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File Type:

The manuscript must be submitted in one Microsadrd® file in (.doc is the file extension, “my
manuscript.doc” for example).

Line Spacing:

You can change the spacing in between each linendiépg on your preference. If you wish to
double-space your text, for example, use the woodgssor’s tool under “Format,” then chose
the “Paragraph,” options. This will open a new vand In the “Indents and Spacing” tab, you
can select the line spacing option. We suggesgusi line spacing for your book, but it is
entirely up to you.

Tgble ‘Window Help

]
processor's b )
ndentation ye o
|le\‘t v| outine level:  [Bodytext =
Indentation
Left: 3 - Special By:
Right oo = fone) =] | =
AS you can se| 3
o adjust your | Spacing £
problems whel  geeoe. i}
desired. _
After: |

« Donot [T Bon't add space batwesn plaragrant Single ti
your be

e Ifyour bt
ofthe ¢ Preview - —

o Donot 4
resolu ]
images e e oty

™ Do not ssqrie Tons Sommple T Sumpsiee Tens Sumyelr Tornt fpmguie Towi Sumpsie Trnt Sumyrin Ten |
(this in ¥
bullets

ngeneral, it is  Tabs... | [k | canca |




Wordclay: 3

Centering Text:

You do not need to manually center text on the plig®u want a chapter heading centered, for
example, do not use the tab key or space bar smg@ther, use the built-in centering tool.
Here's how: select the text you wish to centem ttfeose the center option under “Format,” then
“Paragraph,” and under the “Indents and Spacinig,'ttzere is an option to change the alignment
to left, centered, right or justified. You can atsick the icons typically located in your toolbar,
as shown below.
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Indenting the text:

It is best not to align the text for outlines, let#ld points or paragraphs by with spaces. Any
indentation you want in your text should be donthwhe tab key (on your keyboard) or the
indent or tab control seen below or "Formatting &ty
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Also, please be aware that after your manuscriparssferred into your selected book size,
complex formatting done with tabs will be alteredrmatically. If you set up table of contents,
charts or graphs with tabs, will have to adjushiliater after your manuscript is uploaded.
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Using Show/Hide to Review Key Strokes:

If you run into problems with dropped lines aftey manuscript is uploaded into your book size
template, then there are probably hidden “hardmetuhroughout your document. A hard return
is when the enter key was pressed. If you preseriter key at the end of a line, instead of
allowing the text to wrap to the next line autoroally, sentences will be broken.
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You can also turn on the Show/Hide option by chickthe symbol that looks like a paragraph
symbol (7). If you do not see this symbol on yaai bar, you can use your help function to find
it. It is sometimes located in the Tool Bar Optiatshe right-upper corner of the screen,
indicated by an upside down triangle with a linemoi (¥ ), or under the “Standard” tool bar
options.
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(The image above displays the Show/Hide button)
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Above shows where to find additional tool icons aptions if the Show/Hide Button is not
already visible. You can see that first the “Tool®gtion” icon was clicked, then “Add or
Remove Buttons,” then, see the screen shot belothhéonext step (select “Standard,” then find
the “Show/Hide” or “Show All” button).
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After you turn this function on, you will be able $ee every key stroke, including hard returns,
tabs, spaces, etc. This will help you correct @amdave any unwanted key strokes throughout
your document.
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The example above shows what your screen will ld@kwith the “show all” on. It exhibits
several problems in its format:

Spacing between letters of the chapter headingr@dnction") by using the space bar is
not necessary.

Notice that in order to indent lines, the spaciragwone by hitting the space bar (as you
can see, each space bar hit is represented by ardbe tab key (as indicated by the
right arrow).

Note the excessive spacing after the text "stoteh"avhich will create formatting issues.
The symbols that appear to be backwards "P's"ateliwhere a hard return or the "Enter”
key was pressed.
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Hyphenation:

Do not manually hyphenate words in your book. Wilscause problems when your transfer the
manuscript is transferred into its new book sizge anually hyphenated words will move to a
different area in the line, like the middle of mdj and will no longer need to be hyphenated.

If you feel your text needs hyphenation, use the-ayphenation function of your word
processor.
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Index:

You can include an index in your manuscript, but i§ extensive, it might be a lot of work. Just
be aware that unless you created an index usirgxiedtry markers that can be automatically
updated, you will have to update the page numberarces once the manuscript is in a new
template.

If you do not know how to create an index usingl&ir entries," please see Microsdtiselp on
how to create an index for further details.
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Page Numbering and Headers and Footers:

You do not need to manually add page numbers to page. Just go to “Insert,” then “Page
Numbers...” then chose where you want the page nwsibdye placed (on the top, bottom, right,
left, etc.). You can format the page numbers uttied'Format" option. Since the page numbers
will be included in the header or footer of yougpayou can use the header and footer toolbar to
make updates.

To View Headers and Footers:

You can add a header to each page by going to “Vighen “Header and Footer...” which will
open a box for you to edit the header and footderiz. Once you are finished, click “Close” on
the header and footer tool box.

(Above is an example of how to change the head#f@oters and the header and footer tool bar)

If you want to stop and restart page numberingiwiflour manuscript, for example, for the front
or back matter of your manuscript, you can do blyisising section breaks to divide the page
numbering sections. To insert a section breakk ¢tlie dropdown option on your tool bar
"Insert," then select "Break," then select "Sectoaak Continuous"” (see below).

Next, under "Format Page Number" you can select to
"Start at," a certain number, instead of continumg
numbering from a previous section. You can also
change the number format in this window, from Acabi
numerals, to Roman, letters, etc.
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Under Page Setup, you can select if you want all
header/footers to be the same, or if you want odd a
even (or left and right facing pages) to be diffeeigy
checking the box that says "Different odd and even.
You can also choose to make the first page difteren
by selecting the appropriate box (see below).
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Drop Caps:

If you wish to create Drop Caps in your text, a fhist letter of the chapter is a larger, stylized
font, first place your cursor in front of the paragh that you want to start with a drop cap. Then
go to “Format,” chose “Drop Cap” and chose the lafidrop cap you want. You can repeat this

at the start of each chapter.

(Above is an example of drop caps)



