job printing office
does not pretend to teach its apprentices everything. We do claim
that by proper application, the art of general printing can be self-
learned and the business profitably conducted if the student is en-
dowed with everyday intelligence, understands the common rules of
orthography, can speak good English and has a mind to accomplish
whatever he undertakes.




THE PRESS.

HE first thing to consider in beginning to print is the
press. All else, such as types, ink, cuts, ornaments, etc.,
are only accessories to the press, and would be utterly
useless without it. It is therefore important that no
mistake be made in the selection of a press that will meet
all the varied requirements of general printing. It must
combine simplicity of construction, durability, speed, be

easy to operate and produce good work.

Such is the well-known Model Printing Press. It was origin-
ally made twenty-five years ago, and sprung into almost instant
popularity and maintains its place to-day as the leading press of its
kind in the world. There was something so practical in its appear-
ance that it attracted attenion everywhere, both throughout this
country and abroad, while the printing which was done on it com-
pared favorably with the best that could be turned out from the
largest and most expensive printing machines. From year to year
until the present time, valuable improvements have been added,
keeping it right up-to-date and making it not only the cheapest but
the most desirable press on the market.

It would be strange if the unusual success of the Model Press
had not inspired numerous imitators, and for awhile new presses
cropped out in profusion, but as it required more than mere imita-
tion to command patronage, very nearly all of them have dropped
out of sight.

The Model Press is constructed on the “bed and platen” prin-~
ciple, the impressions being produced by a twin-toggle combined with
a lever. A square, direct, steady and powerful pressure is brought
to bear upon the face of the type by a simple downward motion of
the lever or handle. The very instant sufficient impression is given,
the motion is arrested and there is a momentary “dwell” on the
type to set the ink on the printed paper or card. No other similar
press possesses this valuable feature, which is really one of the most
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important points w consider i1n the selection of a press for good
printing. In the high-priced job presses this “dwell” is produced by
an expensive contrivance. The same result is produced in the
Model Press by a simple patented device, and it is this that gives
the Model Press such value in the estimation of practical printers.

In the above cut we show the Improved Self-Inking Model Press.
This cut is engraved from a photograph made direct from the press
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itself. It will be observed that it is well built, and mechanically
about perfect. It is so simple in its construction and operation that
any boy can at once comprehend it and manage it without trouble.
The bed of the press is cast solid with the sides and is therefore very
strong and perfectly rigid. The platen N is connected by a strong
toggle, and the lower portion is pivoted to the sides of the bed-frame.
The toggle is operated as shown in the front of the cut, by the handle,
s0 that by simply pressing down with the hand, the platen is moved
toward the type seen in the chase O, and the impression produced.
At the same time that the forward movement of the platen takes

place, the curved arms M, (a similar arm being on the other side of
the press) operate the balanced roller-arms J, and the inking rollers
L pass upward over the face of the type to the ink-disc I, and the
press then assumes the position as shown below, with the ink-rollers
upon the ink-disc where they take up a new supply of ink. The
platen is closed up on the face of the type in the act of taking the
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impression. The chase O, shown on the bed of the press, in
which the type-form is locked, is detachable, and is secured in its
place by a thumb screw and clamp shown at the top under the ink-
disc. The ink-disc revolves slightly with each impression by a pawl
and ratchet underneath, not shown in the cut. This motion of the
disc produces a good distribution of the ink over the whole surface
and keeps the rollers at all times properly supplied.

The power is applied in such a manner that there is no “lost
motion” or increased force required to operate the self-inking appa-
ratus. At the instant when the whole power of the press is needed
to produce the impression on the type, the inking device has finished
its work and remains stationary until the impression is completed,
when the surplus power moves the rollers back over the form again,
inking it for a new impression. The economy of power, and the
consequent ease with which the Model Press is worked, is the delight
of everyone who sees it in operation.

A description of tlge foot-power Model Presses will be found on
another page.

The Model Press is packed for shipment without taking apart,
and when received should be taken out of the packing case, so as not
to injure any of the parts. The nails and screws which secure the
wooden strips and cleats holding the press in place should first be
carefully removed, when the press can be readily lifted from the
box. Then place it on a low table or on the box itself turned on its
side or end. The chase, ink rollers, ink-disc or table, and grippers
are all detachable and are generally removed from the press before
packing. After placing these parts in their proper positions the
press is ready to begin work. It has been thoroughly tested before
shipping and will be found properly adjusted to type-height so that
no trouble should be experienced in its use, if the directions given
are observed.




THE TYPE.

AVING described the Press and placed it in position ready
for use, we will now take up the next most important
appliance of the printing office—The Type, together with
the necessary type cases, composing stick, stands, gal-

P— leys, imposing stone, furniture, reglets, quoins, etc.
@@1 Before speaking of how to handle type and set it up

====J into proper form for printing, it may be well to briefly
refer to how it is made, which is a most interesting series of opera-
tions.

The first process in making a type is the cutting or engraving on
the end of a piece of steel, the letter or character to be produced
This steel engraved letter is called a
punch. After being cut this punch is A |\
hardened and used to make the matrix N \‘l” 1
or die for the face of the type, by “"}nf “
driving it about one-sixteenth of an W’

i
i

inch deep into an oblong piece of soft |
copper. This copper die or matrix
forms the bottom of a mold for the
type-casting machine in which types
are very rapidly cast. This mold is
made of steel with adjustable bear-
' ings, so that it can produce a letter as
thin as an i, or as thick as a W. The
utility of types depends entirely upon
the facility with which they can be combined. They must fit each
other with geometrical precision and an inaccuracy that would be
regarded as of little importance in other workmanship would be
fatal to types.

