






































































































































































































































































































































(HAPTER 3

CONTROLLING
“ENVIRONI

Cuarter Osjecrive: :
To provide hands-on activities that will teach you many of the Macintosh
Operating System’s environmental controls; the settings, commands, and

tools that allow you to customize the way your machine looks, acts, even
talks Through study of Chaptel 3, you will:

® Learn about Aliases, tiny “pointer’ ﬁles that dramatically reduce mouse
clicks and keystrokes by letting you organize them anywhere on your

system while retaining the identity of the original application, file, or
- folder. :

e Know how to use the Launcher, a ‘popplar and highly—éffe(_:tive applica;—
tion that puts any document, program, or tool at your fingertips.

® Learn about Control Panels, a specialized folder within the System
Folder that’s accessible from the Apple Menu.

® Learn about many of the individual Control Panels and tools which
affect the way your Macintosh looks, sounds, and operates.

® Learn about the Apple Menu, a collection of programs, folders, recent
applications, and helpful tools.

e Learn to use the Calculator, the Notepad, StickyNotes, and, most impor-
tantly, the Apple Audio CD Player, which provides background music
for those difficult days at work or school. ~

® Understand Networking, a method of connecting your cornpufer to
others — either in your building or around the world.






















































































































































































































































Caps and Small Caps

A style of typesetting in which capital letters are used in the
normal way, while the type that would normally be in lower
case has been changed to capital letters of a smaller point size.
A true small-caps typeface does not contain any lower-case
letters.

Cags

An abbreviation for capital letters.
Caption

The line or lines of text that identify a picture or illustration,
usually placed beneath it or otherwise in close proximity.

CD-ROM

A device used to store approximately 600MB of data. Files are
permanently stored on the device and can be copied to a disk
but not altered directly. ROM stands for Read-Only Memory.
Equipment is now available on the consumer market for
copying computer files to blank CD-ROMs.

Character Count

The number of characters (letters, figures, signs or spaces) in a
selected block of copy. Once used to calculate the amount of text
that would fit on a given line or region when physically setting

type.
Choke

See Trapping
Chooser

A part of the Macintosh operating system that permits
selection of a printer or other peripheral device. Chooser is
also used to access resources on a network.

Chroma

The degree of saturation of a surface color in the Munsell
color space model.

Chromaticity Diagram

A graphical representation of two of the three dimensions of
color. Intended for plotting light sources rather than surface
colors. Often called the CIE diagram.

Cicero/Didot Point

The cicero is a unit of horizontal distance slightly larger than
the pica, used widely in continental Europe. A cicero equals
0.178 inches, or 12 Didot points.

CIE (Commission Internationale de ’Eclairage)

An international group that developed a universal set of color
definition standards in 1931.

CIE Diagram
See Chromaticity Diagram
Clip Art

Collections of predrawn and digitized images stored on disk
that can be pasted into word processing and DTP documents.

Clipboard

The portion of computer memory that holds data that has
been cut or copied. The next item cut or copied replaces the
data already in the clipboard.

Caps -( olor Correction

Cloning

Duplication of pixels from one part of an image to another.
CMS
See Color Management System

CMYK (Cyan, Magenta, Yellow, Black)

The process colors (subtractive primaries) used in color
printing. The letter K stands for “Key,” although it is com-
monly used to refer to the Black ink that is added to the three
colors when necessary. When printing black text as part of a
four-color process, only the black ink is used. A normal four-
color separation will have a plate for each of the four colors.
When combined on the printed piece, the half-tone dots of
each color give the impression of the desired color to the eye.

Coated

Printing papers having a surface coating (of clay or other
material) to provide a smoother, more even finish with greater
opacity.

Cold type

Type produced by photographic or digital methods, as
opposed to the use of molten metal as in the old Linotype
machine.

Collate

To gather separate sections or leaves of a publication together
in the correct order for binding.

Color Balance

The combination of yellow, magenta, and cyan needed to
produce a neutral gray. Determined through a gray balance
analysis.

Color Bars

See Color Control Strip
Color Cast

The modification of a hue by the addition of a trace of
another hue, such as yellowish green, pinkish blue, etc.
Normally, an unwanted effect that can be corrected.

Color Chart

A printed chart of various combinations of CMYK colors used
as an aid for the selection of “legal” colors during the design
phase of a project.

Color Control Strip

A printed strip of various reference colors used to control
printing quality. This strip is normally placed outside the
“trim” area of a project, as a guide and visual aid for the
pressman.

Color Conversion

Changing the color “mode” of an image. Converting an image
from RGB to CMYK for purposes of preparing the image for
conventional printing.

Color Correction

The process of removing casts or unwanted tints in a scanned
image, in an effort to improve the appearance of the scan or to
correct obvious deficiencies, such as green skies or yellowish
skin tones.
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Color Gamut - Cronalin

Color Gamut

The range of colors that can be formed by all possible
combinations of the colorants of a given reproduction system
(printing press) on a given type of paper.

Color Key
An overlay color proof of acetate sheets, one for each of the
four primary printing inks. The method was developed by 3M
Corporation and remains a copyrighted term.

Color Management System
A process or utility that attempts to manage color of input and
output devices in such a way that the monitor will match the
output of any CMS-managed printer.

Color Model

A system for describing color, such as RGB, HLS, CIELAB, or
CMYK.

Color Picker

A function within a graphics application that assists in
selecting a color.

Color Proof

A printed or simulated printed image of the color separations
intended to produce a close visual simulation of the final
reproduction for approval purposes.

Color Scanner

See Scanner

Color Separation

The process of splitting an image or PostScript into cyan,
magenta, yellow, and black components for offset printing.

Color Sequence
The color order of printing the cyan, magenta, yellow, and

black inks on a printing press. Sometimes called rotation or
color rotation.

Color Space
Because a color must be represented by three basic character-
istics depending on the color model, the color space is a three-

dimensional coordinate system in which any color can be
represented as a point.

Color Temperature

The temperature, in degrees Kelvin, to which a blackbody
would have to be heated to produce a certain color radiation.
(A “blackbody” is an ideal body or surface that completely
absorbs or radiates energy.) The graphic arts viewing standard
is 5,000 K. The degree symbol is not used in the Kelvin scale,
The higher the color temperature, the bluer the light.

Color Transparency

A positive color photographic image on a clear film base that
must be viewed by transmitted light. It is preferred for original
photographic art because it has higher resolution than a color
print. Transparency sizes range from 35mm color slides up to
8x10in. (203x254mm).

Colorimeter

An optical measuring instrument designed to measure and
quantify color. They are often used to match digital image
values to those of cloth and other physical samples.

GLOSSARY 4

Column rule

A thin vertical rule used to separate columns of type.

Comg

Comprehensive artwork used to present the general color and
layout of a page.

Compose
To set copy into type, or lay out a page.

Compression
A digital technique used to reduce the size of a file by
analyzing occurrences of similar data. Compressed files
occupy less physical space, and their use improves digital
transmission speeds. Compression can sometimes result in a
loss of image quality and/or resolution.

Condensed Type

A typeface in which the width of the letters has been reduced.
Condensed type can be a specific font, or the result of
applying a percentage of normal width by a formatting
command.

