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compel notice; its many peculiarities repugnant to our waking
thought; the incongruence between its images and the feelings they
engender; then the dream's evanescence, the way in which, on
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awakening, our thoughts thrust it aside as something bizarre, and our

reminiscences mutilating or rejecting it—all these and many other
A DISTURBANCE IN SECTOR 21...

SO prablems have for many hundred years demanded answers which up
e A DISTURBANCE IN s

THE QUANTUM STATE SECTOR 21 Before all there is the question as to the meaning of the dream, a
question which is in (tself double-sided. There is, firstly, the psychical

EVERYTHING FALLS.. significance of the dream, its position with regard to the psychical

processes, as to a possible biological function; secondly, has the
dream a meaning—can sense be made of each single dream as of
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Getting Started



Installation is Easy!

2\
“‘\F

Open The Download .ZIP File Folder
OR Extract the Template Files from
the ZIP Download File

|
5 Open
Search...
Browse with Paink Shop Pro ¥
Explore

Locate the compressed (zip) template folder that you just downloaded.

On many PCs, you must extract the contents of the .ZIP file folder to a
location of your choice on your computer, such as the desktop. This will
allow you to access the template files, documentation, links and other
materials.

Newer PCs and Macs will allow you to open and work out of the .ZIP file
without extracting the contents. The .ZIP file will appear as a standard
folder on your PC or Mac, containing the template and related files.

Mame Size
\_ZJOFL License Information
@] Mate-Tealic.otf
@] Mate-Regular.off
,g‘ MateSC-Regular,otf
,g‘ TheanoDidot-Regular, ttf
,g‘ TheanoModern-Regular, ttF

Tvpe

File Folder
OpenType Font file
OpenType Faont file
OpenType Font file
TrueType Font file
TrueType Font file

Install the Fonts

22 KB
22 kB
24 KB
166 KB
177 KB

Inside the template folder, locate the “Fonts (INSTALL FIRST)” folder and
open it. Install all of the included fonts by opening and installing each one
individually.

(Alternately, you may drag the font files to your PC's “C:\Windows\Fonts”
folder or to your Macintosh’s “Font-Book”.)

Mame Tvpe
|_)Fonts {INSTALL FIRST) File Folder
@Awakened (69 Print Format: - With Front Matter) v1.08.dotx  Microsoft Word Template
Enwakened (69 Print Format - With Front Matter) v1.08.pdf  Adobe Acrobat Document

Open the Template file
for your version of MS Word.

Open the folder containing the Word template.

For Word 2007 and newer, open the template file with the Microsoft
Word .DOCX extension.

Note: The template will contain sample chapters and content to help you
get started. You may overwrite or remove this content as needed.
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Template Layout Overview

Chapter Heads: Unique and stylized designs
are made simple though the use of pre-set
Styles for chapter numbers and titles.

{1}

Loomings

ALL ME ISHMAEL. Some vears ago—never mind how lonz
precisely—having little or no money in my purse. and

nothing particular to interest me on shore, I thought I

L] Rt iy - El - -
o would zail about a little and see the waterv

o isa way L have of driving off the spleer
3 £ /.

o cufation. Whenever I find myself ¢

B mouth: whenever it is a damn. drizz

L whenever I find myseliginvoluntari

Pro Design: Drop caps,
dingbats and Styles for small

sex. and ]Jringing.ﬁa_% the rea
cially whenever my ]:4_’:.‘_3.0@ e
trequires a strong moralyri
ely stepping into the street. &
—Caps text are |nCIUded W|th hats off—then, I account it ]
can. This iz mv substitute f
SeIeCt templates- rcal flourizh C_am throws h
.ake to the ship: There iz not
they but knew it. almost all men in th
other. cherish verv nearly the same fe.

with me.

Body Text: Text is controlled by
several author selectable format-
ting Styles that are designed to
give you a professional layoutwith-
out any guesswork. Choose from
normal, non-indented, italicized
and capitalized text to make your
artisan work stand out.

There now 15 vour insular city of the Manhattoes. helted

 EEPUES o

Pagination: Page numbering is
controlled with section breaks to
ensure that every segment begins

-~z Indianizles by coral reefs—commerce sur-

on the correct page. (Most often on
recto, or “odd” pages.)
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Book Construction Basics for Print

Chapters Start on Recto Pages:
Books can have blank pages too. The
vast majority of books follow the
industry standard of chapter openers
starting on a Recto, or right-hand (odd)
page. Often, the prior chapter ends on
an odd-numbered page. When thishap-
pens, it is customary to make the back
of that page blank, to allow the next
chapter to start on the correct page.
This is also true for many front matter
pages like dedications and quotations.

Books have Gutter Margins:
Books have bindings in the center to
hold all of the pages together. These
bindings cause the pages to rollinward
toward the center in what is called a
gutter. Extra page spacing, or gutter
margins, are required on the inside
edges of the page to account for the
gutter.

Even pages will have larger margins on
the right side, and odd pages will have
larger margins on the left side to allow
the page to appear centered when
bound in book form.

The Surprising and Enduring
Rale of Drdinary Spinach

Verso (Left) Recto (Right)
Even Number Odd Number

Even Page Odd Page
Right Gutter Left Gutter
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Book Construction Basics for eBooks

Most Formatting is Discarded

during eBook Conversion:
eBooks and eReader platforms are still
in their infancy. Although newer eRead-
ers may incorporate some font embed-
ding, drop-caps, and fixed layout,
eBooks are still dominated by minimal
text layout options. As such, templates
are built with formatting that is most
common across the multitude of
eReader platforms, and omit format
features that most often malfunction,
like fancy fonts and fixed layout.

eBooks Have No Page Sizes:
eBook formats will not have a set page
size. Word does require a page size for
the document, but once the file has
been converted to an eBook, the
margins, gutters, and spacing will be
ignored by eReader devices.

Further, Section Breaks get converted
by eReader platforms into page-breaks
automatically. This removes blank pages
automatically from your finished eBook
file.