Each type, when first cast, has a small piece of metal attached
to its base called the jet, which is the surplus metal poured into
the mould. After this is broken off, the flat sides are rubbed on a
level stome, until smooth and true. The types are then set up
alphabetically in long lines, and finished by planing a groove in the
center of the base where the jet has been broken off.
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The letter or character which appears on the face of a type is al-
ways in reverse from the true position to the eye when printed.
The accompanying cuts show a
type and also two or three words
#“get up.” All matter for print-
ing, type, cuts, diagrams, etc.,
must be in reverse. To over-
come the difficulty in placing
the types together in proper
order, they are always ‘“set up”
and handled with the lower side of the type uppermost. To quickly
tell the lower side of a type there is cast on that side one or more
nicks which show how to turn it when setting up.

Types are cast from a white metal composed mainly of lead,
tin and antimony. The peculiar-property of the type-metal is that in
cooling it expands slightly in the mold in which it is cast, instead of
contracting, as most metals do when cooling. This slight expansion
of the type before it hardens forces it into every interstice of the
matrix, thus producing upon the face of the letter a smooth sharp
character, a perfect fac simile of the steel punch that made the die.

Types are all made of uniform length which is known as height.
This is a little over seven-eighths of an inch and must be absolutely
accurate, to print properly. The size of the different type bodies
corresponds with the letter on its face.

Formerly each size of type had a distinctive name, such as
Nonpareil, Brevier, Long Primer, Pica, etc. These rames have been
dropped and the size of type is now indicated by the “Point”
measurement. As it is very important to become thoroughly
familiar with this “point system,” we give a diagram showing the
exact proportions of type, from the smallest to the largest in
general use. The “Point,” which is the unit of type-measurement,
is onme seventy-second part of an inch. Originally a size of type
called Pica, which measures one-sixth of an inch, was the standard
In the “Point” system the Pica standard was taken as a basis of
measurement, and this one-sixth of an inch was divided into twelve
parts, each of these parts being called a “Point.” Hence in the
diagram, the sizes shown will correspond exactly in width with the
number of points indicated. As no type is made smaller than three
points, sizes less than three points are used for leads, brass rules,
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etc., and by using them a
perfect justification or fit-
ting together of all the
type bodies can be secured.

The “point system,”
upon which all types, leads,
brass rules, etc., are now
made, guarantees uniform-
ity. Leads, which are thin
stripsof type-metal togo be-
tween the lines of type to
space them apart, are gen-
erally 2 points thick. A
6-point type and a 2-point
lead will make a line 8
points wide, and is the
same as an 8-point type.
Twice 6 points make a
line 12 points. Three
times 8 points make a line
or fill a space equal to 24
points. And so it goes on
almost indefinitely. Double
them up, add, subtract or
divide, and you are sure of
the results, and that your
type will fit together and
lock up -solid and safe.
Further on, when we go
into the details of “setting
up” the type you will be
able to clearly see the prac-
tical application of the
point system.

‘When very large letters
and characters are re-
quired, such as poster
work, etc., the type used for
the display is generally
made of hard end-wood.
The face is engraved by
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special instruments madefor the purpose, and produce beautifully
designed letters at a comparatively low cost.

After all the different letters or characters for a certain size
and style of type are cast, and finished up ready for printing, they
are assorted and placed together in proper order in packages called
fonts. The quantity of characters in a font of type is designated
by the number of a's it contains. If you examine a printed page
you will find that some letters are used much oftener than others.
Notice for example the preponderance of A’s and E’s over X’'s and
Z’s in all written and printed matter. Therefore the letters in a
font of type will be in proportion to their actual use. We show
below a proof from a font of type as it is put up at the type foundry.
There are 6 capital A’s and 10 small a’s. This would therefore be
called “a 6 A 12 a font.”

AAAAAABBBCCCCDDDDEEEEEEEFFF,
GGGHHHIIIJIJKKLLLLMMMMNNNNN,,
NOOOOOOPPPQQRRRRRRSSSSSTTT-
TTUUUVVWWWXYYYZZaaaaaaaaaaa
abbbbbdcccccccddddddeeeeeeeeeceeceee.
fiffffffffggggghhhhhhhhhiiiiiiiiiiiiiijjjkk,
kklIHHHHHHIMmMmMmMmMmmnnnnnnnnnnnnooooo!
00000000pPPPPPAAQrrrrrrrrrrrrrssssssss!
sssssttttttttttttuuuuuuvvvwwwwwxxyyy
zzz11223344.556677888990000ece e~
ERELPP?7?2? vttty s

Spaces and quadrats, more commonly known as spaces and
quads, are pieces of blank types, used to separate words and to
form other blank parts of a printed page. Spaces and quads are
cast the same as the types themselves, in the several sizes of the
type with which they are to be used. The usual widths are as fol-
lows: In quads, 3 ms, (an em being square, the same in depth and
width) 2 ems, 1 em and 3% em or en quad. In spaces there are the
3 em (that is three spaces make the width of 1 em) the 4 em and the
5 em space.

In addition to the usual type and spaces and quads there are
cast in type-metal, in various sizes to correspond with type, ornate
characters called Borders, Type Ornaments, etc., which fit together
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and form numerous designs, which add much to the attractiveness of
printed matter.

The different parts of a type are known as the face, the body,
the feet, and the nick. The face is the letter or character that
prints; the body, the shank that supports it; the feet, the part upon
which it rests when printing; the nick, the notch or notches on the
side which indicate the bottom of the letter. By referring to the
cuts of type on page 17 the different parts of a type can be observed.

THE TYPE CASE.

YPES, to be convenient for use, are assorted into type
cases, which are wooden trays, sub-divided into boxes
or compartments for the different letters and other
characters. Type cases are made in many different
sizes and forms. The case here shown is called the job
case, and is designed to hold a complete font of type of

. both small letters and capitals, the letters being placed

in the series of square hoxes to the right. The small letters are

placed in the boxes to the left, covering two-thirds of the length of
the case. There are cases made also to accommodate brass rules
and leads when cut into different convenient lengths. The separate

1A

case in which the capital letters are placed is called the “upper case,”
and that holding the small letters, figures, points, ete., is called the
“lower case.” In printers’ parlance, the capital letters of a font of
type are called “upper case” letters, and the small letters are called
“lower case” letters. These printers’ terms have their origin from
the position of the type cases when in use on the sloping top of the
stand, or support for the cases, the case containing the capitals being
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placed above the one holding the small letters. When the case is
constructed to hold both capitals and small letters it is called a job

/

sl

LOWER CASE.

case. This form of case is also used for italic fonts. ‘We will speak
more fully of the case and how the type are placed therein under
the heading “Laying the Case,”



THE STAND AND CABINET.

