PRACTICE TABS AND INDENTS


4.3 Text alignment and hyphenation

There are two main alignments to choose from for text: justified and ranged left.

Justified text

Justified text has straight left-hand and right-hand edges. Because readers may be familiar with seeing justified text in books (and newspapers), the assumption is that this gives a formal appearance to text. It does not improve legibility, however, and it is difficult to achieve a satisfactory result: for justified text to look good, words at line endings may have to be hyphenated and the spaces between words controlled.

If you accept the default ‘hyphenation and justification’ (h &j) settings in many page make-up programs, few or no hyphenation breaks are made, and the system will often spread out the words on a line to fill a column, by varying the width of word spaces and even by putting extra space between letters, which ruins the evenness of the text. You should do some trials to achieve good-looking text, allowing hyphenation, and controlling the minimum and maximum word spaces. If possible, specify zero letter-spacing. You should aim for an even appearance to each line of text.

Do not use justified setting for your letters, memos, and faxes. Whatever the style of your letterhead, it is not worth making the text justified, as the brevity of correspondence, often made up of short paragraphs, does not sufficiently define a straight right-hand edge. More importantly, some word-processing programs do not allow you to alter the default settings for word spaces and hyphenation, which may result in justified text with an uneven appearance.

Ranged left text

Ranged left (or ‘flush left’) text has a ragged righthand edge. This is a safer option than justified text and legibility is not impaired: it may even be improved, since word spaces are kept constant. In page make-up programs, if you have the hyphenation option switched off, very ragged line endings may result, so you may want to accept some hyphenation.

Space between lines should appear greater than word space -this preserves horizontal cohesion and assists the ‘flow’ of reading. In all DTP programs, the default word space is usually large, but in page make-up programs you can reduce the word space throughout. Word-processing programs do not allow you to change these settings, so yomay try to compensate for this by increasing the leading: for 10 point type try 14, 15, and 16 point leading.

Ranged right and centred text

Your DTP program also offers you these other choices for text alignment. They are both fine for short items such as titles but they make longer passageof text difficult to read. Ranged right is usefufor captions to tables or graphs, and for side-headings appearing in the left-hand margin.

4.4 Paragraphs
There are two common ways of indicating the start of a new paragraph: by indenting the first line or inserting extra space above the first line. If you insert extra space, it should be at least half of your normal line space: so with 10 point leading, add an extra 5 points between paragraphs (making 15 points in all). If you use this method, be aware that a paragraph end may not be clear at the bottom of a page.

If you indent the first line, a rule of thumb is to set the indent to the same value as your type size. If you have a short line length, a smaller indent may look better. Indenting first lines is the better option if you want to save space.