Continuous Tone

An image such as an original photograph in which the subject
has continuous shades of color or gray tones through the use
of an emulsion process. Continuous tone images must be
screened to create halftone images in order to be printed.

Contrast
The relationship between the dark and light areas of an image.

Copy
Any material furnished for reproduction such as text or
illustrations. As a verb, the computer command to copy data
to the clipboard in preparation for pasting it to another
location.

Copyfitting

Fitting a certain body of text to a given area by changing the
font size, leading, justification, or some other parameter.

Copyright
Ownership of a work by the originator, such as an author,
publisher, artist, or photographer. The right of copyright
permits the originator of material to prevent its use without
express permission or acknowledgement of the originator.
Copyright may be sold, transferred, or given up contractually.

CorelDraw

A popular drawing program originally designed for the
Windows environment, but now available as a Macintosh
program, Corel is known to create files that can cause printing
and/or output problems in many environments.

Creep

An unwanted movement of the blanket of an offset printing
press that causes registration problems.

Cromalin

A single-sheet color proofing system introduced by DuPont in
1971 and still quite popular in the industry. It uses a series of
overlaid colorants and varnish to simulate the results of a
press run.



Crop Marks
Printed lines used for final trimming of a printed page.
Croppin,

The elimination of parts of a photograph or other original
that are not required to be printed.

Dash

A short horizontal rule of varying lengths used to indicate a
pause or clause in a sentence; see En-dash and Em-dash.

DCS (Desktop Color Separation)

An EPS file format that creates one file for each of the four
primary printing inks, and a fifth file that contains a thumb-
nail of the image. DCS files are used for building pages with
layout programs; when the file is output, the small placement
image is discarded, and the four high-resolution files are
automatically substituted. This reduces the need to move
large, high-resolution files around a network.

Default

A specification for a mode of computer operation that
operates if no other is selected. For example, the default font
size might be 12 point, or a default color for an object might
be white with a black border.

Densitometer

An electronic instrument used to measure optical density.
Reflective (for paper) and transmissive (for film) versions are
available,

Densi

The ability of a material to absorb light. In film, it refers to the
opacity of a specific area of the image. A maximum density of
4.0 refers to solid black. Improper density in film images can
result in washed-out or overly-dark reproduction.

Descender

The part of a lower-case letter that extends below the baseline
(lower edge of the x-height) of the letter. The letters y, p, g,
and j contain descenders.

Desktop

1. The area on a monitor screen on which the icons appear,
before an application is launched. 2. A reference to the size of
computer equipment (system unit, monitor, printer) that can
fit on a normal desk; thus, desktop publishing.

Desktop Publishing (DTP)

Use of a personal computer, software applications, and a high-
quality printer to produce fully composed printed documents.
DTP is, in reality, an incorrect term these days. In the early
days of Macintosh and PostScript technology, the term
Desktop Publishing inferred that the materials produced from
these systems was somehow inferior (as opposed to profes-
sional publishing). Now, the overwhelming majority of all
printed materials — regardless of the quality — are produced on
these systems, up to and including nationally famous
magazines, catalogs, posters, and newspapers.

Dialog Box

A window in a computer application that — in most cases —
presents an opportunity for the user to enter information
relative to the process that they’re executing. A dialog box
might ask, for example, how many copies of a document you

Crop Marks - Dongle

want to print, or what size a circle should be, or what color.
Dialog boxes are an integral part of today’s graphic user
interfaces — both on the Macintosh and on Windows-based
systems,

Digital Camera

A camera which produces images directly into an electronic
file format for transfer to a computer.

Digital
The use of a series of discrete electronic pulses to represent
data. In digital imaging systems, 256 steps (8 bits, or 1 byte)
are normally used to characterize the gray scale or the
properties of one color. For text, see ASCIL

Di&’tal Proofs

Digital proofs are representations of what a specific mechani-
cal will look like when output and reproduced on a specific
type of printing press. The difference with a digital proof is
that it is created without the use of conventional film
processes and output directly from computer files,

Dingbat
A font character that displays a picture instead of a letter,
number or punctuation mark. There are entire font families of
pictographic dingbats; the most commonly used dingbat font
is Zapf Dingbats. There are dingbats for everything from the
little airplanes used to represent airports on a map, to
telephones, swashes, fish, stars, balloons — just about anything.

Direct-to-plate
Producing printing plates directly from computer output
without going through the film process.

Disk
A computer data storage device, either “floppy,” “hard,” or a
high-capacity removable disk, that stores data magnetically.

Disk Operating System (DOS)

Software for computer systems that supervises and controls
the running of programs. The operating system is loaded into
memory from disk by a small program which permanently
resides in the firmware within the computer. The major
operating systems in use today are Windows95 and
WindowsNT from Microsoft, the Macintosh OS from Apple
Computer, and a wide range of UNIX systems, such as those
from Silicon Graphics, SUN Microsystems, and other vendors.
Dithering
A technique used in images wherein a color is represented
using dots of two different colors displayed or printed very
close together. Dithering is often used to compress digital
images, in special screening algorithms (see Stochastic
Screening) and to produce higher quality output on low-end
color printers.

Document

The general term for a computer file containing text and/or
graphics.

Dongle
A security device that usually plugs into your keyboard or
printer port, that allows copy-protected software to run on
your system. Such protected software will only run on systems

with the dongle present. This prevents a single copy of

software from running on any but one machine at a time.
(GLOSSARY 5



Dot Gain - Excel

Dot Gain

The growth of a halftone dot that occurs whenever ink soaks
into paper. This growth can vary from being very small (on a
high-speed press with fast-drying ink and very non-porous
paper) to quite dramatic, as is the case in newspaper printing,
where a dot can expand 30% from its size on the film to the
size at which it dries. Failure to compensate for this gain in the
generation of digital images can result in very poor results on
press. Generally speaking, the finer the screen (and therefore,
the smaller the dot) the more noticable dot gain will be.

Double-page Spread

A design that spans the two pages visible to the reader at any
open spot in a magazine, periodical, or book.

Double-Click

Two clicks of a mouse button in rapid succession that are
interpreted as the command to open an application, file, or
folder.

Downloadable Fonts

Typefaces that can be stored on disk and then downloaded to
the printer when required for printing.

DPI (Dots Per Inch)

The measurement of resolution for page printers, phototype-
setting machines and graphics screens. Currently graphics
screens use resolutions of 60 to 100 dpi, standard desktop
laser printers work at 600 dpi, and imagesetters operate at
more than 1,500 dpi.

Dragging
The process of moving an object on the screen by clicking on

it with the mouse, moving the cursor to another location, then
releasing the button.

Drop Cap

A large initial cap, usually set down into the block or body of
normal text. Excellent examples of ornate drop caps (called
illuminated initials) can often be seen in manuscripts
illustrated by hand in the Middle Ages.

Drop Shadow

A duplicate of a graphic element or type placed behind and
slightly offset from it, giving the effect of a shadow.

Drum Scanner

A color scanner on which the original is wrapped around a
rotary scanning drum. See Scanner.

DTP
See Desktop Publishing

Duotone
The separation of a black-and-white photograph into black
and a second color having different tonal values and screen
angles. Duotones are used to enhance photographic reproduc-

tion in two-, three-, or sometimes four-color work. Often the
second, third, and fourth colors are not standard CMYK inks.

