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Open the Template in MS Word

You can use one of our templates as a fresh document and transfer over your text, images, and content.
This guide will also help you format an existing Word document.

Both transferring content to a template or re-formatting an existing Word document are similar in terms
of time and effort.

Tools to Always Use
Always use the following tools when creating your document. If you do not use these tools, differences
in layout can occur between the on-screen word processor and the printed book.

Align Text
Avoid using the space bar to position text on a page.

Use your text alignment tools:

=

New Page
Avoid using pressing enter key to add blank lines to move to a new page.

Use Page Break Tool:

'H Page Break

Insert Images
Avoid cutting and pasting an image into the document.

Avoid dragging and dropping an image into the document.

Use Insert Picture from File from the Insert Tab.

a3

Pictures
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Font

Font type and size is a personal choice.

Common Font Sizes: 10 to 12 point

Example fonts are
all 11pt size.

| —

Common Font Types: Garamond, Times New Roman, Arial, Veranda, Tahoma “ | Notice some font

Common Line Spacing: 1.15 to 1.25

Avoid single and double spacing.

Notes on Layout:

types appear
larger than others.

Page 1: When a book prints, the first page will be on the right hand side. Odd pages will fall on the
right hand side and even on the left. The inside of the cover that wraps the Book Block is always blank.
So while in Word your first page will appear on the left, when it prints it will be on the right. This can be
important if you are expecting the content of two pages to both be visible as a two page spread.

(inside of cover)

Page 1

Page 2

Page 3

Gutter: Area where additional margin space is added (left
for odd pages, right for even pages) so that text stays
visible after a book is bound. This causes your margins to
look misaligned as you scroll down between odd and even
pages in your word processor. However, that offset in
alignment is necessary for the binding of the book.
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Book binding view.
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Sections Breaks

You will want to use section breaks to apply different formatting to each section of the Book Block

Examples of sections that may require different formatting or page numbering:

Front Matter

o Title page

e Series title page
e Dedication

e Copyright

e Table of Contents

e Foreword (Preface, Introduction)

Core
e Chapters
Back Matter
e Appendix
e Glossary
e Index

e List of Contributors
e References
e Resources

Design Layout References Mailings Review
= "= Breaks Indent Spacing
= Fage Breaks

ns

E]

W My L

Page
Mark the point at which one page ends
and the next page begins.

Column

Indicate that the text following the column
break will begin in the next colurmn.

Text Wrapping
Separate text around cbjects on web
pages, such as caption text from body text,

(AT

.IpT.

[

Section Breaks

MNext Page

Insert a section break and start the new
section on the next page.

Continuous

Insert a section break and start the new
section on the same page.

Even Page

Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

View

Add section breaks to your document if necessary.

Click on the end of the last page of a section.

Select the Layout Tab

Click on dropdown arrow next to Breaks

Choose Next Page

Repeat as needed.
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Page Setup

You will need to format the margins and gutter.

FILE HOME INSERT DESIGN PAGE LAYOUT REFEREMCES IVIAILINGSE

S O E

"= Breaks - Indent Spacing

Page Layout tab = Page Setup i[iline Numbers= 3= Left 0" 2 11Z Before: |1
ientation Size Columns o : +:

. - . b Hyphenation~ =& Right 0" 21E= After |t
Page Setup Paragraph

PN

Margins L
win
Recommended: 1 inch margins < fezesene _ (0
/ : Margins ;per | Layout
e Top lin ~———
3]
|

Margins
e Bottom lin Top: B oy Bottom: -
° Inside 1lin Inside: 1" EI Qutside: 1"
e Qutside lin :@r: 035 > E” Gutter position:

ori entati}u’
. N
]

Margins must be greater than % (.25) inches.

Anything that is % inch or closer may be
trimmed
off in the binding process.

Portrait Landscape

Pages

arpiepsoes rormaran: [

Preview

Gutter
Set the gutter to .35 inches. A

Set the multiple pages to mirror margins.

Set As Default oK H Caneel

Mirror Margins ‘ Apply to: | Whole document :l
=+

Apply to Whole Document

OK

Page 4 of 14



Paper Size

You will want to set your page sizes to
the overall size of the book.