HE printers’ stand is an upright frame or support, upon
which the type cases rest. They are made both double
and single. The single stand being long enough to sup-
port two cases, one above the other on the sloping top,
and the double stand long enough to support four cas=s,
each two or pair being placed end to end. Under the top,
between the posts are cleats or runways to slide type

cases in when not in use.

N

1[1.'&1!\!

Type cases are frequently fitted up in cabinet form, which for
small offices is the most convenient plan, as the type can be kept
more compact and better protected from dust and curious eyes.
The top of the cabinet can be used to support the cases or can be
divided lengthwise by strips of wood with ledges at the ends, and
used to place type that has been set up, cuts, leads, etc. Cabinets
are made of different heights and of a width sufficient to accommo-
date the case. A very handy type case cabinet for the young
printer starting out is one holding from 10 to 12 1214x121§ type
cases, a size quite large enough for one font.
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THE GALLEY.
NOTHER important article for the printing office is the

A galley. Galleys are made of wood, wood and brass or of

all brass. The galley is simply a square or oblong tray
with raised margins or ledges somewhat less than the

— height of type, on one side and end, when made of thin
N

hard wood. When made of brass, or partly of brass,

the ledges are placed on one end and on the two sides.
They are used to recelve the type from the composing stick, while it
is being set up in proper form for printing.

THE COMPOSING STICK.

To properly set up type a composing stick should be used. It is
made of steel or brass and is adjustable, so that the width of the
line of type can be varied to suit the job. When very wide lines of

type are to be set, a composing stick of hard wood is used. Under
the heading “Setting Up the Type” the use of the composing stick
will be more fully explained.

THE IMPOSING STONE.

From the galley the type is transferred to the imposing stone,
which is simply a slab of marble or slate, or other hard smooth and
perfectly level surface, either supported on a stand of its own or laid
upon a table.

P

FURNITURE, REGLETS AND QUOINS.

Furniture and reglets are strips of hard wood about five-eighths
of an inch in height, and of various widths or thicknesses. They
are used to fill the space around a form of type when placed in the
chase, preparatory to “locking up” for printing. These strips of
wood are generally graduated from 6 points to 120 points in width.
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The thinner pieces, 6 point, 12 points and 18 points in thickness, are
known as reglets. The thicker pieces, larger than 18 points are
known as furniture. Furniture is made 24 points and upward. In
furniture, however, the sizes are designated by “lines” instead of
points as reglets are. A line is equal in width to the Pica standard
of one-sixth of an inch. Hence in ordering reglets you designate
by points—6 point, 12 point and so on. Furniture you will desig-
nate by lines—2 lines (being 24 points) 3 line and so on.

There is made also Furniture cast from type metal, that is much
used for locking-up and imposing forms. Metal furniture is made
in assoried widths and lengths and is sold by the pound.

Quoins are used for “locking up” the type in the chase after the
furniture has been carefully adjusted, space being left on two sides
of the chase next to the margin to admit them. They are wedge-
shaped so as to drive together, thus clamping the form of type in
the chase solid, so that it will not fall out when “lifted” to be
placed in the press. Quoins were formerly made of hard wood, such
as box-wood or hickory, about two inches long, five-eighths of an
inch high and varied in thickness from a quarter of an inch or less
to one inch or more. They were made tight by driving them with a
wooden or iron piece called a “shooting stick.” Metallic quoins are
now almost in general use. They are low in price, are easily tight-
ened by a simple key, and are far superior in every way to the old-
style quoins of wood,

PRINTERS’ INK AND ROLLERS.

EXT in order come printers’ ink and the rollers with
which it is placed on the face of the type. Printers’ ink
is the coloring substance with which a visible impression
is made by type. It must be a preparation that will
pass from the soft adhesive state to that of a perfectly
hard and dry substance, and this change of condition
must be to some extent under control. It must not affect

the soft elastic rollers which are employed to convey it to the type.

It should penetrate but very slightly into the paper and remain

mostly upon the surface and to dry up in a very short space of time

into a hard, inodorous, unalterable solid. It should possess the
additional advantages of keeping the rollers in good working order,
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distribute freely, work sharp and clean, and to be of permanent
color. Printers’ ink is made in many colors and shades. Black is
most generally used and most easily managed. To distribute the
ink for use upon the type a roller is employed. In the early days
of printing, types were inked by what was termed “balls,” which were
a sort of semi-spherical cushions covered with soft leather with a
handle to manipulate them. The ink was first distributed as evenly
as possible on the round leather surface and then transferred to the
face of the type, a little spot at a time, until the whole was covered.
Of all inventions connected with the processes of printing none
were more important than the printers’ roller. By it the inking of
a form became not only easy but extremely rapid. The earlier rollers
were generally cast from a compound of glue and molasses in proper
proportion. More recently glycerine and glue are used as a basis,
and the casting of printers’ rollers is carried on as a business by a
number of large establishments. The simplest method to distribute
the ink is to use a hand roller (called in the printing office a
“brayer”) and after placing a small portion of ink upon it from the
can, roll it over a smooth piece of marble or plate of glass or other
flat smooth surface. Lift the roller with each roll, back and forth,
until the ink is evenly and thoroughly spread over both the face of
the roller and plate. “The Care of the Rollers” will be treated of
later on. ’




LAYING THE CASE.