Dye
A soluble coloring material, normally used as the colorant in
color photographs.

GLOSSARY 6

Dye Transfer

A photographic color print using special coated papers to
produce a full color image. Can serve as an inexpensive proof.

Electrostatic

The method by which dry toner is transferred to paper in a
copier or laser printer, and liquid toners are bonded to paper
on some large-format color plotters.

Element
The smallest unit of a graphic, or a component of a page

layout or design. Any object, text block, or graphic might be
referred to as an element of the design.

Elliptical Dot Screen
A halftone screen having an elliptical dot structure.

Em Dash

A dash — often used in place of parentheses or commas to
break a sentence — that is usually equal to the point size. For
example, in 10 point type, an em dash would be 10 points
wide. Formerly the width of a capital M in a particular font;
this definition is still used by some type foundries.

Em Space

A space usually equal to the current point size; in 10 point
type, an em space should be 10 points wide. Formerly the
width of a capital M in a given font; this definition is still used
by some type foundries. Hot lead typesetters often used this
space as the standard distance for a paragraph indent.

Embedding

1. Placing control codes in the body of a document. 2.
Including a complete copy of a text file or image within a
desktop publishing document, with or without a link (see
Linking).

Emulsion

The coating of light-sensitive material (silver halide) on a
piece of film.

En Dash

A dash - often used in hyphenated word pairs — that is usually
half the width of an em dash.

En Space
A space that is usually equal to half the width of an em space.
EPS (Encapsulated PostScript)

A file format used to transfer PostScript data within compat-
ible applications. An EPS file normally contains a small
thumbnail that’s used to display the image when it's placed
into position within a mechanical or used by another
program. EPS files can contain text, vector artwork, and
images.

Ethernet

A set of software protocols widely used in network communi-
cations,

Excel

A spreadsheet application produced by Microsoft; available
separately or as part of Microsoft Office.




Exception Dictionary - GIF

Exception dictionary
A file, used within a spell-checking or hyphenation process,

that provides exceptions to standard spelling or justification
rules.

Expanded Type

Also called extended, a widened version of a typeface design.
Type may be extended artificially within a DTP application, or
designed as such by the typeface designer. See also Condensed
Type.

Export

To save a file generated in one application in a format that is
readable in another application.

Extension

A modular software program that extends or expands the
functions of a larger program. A folder of Extensions is found
in the Macintosh System Folder.

Fill
To add a tone or color to the area inside a closed object in a
graphic illustration program.

Film
Non-paper output of an imagesetter or phototypesetter.

Filter
In image editing applications, a small program that creates a
special effect or performs some other function within an
image.

Flat

A group of individual camera-ready pages mounted in the
proper order and ready for photographing to produce a
signature plate.

Flat Color
Color that lacks contrast or tonal variation.
Flatbed Scanner

A scanner on which the original is mounted on a flat scanning
glass. See Scanner.

Flexography

A rotary letterpress process printing from rubber or flexible
plates and using fast drying inks. Mainly used for packaging.

Floating Accent
A separate accent mark that can be placed under or over
another character. Complex accented characters such as in

foreign languages are usually available in a font as a single
character.

Flog

To make a mirror image of visuals such as photographs or clip
art

Flush Left

Copy aligned along the left margin.
Flush Right

Copy aligned along the right margin.
Folder

1. The digital equivalent of a paper file folder, used to organize
files in the Macintosh and Windows operating systems. The

icon of a folder looks like a paper file folder. Double-clicking it
opens it to reveal the files stored inside. 2. A mechanical device
which folds preprinted pages into various formats, such as a
tri-fold brochure.

Font

A font is the complete collection of all the characters (num-
bers, uppercase and lowercase letters and, in some cases, small
caps and symbols) of a given typeface in a specific style; for
example, Helvetica Bold.

Force Justify

A type alignment command which causes the space between
letters and words in a line of type to expand to fit within a
line. Often used in headlines, and sometimes used to force the
last line of a justified paragraph, which is normally set flush
left, to justify.

Four-color Process

See Process Colors
FPO

“For Position Only”: a low-resolution graphic or simple box to
designate the location of a graphic in the final file.
Frame

In desktop publishing, an area or block into which text or
graphics can be placed.

FreeHand

A popular vector-based illustration program available from
Macromedia.

Full Measure

A line set to the entire line length.

Galley Proof

Proofs, usually of type, taken before the type is made up into
pages. Before desktop publishing, galley proofs were hand-
assembled into pages.

Gamma Correction
1. Adjusting the contrast of the midtones in an image. 2.
Calibrating a monitor so that midtones are correctly displayed
on screen.

Gamma
A measure of the contrast, or range of tonal variation, of the
midtones in a photographic image

Gamut
See Color Gamut

GASP

Acronym for Graphic Arts Service Provider, a firm that
provides a range of services somewhere on the continuum
from design to fulfillment.

GCR (Gray component replacement)

A technique for adding detail by reducing the amount of cyan,
magenta, and yellow in chromatic or colored areas, replacing
them with black.

GIF - Graphics Interface File

A CompuServe graphics file format that is used widely for
graphic elements in Web pages.
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G (Gigabyte)

One billion (1,073,741,824) bytes (2*) or 1,048,576 kilobytes.
Global Preferences

Preference settings which affect all newly created files within
an application.

Gradation

A smooth transition between black and white, one color and
another, or color and no-color.

Gradient

A fill pattern that goes from dark to light or light to dark, or
from one color or shape to another.

Grain

Silver salts clumped together in differing amounts in different
types of photographic emulsions. Generally speaking, faster
emulsions have larger grain sizes.

Graininess
Visual impression of the irregularly distributed silver grain

clumps in a photographic image, or the ink film in a printed
image.

Gray Balance

The values for the yellow, magenta, and cyan inks that are
needed to produce a neutral gray when printed at a normal
density.

Gray Component Replacement
See GCR
Gray Scale

An image containing a series of tones stepped from white to
black that is used for monitoring tone reproduction.

Grayscale

An image composed in grays ranging from black to white,
usually using 256 different shades of gray.

Greeking

1. A software technique by which areas of gray are used to
simulate lines of text below a certain point size. 2. Nonsense
text use to define a layout before copy is available.

Grid
A division of a page by horizontal and vertical guides into
areas into which text or graphics may be placed accurately.
Group

To collect graphic elements together so that an operation may
be applied to all of them simultaneously.

Gul

Acronym for Graphical User Interface, the basis of the
Macintosh and Windows operating systems.

Guides

Lines created in layout application programs to assist in
aligning various design elements.

Gutter

The white space between two facing pages. Sometimes used
interchangeably with Alley to describe the space between
columns on a page.
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Gigabyte - HLS

Hairline Rule
The thinnest rule that can be printed on a given device. A
hairline rule on a 1200 dpi imagesetter is 1/1200 of an inch; on
a 300 dpi laser printer, the same rule would print at 1/300 of
an inch.

Halftone

An image generated for use in printing in which a range of
continuous tones is simulated by an array of dots that create
the illusion of continuous tone when seen at a distance.

Halftone Tint

An area covered with a uniform halftone dot size to produce
an even tone or color. Also called tint or screen tint.

Hanging Indent

Formatting text so that the first line is not indented, and all
subsequent lines within the paragraph are indented. Often
used with bullets.