For a 6 inch by 9 inch book, set:

FILE HOME  INSERT  DESIGN (CPAGELAYOUT ) REFERENCES M
e Width: 6 inches @ D-,,, ]E \= Breaks < — Spaci
o Height: 9inches [h 5=\ *=

- ) _ - [ Line Numbers ~ v=B
Margins Orientation  Size  Columns V=
- - - - be Hyphenation * r=A

Page Setup

Page Layout Tab = Page Setup

| Margins | Paper | Layout
Common Book Sizes: Paper size: —
|Custom size El
Small Picture Book . =]
5inx5in =]
. Paper source
Large Picture Book First page: Other pages
7inx7in - -
Automatically Select E Automatically Select @
Printer auto select Printer auto select
Manual Feed Manual Feed
Journal Tray 1 Tray 1
. . Tray 2 Tray 2
5.5inx8.5in Unspecified Unspecified
Plain Plain
HPF Matte 90g T | |HP Matte 909 52
NOVE' Preview
6inx9in
Textbook
7inx10in
oo to: TR =]
\

o Conm ]

Size Limits:
8in

4.5in Largest

Journal Novel 10.5in

Picture

5in Smallest Book
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Headers and Footers

You will want to format the header and footer of each section. You will likely want to include page
numbers in your books. Often the front matter pages are not numbered.

Page Numbers
You will want to add page numbers to each section of the book that requires numbering in the book.

Recommended: Reduce font size for page numbers and header text by 1.
Paragraphs are using font size of 12.

Make the header and footer a font size of 11.

Go to page of the section you wish to format.

Insert Tab = Page Number

HOME DESIGN ~ PAGELAYOUT ~ REFEREMCES ~ MAILINGS ~ REVIEW  VIEW  DEVELOPER

% Cover Page - FN Vi F &, Hyperlink D =] [ QuickParts-
7 Blank Page O &g < il > Bookmark A Wordrt -
N Table  Pictures Online Shapes Smartart Chart Comment Header Footef Page Text A

= Page Break - Pictures - [ Cross-reference - - Box- - DropCap~

Pages Tables lllustrations Add-ins Media Links Comments Header & Fi\gter Te.

1 g 1 2 3 4

Avoid placing page numbers on the inside
and outside margin of the document
because they will get lost in the Spine and et malesuada fames ac turpis egestas. Phasellus vel

L. libero pellentesque wvelit sollicitudin mollis. Integer
not be visible. pellentesque diam nisl, id tincidunt nisi porta

scelerisque.

Recommended: Centered page numbers Tnnar ar anme val lonla imnardiat nallantasane nf in
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Different Page Numbers and Formats for Different Sections
It is common to use i, ii, iii... for the front matter of the Book Block, and another numbering format for
the core of the book. The header information can also change with each section.

Click on the page where you want to start, stop, or change page numbering.

Double click on the top or bottom of the page to open the Header and Footer Tools menu.

Check to see if a section break exists that
will allow a change in formatting of the page
numbers.

[[First Page re He_ ‘Veranda font type [[same as previous |
12 pt font

1 75 lina cnacina

Deselect (not highlighted) Link to Previous Section.

. . . FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW
This disconnects the sections

and allows the header and D D s Eﬂ Q E Q =l i Previows ’

Ei Next

Header Footer Page Date & Document Quick Pictures Online Goto o -
fOOter tO Change' - - Mumber~  Time Info~  Pars~ Pictures  Header »,
Header & Footer Insert Mavioatio

Insert Tab = choose to add page numbers or edit either the \J D D

header or footer. somment Header Footer Page
- = Number~
“omments Header & Footer
3 o 4

Note: If your change only impacts the first page of the section, make sure Different First Page is
not selected. Double click the header or footer area and look in Options group of the Header
and Footer tools ribbon menu.
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Edit Header and Footers

You will want to make sure the margin for the Headers and Footers are at least .25 inches.

emplate_Frisco.doc [Co

EFEREMNCES

MAILINGS

mpatibility Mode] - Word HEADER & FOOTER TOOLS

REVIEW VIEW DEVELOPER DESIGN

w o+ Header from Top:  |0.25"

et Biffer

B rt-Odd-B-bvenP P -+ Footer from Bottom: [0.25

Goto Goto = B
H H 5 ; Link to Previous  |v| Show Document Text Insert Alignment Tab
Things to consider for header: ¢ | Header Footer %
g Navigation Options Position
1 g 1 2 3., moaa

o author name
o book title

o chapter title

To create a header with the chapter title,
you will want to make each chapter
a section (see Section Breaks).

To Edit Header / Footer: [ Footer section2- |

Double click the header or footer
area.

Type in the header or footer area.