CHAPTER ONE

Loomings

Call me Tshmacl. Seme years ago-never mind
how long precisely-—having little or no money in
my purse, and nothing particular to interest me
on shere, [ thought Twould sail about a littl

see the watery part of the world, It & a

have o o the spleen and regulating e
eirewdlation. Whenever 1 find myself growing grim
about the mouth; whenever it is a damp, drizely
November in my soul; whenever 1 find myvself
wvoluntarily pausing before collin warchouses,
and bringing up the rear of every funeral 1 meet;
and especially whenever my hypos get such an
upper hand of me, that it requires a strong
moral prineiple to prevent me from deliberately
stepping into the street, and methodically
kmocking people’s hats off—then, T account it
high tune to gel to seaa onn s 1 i, This 15
my substitute for pistol and ball. wWith

philesophical fourish Cato throws himself upon

knew it, almost all men in thei degree, some time
or other, cherish very nearly the same feelings
towards the ocean with me

* Item 1

*Item2

« Ttem 3

There now is your insular eity of the
Manhattoes, belted round by wharves as Indian
isles by coral reefs—commerce surrounds it with
her surf Right and left, the streets take vou
waterward. Its extreme downtown is the battery,
where that noble mole is washed by waves, and
cooled by breezes, which a few hours previous

were out of sight of land. Look at the crowds of

walter-gazers there,

* List item 2

+ Longer List item 3

* Longer List Item 4

Circumambulate the city of a dreamy Sabbath
afterncon. Go from Corlears Hook to Coenties
Slip, and from thence, by Whitehall, northward
What do you see?—Posted like silent sentinels all
around the town, stand thousands upon thousands
of mortal men fixed in ocean reveries. Some
leaning against the spiles; some seated upon the

pier-heads; some looking over the bulwarks of

@Copyright 2018 — BookDesignTemplates.com — All rights reserved.
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Key Concepts & Quick StartTips

Use Show/Hide to See Formatting Markup

Word’s Show/Hide command will reveal hidden formatting
marks in your template, like section breaks, tabs, & carriage re-
turns. Turning on this mode to see these marks will make for-
matting much easier. This is essential for adding and removing Sec-
tion Breaks and making sure you have the proper spacing and para-
graph alignment in your book. We advise turning this mode on dur-
ing the entire process of formatting your book using the template.

Use Styles for Proper Layout

Every formatted section of the book template has a corresponding
Style in Word that is pre-configured for the best layout results. You
can utilize these Styles to quickly format new chapters. After pasting
in your manuscript text, always apply the proper Word Style to
ensure proper layout. There are Styles for virtually every formatting
scenario in the template, from chapter names and numbers, to the

text on the title page and copyright page text.

Use Odd Page Section Breaks at the End
of Chapters and other Sections

Books have special page formatting requirements that call for
chapters to begin on the right-hand, or recto page. The first page
of each chapter of your book must start on an odd-page to meet
this formatting specification. After the last paragraph of each

chapter, insert an odd-page section break to ensure that the next

chapter begins where it should.

Section Breaks can also be used to add additional pages to the
front-matter of your book. Simply insert a new Section Break (Odd
Page) after the dedication or quotation page in the template and
the next page will be a blank recto page, ready for text.

(Continued on next page.)

._
e
al

=as| A :
= [ 21 [ | assbcene] A

b= Iy - e T Marmal

.-I.—
Lo 31 Show/Hide T (Ctrl+*)

2ol

War-and-Peace¥

The: End-of-the-Proletariat- Rising

B T O = e — ]
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Key Concepts & Quick Start Tips(cont)
Drop Caps Can be Easily Removed and Added

Some templates feature a drop cap letter at the chapter opening.
Word makes it easy to insert a drop cap (or raised cap) as needed.
When copying over the text of your manuscript to the template, you
should delete the template drop cap and re-create it once your text
copy has been completed.

Copy/Paste Merge Formatting Text where
Possible.

The templates utilize preformatted Styles to control the layout of
the text. When pasting in new text from your manuscript, we ad-

This isg==-"

vise pasting with “Merge Formatting”, or pasting with “Keep Text % cut

Only” to prevent your original text font and style from transferring =3 Copy

to the template. i | Pasle Ophone
g2 % A

Some versions of Word do not have this paste function, so the

standard paste will have to be used. You may utilize the styles in

Word to stylize and format the text after pasting.

Page Numbers are Pre-Configured by Section

Section Breaks signal to Word that the template is beginning a new

chapter, front-matter page, or back-matter page. The template’s

built-in samples have pre-defined page numbering for each of these

sections, with some containing page numbers, some pages that . A UTHORNAMES

omit page numbers and others have Roman numerals. It is im-
portant to keep this in mind when creating new sections, especially Even Page Header -Section S- |, /001

chapters, to preserve the page numbering scheme of the book.

Tip: More advanced layout and formatting instructions can be found in the
“Layout Essentials” section of this guide.

9 @Copyright 2018 — BookDesignTemplates.com — All rights reserved.
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Transfer Your
Manuscript &
Format It
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Transfer Your Content

Transfer your Manuscript to the Template with Ease

Transferring your manuscript is as easy as using copy and paste. Our pre-formatted
templates come with three sample chapters that you can overwrite with your own
text and replicate as needed.

Open your manuscript in Word and highlight the chapter text you want to move to
the template. Use the “Copy” command on the highlighted text. Next, open the tem-
plate in Word. Highlight the sample text in chapter 1 and then “paste” the copied text
over it. Re-highlight the new chapter text and apply “Body” Styles as need to auto-
matically layout the chapter.

Note: We recommend copying over each chapter,one at a time, to ensure uniform
text transfer and formatting. (Copy/Pasting the entire book at one time is
recommended only for advanced/experienced users.)

Note: If your book has a preface or introduction, replace the text in the sample
chapter 1 with the preface or introduction. Then paste your chapter 1 over the tem-
plate’s sample chapter 2. This will preserve all page number formatting.

Always start by overwriting the chapter 1 sample, to ensure the page numbers
and running heads replicate correctly.

Call me lshmael, Some years ago—never mind how long precisely—having little or no money in my
purse, and nothing particular to interest me on shore, | thought | would sail about a littie and see the

watery part of the world. It is away | have of driving off the spleen and regulating the circulation.
Calibri (E~ 11 = AT a7 = #2

Whenever | find myself growing grim about the mouth; wheneverit isa damp, dr
soultwhenever Lfind muselfinu nluntarllv pausing before coffin warehouses,and| B 7 U E 2 - A - J

Highlig ht the cha pter textin om dellberately stepping into thw;eet a "J° =
wunt it high'time to get_‘[.pvseé as soonas ) ﬂ
your manuscript. Use Word's Copy  fesophicalfiurfitatothows himselfog — .

=% [A
5mg1nthls If they but knew it, almost allu 7

fu nctlon to Copy the text to the ‘the same feelings towards the ocean wigh 2 | Font

agraph...

a2

i 4

Ear:
B

I " ullets

computer’s “clipboard”.

1 1 (Continued on next page‘) @Copyright 2018 — BookDesignTemplates.com — All rights reserved.
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Transfer Your Content

Highlight the chapter text in the template
that you wish to overwrite or delete.

Be careful not to highlight the chaptername,
number, or the hidden “Section Break” mark-
up at the end of the chapter.

We recommend using “Show/Hide" to view the
hidden markup during this step, as outlined in
the “Layout Essentials” section of this manual.

Paste the chapter text in the template that
you wish to overwrite or add. If you have the

option, use Paste “Merge Formatting”, or
Paste “Keep Text Only”.

After pasting the text, highlight and reapply
Styles for the text you entered, as well as apply
the “Drop Cap” at the beginning of the para-

graph.