Hanging punctuation

Punctuation marks such as quotation marks that are set
outside the text block; similar to a hanging indent.

Hard Copy

A tangible permanent image such as an original, a proof, or a
printed sheet.

Hard Drive

A rigid disk sealed inside an airtight transport mechanism that
is the basic storage mechanism in a computer. Information
stored may be accessed more rapidly than on floppy disks and
far greater amounts of data may be stored.

Hard Return

A manual line ending (created by pressing the Return or Enter
key) that denotes the end of a paragraph.

Header

A fixed body of copy that appears at the top of each page of a
section of a book. It may contain variable quantities such as
page number, time, date, or file name.

Hide
A command in DTP applications that will render certain

elements on the screen invisible, but will not remove them
from the file.

High Key
A photographic or printed image in which the main interest
area lies in the highlight end of the scale.

High Resolution File

An image file that typically contains four pixels for every dot
in the printed reproduction. High-resolution files are often
linked to a page layout file, but not actually embedded in it,
due to their large size.

Highlights

The lightest areas in a photograph or illustration.

HLS

Color model based on three coordinates: hue, lightness (or
luminance), and saturation.




HSV

A color model based on three coordinates: hue, saturation and
value (or luminance).

HTML (HyperText Markup Language)

The language, written in plain (ASCII) text using simple tags,
that is used to create Web pages, and which Web browsers are
designed to read and display. HTML focuses more on the
logical structure of a page than its appearance.

Hue

The wavelength of light of a color in its purest state (without
adding white or black).

Hyperlink

An HTML tag that directs the computer to a different Anchor
or URL (Uniform Resource Locator). The linked data may be
on the same page, or on a computer anywhere in the world.

Hyphenation Zone

The space at the end of a line of text in which the hyphenation
function will examine the word to determine whether or not it
should be hyphenated and wrapped to the next line.

Icon

A small graphic symbol used on the screen to indicate files or
folders, activated by clicking with the mouse or pointing device.

Ilustrator

A vector editing application owned by Adobe Systems, Inc.

Imagesetter

A raster-based laser device used to output a computer page-
layout file or composition at high resolution onto photo-
graphic paper or film, from which to make printing plates.
Import
To bring a file generated within one application into another
application.
Imposition
The arrangement of pages on a printed sheet, which, when the

sheet is finally printed, folded and trimmed, will place the
pages in their correct order.

Indent

A typographical technique that lines up the beginnings or
ends of lines at a position other than the preset margin.

Indexing

In DTP, marking certain words within a document with
hidden codes so that an index may be automatically generated.

Indexed Color Image

An image which uses a limited, predetermined number of
colors; often used in Web images. See also GIF.

Initial Caps
Text in which the first letter of each word (except articles, etc.)
is capitalized.

Inline Graghic

A graphic that is inserted within a body of text, and may be
formatted using normal text commands for justification and
leading; inline graphics will move with the body of text in
which they are placed.

HSV - | tfm/.\'('(l/-’[‘

Intensig

Synonym for degree of color saturation.

International Paper Sizes

The International Standards Organization (ISO) system of
paper sizes is based on a series of three sizes A, B and C. Series
A is used for general printing and stationery, Series B for
posters, and Series C for envelopes. Each size has the same
proportion of length to width as the others. The nearest ISO
paper size to conventional 8-1/2 x 11 paper is A4.

ISO
The International Standards Organization.
Italics

A version of a typeface designed with letters slanted to the
right.

Jaggies
Visible steps in the curved edge of a graphic or text character
that results from enlarging a bitmapped image.

JPG or JPEG

A compression algorithm that reduces the file size of
bitmapped images, named for the Joint Photographic Experts
Group, an industry organization that created the standard;
JPEG is a “lossy” compression method, and image quality will
be reduced in direct proportion to the amount of compres-
sion,

Justification

The alignment of text along a margin or both margins..
Kelvin (K)

Unit of temperature measurement based on Celsius degrees,
starting from absolute zero, which is equivalent to -273 Celsius
(centigrade); used to indicate the color temperature of a light
source.

Kerning

Moving a pair of letters closer together or farther apart, to
achieve a better fit or appearance.

Key (Black Plate)

In early four-color printing, the black plate was printed first
and the other three colors were aligned (or registered) to it.
Thus, the black plate was the “key” to the result.

Kilobyte (K, KB)

1,024 (2') bytes, the nearest binary equivalent to decimal
1,000 bytes. Abbreviated and referred to as K.

Knockout

A shape or object printed by eliminating (knocking out) all
background colors. See Overprinting.

L*a*b
The lightness, red-green attribute, and yellow-blue attribute in

the CIE Color Space, a three-dimensional color mapping
system.

Landscage

Printing from the left to right across the wider side of the
page. A landscape orientation treats a page as 11 inches wide
and 8.5 inches long.
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Laser Printer - Margins

Laser printer
A high quality image printing system using a laser beam to
produce an image on a photosensitive drum. The image is
transferred to paper by a conventional xerographic printing
process. Current laser printers used for desktop publishing
have a resolution of 600 dpi. Imagesetters are also laser
printers, but with higher resolution and tight mechanical
controls to produce final film separations for commercial
printing.

Lazer

A function of graphics applications in which elements may be
isolated from each other, so that a group of elements may be
hidden from view, locked, reordered or otherwise manipulated
as a unit, without affecting other elements on the page.

Layout

The arrangement of text and graphics on a page, usually
produced in the preliminary design stage.

Leading (“ledding”)
Space added between lines of type. Usually measured in points
or fractions of points. Named after the strips of lead which
used to be inserted between lines of metal type. In specifying
type, lines of 12-pt. type separated by a 14-pt. space is
abbreviated “12/14,” or “twelve over fourteen.”

Leaders

A line of periods or other symbols connecting the end of a
group of words with another element separated by some
space. For example, a table of contents may consist of a series
of phrases on separate lines, each associated with a page
number. Promotes readability in long lists of tabular text.

Letterspacing

The insertion or addition of white space between the letters of
words.

Library
In the computer world, a collection of files having a similar
purpose or function.

Ligature
Letters that are joined together as a single unit of type such as
oe and fi.

Lightness
The property that distinguishes white from gray or black, and
light from dark color tones on a surface.

Line Art

A drawing or piece of black and white artwork, with no
screens. Line art can be represented by a graphic file having
only one-bit resolution.

Line Screen

The number of lines per inch used when converting a
photograph to a halftone. Typical values range from 85 for
newspaper work to 150 or higher for high-quality reproduc-
tion on smooth or coated paper.

Linen Tester

A magnifying glass designed for checking the dot image of a
halftone. See Loupe.
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Linking
An association through software of a graphic or text file on
disk with its location in a document. That location may be
represented by a “placeholder” rectangle, or a low-resolution
copy of the graphic.

Linotype
A typecasting machine (now obsolete) that injected hot metal

into a line of molds to produce lines of type. After printing,
the type was melted and used again.

Linotype-Hell
The manufacturer of imagesetters such as the Linotronic that

process PostScript data through an external Raster Image
Processor (RIP) to produce high resolution film for printing.

Lithography
A mechanical printing process used for centuries based on the
principle of the natural aversion of water (in this case, ink) to
grease. In modern offset lithography, the image on a photo-
sensitive plate is first transferred to the blanket of a rotating
drum, and then to the paper.