AVING now learned something of the press, type and other
accessories necessary to begin the work of printing, we
will proceed to set in order the press, type and other
printing materials for practical use. We will first place
the type with the proper spaces and quads into the type
cases. This is called “laying the case.”

Unroll the font carefully and by taking hold of each
end of the paper, holding it close to the type, turn it over on its
face. Take a small galley, fit it over the bottom of the font close
into one corner, then by means of the paper turn the font again
on its feet, being careful to see that the A’s are on the upper right
hand side. The string around the font can then be removed and the
type will, of course, be confined by the sides and back of galley and
ready for distribution into the case. By slightly dampening the
type the probability of “pi” will be greatly lessened, as dampened
types slightly adhere to each other.

Take up one line at a time by putting a piece of reglet or brass
rule, cut the same length as the line of type, in front of it. Hold it
in the left hand with the nicks uppermost and place each letter in
its appropriate box with the right hand. The diagrams of cases,
showing how the type are to be “laid,” will be seen below. In script
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PLAN OF UPPER AND LOWER CASE.

or German text letters the capital I's and J’s are so similar, and
sometimes the U’s and V’s, that it became customary to place the
U and J out of their regular alphabetical order, so that they might
be less liable to become “mixed.” Indeed, great care must be taken
in laying Script or Text letter and other fancy styles, not to get
two kinds in the same box, as many of the characters closely re-
semble each other,
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Often one case will answer for two or even three small fonts
if there is some difference in the size of the types. For example, a
font of 6 points, 12 points and 18 points may be laid in the same
case, if not too small, as, owing to the considerable disparity of the
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1215 BY 1215 CASE.

slizes, either kind could be selected from the others without causing
much inconvenience. Two fonts of type of the same size body should
never be laid in the same case, as it would be impossible to set up
either kind without looking at the face of each letter. As type
cases are not expensive it will be found much more convenient to
have a separate case for each font.

SETTING UP A JOB.

FTER the fonts have all been properly distributed into
their several cases, you will then be ready to begin to
set up a job for printing. At first select something not
too large or too elaborate—a plain card, circular or note-
head.

1st. Decide upon the size of the paper or card to be
used. Also the most prominent line, which is generally
the business or the special object for which the card or circular is
printed. Then set your composing stick to the proper width, by
moving the adjustable knee and fastening it.
2nd. Make this prominent line the full width of job, if possible.

Where there are a number of important lines a good effect is pro-

duced by running them in in same type, something after this style:
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The Model Press
3 World’s Fair Medals
40.000 Thousand Sold

3rd. The heavy faced and the light faced type should be taste-
fully harmonized or contrasted.

4th. The firm-name, business, location, etc., should be in plain,
readable type.

6th. Special attention should be given to “spacing out,” that is,
do not crowd the words and lines together nor spread them too far
apart.

6th. Be careful about dividing words that are broken at the
ends of lines upon the proper syllables. If there is not room for at
least two letters, carry the whole word over. Never divide on one
letter, even if that letter is the first syllable.

The composing stick should be held in the left hand, as shown

in the engraving.

Cut a plece of brass-rule to fit the length to which the composing
stick is set and place in the stick to set the line of type against.
This is called & composing rule. )

With the type case before you the types are picked up one by one
with the thumb and forefinger of the right hand and placed in the
“gtick,” beginning at the left, with the nick uppermost, holding the
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thumb of the left hand against the line of type as it increases in
length. After each word put in a 3 em space. When a line is full,
take out or put in spacing until it fits tightly enough to hold.
Don’t space too tightly, but be careful that each line is spaced uni-
formly in this respect. Spaces are made in different thicknesses
for this purpose. The first line of every paragraph should be in-
dented an em quad, of whatever type the work may be set in. When
the measure is very wide, a 2 or even 3 em quad may be used.

Type may be set either solid or leaded. As an example, this
paragraph is solid. There are thin strips of type metal between the
lines of the remainder of the page which space the lines apart. In
this paragraph these strips of metal are left out, and is therefore
called solid matter. In job composition, the type is set up much
more open than in book and newspaper work.

When the “stick” is full, it is emptied in in the following man-
ner. The type is taken hold of as represented in the engraving;

the rule is placed in front of the last lines, and with the middle
finger of each hand pressing tightly against the sides of the type
and the thumbs pressing in the rear, lift the whole out of the stick
and place it upon a galley, where it should be kept until the whole
job is in type. It may be better, at first, to empty two or three lines
at a time, until you can manage a whole stick fuli.

DISPLAY.

We submit a few examples of job display, in which the’ type
selected is used to good effect.
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Lovely
Lansdowne

Foot-Ball

AND

Basket-Ball
Outfitters

A most captivating style of display can be set in dark-faced type,
all in one series, of different sizes like the following:

EVQI‘VDO(W

reads
the

Bold = =
Displays

Where the article and the price are both to be brought out
prominently they can be set up something like this:
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Fireplace $
Nll)antel 25

Ornamental Red Brick

Put the article in two lines, and the price in one line double the
size, which will exactly justify together.

Display is really the life of job composition and should be
made the subject of careful study. The best object lesson in dis-
play may be found in the advertising pages of the monthly maga-
zines and daily city newspapers. The skill and taste there ex-
hibited is the delight of every one interested in up-to-date typo-
graphy, and particularly to the young printer who desires to excel.

After a job is all in type and placed on the galley it should be
tied up, which will make it much easier to handle. This is done by
taking a piece of strong thin twine and winding it tightly around
the type form three or four times, securing one end over the corner
as you wind, and fastening the other end by thrusting it between
the type and twine itself, drawing it tight on the corner. Always
remove the string before locking up the form in the chase for the
press. When in the galley the type will look something like the cut
which shows the form locked up in the chase, ready to put in
the press, as described on page 29, under the heading, ‘“Locking up
the Form.”

Careful composition and accurate justification will greatly facili-
tate the process of locking up. Where a job is8 not properly spaced
it is very difficult to lock it up so that the letters will all remain in
their places when the form is lifted.