Control alignment, font choices as usual in the
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eget diam dui. Integer ultricies, massa a fringilla
tincidunt, risus diam tincidunt purus, id feugiat neque
felis eget mauns. Quisque vulputate dolor at eros
convallis, id aliquet arcu facilisis. Integer eu justo
consectetur, molestie arcu vitae, mattis tortor.
Maecenas tristique felis ac nulla porta, a omare felis
tristique. Suspendisse eget justo non mauris pretiam
tempus. Vivamus eget lectus malesvada, euismod
mauris consequat, lobortis leo. In quis enim hendrerit,
tincidunt nisl at. aliquet lacus. Donec fengiat lorem eu
velit mattis. vel auctor ligula auctor. Cras sed nisl sed
elit viverra tristique nec vel sem. Quisque lorem diam,
consequat 1d dui et, lobortis tempor sem

Ut wvulputate ante nec dolor consectetur, sagittis
tincidunt diam pellentesque. Donec venenatis suscipit
metus, id vehicula pumus pulvinar scelerisque.

Home Tab.

Ak

Clase Header
and Footer
Close



Line Spacing

For professional looking results, keep your line spacing between 1.15 and 1.25.

Avoid single and double spacing.

e Most Common: 1.15
e largest Spacing: 1.25

Home Tab - Paragraph Settings

Font
Choose a font that matches your reader.

Common Font Choices:

e Garamond
e Times New Roman

e Avrial

¢ Veranda

e Tahoma
Font Size

o Most Common:
Between 10 and 12 pt

REFERENCES MAILIMNGS REVIEW VIEW DEVELOPER

AaBbCcDc  AaBbCcDc

THormal T Mo Spac..

Paragraph S : )

:

dents and Spacing | Line and Page Breaks |

Alignwent: | ST ~ |
Dutline bevel: | Body Text n Collapsed by default

Indentation

Left: Special: By:

more [ NB  [mene Bl
DMirrorindents \

Spacing

Before: Auto EI Line spacing: Ab

After: laute [ Multiple [] 115 |2

|:| Don't add space between para the same style

Preview

Loram ipsum deler sit ame, eonsecwnr adipisdng it Miquam v grvida et o sagss
Frasant o diam dui. insge ulvicie, mssa a Fnglla Sndduny, dsus dian Snedunt purs, id
hangin e Rl o manaris. Quisqua il pusis d

Tabs... Set As Default Ok Cancel
] ] J |
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Fixing Justification Text Alignment

Occassionally when using a Justified text alignment, you will notice some lines have more spacing
between the words than desired.

References Mailings i i Developer ACROBAT 2 Tell me what you want to do...

- | B e = .| P
A A | Aa : 7 =322 Il T | aaebcede AsBbcede AaBbCe AsBbce AdB

TMormal  TMoS5pac.. Headingl Heading 2 Title
Justified Alignment

P} Paragraph P} Styles
IIIIalllllllillllllIZII'IIIIJIIIII"4'IIIII'E"'I"'S"'G'
S £ R S S S eSS L AR | S AR e e T S S ot s 4 T
auctor varius malesuada. Spacing that needs adjusting.

Munc turpis nunc, congue vel sem id, heddddndrerit sollicitudin risus. Donddec
volutdddddddddddddpat sed nibh at pellentesque. Integer eleifend purus nec metus viverra,
in ullamcorper nulla imperdiet. Phasellus mattis ex in lorem eleifend bibendum. Morbi
pellentesque lorem luctus tincidunt suscipit. In convallis libero eget elementum eleifend.
Proin mattis ac eros id vddddpat |

TO adjust the Spacing: Insert Design Layout References
=0 X Cul

. Arial {105 - A" A Aa- A
. . . 2 Copy
1. Highlight the lines that you want to Paste o panter B T U ke x| B A- =
H Clipboard ® Font
adjust. - SG
2. Click on the Home tab. f Font 4 T X
3. Click on the Font Menu : )
- Ch cter 5 pnsec
4. Select the Advance tab. o - fesau
. ] o istiqui
5. Spacing Dropdown: : 5 (o o o > [lenie
. . Position: | Mormal |~ By: = -
a. Expand:increase space . ) ering forfors ] raints ana o Bnoe
- n bib
b. Condense: decrease space | N
- penType Features
. Ligatures: None ~ us, s€
;‘ N {Curat
h Number spacing: | Default ~ @liquz
Mumber forms: Default ~ ?\Iﬁ(‘:ﬁ
N Stylistic sets: Default v . Doni
. [] use Contextual Alternates ie el
N Preview san te
- lam la
] Phasellus eleifend lobortis metus, sed lobortis dui suscipit i, euis
R lle
. This is a TrueType font. This font will be used on both printer and sereen, :Ul{lte
; ftrices
. m an
- ft ame
; Set As Default Text Effects... Cancel
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Images
Images in the Book Block (all interior pages of the book) can be printed in black and white (grayscale) or
color. Grayscale images will cost you less to print.

e The higher resolution of the image, the better it appears when printed.

e Avoid cropping and resizing images in MS Word.
To achieve the highest quality, it is best to edit image size and appearance in photo editing
software such as Adobe CS Photoshop or other photo editing software.