Logo
A graphic element normally used as a design to represent a
company or product.

Lossz

A data compression method characterized by the loss of some
data.

Loupe
A small free-standing magnifier used to see fine detail on a
page. See Linen Tester.

Lowercase

The uncapitalized letters of the alphabet; so named when type
was composed by hand, and the small letters were in the lower
part of the type case.

LPI
Lines per inch. See Line Screen.
Luminosity

The amount of light, or brightness, in an image. Part of the
HLS color model.

LZW

The acronym for the Lempel-Ziv-Welch lossless data- and
image-compression algorithm.

M, MB (Megabyte)
One million (1,048,576) bytes (2*°) or 1,024 Kilobytes.
Macro

A set of keystrokes that is saved as a named computer file.
When accessed, the keystrokes will be performed. Macros are
used to perform repetitive tasks.

Manuscript (MS or Mss)

The original written or typewritten work of an author
submitted for publication.

Margms

The non-printing areas of page, or the line at which text starts
or stops.




Markup - Normal Key

Mark up

To prepare copy for a compositor, setting out in detail all the
typesetting instructions, or to denote corrections on a printed
proof.

Mask

To conform the shape of a photograph or illustration to
another shape such as a circle or polygon.

Masking

A digital technique that blocks an area of an image from
reproduction by superimposing an opaque object of any
shape.

Master Page

A page that holds repeating elements of a layout, such as
guides or graphics.

Match Print
A color proofing system used for the final quality check.
Mechanical

A pasted-up page of camera-ready art that is to be photo-
graphed to produce a plate for the press.

Mechanical Dot Gain
See Dot Gain
Medium

A physical carrier of data such as a CD-ROM, video cassette,
or floppy disk, or a carrier of electronic data such as fiber
optic cable or electric wires.

Megabyte (MB)

A unit of measure of stored data equaling 1,024 kilobytes, or
1,048,576 bytes (10%°).

Megahertz

An analog signal frequency of one million cycles per second,
or a data rate of one million bits per second. Used in specify-
ing computer CPU speed.

Menu

A list of choices of functions, or of items such as fonts. In
contemporary software design, there is often a fixed menu of
basic functions at the top of the page that have pull-down
menus associated with each of the fixed choices.

Menu-driven
Programs which allow the user to request functions by
choosing from a list of options.

Metafile

A class of graphics that combines the characteristics of raster
and vector graphics formats; not recommended for high-
quality output,

Metallic Ink

Printing inks which produce an effect of gold, silver, bronze, or
metallic colors.

Midtones or Middletones
The tonal range between highlights and shadows.
Mock-up

The rough concept or layout of a publication or design.

Modem

An electronic device for converting digital data into analog
audio signals and back again (MOdulator-DEModulator.)
Primarily used for transmitting data between computers over
analog (audio frequency) telephone lines.

Moiré
An interference pattern caused by the out-of-register overlap
of two or more regular patterns such as dots or lines. In
process-color printing, screen angles are selected to minimize
this pattern.

Monochrome

An image or computer monitor in which all information is
represented in black and white, or with a range of grays.

Monospace

A font in which all characters occupy the same amount of
horizontal width regardless of the character. See also Propor-
tional Spacing.

Montage

A single image formed by assembling or compositing several
images.

Mottle
Uneven color or tone.
L\/Iﬂ
See Manuscript
Multimedia
The combination of sound, video images, and text to create a
“moving” presentation.
Network

Two or more computers that are linked to exchange data or
share resources. The Internet is a network of networks.

Neutral
Any color that has no hue, such as white, gray, or black.
Neutral Density

A term that describes images or filters that are gray with no
apparent hue.

Noise

Unwanted signals or data that may reduce the quality of the
output.

Non-breaking Space

A typographic command that connects two words with a
space, but prevents the words from being broken apart if the
space occurs within the hypenation zone. See Hyphenation
Zone.

Nonreproducible Colors

Colors in an original scene or photograph that are impossible
to reproduce using process inks. Also called out-of-gamut
colors.

Normal Key

A description of an image in which the main interest area is in
the middle range of the tone scale or distributed throughout
the entire tonal range.
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Norton Utilities

A software product that provides programs for maintaining a
computer’s hardware or software; for example, locating and
restoring a file that was accidentally “erased.”

Nudge

To move a graphic or text element in small, preset increments,
usually with the arrow keys.

Oblique
A slanted character (sometimes backwards, or to the left),

often used when referring to italic versions of sans-serif
typefaces.

OCR (Optical Character Recognition)

A special kind of scanner software that provides a means of
reading printed characters on documents and converting them
into digital codes that can be read into a computer as actual
editable text rather than pure images.

Offset

In graphics manipulation, to move a copy or clone of an
image slightly to the side and/or back; used for a drop-shadow
effect.

Offset Lithography

A printing method whereby the image is transferred from a
plate onto a rubber-covered cylinder from which the printing
takes place (see Lithography).

OLE

Object Linking and Embedding, a software technique that
permits linking an object in a document to its original file and
enabling automatic updating. OLE applications may be OLE
containers (able to accept OLE documents) or OLE servers
(able to create OLE documents), or both.

Opacity
1. The degree to which paper will show print through it. 2.
Settings in certain graphics applications that allow images or
text below the object whose opacity has been adjusted, to show
through.

OPI
Open Prepress Interface, a software device that is an extension

to PostScript that replaces low-resolution placeholder images
in a document with their high-resolution sources for printing.

Optical Disks
Video disks that store large amounts of data used primarily for
reference works such as dictionaries and encyclopedias.

Orphan

The last line of a paragraph that appears alone at the top of a
column or page.

Outline
A typeface in which the letters have outlines only and no fill.
Overlay

A transparent sheet used in the preparation of multicolor
mechanical artwork showing the color breakdown.

Overprint Color

A color made by overprinting any two or more of the primary
yellow, magenta, and cyan process colors.
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Overprinting
Allowing an element to print over the top of underlying
elements, rather than knocking them out (see Knockout).
Often used with black type.

Page Description Language (PDL)

A special form of programming language that describes both
text and graphics (object or bit-image) in mathematical form.
The main benefit of a PDL is that makes the application
software independent of the physical printing device.
PostScript is a PDL, for example,

Page Layout Software

Desktop publishing software such as PageMaker or
QuarkXpress used to combine various source documents and
images into a high quality publication,

Page Proofs

Proofs of the actual pages of a document, usually produced
just before printing, for a final quality check.

PageMaker

A popular page-layout application produced by Adobe
Systems.

Palette

1. As derived from the term in the traditional art world, a
collection of selectable colors. 2. Another name for a dialog
box or menu of choices,

Panose

A typeface matching system for font substitution based on a
numeric classification of fonts according to visual characteris-
tics.

Pantone Matching System

A system for specifying colors by number for both coated and
uncoated paper; used by print services and in color desktop
publishing to assure uniform color matching.

Pasteboard

In a page layout program, the desktop area outside of the
printing page area, on which elements can be placed for later
positioning on any page.

PCX
Bitmap image format produced by paint programs.
PDF (Portable Document Format)

Developed by Adobe Systems, Inc, (and read by Adobe
Acrobat Reader), this format has become a de facto standard
for document transfer across platforms.