TAKING A PROOF.

HEN you finished setting up a job, and placed it on the
galley properly tied up, it will then be known as a
“form.” The next thing to do is to take a proof of this
form, so that the errors may be marked and the correc-
tions made by taking out the wrong letters and substi-
‘tuting with the proper ones. It is a very unusual thing
for a printer to set up a job entirely free from errors.

To take a proof you should have a proof-planer, which is a flat,
smooth-faced, oblong block of hard wood the face being covered by a
piece of felt or thick fine cloth. Place the form on the marble im-
posing table and ink the face of the type lightly with the hand
roller. Then lay a piece of soft thin printing paper over the form of
type and with the planer pressing firmly down on the paper tap it
gently with a light mallet or hammer. Move the planer so that you
will cover the whole form, being careful not to slur or smear the
impression during this process. After taking the proof, which will
print in this way much easier if the paper is slightly dampened with
a sponge, proceed to mark the errors with a pencil on the side
margins. This is called “correcting the proof.” The ink should be
cleaned from the face of the type before it is corrected. This can
easily be done by rubbing it over with a soft cotton cloth dampened
with our cleaning fiuid, called The Model Ink Reducer and Cleaner.
This is made especially for cleaning type and rollers, and for
thinning ink when too heavy to work properly. The price is 25 cents
for a half-pint bottle. The use of a bodkin and tweezers will much
facilitate the correction of the type form.

After correcting, it is customary to take a second proof of the
form, which is called a “revise.” Compare this revise with the
original corrected proof sheet and note if all the alterations have
been made. If so the “revise” is marked “O. K.” and the form is
ready to be locked up in the chase.
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CORRECTING A PROOF.

Below we give an example of a corrected proof sheet, and the
same after the corrections have been made.
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PRINTING is a very simple thing to do.
Any boy who can read, can print Cards, Let-
ter Heads, Bill Heads, Statements, Circulars,
Envelopes, Wrappers, Labels, Cuts and Designs
and even small newspapers, at the trifling cost
of blank paper. The business man will read-
ily see not only the economy, but the profit
accruing in being able to appeal to a wide
circle of customers as often as he pleases, at
next to no expense. One of the secrets of our
most successful merchants is the fact that they
do their own printing, and flood the commu-
nity with their advertisements just in the nick
of every auspicious time.
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LOCKING UP THE FORM.

HEN you are ready to put the type in the press, place the
galley with the form upon it on the imposing stone. Then
carefully slide the form, from the galley to the stone, and
turn it so that the top of the form is toward you. The
type will be then in the same position to the eye as when
being set up. Take the chase and lay it over the form,
with the lower side of the chase toward you or to the

right hand side as it will fit the best. Secure the form temporarily

by fitting furniture of such width and lengths as will be required
to fill the chase. The quoins should be inserted at the bottom and
left hand sides of the form near the chase, as shown in the cut.

When locking up the form in the chase do so gradually, until it i8

solid enough to lift without any of the type or spacing falling out

or moving. It does not require a great pressure from the quoins to
hold the form securely, provided you have the lines properly spaced
and otherwise adjusted. Before the form is locked completely tight,
it should be “planed,” that is, lightly beaten down until the types
are all exactly level. This is done with a “planer,” which is a thick
oblong wooden block, with the face made perfectly true and smooth.

Put the face of the planer on the form and gently strike it with

light mallet, moving the planer slightly after each stroke.

TAKING AN IMPRESSION.

HE form being properly locked in the chase you are ready
for the first operation with the press. First take out the
gripper by loosening the thumb-screw at the side. In
other presses than the Model the gripper can not be re-
moved, and it is very difficult in the smaller presses to
make ready a form with the gripper in place. See that the
form rollers are properly in position, and that they and

the ink-disc are clean and free from dust and lint. With the hand

roller, roll up the ink-disc with ink until it is well-covered. Don’t
use too much ink! It takes but little ink to print, if it is well dis-
tributed. A little ink or just enough and no more, evenly disributed,
is the secret of good printing, provided everything else is right.

Now, start up your press by pushing down the handle and raising

it again as far as it will go, which will cause the rollers to pass up

/t
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and down and over the ink-disc. Continue this for a few moments
until the ink is thoroughly distributed on the rollers.

Then make a bedding on the face of the platen, by stretching
thereon under the platen-bands about four or five sheets of print-
ing paper. This is ealled a “tympan.” Now put in the chase con-
taining form, being careful that it is secured in its place by the
thumb-screw under the disc. Place then on the platen a sheet of
printing paper, holding it in place by the top margin with the left
hand, and with the right hand press down the handle of the press
firmly, but cautiously. If the impression appears too heavy, relieve
it by the impression screws in the front of the platen. Then press
down the handle as far as it will go. Raise the handle again, hold-
ing on to the printed sheet, which may have a tendency to adhere
slightly to the type. Examine the impression you have made and
see if it uniformly printed throughout. If any parts are “weak”
strengthen them by slightly moving one or more of the four corner
impression screws. If any part is too strong relieve it in the same
way. Examine the back of the sheet as well as the face. When the
impression appears to be even, then screw up the center impression
screw until you can feel the inner end just touch the platen plate.
Be careful not to tighten this screw too much so as to disturb the
impression. This screw is simply to support the center of the
platen.

MAKING READY.

FTER the impression is made level sometimes there is a

A slight inequality in the height of the different types or

cuts used. This may be remedied by using tissue paper

to overlay the parts that are light, and cutting away with

a sharp-pointed knife the parts that are high. This

- is done by taking an impression on a fresh thin sheet of

paper and overlay on this sheet with tissue lightly

pasted, the light or low parts and cut out where the impression is

too heavy. Attach this “make-ready” sheet to the tympan with a

little paste at the corners exactly in the position the impression was
made. This process is called “making ready.”