Chapters always end with a single “Section
Break (Odd Page)” after the last paragraph, to
ensure that the next chapter starts on an odd
(right-hand) page.

You may add this from the “Page Layout” tab in
Word, under the “Page Setup”, “Breaks” drop-
down menu. Use “Show/Hide"” to see this
normally hidden markup document.

o Loomings

®e Thean

BZUSE¥W-

=AU\

Loomings

olviil + A

R
4

ngis T wond e sbont 3

Cut

JCopy

F: S 'PSﬂeﬂgiqv.sz._

Font..
Paragraph...

Bullets | »

Styles
Hyperink...
Loak Up

Synonyms

£
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Inserting More Chapters & Chapter Headers

CHAPTER-THREE®

Inserting New Chapters are easy to do. Simply add a new Section Break
(Odd Page) at the end of the last sample chapter and begin formatting.

Insert a Section Break (Odd Page) tati-:un" >;4-Z-,.Breaks * | watermark = Indent
after the last paragraph of the last T e
. ': -1 and the next page begins. :
Chapter. CIICk the Brea kS drOp down . hk‘“’—l ﬂ ﬁ:'JI:-::r:t:_tlmttlje_textf-:ull-:-.'.-'ingthe calumn d
on the Page Layout tab. Click Odd pathey =S| T TR
" ['\Lll'tht‘ 1= ;:;:rtr:T:sldnagraund objects an web
Page from the menu to insert the -.‘ L ttemy j pages, such as caption text from body text. .
break. L N I
-‘ 1(@31’.}.‘1‘ s = [n_:e_ltas:ctl-:u_n break a_n_-j start the new
g section on the next page,
'¢ ')Dttlt’}. Continuous !
'_. onah- E 2::;:;;': I;ﬁ.:th:;ngl;:ﬁ:lﬁ;zistal‘tthe new b
Tip: This will create a new, odd- ol
egth, =5 mets it
numbered blank page. You my Y j Cmm——
. . . . [n_sert ags:ctlon break and start the new
Optlona”y use a Sectlon Break (Next >%ﬁ section on the next odd-numbered page,
Page) if you do not want blank pages
in your finished book file. You only
need one section break per chapter.
q
Type the new chapter header text for «=======**""" " ® Chapter-Fourd
the chapter number and/or name. The-Next-Chaprer-Titled
1
Highlight the new chapter header text
and apply the appropriate styles. .. 7 AP L e
..... The:Next-Chapter- Title4
T. O t. II d t th ...... Back Wa,. TEody [Te..
1p: iIo0Nnally, CO an aste the
P P y Py P aBeCelg AABBCC |
pre-formatted chapter header from pay (Sma.. 1 Chspter .
the previous chapter and changeit. ABNC: AgatEie]

1 3 (Continued on next page,) @Copyright 2018 — BookDesignTemplates.com — All rights reserved.



Inserting More Chapters & Chapter Headers (cont)

Dreams: Have-a--
Meaning)

Tip: If your chapter name or title
name exceeds the width of the page,
Word will automatically hyphenate
the title and break it into two lines.

To manually break the line in the
middle, use the carriage return
(SHIFT+ENTER). This will move the
following text to the next line
without hyphenation.

Tip: Templates with a Table of Con-
tents (TOC) automatically generate
the TOC using text that is formatted
with specific styles. Typically, the

Chapter Name/Title, Back Matter Title,

& Subhead A style formatted text will
appear in the TOC when updated.

14

The: Suri:.).l;'i'é'iﬁ g- dinde+
Enduring- Role-of -
Ordinary- Spinach¥

1. A{]Bbi AaBHCeDdY
bes @

o * - - - - .
EF ... Chapter ... Copyrigh

D """*BI‘(] Chapter Title |-'D'-|

W, T Ogotati,, T Cuotati,
ContentsY
.. .
Dreams-Have-a-Meaning........ R S 19
The-Three-Tendencies........ S S 39
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Drop Caps

all me Ishmael. Some vears ago—never mind how long
precisely—having little or no money in my purse, and
nothing particular to interest me on shore, I thought I

would sail about a little and see the watery part of the world. /¢

is a way I have of driving off the spleen and regulating the cir-

Drop caps are used on the first paragraph of select template designs.
Creating a drop cap is a three step process that is easy to complete.

Highlight the first character of the .o Call me Ishmael.

chapter’s opening paragraph. cisely—having lit
ticular to interes

1= 1 1 1

J Jﬂ‘ll E ._&Signature Line -
= s _S':].. Date & Time

uick WordArt| Drop . E
sr > Cap - | "8 Object ~

‘ID?*
L

Select Drop Cap from the insert tab,

E Hone
“Text” section, and choose “Dropped”. ~™""***-...... JdAi=,
° — rapped
A% In margin
E Drop Cap Options..
Doty h.juj
Tip: Optionally, select Drop Cap
Properties/options to adjust the size ll | L=
o ®eee,, " !y e| options
of the drop cap to the number of lines ~""***--4. . 1‘:
bzt
that you wish the drop cap to occupy. would sail § et &8
Is a way ]./

Tip: Raised Caps are an option on some templates. To create a raised cap,
highlight the first character of the paragraph and select the raised cap style.

1 5 @Copyright 2018 — BookDesignTemplates.com — All rights reserved.



Section Breaks

The- last-paragraph-of-the-chapter.q

'II Section Break (0dd Page) e

Section Breaks are used after the last paragraph of a chapter. Inserting a section
break assures that the next chapter or front matter page starts in the correct place.
Most section breaks will be for “odd”, or verso pages. Chapters should always start on
an odd-page, so be sure that every chapter ends in a “Section Break (Odd Page)”.

End the last paragraph of chapteror _ tﬂ_'_' [El_
page text with an“ENTER” or pilcrow. {E} —_——F

o o Fage Layout References hailing
Select the “Breaks” dropdown 5 =
k] L 3\_,..-". %= Breaks~
from the “Page Layout” tab, “Page Set- ...... SJE S {2 Line Numbers ~
eos? ption  Size  Columns
" . - - bt~ Hyphenation =
up” section. .

Section Breaks

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

Select Odd Page to insert an Odd | ontiwous
Page Section Break. e

If you require a next page section
break, choose it from the menu.

| »

T

P

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

kP

I

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

Tip: Be sure that you only have a single Section Break (Odd page), and not
two in a row, as this can throw off page numbering in your final file.
The Sample chapters in the template include a Section Break.

@Copyright 2018 — BookDesignTemplates.com — All rights reserved.
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Headers and Footers (Print Only)

Iuten Erapa [

Even Page Header -Section 4- pazes which a few hours

AUTHOR MAME

Running heads and page numbers are included in your template and are designed to
automatically paginate correctly in each chapter without author intervention. In most templates,
the front-matter and first page of the chapter will omit the running head. The book title and
author will only appear on subsequent chapter pages, per industry standards.