PDL
See Page Description Language

Perfect binding

A common method of binding paperback books in which the
pages are glued directly to the binding.

Perspective

The effect of distance in an image achieved by aligning the
edges of elements with imaginary lines directed toward one to
three “vanishing points” on the horizon.



Photoshop - Proof

Photoshop

The Adobe Systems image editing program commonly used
for color correction and special effects on both the Macintosh
and PC platforms.

Pi Fonts

A collection of special characters such as timetable symbols
and mathematical signs. Examples are Zapf Dingbats and
Symbol. See also Dingbats.

Pica
A traditional typographic measurement of 12 points, or
approximately 1/6 of an inch. Most DTP applications specify a
pica as exactly 1/6 of an inch.

PICT/PICT2
A common format for defining bitmapped images on the
Macintosh. The more recent PICT2 format supports 24-bit
color.

Pixel
A picture element — the smallest dot or unit on a computer
monitor or in a bitmapped image.

Plate

Paper, polyester, or metal sheet used in a printing press to
transfer an image onto paper.

PMS
See Pantone Matching System
PMT

Photo Mechanical Transfer — positive prints of text or images
used for paste-up to mechanicals.

Point
A unit of measurement used to specify type size and rule

weight, equal to (approximately, in traditional typesetting)
1/72 inch.

Polygon

A geometric figure consisting of three or more straight lines
enclosing an area. The triangle, square, rectangle, and star are
all polygons.

Portrait

Printing from left to right across the narrow side of the page.
Portrait orientation on a letter-size page uses a standard 8.5-
inch width and 11-inch length.

Positive

A true photographic image of the original made on paper or
film.

Posterize, Posterization

The deliberate constraint of a gradient or image into visible
steps as a special effect; or the unintentional creation of steps
in an image due to a high LPI value used with a low printer
DPL

Postprocessing Applications

Applications, such as trapping programs or imposition
software, that perform their functions after the image has been
printed to a file, rather than in the originating application.

PostScrigt

A page description language developed by Adobe Systems, Inc.
that describes type and/or images and their positional
relationships upon the page; the resulting file is processed by a
RIP (see Raster Image Processor) into a format a laser printer
or imagesetter can understand.

PPD

Acronym for PostScript Printer Definition file, the informa-
tion that ensures that output remains within the capabilities of
the selected output device.

PRI

Pixels per inch; used to denote the resolution of an image.

Prep_ress

All work done between writing and printing, such as typeset-
ting, scanning, layout, and imposition.

Preferences

A set of defaults for an application program that may be
modified.

Prepress Proof
A color proof made directly from electronic data or film
images.

Primary Colors

Colors that can be used to generate secondary colors. For the
additive system (i.e., a computer monitor), these colors are
red, green, and blue. For the subtractive system (i.e., the
printing process), these colors are yellow, magenta, and cyan.

Printer Command Language

PCL — a language, that has graphics capability, developed by
Hewlett Packard for use with its own range of printers.

Printer fonts

The image outlines for type in PostScript that are sent to the
printer.

Printer’s Spreads

Pages arranged so that, when printed as spreads and as-
sembled, the pages appear in the proper order. For example,
the front and back covers are printed on a spread, the inside
front and inside back covers are printed on another spread,
etc.

Process Colors

The four colors (cyan, magenta, yellow, and black) that are
combined to print a wide range of colors. When blended, they
can reproduce many, but not all of the colors found in nature.
See also CMYK.

Profile

A file containing data representing the color reproduction
characteristics of a device determined by a calibration of some
sort.

Proof

A representation of the printed job that is made from plates
(press proof), film, or electronic data (prepress proofs). It is
generally used for customer inspection and approval before
mass production begins.
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Proportional Spacing

A method of spacing whereby each character is spaced to
accommodate the varying widths of letters or figures, thus
increasing readability. Books and magazines are set propor-
tionally spaced, and most fonts in desktop publishing are
proportional. With proportionally spaced fonts, each character
is given a horizontal space proportional to its size. For
example, a proportionally spaced “m” is wider than an “i”

Pt.

Abbreviation for point.
Pull Quote

A phrase extracted from the copy and used as a graphic to
break up a quantity of text visually, and to call attention to an
important point.

QuarkXPress
A popular page-layout application.
Queue

A set of files input to the printer, printed in the order received
unless otherwise instructed.

QuickDraw

Graphic routines in the Macintosh used for outputting text
and images to printers not compatible with PostScript.
Ragged Left
See Flush Right
Ragged Right
See Flush Left
RAM
Random Access Memory, the “working” memory of a
computer that holds files in process. Files in RAM are lost

when the computer is turned off, whereas files stored on the
hard drive or floppy disks remain available.

Raster

A bitmapped representation of graphic data.
Raster Graphics

A class of graphics created and organized in a rectangular
array using bitmaps. Often created by paint software, fax
machines, or scanners.

Raster Image Processor (RIP)

That part of an imagesetter that converts the page information
from the Page Description Language into the bitmap pattern
that is applied to the film or paper output.

Rasterize
Converting mathematical and digital information into a series

of dots by an imagesetter for the production of negative or
positive film or paper output

Ray Tracing
A software technique for rendering the surface of a reflecting

object realistically by tracing the light rays from the source of
illumination to the eye of the viewer.

Reader’s Spreads

A two-page spread as seen by the reader after printing and
collation; thus, the two pages may have been printed in

separate locations on the signature.
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Reference Marks

Symbols such as the asterisk (*), dagger, double dagger, section
mark (§), and paragraph mark (¥) used in text to direct the
reader to a footnote.

Reflective Art

Artwork that is opaque, as opposed to transparent, that can be
scanned for input to a computer.

Registration

Aligning plates on a multicolor printing press so that the
images will superimpose properly to produce the required
composite output.

Registration Color
A default color selection that can be applied to design
elements so that they will print on every separation from a
PostScript printer. “Registration” is often used to print

identification text that will appear outside the page areaon a
set of separations,

Registration Marks

Small crosshairs on film used to align the individual layers of
film separations.

Resolution

The number of dots or pixels per inch of a monitor or output
device.

Retouching
Making selective manual or electronic corrections to images.
Reverse Out

To reproduce an object as white, or paper, within a solid
background, such as white letters in a black rectangle.

RGB

Red, Green, Blue, the additive primary colors used to create
images on a computer monitor or television screen.

Rich Black

A process color consisting of sold black with one or more
layers of cyan, magenta, or yellow.

Right Reading
A positive or negative image that is readable from top to
bottom and from left to right.

Right-Click
Clicking the right mouse button on a Windows system, usually

to reveal a pop-up menu. A Macintosh mouse has only one
button.

RIP
See Raster Image Processor

River
An accidental and undesirable pattern of white space between
words in text that appears to flow from one corner to another.

ROM

Read Only Memory, a semiconductor chip in the computer
that retains startup information for use the next time the
computer is turned on.

Roman Tﬂe

The primary serif typeface of a family.




Rosctic - Shortcut

Rosette
The pattern created when color halftone screens are printed at
traditional screen angles.

Rotation

Turning an object at some angle to its original axis.
RTF

Rich Text Format, a text format that retains formatting
information lost in pure ASCII text.

Rubylith
A two-layer acetate film having a red or amber emulsion on a

clear base used in non-computer stripping and separation
operations.

