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The difference between the

right word and almost

the right word is like the

difference between lightning

and the lightning bug.

–MARK TWAIN
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Good desktop publishing is not

about how fast you can type or

how clever you are behind the

mouse in creative design–

it begins with the

basic elements of typography.
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preface

Since it was first introduced in the mid-1980s, desktop publishing has gone from being an obscure acronym of the computer industry to a household buzzword. Who would have dreamed that in less than a decade DTP would grow to such a point that it would be used in every aspect of print?

Incredible technological advances have made the purchase of a computer and printer affordable to everyone. Men and women of every age, profession and educational background now use computers instead of typewriters.

However, in the wake of this multibillion-dollar revolution the majority of desktop publishing remains a national embarrassment–we have become instant typesetters while lacking the fundamental skills of typing. Our typing standards are on public display for the first time . . . and it is not a pretty sight.

The DTP industry has done a superior job presenting us with all the tools needed to create professional-looking documents. Yet, just because one can operate a computer and has a quality printer doesn’t mean one is producing correctly-typed documents.

We see evidence of this everyday in corporate newsletters and school newspapers–even correspondence from publishing executives! While the design and quality print make the document look professionally typeset, its underlying foundation has cracks. The person responsible for keystroking the text often lacks adequate computer typing skills. The highest-quality printer in the land cannot produce the typeset look if the basic keystrokes are typed incorrectly–regardless of how attractive and creative the page layout design.

As I have reviewed and worked on manuscripts from numerous sources over the past decade, I have noticed the same errors repeatedly committed by computer typists. These common mistakes are made across the country from committee volunteers to executive secretaries . . . mistakes that even the most skilled typists and writers often neglect.

I can’t help but wonder why these errors go unnoticed by so many. Either we have become a nation that has simply learned to accept typing blunders, or we just don’t know any better ourselves. And the tragedy is that many of these same typing errors continue to be taught in every computer class from introductory to advanced levels!

We must take some responsibility to reform our standards and improve our computer typing skills. DTP has rendered the age of communicating with the typewriter obsolete–the old typewriter rules and techniques are extinct.

The rules have changed! The time has come to create a code of computer etiquette and computer ethics–and with it a new generation of typing standards.

There is no one authority that sets a national typing standard. The principles and practices presented in Type It Right! will help set those standards.

Type It Right! represents a compilation of information and advice found in punctuation, typography and design books, stylebooks and dictionaries–combining general typesetting skills with today’s computer technology. My intent was to make it all available to everyone in an abbreviated, easy-to-read rulebook . . . the little black book for your computer.

–A.S.


Special characters do not appear on the standard keyboard.

Consult your program manual for keyboard access instructions.
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	’
	apostrophe



	•
	bullet



	–
	en dash



	—
	em dash



	“
	opening double quotation mark



	”
	closing double quotation mark



	‘
	opening single quotation mark



	’
	closing single quotation mark
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	em space, en space, thin space








introduction

Typographic characters are absolutely necessary and essential to your credibility–they are a required element to good desktop publishing.

However, these “special characters” (also called “alternate” or “extended characters”) are not displayed on the standard keyboard. They are hidden within the keyboard–and require a separate combination of keystrokes.

If you are using a software program that does not offer these typographic characters, check to see if there is an upgrade kit available–most programs now include these features. If not, you can purchase add-on software or even a different program that can produce these special characters. If you are a first-time buyer, do not invest in a word processor without these characters.
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A NEW GENERATION OF TYPING STANDARDS