You must modify the running heads to include both the author’s name and book title. All
running heads are linked throughout the book. By changing the author’s name and book title
on the first chapter’s running heads, the change will propagate throughout the entire template

automatically, saving you time and effort.

Note: eBook templates do not utilize running heads or page numbers. If present, they will be

removed during eBook conversion automatically.

Navigate to the second page of the
first chapter of your book.

Double click the header area, or
choose Header / Edit Header from the
Insert tab to edit the header.

Change the header by over-typing the
text already in place.

When finished, click “Close Header and
Footer” on the title bar.

17

.............. @  AUTLOR NAME

and cooled by breezes, which a few hours previous were out of sight
PRI . e s .

£
*eec® 5| Edit Header
=)

Mare Headers from Office.com

Eemove Header

.......................... @ AUTHOR NAME
Even Page Header -Section 4- pez ate pre
............. E....
Close Header
and Footer
Close
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Table of Contents

[UHJ[EHJ[S

Loomings 1

Straight for the Water 2

The Table of Contents (TOC) included with non-fiction templates is pre-formatted to

match the interior style of your book, and is designed to automatically update itself with the
push of a button, so there is no need to manually change the table.

The table is generated from the chapter titles and subheadings you have in your book, based
upon the styles used to format them. Once you have completed the copy of your manuscript to
the template, and applied the Chapter Title, Subhead, and Back Matter Title Styles, the table’s
update procedure will automatically generate the TOC using the tagged titles and subheads.

The TOC has 2 levels of indention, based upon the Style used:

First Level: Text Formatted with styles: Chapter Title, Back Matter Title
Second Level: Text Formatted with style: A Subhead (Level 1)

Note: The Table of Contents Title, Title (Title Page), and Subtitle (Title Page) Styles do not
appear in the TOC.

Update the TOC by right-clicking the .-—]j.'—nlf Update Field
text of the TOC and choosing“Update .| Edit Field...
Field” from the menu. Togagle Field Codes

Fines
StJ Lyl ol of Copr=giis __Jd

Word is updating the table of contents, Select one of

Choose “Update entire table” by click-
. . . d the Following options:
ing the radio-button next to it. 1 O o ss0e munbers ol

Click “OK" to update the TOC. "

11 bered T jar

[o]4 l l Cancel

Tip: Do not type over any text in the TOC, this may disable it’s ability to
update automatically. Instead, update your chapter titles & subheads.

1 8 @Copyright 2018 — BookDesignTemplates.com — All rights reserved.



Chapter Name Header (Print Only)

4 | CHAPTER NAME

Chapter name headers are sometimes required to meet an author’s design or layout goals.
By default, our templates come configured with the author’s name as the standard running head
on even pages of the book. You can convert the author name running head to a customizable
chapter name by following these easy steps.

Note: These steps should only be completed after all chapters have been formatted in the manu-
script and all pages are included. This step should be a “last step” before going to print, as
un-linking the headers in the template may interfere with proper page numbering if performed
before all pages are in the book file.

Complete the process of transferring
your manuscript to the template and
complete all otherformatting.

Open the even page header in the first ®4 | CHAPTER NAME

chapter by double clicking it.

X
"""""
Cx]

the nsvchical content

Change the author name to the title of
the first chapter then Close. e
-le B3

Close 'Header

Open the even page header in the and Footer
next chapter by double clicking it.

Close

Unselect the Link to Previous button ] 5, Previous
in the navigation section. "ttt Sl

Fna’?% B2 ink to Previous

Mavigation

Change the author name to the title of
the chapter then Close.

Repeat for all subsequent chapters.

1 9 @Copyright 2018 — BookDesignTemplates.com — All rights reserved.



Page Numbering Sequence or Style (Print Only)

Occasionally, you may wish to change the page number sequence or style. Word utilizes a simple
system to keep track of page numbering, with the option to “continue” a sequence from a previous
section, or to start the numbering at a specific page number in the section. You can easily manage
page numbering with the steps below.

o |
Double click the header area, or
Ug)  More Headers from Office.com

choose Header / Edit Header from  ........... ® T EditHeader
the Insert tab to edit the header. Sl Remove Header

) TTIOST ToSISIIIT]
Georgia -~ 7 -~ A A

i= i

BIZIUE¥®-A-¥

Highlight the page number in the e
header, or footer and right-click it to o -
bring up menu. B
Choose “Format Page Numbers”. g

| ., Toggle Field Codes

L ﬁ“ Format Page Mumbers...

A Font.

Choose “Continue from previous
section” to have the numbering
continue the sequence from a
previous section or chapter.

Choose “Start at:” and enter a page

Page Number Format

Number format: [ EENER - |
[ Include chapter number
Chapter starts with style:  |Heading 1

- (hyphen)

.......... 8 Page numbering
number if you wish to re-startthe | e o | o
numbering sequence. —l—
You may also change the numbering
style to Roman numerals here.
When finished, click“Close Header ~  -==corereceeeennenin. AN @
Clase Header
and Footer” on the title bar. and Footer
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Formatting Chapters to be Contiguous

The templates and our instructions are geared toward producing books with chapters and other title
pages starting on a recto, or right-hand page, odd page. This produces a well-flowing book with
expected and consistent breaks between chapters. This also adds blank even pages where needed in
the book, to maintain a consistent odd-page start for chapter and title pages.

However, some book project require that all chapters be contiguous, or that the book not contain
any blank verso, left-hand pages. To do this, you can quickly and easily convert all Section Break (Odd
Page) formatting marks to Section Break (Next Page) marks, eliminating blank pages caused by
section breaks, and forcing all chapters to begin on the page immediately following the end of the
previous chapter. This approach is useful for short story collections or books with many chapters.

Format he book as normal complet- | T T T
ing the addition of all chapters, with a R O
section break at the end of the last
paragraph of each chapter. E
Choose “Custom Margins” from the
Margins drop-down menu on the Page -...
layouttab. el | o
e

Click the “Layout” tab.
Choose “Whole Document” from
the Apply to drop-down menu.

Choose “New Page” from the Sec- ™.

'.. Viertical alignment: | Center =]
tion start drop-down menu.
Click “OK” ’

L ]

.

® _—

Apply to: | Whole document E [ Lne humbers... | [ porders... |

[ set As Default | | ok || concel

All “Section Break (Odd Page)” breaks
will convert to “Section Break (Next  -...
Page)” breaks, removing blank pages. (R S—————

Why is almost everyrobust healthyboy-with a robust healthy
soul-in-him, -at-some-time-or-other-crazy to-go-to-sea? 9
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Non-Fiction Template
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Subheads (Non-Fiction)

thenis this? Are the green fields gone? What do they here?