Ruler

Rulers displayed at two sides of the working space on a
monitor that show measurements in units that can be selected
in the set-up process.

Running Head

Aline of type at the top of a page that repeats the same
information. Also called header.

S/S (Same Size)

An instruction to the printer to reproduce at the same size as
the original.

Sans Serif

Sans Serif fonts are fonts that do not have the tiny lines that
appear at the top of and bottom of letters.

Saturation

The intensity or purity of a particular color; a color with no
saturation is gray.

Scaling

The means within a program to reduce or enlarge the amount
of space an image will occupy by multiplying the data by a
scale factor. Scaling can be proportional, or in one dimension
only.

Scanner

A device that electronically digitizes images point by point
through circuits that can correct color, manipulate tones, and
enhance detail. Color scanners will usually produce a
minimum of 24 bits for each pixel, with 8 bits each for red,
green, and blue.

Screen

To create a halftone of a continuous tone image (See Half-
tone).

Screen Angle

The angle at which the rulings of a halftone screen are set
when making screened images for halftone process-color
printing. The equivalent effect can be obtained electronically
through selection of the desired angle from a menu.

Screen Frequency

The number of lines per inch in a halftone screen, which may
vary from 85 to 300.

Screen Printing
A technique for printing on practically any surface using a fine
mesh (originally of silk) on which the image has been placed
photographically. Preparation of art for screen printing
requires consideration of the resolution of the screen printing
process.

Screen Shot

A printed output or saved file that represents data from a
computer monitor.

Screen Tint
A halftone screen pattern of all the same dot size that creates
an even tone at some percentage of solid color.
A typeface designed to imitate handwriting.
scsl
Small Computer Systems Interface, a standard software

protocol for connecting peripheral devices to a computer for
fast data transfer.

Selection

The act of placing the cursor on an object and clicking the
mouse button to make the object active.

Self-Cover

A cover for a document in which the cover is of the same
paper stock as the rest of the piece.

Serif

A line or curve projecting from the end of a letter form.
Typefaces designed with such projections are called serif faces.

Service Bureau

A business that specializes in producing film for printing on a
high-resolution imagesetter.

Set Solid

Type set with no extra spacing between the lines; for example,
12-pt. type with 12-pt. leading, or 12/12.

SGML

Standard Generalized Markup Language, a set of semantics
and syntax that describes the structure of a document (the
nature, content, or function of the data) as opposed to visual
appearance. HTML is a subset of SGML (see HTML).

Sharpness

The subjective impression of the density difference between
two tones at their boundary, interpreted as fineness of detail.

Sheet Fed

A printing press that prints single sheets of paper rather than
from a continuous roll.

Shortcut

1. A quick method for accessing a menu item or command,
usually through a series of keystrokes. 2. The icon that can be
created in Windows95 to open an application without having
to penetrate layers of various folders. The equivalent in the
Macintosh is the “alias.”
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Show

The opposite of “Hide,” a toggle command. For example, the
tabs and paragraph marks in a text document can either be
shown or hidden by clicking on an icon in the toolbar.

Sidebar
Supplementary text positioned at the side of a page.
Signature

A group of pages ganged together on a large, single sheet for
printing, usually comprising an individual section of a
publication.

Silhouette

To remove part of the background of a photograph or
illustration, leaving only the desired portion.

Skew

A transformation command that slants an object at an angle
to the side from its initial fixed base.

Small caps
A type style in which lowercase letters are replaced by
uppercase letters set in a smaller point size.

Smart Quotes
The curly quotation marks used by typographers, as opposed
to the straight marks on the typewriter. Use of smart quotes is

usually a setup option in a word processing program or page
layout application.

Snap-to (guides or rulers)

An optional feature in page layout programs that drives
objects to line up with guides or margins if they are within a
pixel range that can be set. This eliminates the need for very
precise, manual placement of an object with the mouse.

Soft Font
See Downloadable Font
Soft or Discretionary Hyphen

A hyphen that is coded for display and printing only when
formatting of the text puts the hyphenated word at the end of
aline.

Soft Return

A return command that ends a line but does not apply a
paragraph mark that would end the continuity of the style for
that paragraph.

Spectrophotometer

An instrument for measuring the relative intensity of
radiation reflected or transmitted by a sample over the
spectrurm.

Specular Highlight
The lightest highlight area that does not carry any detail, such

as reflections from glass or polished metal. Normally, these
areas are reproduced as unprinted white paper.

Spine

The binding edge at the back of a book that contains title
information and joins the front and back covers.
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Spot Color

A color not created by CMYK separations, usually specified by
a Pantone swatch number. A spot color is printed by mixing
given proportions of various inks in accordance with the
percentages given by the Pantone number.

Spread

Two facing pages that can be worked on as a unit, and will be
viewed side by side in the final publication,

Stacking Order

The order of the elements on a page, wherein the topmost
item will obscure the items beneath it.

Standard Viewing Conditions

A prescribed set of conditions under which the viewing of
originals and reproductions are to take place, defining both
the geometry of the illumination and the spectral power
distribution of the light source.

Standing Cap
A large capital letter sharing baseline with the adjoining text
but rising above it. See Drop Cap.

Standoff

The distance between a graphic and the text that wraps
around it. See Wrap.

Stat
Photostat copy.
Stet

Used in proof correction work to cancel a previous correction.
From the Latin; “let it stand.”

Stipple

Black and white line art where shading is accomplished by the
placement of pinpoint dots.

Stochastic Screening

A method of creating halftones in which the size of the dots
remains constant but their density is varied; also known as
frequency-modulated (or FM) screening.
Stripping
The preparation and assembling of film prior to platemaking.
Stroke, Stroking
Manipulating the width or color of a line.

Stuffit

A file compression utility used in the Macintosh environment.

Style
A set of formatting instructions for font, paragraphing, tabs,
and other properties of text.

Szle Sheet

A file containing all of the tags and instructions for formatting
all parts of a document; style sheets create consistency
between similar documents.

Subhead
A second-level heading used to organize body text by topic.




Subscript - Tracking

Subscrigt

Small-size characters set below the normal letters or figures,
usually to convey technical information.

Substitution

Using an existing font to simulate one that is not available to
the printer.

Substrate
The paper or any other generally flat material upon which an
image is printed.

Subtractive Color
Color which is observed when light strikes pigments or dyes,
which absorb certain wavelengths of light; the light that is

reflected back is perceived as a color. See CMYK and Process
Color.

Superscript

Small characters set above the normal letters or figures, such
as numbers referring to footnotes.

Swash Letters

Letters with extra flourishes usually used in logos, headlines,
or as initial caps.

Swatch

A sample of a set of papers, inks, etc. that may be provided in
physical form, or appear as a menu in a word processing or
illustration application program.

Syntax
The rules that govern the structure of statements in a
computer language, or in a language in general.

System Folder

The location of the operating system files on a Macintosh.
Tabloid
A paper size 11 inches wide and 17 inches long,
Tabular
Text set in columns or tables.
Tagged Image File Format (TIFF)
A common format used for scanned or computer-generated
bitmapped images.

Tags
The various formats in a style sheet that indicate paragraph
settings, margins and columns, page layouts, hyphenation and

justification, widow and orphan control and other parameters.