When there are cuts to be printed some skill must be exercised

in making ready, by cutting away the light portions and overlaying

the dark portions so that the proper effect of the picture may be
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brought out. To one interested in printing the process of making
ready a form will be a few minutes very enjoyably spent. It will be
like seeing the artistic beauties of a picture grow under the skillfu}
hand of the artist.

Sometimes an underlay may be required to bring up a very black
letter or dark cut. This is done by pasting a piece of paper on the
bottom of the type or cut, being careful that the underlay is not
too large, so that it might bear up other parts of the form. An
underlay forces the part underlaid up and allows it to print evenly
with the remainder of the form.

When the “make-ready” is completed put the gripper in place,
and see that the gripper fingers are spread wide enough apart to
avoid coming in contact with the form. These fingers are adjustable
on the gripper bar so that they can be set to the right or left. They
should grasp the sheet about one-quarter of an inch from the
edges of the form, and will lift it away from the type after each
impression.

THE GAUGE PINS.

HEN the gripper is adjusted, then set the gauge pins to
hold the sheet in place on the tympan while being
printed. The gauge pins are placed so that two are at
the bottom, well toward the ends of the sheet, so that it
will rest on them level with the form, and one at the left
hand end of tympan. The gauge pins must be placed so

A that the sheet will be printed with proper margins.

Quads or bits of card-board are sometimes pasted on the tympan to

feed against, but we advise the use of gauge pins. They are made

for the purpose, are not very costly, are quickly adjusted and will
last indefinitely.

Having arrived at this point you are now ready to print the job.
Count out the number of sheets or cards, cut to the proper size to be
printed, and proceed to feed them into the press carefully, one by one,
until they are run off. Keep the ink replenished from time to time
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as needed on the ink-disc with the hand roller, so that the impres-
sions are all uniformly black and clear. After being printed handle
the sheets or cards very gently until the ink is set and dry, when
they can be gathered up and packed for delivery to your customer.

DISTRIBUTING THE TYPE.

PLACE for everything and everything in its place is the
first law of the printing office, whether it be large or
small. After a job is run off, the chase is taken out and
placed on the imposing stone and the ink cleaned from
the type with The Model Ink Reducer and Cleaner, re-
ferred to on page 43. Then unlock the form and you be-
gin distributing the types back again into their respective

cases and boxes. It is very important to keep your types that have
been printed trom well cleared up. It only takes a few minutes to
put away into the cases after being used, and then they are in
proper order for the next job you wish to set up. Distributing type
is really only reversing the order of setting them up.

First, dampen the form with a sponge, on the stone, and remove
the furniture from around it, leaving a piece against the bottom
and one side to support it. Then take a number of lines from the
~ top of the form, on a lead or piece of brass rule, and hold it in the
left hand with the nicks uppermost, and the face of the type toward
you. With the thumb and forefinger take off the first word, or as
much of it as you can hold safely, and throw each letter into its
proper box one at a time. Suppose the word you have taken up is
“Press.” You simply detach from the others one letter at a time and
throw it into the box for it, as you spell the word—P-r-e-s-s. The
next word may be “Model.” You take it up in the same manner,
with the space after it, and spell it into the proper boxes—M-o-d-el—
space. After a little practice you will be able to take more than
one word at a time if the type is not too large.

To distribute the types into the case rapidly you must become
perfectly familiar with the location of the different boxes. Any in-
accuracy in distribution, by putting the letters into the wrong boxes,
will afterwards cause an error in what you set up, as it is not neces-
sary to look at the face of each type as you set it. This is done
when you distribute it. Get the position of the box for each letter,
figure, point or other character as well as for the quads and spaces,
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fixed in your mind by careful sudy and practice, and after a little
while the hand will almost unconsciously place the type properly.

As the character on the face of the type is the reverse of how it .
appears to the eye when printed, at first some difficulty may be ex-
perienced in quickly distinguishing b from the d and the p from the
q. Apparently the b on the face of the type looks like a d and the
d like a b, the p like a q and the q like a p. A good rule in dis-
tributing is to remember this and when a type appears like a b it is
really a d and so with the other letters. After a little practice,
however, even this perplexity will disappear and the b, d, p and q
will be distinguished from one another as readily as the other
letters. The old saying, “Mind your p’s and q’s,” had its origin in
the instructions to the young printer.

‘CARE OF THE ROLLERS.

HE rollers of the press must have good care to get from
them the best results. As soon as you are done printing
for the day, the rollers should be taken out of the press
and the ink thoroughly cleaned from them with a cotton
cloth slightly wet with Model Ink Reducer and Cleaner.
After being cleaned they should be placed in a long,
narrow box with a cover, supported from the ends on

notched blocks. This will protect them from the dust and the dry-

ing action of the air. They should be kept in a moderately cool
place and where it is not damp. Rollers readily absorb moisture,
which may prevent their taking the ink perfectly. If too dry they
will likely shrink on the face and lose the “tacky” surface which
good rollers should have. If you suspect them being too damp, place
in a current of air for awhile until the moisture is somewhat
driven off. If too dry, wet a sponge and squeeze out all the water
possible, then sponge the surface of the rollers thoroughly by rubbing
them lengthwise from end to end. Let them stand a few minutes,
when they will be ready for use. While roller composition can read-
ily be obtained in bulk, we advise having your rollers made for you
by those whose business is to make printers’ rollers. By mailing the
iron roller stocks, stripped of the composition, to the manufacturers
of the press, new ones will be recast and returned within two or
three days. If the distance is too far and the delay of getting
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new rollers made too great, you should order a roller mold and a
few pounds of roller composition with the press and be prepared
to recast your own rollers when required. The needed directions
will be sent with the roller mold if requested.

Rollers are made of material that is susceptible to heat and cold.
Hence rollers made for summer use may be found too hard as the
weather grows cold, and the winter roller too soft when the weather
becomes warm. Generally rollers should be changed two or three
times a year, and if much used, oftener than that.