Straight for the Water

But look! here come more crowds, pacing straight for the water, and

seemingly bound tor a dive. Strange! Nothing will content them but the

Subheads are utilized in non-fiction books for a variety of reasons including breaking a
complex chapter into organized sections and to start or highlight a new idea. There are two
levels of subheadings included in the template file for ease of organization. Subheads are also
visible on the Table of Contents as a indented line and page number, organized below the
chapter titles in the table. This makes subheads a great way to help your readers find what they
need in your non-fiction book.

L IRT t | N NPL WL T N LI T L LI I T -"ll LIl
Highlight the subheading text that then is this? Are the green fields
you wish to format as a subhead. -traight for the Water

But look! here come more croy

Select the Subhead (Level 1) Style
from the Style menu. pdt - aaBbcenit | AaBbCc | AaBY

Fio T Qu-:utaﬂ.'..‘ T 5ubhea.. | T 5ubh
Styles

j | Subhead [Level 1} |

For a second level subheading, aEbI;F_. AaBbCc - %}
Choose the B Subhead (Level 2) style ... ibhea... | 1 Subhea... | - Chd

from the Style Menu.

| Subhead [Level 2 |

Tip: Typically, only Subhead A will appear in the TOC, though some
templates, like Poetry Templates, will show all the subheads in the TOC.
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Quotations (Non-Fiction)

sor. Yes, as everyone knows, meditation and water are wedded forever.

But here is an artist. He desires to paint you the dreamiest, shadiest, quietest, most
enchanting bit of romantic landscape in all the valley of the Saco.

What is the chief element he employs? There stand his trees, each
|

Quotations, Extracts and Pull Quotes are utilized to highlight a section of text or an idea

from a passage of text. The non-fiction templates comes with three styles to choose from to
property format these sections of text.

Quotation (Extract No Indent) - The first line of the extract will not have an indention. This style of
qguotation will indent the entire paragraph and center it on the page.

Quotation (Extract Indented) - The first line of the extract will have an indention. This style of quo-
tation will indent the entire paragraph and center it on the page.

Quotation (Pull Quote) - Pull quotes will format with a left side indention, be italicized, and may
have shading behind the text to set it apart.

T PSSO Ty ST T TR T T 7 T O T © T ST T =—=TII eSO
them—Ileagues.-4
Separate the text you WiSh to format .][\h{ﬂdﬂ‘iéi- all,-they- come- from- lanes- and- alleys,- streets- and- avenues—

ofe " north,- east,- south,- and- west.- Yet- here-they-all- unite.- Tell- me,- does-the-
.

. . . .e® magnetic-virtue-of:the-needles of-the-compasses-of-all-those-ships-attract-
as a quotation into its own paragraph. themhither?s

Once- more.-Say-you-are-in-the- country;- in-some- high-land- of- lakes.

Takealmost-any-path-you-please,-and-ten-to-one-it-carries-you-down-in-a-

them—Ileagues.-4
Inlanders’ all,-they- come- from-lanes-and- alleys, streets- and- avenues—

north,- east,- south,- and- west.. Yet here-they-all-unite.- Tell-me,- does-the-

Highlight the text that you want to o
. o o000 T Moneticvirtue of- the-needles-of the-compasses-of-all-those-ships-attract-
format as a quotation style. themhither?3

Once- more.-Say-you-are-in-the-country;-in-some- high-land- of - lakes.-

Takealmost-any-path-vou-please -and-ten-to-one-it-carries-vou-down-in-a-

Click the quotation style that you aasbecns | asmpecna|S) A, | | ¥
would like to apply from the style TTnnerenel oh Quotatia @1 Quotati.. | | Change EdT

menu to format the paragraph.

| Cuotation (Extract No Indent)
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Bullet Points and Numbered Lists (Non-Fiction)

Bullet Points

e Bullet Point Sample 1
o Bullet Point Sample 2

= Bullet Point Sample 3

Bullet Points and Numbered Lists are frequently used tools to summarize ideas or to get
your main points across to your readers. There are two custom styles for formatting both bullet
points and numbered lists in the template, formatted to match the layout of the book.

NOTE: These styles are applied from the Multilevel List menu, instead of the Styles gallery.

Bullet Points

Create your bullet points or Bullet Point Sample 1

numbered list by placing each point  ................... . Bulig Point Sample 2
. . Bullet Point Sample 3
or item as a new line of text. Bullet Point Sample 4

Then highlight the lines. —
FE LT aaBbcd
- | By A Subhe.
Click Multilevel List drop down from 1 e ’
the Paragraph section of the Home tab. e
El List Style
Click the Bullet Point or Numbered List . B
style you wish in the List Styles section. ---.....| "
ceee@ 1.
> Cha ail. | Mumbered List [Template) |

Click the Increase Indent or Decrease o |8 44| T || paBbce 13D

Indent buttons to align each itemon ... S = S By | suben Y
the list to its proper level. o T—
Increase the indent fevel of the
paragraph.
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Index (Non-Fiction)

|ﬂdEX

bulwarks, 2 Infallibly, 2
rrancclichte O Miacara 2
The Index functions included in Microsoft Word make it easy to generate a dynamic index for
your book project. Adding a word or phrase to the index can be completed in a few short steps.
NOTE: Word will tag your entry with {XE “ “} in the text of the document. These tags are invisible
in your printed, PDF or eBook final files.

INOTE CIOWUS,® PHLl
Highlight the text you wish to add to )
the book'sindex. @~ 7 *dlve.*'StI'El IlgEI * N{_}t}
S PR DU DR D

H L 2] Insert Index — Bz I
= &+ 5
o @nitar Mark

.... Entry Citation
. . . * Tnda
L]
PE 2

Click Mark Entry, found on the
References tab in the Index area.

- : -
| Mark Entry (Alt=Shift=X) |

index of the document.

Include the selected text in the

@ Press F1 for more help.

Tl O EX e Jd
Adjust entry text to your preference Index
Main entry: | Strange
and add cross-references if needed. Subentry:
opkions

You may also bold or italicize the text.

) Cross-reference: | see
(}) Current page
C' Page range

Click Mark or Mark All to add the text
.’.. Page number Format

to the index at the end of the book. Sy
B[t.alic

*
This dialnonc-x stays open so that vou can mark multiple
index entriesg)

[ Mark. ][ Mark &l ][ Cancel
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Updating the Index (Non-Fiction)

|ﬂdEX

bulwarks, 2 Infallibly, 2

nroeclicchts Q LM

N |

Updating The Index upon completion of the book is a simple task that takes only
a few seconds to finish. Once you have all of your index entries finalized in the
body of the work, you may update the index to dynamically generate entries.

Click Show/Hide to expose the Es= 4] [q
, =21 |19 | aaBbce |

formatting markup for the document | oot ST | rasubre. T

in the index section at the end of the =" ! :

template. ©_ 1| Show/Hide T (Ctrl=*)

!

Click the text in the sample index and . Bru=w-A
bulwarks, ..