Template
A document file containing layout and styles by which a series
of documents can maintain the same look and feel.

Text Attribute

A characteristic applied directly to a letter or letters in text,
such as bold, italic, or underline.

Text Block
A set of characters that may be manipulated as a group.
Text File

A file containing text in ASCII format that does not contain
style formatting.

Text e

Typefaces used for the main text of written material. Generally
no larger than 14 point in size, and variable with the type of
publication.

Text wrap
See Wrap

Text
The characters and words that form the main body of a
publication.

Texture
1. A property of the surface of the substrate, such as the
smoothness of paper. 2. Graphically, variation in tonal values

to form image detail. 3. A class of fills in a graphics application
that give various appearances, such as bricks, grass, etc.

Thin Space

A fixed space, equal to half an en space or the width of a
period in most fonts.

Thumbnails

1. The preliminary sketches of a design. 2. Small images used
to indicate the content of a computer file.

Tick Mark

A small mark at right angles to the axis of a graph that
indicates the location of a certain measurement; such as tick
marks indicating the numbers 1, 2, 3, etc.
TIFF
See Tagged Image File Format
Tight
A characteristic of text in which the characters are set very
close together.
Tile
1. A type of repeating fill pattern. 2. Reproduce a number of
pages of a document on one sheet. 3. Printing a large
document overlapping on several smaller sheets of paper.
Tint
1. A halftone area that contains dots of uniform size; that is,
no modeling or texture. 2. The mixture of a color with white.
Tip In
The separate insertion of a single page into a book either
during or after binding by pasting one edge.
Toggle

A command that switches between either of two states at each
application. Switching between Hide and Show is a toggle.

Tone

Any variation in lightness or saturation while hue remains
constant.

Toolbox

An on-screen mouse-operated palette that allows the user to
choose from a selection of tools available in computer
application programs.

Tracking
Adjusting the spacing of letters in a line of text to achieve
proper justification or general appearance.
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Transfer Curve

A curve depicting the adjustment to be made to a particular
printing plate when an image is printed.

Transparency

A full color photographically produced image on transparent
film.

Transparent Ink

An ink that allows light to be transmitted through it.
Trapping

Compensating for potential gaps between two adjoining
colors because of misregistration.

Trim

After printing, mechanically cutting the publication to the
correct final dimensions. The trim size is normally indicated
by marks on the printing plate outside the page area.

TrueType

An outline font format used in both Macintosh and Windows
systems that can be used both on the screen and on a printer.

Type 1 Fonts

PostScript fonts based on Bézier curves encrypted for

compactness that are compatible with Adobe Type Manager.
Type Family

A set of typefaces created from the same basic design but in

different weights, such as bold, light, italic, book, and heavy.

Typesetting

The arrangement of individual characters of text into words,
sentences, and paragraphs.

Typo
An abbreviation for typographical error. A keystroke error in
the typeset copy.

Typographer

A specialist in the design of printed matter and generally an
expert in type and letterforms.

Typography
The design and planning of printed matter using type.

Uklc

An abbreviation for UPPER and lower case. Also the name of
a popular design publication.

UCR (undercolor removal)

A technique for reducing the amount of magenta, cyan, and
yellow inks in neutral or shadow areas and replacing them
with black.

Undertone
Color of ink printed in a thin film,

Unsharp Masking

A digital technique (based on a traditional photographic
technique) performed after scanning that locates the edge
between sections of differing lightness and alters the values of
the adjoining pixels to exaggerate the difference across the
edge, thereby increasing edge contrast.
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Uppercase

The capital letters of a typeface as opposed to the lowercase, or
small, letters. So called because when type was hand
composited, the capital letters resided in the upper part of the
type case.

Utility
Software that performs ancillary tasks such as counting words,
defragmenting a hard drive, or restoring a deleted file.
Varnish Plate

The plate on a printing press that applies varnish after the
other colors have been applied.

Varnishing
A finishing process whereby a transparent varnish is applied
over the printed sheet to produce a glossy or protective
coating, either on the entire sheet or on selected areas.

Vector Graphics

Graphics defined using coordinate points, and mathematically
drawn lines and curves, which may be freely scaled and rotated
without image degradation. Two commonly used vector
drawing programs are lllustrator and FreeHand.

A class of graphics created using mathematically described
geometric shapes that overcomes the limitations of bitmapped
graphics,

Velox

Strictly, a Kodak chloride printing paper, but used to describe
a high-quality black & white print of a halftone or line
drawing.

Vertical Justification
The ability to automatically adjust the interline spacing
(leading) to make columns and pages end at the same point
on a page.

Vignette
An illustration in which the background gradually fades into
the paper; that is, without a definite edge or border.

Visible Spectrum

The wavelengths of light between about 380 nm (violet) and
700 nm (red) that are visible to the human eye.

‘Watermark

An impression incorporated in paper during manufacturing
showing the name of the paper and/or the company logo. A
“watermark” can be applied digitally to printed output asa
very light screened image.

Web Press

An offset printing press that prints from a roll of paper rather
than single sheets.

Weight
1. The thickness of the strokes of a typeface. The weight of a
typeface is usually denoted in the name of the font; for
example, light, book, or ultra (thin, medium, and thick
strokes, respectively). 2. The thickness of a line or rule.

White Space
Areas on the page which contain no images or type. Proper
use of white space is critical to a well-balanced design.



White Light
Light containing all wavelengths of the visible spectrum.

Widow

First line of a paragraph that appears alone at the bottom of a
column or page.

Window Shade

A type of text block used in certain applications, such as
PageMaker. Windowshades have handles at the top and
bottom which, when dragged with the mouse, will reveal or
conceal text.

Wizard
A utility attached to an application or operating system that

aids you in setting up a piece of hardware, software, or
document.

Word Break

The division of a word at the end of a line in accordance with
hyphenation principles.

Word Processor

A desktop publishing application program designed for
creating and formatting text, but not for page layout.

Word Space

The space inserted between words in a desktop publishing
application. The optimal value is built into the typeface, and
may usually be modified within an application.

Word Wrap

In word processing, the automatic adjustment of the number
of words on a line of text to match the margin and hyphen-
ation settings, resulting in shifting a word to the next line as
required.

Wrap
Type set on the page so that it wraps around the shape of
another element.

WYSIWYG (pronounced “wizzywig”)

An acronym for “What You See Is What You Get,” meaning
that what you see on your computer screen bears a strong
resemblance to what the job will look like when it is printed.

X-height
The height of the letter “x” in a given typeface, which

represents the basic size of the bodies of all of the lowercase
letters (excluding ascenders and descenders).

Xerography
A photocopying/printing process in which the image is
formed using the electrostatic charge principle. The toner
replaces ink and can be dry or liquid. Once formed, the image
is sealed by heat. Most page printers currently use this method
of printing.

Zero Point

The mathematical “origin” of the coordinates of the two-
dimensional page. The zero point may be moved to any
location on the page, and the ruler dimensions change
accordingly.

White Light - Zooniing

Zip
1. To compress a file on a Windows-based system using a
popular compression utility. 2. A removable disk made by

Iomega (a Zip disk) or the device that reads and writes such
disks (a Zip drive).

Zooming

The process of electronically enlarging an image on a monitor
to facilitate detailed design or editing.
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