COLOR AND BRONZE PRINTING.

OLOR and bronze printing require considerably more care
C than printing in black. When the form is all to be
printed in some one color or in bronze (silver or gold),
it is made ready by first inking it with black, with a
hand roller, so that the rollers and ink-disc may be clean
to receive the colored ink when you are ready. Then
make ready, the same as for black. When made
ready and the gripper and gauge pins adjusted, take out the
form and clean it thoroughly, as the least black ink left on
the face of the type will spoil the brilliancy of the colored ink. Then
ink up the press by putting a small quantity of colored ink from the
can direct upon the ink-disc, and operate the. press until the ink is
thoroughly distributed. Put in the chase again and proceed to print
the same as with black.

If the job is to be done in gold or silver bronze, instead of using
ink upon the rollers you must use gold size. This is a very sticky,
yellowish substance like ink, but much more tenacious. When the
size has been well distributed, proceed to print the same as with ink.
After printing a few sheets, however, which must not be laid upon
one another, take some of the bronze on a piece of clean raw cotton
and rub lightly over the printed impression. The bronze will adhere
to the size readily but not to the paper, or card. This you continue
to do as you print the sheets, being careful not to allow them to
remain unbronzed too long, as the size sets quiekly when printed.
After remaining several hours, each sheet or card should be well
rubbed off with a clean piece of raw cotton, which will remove any
loose powder that remains.
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If more than one color is to be used—for example, the body of
the job in black and the display lines or initials in red, two forms
must be used. The portion that is to be in red should be put in the
chase and printed first and finish with the black. In setting up
a job to be printed in colors, proceed the same as if the whole were
to be in black. When set up and placed in the galley take out the
lines or portions that are to be in red and lock up in the chase,
spaced out exactly into the position those lines occupied in original
form, so that when printed they will fall into the space left for them
in the black form. When the red is printed replace this form in the
chase by the form to be printed in black, leaving open the space
occupied by the red. Then print in the black. If bronze is to be
used instead of red, use size and bronze the sheets in place of using
color.

Sometimes a quick bronze effect can be produced by printing
the form all in black (or some other ink) and then before the ink is
dry, carefully bronze the lines desired, and when entirely dry, brush
off the surplus powder with clean cotton. The ink, however, will not
hold the bronze powder effectually and this process would not be
considered good bronze work.

Immediately after printing with colored inks or size, the rollers,
ink-disc and form should be thoroughly cleaned off, as it would
be almost impossible to remove when dry.

ESTIMATING ON A JOB.

N estimating the cost of a job so as to fix the price, a
number of things should be considered. Taking an
ordinary business note-head as an example, when the
paper costs seventy-five cents per 1000 sheets, the follow-
ing would be a fair price to charge:

Cost Of PaAPer....cevvvveenrnrcennencnns $ .75
Profit on paper 20 per cent............ .15
Setting up the type, etc................ .50
Press wWorK.......c.cocvvunnn eeeen veses. .85

Price of first 1000.............. ceras $2.25
Less setting up the type, etc..... ceeeen .50

Price of each subsequent 1000.,.,.... $1.76
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From the above estimate, which is lower than similar jobs are
furnished usually, you would get $2.25 for what actually costs in
material 76 cents, or a profit of $1.50. Such a job on a Self-Inking
Model Press should be set up and printed in about two hours.

When selecting your stock it would be to your advantage to
get complete price lists from dealers, and, if possible, samples of
the different papers, cards, bill and letter-heads, note-heads, en-
velopes, etc. These price lists and samples will be cheerfully
furnished by us upon application.




A DICTIONARY OF PRINTERS’ TERMS.

use.

find out the meaning.

O assist you in more fully understanding the instructions
and explanations given in these pages we have carefully
compiled an alphabetical list of printers’ terms in general

Should you therefore run across words and terms

with which you are not familiar, refer to this list and

Further than this we would sug-

gest that you carefully study the whole list, so that you

may be able to use the terms intelligently when required.

AD.—An abbreviation of advertisement.

ALTERATION.—Changing words or
letters in the proof, so that it reads
differently from copy.

BED.—The part of the press against
which the type rests.

BLUR.—A printed sheet where the ink
looks dauby and ragged.

BODY.—A term applied to the size of
type.

BODKIN.—An awl used In correcting a
type form.

BOX.—A compartment in a case in
which a certain type is kept.

BRASS-RULE.—Strips of brass of the
height of type used for forming lines.

BRONZE.—Powdered metals, used with
size to imitate gold and silver print-
ing. Bronze is also made in other
colors.

CABINET.—A plece of furniture de-
signed to hold type cases, to protect
them from dust.

CAP.—The abbreviation of capital as
applied to letters in type.

CASE.—A receptacle for types.

CHASE.—An iron frame in which type
i8 locked for printing.

COMPOSITION.—The setting up of
type for printing.

CONDENSED.—A type with a narrow

face.

COMPOSING STICK.—An adjustable
fron or brass tool in which types are
placed, in being set up.

COPY.—Any written or printed matter
which is to be set up in type.

COMPOSING RULE.—A rule made of
brass or steel to facilitate the placing
of type in the composing stick.

COMPOSITOR.—One who sets type and
makes up the forms,

CORRECTING FORM.—Removing
wrong types and replacing them by
proper ones.

DWELL ON THE TYPE.—Permitting
the sheet to remain pressed to the
face of type a moment so as to set
the ink on the paper. .

DELE.—A mark used in proof reading,
to indicate that a letter, word, line,
etc., should be taken out.

DEVIL.—The errand boy who spends a
year or two in a printing oumce
getting ready to learn to print.

DISTRIBUTING.—Returning types to
the boxes after being printed from.
Spreading ink evenly over a roller or
disc of a press.

DIRTY.—The proof of a job with
many corrections.

DOUBLET.—A repetition of words.

ELECTROTYPE.—A copper-faced plate
blocked type-high. Generally a fac
simile made of a type form or cut.