Right Click to bring up the menu. crossligh! ,

Click Update Field. | duskys10

"~...Infa[!ibf1_{ 8, Paste Options:

1[---...'. j

Tip: If an extra Section Break 1 i

(Continuous) appears and moves the
index text down a page, you may correct

the issue by adding a carriage return )‘l
(pilcrow) before the Section Break to pull +

27

the text up to its proper position. W
. . b Section Break {Continuous ...
Place your cursor behind the Section bulwarks, 1§ New-H
crosslights,-84 Niagay
Break and press ENTER. B B,
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Footnotes (Non-Fiction)

' Foot Note 1
? Foot Note 2

Footnotes can be a valuable way to reference material in your book project. The notation function-
ality in Word allows you to create a virtually endless number of references that automatically update

at the page bottom.

Highlight the text that you wish to
reference in the footnote.

Click Insert Footnote in the Footnotes
section of the References tab on the
toolbar. This will add a superscript
Arabic numeral next to the word.

Inserting a Footnote will automati-
cally add a new Arabic numeral to the
bottom of the page, matching the
one next to the text you highlighted
and will allow you to add an entry.

rrough- what- in

rle fireplaces- all-

. 1. this - wwith.

Page Layout References

. |[3jInsert Endnote

Insert
Foothote

HE; Mext Footnote =

Footnotes

------------- beooo@® 411

of 25 | \Words: 2,785 | 598 English (U5} |

Tip: For eBook formatted files, all footnotes and endnotes will automatical-
ly become hyperlinked to the note at the back of the document upon

conversion to eBook format. The in-text citation will appear as a superscript
number that is “clickable” on the eReader device’s screen. Once clicked, the

note will appear for the reader.

28
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Footnotes (Non-Fiction)

' This is an endnote, which will appear at the end of the chapter. It will
also serve as a footnote for your eBook.
? This is a second endnote.

Endnotes can be a valuable way to reference material in your book project. The notation function-
ality in Word allows you to create a virtually endless number of references that automatically update
and in the endnote section at the chapter’s end. Endnotes will display after the Section Break (Odd
Page), and should be added as a last step, after the entire manuscript is formatted in the template.

rrough- what- in
Highlight the text that you wish to &

reference in the endnote.

rle fireplaces: all:

. 1¢. thic - with-

Click Insert Endnote in the Footnotes

rt Page Layout References
section of the References tabonthe  +--eeececeeeeenidiiil [} Insert Endnote
toolbar. : AB' Next Footnate -

Insert
Footnote ﬁ Show Motes

Emet W
Fo0tnoTes

Inserting an endnote will automati-

cally add a new Arabic numeral to the

Endnote section, at the end of the ™. e
. e q- ': .-I::('-illll::-r:':;"-.I:ll::[rtllli‘:in:m‘
chapter, after the Section Break and e Bhndemitont
- " End-note¥
allow you to add an entry. + PNewEndnore ortemplategide}

Tip: Some versions of Word have a bug that causes the document to scroll
to the last page when you insert an endnote for the first time. This will
require you to scroll back up to the end of the chapter you were working on
to enter the endnote.
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Citations (Non-Fiction)

fibliography

Aristotle. (340 BC). Teachings. Stagira: Selt Published.

Socrates. (430 BC). Musines Athens: Self Published

The Bibliography and Citation system in Word makes adding references in both MLA and
APA format an easy task. Simply mark an entry you wish to cite, insert a citation, and then fill out
the easy form to add entries. Word goes one step further by automatically cataloging your
sources in a handy list for easy use in multiple locations.

NOTE: Bibliography and Citation functions are not supported in .DOC formatted files.

Highlight the text you wish to add to
the book’s bibliography.

Click Insert Citation, found on the
References tab in the Citations & Bibli-
ography area. Choose from an existing
source or Add New Source.

Tip: You may choose MLA or APA from
the Style dropdown to set the default
for citation formatting.

If you are adding a new source, a form
will appear that will allow you to
enter your source’s information.

This info will be added to the
bibliography when you update it.

30 (Continued on nextpage.)

ITIOTE CTOUOWLUS,” Pdill

‘dive®Strange!- Notlh

| RS DR I
References hailings Raview Viey
.......... éﬁfﬂﬂmlté..g' j _i’ﬁ Manage Sources
it Footnate = | | =¥ @R Style: APA Fifth =
Insest”

pwe Motes Citation = 4]3 Bibliography -

.,~_" Aristotle
..'1° , Teachings, (340 BO)
. Socrates
o Musings, (430 BC)

From- the ¢ i@ Add New source..,

{=% Add New Placeholder..

ntent.- dre:

,,,,, (2]
Type of source (RN Language  Default /
Eibliography Fislds for 4PA Fifth Editior
Authar Edit
[[] carparate Authar
Titls
PUTTYYEE EEE R A e ‘fear
City
Publisher
[ Show &ll Eibliography Fields
Tag name
Plceholde
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Updating the Bibliography (Non-Fiction)

fibliography

Aristotle. (340 BC). Teachings. Stagira: Selt Published.
Socrates, (430 BC), Musines. Athens: Self Published

Updating the bibliography upon completion of the book is a simple task that takes only a few
seconds to finish. Once you have all of your citations finalized in the body of the work, you may
update the bibliography to dynamically generate entries, using the sources you have created
through the citation process.

NOTE: Bibliography and Citation functions are not supported in .DOC formatted files.

Navigate to the bibliography section
at the end of the book.

C). Teachings. Stagira: Self Published.

Ak R I

Crimson ~ {11 ~| A" A7 EE iE

i i BJ UESE¥-A-
Click the text in the sample o e a-J
bibliography and right click to bring hens: Self Pub
Up the menu. e ({8, Paste Options:

.......... =

. . " @30 update Field

Click Update Field. Edit Fiald..
Toggle Field Cades

. References Mailing Review Wi
Tip: You may manage your sources 5 s ' =
rt Endnote pos -'._ﬁﬁ Manage Sources

using the Manage Sources buttonin ... ssinci | SV | e AR i
. . IR . Insert
the Citations & Bibliography section s | Citation~ & Bibliography -
g i Citations & Bibliography

of the References tab.

Manage Sources
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Children’s Template
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lllustrated Pages

lllustrated Pages in children’s book templates are designed to allow easy inclusion of an
image and some accompanying text on the page. To create an illustrated page, you must first
start with a blank page. Counter to the typical book template, you will utilize Page Breaks, instead
of the Section Break (Odd Page) in most areas of the children’s book template, to allow finer
control of each page in the book.

Insert a Page Break at the end of the /- Roger- Rabbit,"-

Page Break.

current page, to create anew blank ... vernnenes id.e
page in the template.

Insert an image onto the new blank
page first. (Go to the insert tab, then
select picture)

Resize the image as needed by using
the drag boxes on the corners or side
of the image file.