Recommendations for Images:

o TIFF format
e 300 dpi
o Sized correctly before inserting

TO insert an image: N L - [TRL=" I A e}
FIL HOME ESIGM PAGE L&Y(C
Insert Tab - Pictures

ﬁ Cover Page ~ |:'>_,:' |:
[ Blank Page
Table \¢ Dnlme Shapes Smartf
Avoid using drag and drop to "= Page Break - Pictures =
insert images. Pages Tables INlustration:
L

Avoid using cut and paste to
insert images.

Using cut/paste or drag/drop will result in loss of quality of the image and often result in a
corrupted file for printing.

Note: You must own the rights, or have permission in writing, to use any images included in your book.

Alignment of Images

Because you added a gutter (additional margin space on sides of the page that are bound together)
when you select to center your image will seem slightly off-center. The gutter causes the margins
around the page to be unequal on each side, so while the image is not centered on the paper it is
centered on viewable area of the page (some of that paper is bound together to form the spine and is
not visible).
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Format Pictures for Grayscale
Printing in color on the Book Block pages can be expensive. If you want to save costs, apply a grayscale
tone to your images.

Documentl - Word 2 H - 8 X

PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER

PICTURE TOOLS
FORMAT

Adam Lamprecht ~ !

ress Pictures P —— [ | CZ Prsture Border < . . Bring Forward |: Align~ @# $ UI;LSB" a
e Picture | | e e [~| @ Ppicture Effects » 11 Send Backward ~ &1 Group 237 B
= TN — [ Position Wrap _ S Crop =g 5" -
dicture ~ [ | L Picture Layout ~ . Text~ Dl Selection Pane A Rotate ~ R = 22|
Picture Styles [F} Arrange Size 7 ~
1 1 2 3 4 s 6 A 7
% 1 v X

Format Picture
S QO IE'

I PICTURE CORRECTIONS

4 PICTURE COLOR

Color Saturation

Presets

Saturation — ‘ 100%

Color Tone

Presets E;l v

,,M D Nl el "?’ﬂ’

Right Click on the image.

Select Format Picture.

Click the Picture icon in the Format Picture sidebar.
Click on the Recolor drop down.

Hover over the thumbnail images to find the one labeled “Grayscale” and select.

Page Breaks B H o O
HOME, BESIGN PAGE LAYOUT REFERENCES MAILINGS
Now is a good time to add Page Breaks so that each B Cover Page - T D™ gs W
. . [ Blank Page 1l Chart
chapter or sections begins on a new page. @ o e Orline Shapes ot W MyApps - Wk
Tables e mustratm: Add-ins
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Even Number of Pages: Required Mac Users:

You must have an even number of pages to successfully print. Add

MS Word on a Mac does not offer the
blank pages if necessary.

option to save as a PDF/A. Save as Word

document and use the public library

Savi ng As PDF computers to save as a PDF/A.
Save the final print version as a PDF/A or a PDF/X. Saving as a Alternatively you can convert a PDF to

PDF/A maintains formatting selections and is readable by the book PDF/A at:

printing machines.
docupub.com/pdfconvert

Save As Save As

File —> Save As T3 Computer

o-k <[4 | Search My Book

Organize = New folder

| | » MyBo

O Microsofi Word oy Meme Date modified Type Size

No items match your search.
i Favorites

Use the drop down menu S
to select PDF. b s ]

% Recent Places
23 Dropbox

i Libraries
[= Documents
& Music
& Pictures
B videos

File name_medium:haal - - -

Save as type: [Word 97-2003 Document (*.doc).
doc)
Word Macro-Enabled Document (*.docrm)
Word 97-2003 Document (*.doc)
Word Template (*.dot:)
Word Macro-Enabled Template {*.dotm)
te (".dot)

— >

Authors:

“ Hide Folder:

Web Page (" htm;".htmi)
Web Page, Filtered (~htm;* htmi)
Rich Text Format (*.rf)

Plain Text (“5:t)

Word XML Document (*xml)

Save as type: | PDF (*.pdf) -

Authors: mwmpqd Tags: Add a tag Title: Add a title

Optimize for: @ Standard (publishing
. online and printing)
Options: Check PDF/A i o
(publishing online}

,
e == S o - [

Page range
@ an

() Current page
Selection
© Pagels) From: [; =] To: 1
Publish what
@ Document
Document showing markup
Include non-printing information
Create bookmarks using:
(@) Headings
‘Word bookmarks
Document properties
Document structure tags for accessibility

Gded
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