EM.—The square of the body of a
type.

EN.—Half the width of an em.

FACE.—The letter on the end of a
type.

FAT.—Printed matter with much space,
such as break lines, leads, etc.

FONT.—An assortment of the different
letters and other characters of any
one kind of type in the proper pro-
portion for use.

FORM.—The types after they are set
up for printing.

FOUNTAIN.—A receptacle for ink
which feeds it to the rollers aute-
matically.

FURNITURE.—Wood or metal pieces
to place around a form for locking
up.
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FULL-FACE.—Type having a broad
face.

GALLEY.—A flat tray to hold the
types when setting it up.

GAUGE PINS.—Brass or steel pins to
hold the sheet in place when print-
ing.

GOLD BRONZE.—A fine golden powder
for printing in gold.

HAIR LINES.—Very fine lines.

HAIR SPACES.—The thinnest spaces
made.

IMPRESSION.—The pressure of the
sheet or card upon the type when
printing.

IMPOSING TABLE.—A level, smooth,
surfaced slab of marble or slate,
upon which type is placed when
making up and locking in chase.

IMPOSITION.—The operation of pre-
paring a form for the press. :

IMPRINT.—The name of the printer
when placed in small type on a job.

JOB.—Something to be set up and
printed.

JUSTIFYING.—Spacing the lines of
types so that they are exactly of the
same length.

LABOR-SAVING RULE.—Brass rules
cut into definite lengths from 12
points up.

LEADS.—Thin strips of type-metal,
mostly 2 points thick, to put between
the lines of type.

LOCKING UP.—Making the form se-
cure in the chase.

LOWER CASE.—The case contalning
the small letters of a font.—The
small letters of a font.

LAYING THE CASE.—Distributing
new type into-the case.

LEADED MATTER.—Type lines set up
with leads between the lines.

MAKING READY.—Getting a perfect
impression from a form of type.

MAKING UP.—Arranging type that has
been set up into forms or pages.

MARGIN.—The blank edge on a sheet,
around the printed portion.

MEASURE.—The width of a page or
job.

MATTER.—Type that has been set up.
If it has not yet been printed from, it
is called “‘live matter.”” If ready for
dlst'x;lbutlon it is called ‘‘dead mat-
ter.,” .

HOW TO PRINT.

METAL FURNITURE.—Pleces of type-
metal of various lengths and widths,
made to point measure, used for im-
posing forms and locking them in the
chase.

NICK.—The notch or notches near the
lower end of types.

OFF ITS FEET.—Types when they do
not stand square on the bottom.

OUT.—Any thing omitted in setting up
type, and marked for insertion by
proof reader.

OUT OF REGISTER.—When a sheet is
printed on both sides and the im-
pressions do not come directly oppo-
site. In color printing, when the
colors do not fall in proper place.

OVERLAYING.—Pasting layers of thin
paper on the tympan to bring out
more plainly certain portions of the
form.

PI.—Types which have been mixed up
promiscuously.

PLATEN.—The part of a press that
carries the sheet to be printed and
presses it upon the form.

PLATEN BANDS.—The i{ron clamps
which hold the tympan to the face
of the platen.

PLANER.—An oblong block of hard
wood used in leveling the face of the
type in the form.

PLANING THE FORM.—Leveling
down the form before finally locking
up.

POINT.—The unit of type measure-
ment. Points.—Instrument sometimes
used on the tympan to insure good
register. Points.—The punctuation
marks.

PRESS WORK.—The various press
operations required to produce
printed sheets.

PROOF.—An impression from a form of
type for the purpose of examination
or correction.

PROOF PLANER.—A planer with the
face covered with felt or cloth for
taking a quick impression from a
form.

PROOF READING.—Examining a proof
and marking the errors for correc-
tion.

QUADS.—The abbreviation of quadrats.
Pleces of type-metal to use with type
in filling out blank lines.

QUOINS.—Small wedges of hard wood

or metal used to lock up the form
{n the chase.
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REGISTER.—To cause the printed
pages of each side of the sheet to
exactly back one another. In color-
work, to have the different colors fall
exactly in place.

REGLETS.—Thin strips of hard wood
of varying thicknesses to space out
a form or to lock up.

RuVISE.—A proof taken of a form
after it has been corrected. )

ROLLER.—A cylinder of composition
for distributing the ink on the face
of type.

SORTS.—The separate characters in a
font of type.

SLUR.—A printed sheet which has
moved during the impression.

SHOOTING STICK.—A notched piece
of iron, brass or wood for driving up
quoins.

SIZE.—A soft adhesive substance to
use instead of ink, for bronze print-
ing. .

SILVER BRONZE.—White metal pow-
der to print in silver.

SLUGS.—Leads that are cast 6 points
thick and upward.
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SPACING.—Adjusting the distances be-
tween the words in a line of type.

SPACES.—Low blank types used to
separate words in lines of type.

STEREOTYPE.—A plate to use for
printing, made of type-metal.

STICK.—The common name for a com-
posing stick.

STET.—A word used in proof reading
meaning ‘‘let it stand’’—when some-
thing has been marked out by mis-
take.

TABLE, OR TABULAR WORK.—Type
matter consisting wholly or in part
of rules and figures.

TYMPAN.—The bedding on the face of
the platen.

TYPE-HIGH.—Just the height of a type
form.

TYPO.—A familiar name for a printer.

UNDERLAY.—Pieces of paper pasted
on the bottom of a form, when mak-
ir g ready.

WORKED OFF.—When a job has been
printed.

A PAIR OF METAL QUOINS AND KEY.
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We show in the above cut, our Improved Rotary Foot Power
Model Job Press, inside size of chase 7x11 inches. This press is
built upon the same excellent principle, which has made the Model
Press famous all over the world. The directions given in the fore-
going pages apply equally to our foot power presses. A full de-
scriptive circular will be sent upon application.
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