..
Eoefef.-ha\.re-you-seen-the-carrols-Mrs.-Carson-
..o’ojusl-plan d?- , Foge bonsk 1
L
L] L

Press Enter to assure that the imageis

in its own paragraph, as in the
example shown.

Add Body Text below the image and

format it using the stylesincluded. i SPECIAL NOTE: The eBook
“ -only illustrated children’s

Insert a Page Break to move to the book has a special set of

next page of the template. instructions, found at the

end of this chapter.
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Full Bleed lllustrated Pages

lllustrated Pages with a “Full Bleed” require a few extra steps to ensure that they image fills
the entire page. You must insert an additional Page break to create the page that will come after
the page with the full bleed image first, as the full bleed image will likely prevent you from insert-
ing a new page otherwise. You will also need to utilize the text-box feature in word if you wish to

place text over the image.

Insert two Page Breaks at the end of
the current page, to create 2 new
blank pages in the template.
Navigate to the first blank page.

Insert an image onto the new blank
page first. (Go to the insert tab, then
select picture)

Change the Wrap Text settings for
the image by right-clicking the image
and selecting Wrap Text from the
menu. Choose “Behind Text” to make
the image unlock so that it can be ex-
panded larger than the page.

Tip: Be sure that your printing company will accept documents with a full
bleed image. Some printers will not accept a full-bleed and place a border of

white space around your image.

34
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Full Bleed lllustrated Pages (Cont)

Expand the image file, using the drag
boxes, until it is larger than the page.
You can reposition the image as need-

ed to center it as you wish. e e X} i) 4

A TR e

e AT RTY
TIP: After resizing the image, Word | A A8
may move the image up or down on D -
the page, or cut-off part of the image.
You must click on the image and Sl 4 A e

drag it to the desired place or page iz e
to get the image to appear correctly. | o

Alphabe]

Insert a text box over the image if
you wish to add text to page.

On the Insert Tab, select the “Text
Box” drop down from the Text sec-
tion. Choose “Draw Text Box” from

the menu. Draw the box where you

would like the text to appear.

TIP: lllustrated Book templates have a
special style (Body (Text Box)) that is

pre-formatted to look great in a text | _
box where the text is typically larger. oAl
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Full Bleed lllustrated Pages (Cont)

Change the text box to have no | Ramona waitedwhile the
little ones found comfy spots
border and a transparent background ...t o s ;
.... : M_' . I‘. 1(
to allow the text to seamlessly blend TR AN
. . . o 7~ alalh N
in with the full-bleed image. . 1Y ?’p

Click on the text box. Then selectthe

“Format”tab under drawing tools. S

Choose “Shape Fill”and “No Fill” from ,' ﬁ e, 4
the drop down. (Note: This item may R RERUN ﬂ
also be found on the Format Tabun- .. "'IIi" LU
der “Text Box Style”in some versions 1 '“""fouseeTtheC
of Microsoft Word. 2| oo S

Click on the text box. Then select the L
“Format” tab under drawing tools. e | A A r
Choose “Shape Outline” and “No Out- ICRCLLELTER aonse___
line” from the drop down. (Note: This ) g iillﬁll%m -
item may also be found on the For- ... | :-. amn .“Ousee':the
mat Tab under “Text Box Style” in ® _ el e

some versions of Microsoft Word. = Duses

SPECIAL NOTE: Documents containing text boxes require that the PDF be
created in NON-PDF/A Format, counter to the instructions in the “Getting
Ready for Print” section of this guide. PDF/A formats will cause the text box
to print with a white background, instead of being transparent.
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eBook-lllustrated Images

eBook- lllustrated Pages require a precision layout and underlying structure to assure that
images appear correctly on a multitude of eReader devices, and the corresponding text stays with
the image as intended. Different eReader device models may vary greatly in the number of pixels
available for use on the physical screen. We have assessed the most common models and have
created our eBook template to accommodate the widest range of devices for image sizing,
resolution, and text layout functionality.

The eBook- Children’s Template

.Q
L

utilizes a specially formatted table on
each page of the body of the book to
assure that images and text appear
together on the eReader screen.

The top table cell contains the image

file, while the bottom cell contains the .

formatted text block. 300x400px
72 ppi
New pages may be added by copying "'. Template

. . He siept, snored, - and tossed: about, -the-chiidren |
this table and the included “page R IR TR
unable-to-wake-him!=

Fage Break

break”, and pasting it on a new page. "

TIP: If the table lines are hidden, you L
may enable a special “View Gridlines” =l
mode by clicking on the image or text '
in the table. Then click the “Design”

tab in the “Table Tools” ribbon menu.

+OH

$e
o @

Select the “Borders” drop down and
click “View Gridlines."These lines will

.
°
[ ]
CEIE ik s es =
g =]

remain invisible in the finished eBook. B P—

Show or hide the gridiines within
he table,
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eBook-Illlustrated Images (Cont)

Delete the sample image in the table
by clicking on it and pressing the
delete or backspace key on your
keyboard.

The empty table cell will have a place-
holder marker icon.

Place your cursor in the cell, before the
place-holder marker icon

Select Picture from the insert tab. Your
image will appear in the table.

Click the Picture to highlight it, then
apply the “Image Cell (Centered)” Style,
from the Style Gallery.

............................ ....‘ -
He-slept. - spmréa: -and-tossed- about, -the-children: |

.,.°°° Insert FPage Layout Referencey

00°.. J | - - "J.B.l lel ] 3

Lt | gt BE 1 A

hge .,.T-aﬁre Picture | Clip  Shapes 5m
. 2 - Art -

..... Tables Tlustrg

| Insert Picture from File

Image Size Requirements. We have created a table below with the graphical image size
requirements for the template to achieve the best results. Images should be a maximum of

300 pixels wide, and 400 pixels high, or smaller. To properly display in Word, the image should be
set to 72 ppi / dpi (pixels per inch / dots per inch) or 28.346 dpc (dots per centimeter).

Graphical (72 ppi) Adapted from Print
Pixels Wide Pixels High | Lines of Text Inch (72.0 dpi) Metric (28.346 dpc)
300 400 2 4.167" x 5.556" 105mm x 141mm
300 350 4 4.167" x4.861" 105mm x 123mm
300 300 6 4.167" x 4.167" 105mm x 105mm
300 200 8 / Title Page 4.167" x 2.778" 105mm x 70mm

TIP: For best results on Kindle, save the final file in “WebPage / Filtered (HTML)” format, and
compress the HTML file and the FILES folder into a .ZIP file for upload to Amazon KDP.
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Looking Professional with Styles

™ [ Document Map ¥~ |5 Awakened (6x9 Print Format - With Front Matter) v1.07.docx - Microsaft Word = 22
Haome Insert Page Layout References Mailings Review View L.dd—[n_s """"""""""""""""""""""""""""" & a
= : - 4 | SRS | A= q ] 3 Y 44 Find ~
B Mate 40 A x| Aa- | B = <9 | AaBbh AaBbCei AaBbCeI AaBhCel : % g
Past B I U ~abs x, X A == e T Author.. T Body (Ce.. TBody(Ce.. TBody(M.. |- Chanbe
- AlNESSE R A T glfes
rd Fon ot -
v | TTitle [Tith.. [
b
. .
veals y
\
\

\

Mar-an&-Peaceﬂ

The-End-of-the-Proletariat-Rising

Styles are pre-configured formatting specifications that control typography.
Here, there are two different Styles utilized. The “Title” style sets the book title
text to a large font and centers it. The “Subtitle” style then formats the book’s
subtitle to be smaller, and also centered on the page.

Format a Page with Styles

Styles are a valuable tool for uniformly formatting text within a document. Each
Style is a pre-configured command that formats the text you highlight in a specific
way. Styles can control everything from the font size and position, to the

detailed paragraph typography necessary to present a properly laid out book page.
There are a number of template Styles included to format your book correctly.

Styles are easy to use. Highlight a section text that you want to format and then
choose the Style you want to use from the Word Home tab in the Styles section. The
text will automatically format to the presets in the pre-defined Style.

Tip: Styles are a critical component of what makes the template’s formatting work.
Virtually every formatting feature has a corresponding style to make layout simple.
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Template Style Guide

Title Page

Title (Typically Large, Centered)

Subtitle (Typically Medium, Centered) ~ .....ooeufeennee @ The End o e Profterian Rising

Author Name (Medium, Centered)

Pub House (Small, Expanded, Centered)

Pub Address (Small, Centered, Caps)

Copyright Page

Copyright (Small, Left Aligned)
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Template Style Guide

Dedication & Quotation Pages

e ®
Page Space (Blank/White, Tall, Centered) ...
Y
Body (Centered Italic) (Medium, .-
Centered, Italicized) [
BOdy (Centered) (Medium’ Centered ) ................. o Toumay imeert & quate bare.
@ (UoTETION sotmce

Body (Small Caps) (Medium, Centered) ="~

Chapter Title Page

Chapter Number (Customized)
Chapter Title (Customized)
Body (Normal) (Indented, Justified)

Body (Small Caps) (Capitalized)

Body (No Indent) (Non-indented,
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Template Style Guide

Author Page

Body (Centered) (Small, Centered) ... |

About the Included Styles

The Styles listed here are typically included with each template and are specifically
formatted to meet the design goals of that template. The examples shown are for
reference only. Template specific or custom Styles may also be included with specific
templates to meet a design or layout goal, and are not included on this list of Styles.
The next few pages feature non-fiction template specific styles.
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Template Style Guide

Table of Contents oo lontghts

Table of Contents Title (Centered) ...

Index
End Notes

Index & Back-Matter | .

Back Matter Heading (Centered)
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Template Style Guide (Non-Fiction)

Extracts & Pull Quotes

Quotation (Extract No Indent)

Mirror Indented Paragraph, Non-indented
First Line of Text)

Quotation (Extract)

Mirror Indented Paragraph, Indented First
Line of Text)

Quotation (Pull Quote)

Left Indented Paragraph, Non-indented
First Line of Text, Italic, Shaded)

Subheads

A Subhead (Level 1) (Centered, .
1 Indention level on the Table of Contents)

B Subhead (Level 2) (Centered,)
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and plaster—tied to counters, nailed to benches, clinched to desks. How
then is this? Are the green fields gone? What do they here?

Straight for the Water
But look! here come more crowds, pacing straight for the water, and
seemingly bound For a dive. Stranget Nothing will content them but the
extremest. limit of the land; loitering under the shady le of yonder
warchouses will not suffice, No. They must get just as nigh the water as
they possibly can without falling in. And there they stand—miles of
them —leagues

. all, they come from lanes and alleys, streets and avenues—

north, cast, south, and west. Yet here they all unite. Tell me, does the
magnetic virtue of the needles of the compusies of all those ships at-

tract them thither?

Once more. h land of lakes.

Say you are in the country; in some hig
Take almost any path you plesse, and ten to one it carries you down in o
dale, and leaves you there by o pocl in the stream. There is magic in it
1t the most sbsent-minded of men be planged in his deepest reveries—
stand that man on his legs, set his foet a-going, and he will infalliblyl XE
*Infullibly” } lead you to water, if water there be in all that region
Should you ever be athirst in the great American desert, try this experi-
ment, if your czravan happen to be supplied with a metaphysical profes-

ser. Yes, 15 everyone knows, meditation and water are wedded Forever

Bt bere is an
[ Jpe
L]

L -
. What is the chief clement he employs? There stand his trees, cach

t. He desires

est, quitest, most

. with 1 hollow trunk, as if a hermit and 1 crucifix were within and here
sleeps his meadow, and there skeep his cattle; and up from yonder cot-

tage goos u slopy smoke

and plaster—tied to counters, nailed to henches, clinched to desks. How
then fs this? Are the green fields gone? What do they here?

. ‘ Straight for the Water
o®

o @ 98 Yookt here come mare crowds, pacing straight for the water, and
.
* scemingly bound for a dive. Strange! Nothing will content them but the

extremest limit of the land; loitering under the shady leo of yonder

warchouses will not suffice. No. “They must get just us nigh the water as

they possibly can without fulling in. And there they stand—miles of

them —leagues

Inlanders” all, they come from kanes and alleys, streets and avenuies—
north, east, south, and west. Yet here they all unite. Tell me, does the
magnetic virtue of the neadles of the compusses of all those ships at-
tract them thither?

Onee more, Say you are in the country; in some high land of lakes.

ke almost any path you please, and ten to ene it carries you down in 1
dale, mnd laves you there by a poal in the stream. There is magic in it
et the most absent-minded of men be phunged in his doepest reveries—
stand that man on his legs, set his feet a-going, and he will infallibly{ XE
“Infullibly" } lead you to water, if water there be in all that region.
Should you ever be athirst in the great American dosert, try this experi-
ment, if your caravan happen to he supplied with 1 metsphysical profs-
Sor, Yes, 45 everyone knows, meditation and water are wedded Forever

What is the chief element he employs? There stind his trees, each
with  hollow trunk, us if a hermit and a crucilix were withing and here
sloeps his meadow, and there sleep his cattle; and up from yonder cot-
tage goes 4 sloepy smoke.
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Template Style Guide (Non-Fiction)

Bullet Points & Numbering

Numbered List (Template)
(0.25” Tab Spacing, Body Fonts)

Bullet Points (Template)
(0.25” Tab Spacing, Body Fonts)

Tip: The bullet point and numbered
list styles do not appear in the Word
Styles gallery or list.

To access the bullet and numbered
list style, you must select from the
Multilevel List menu on the
Paragraph section of the Home tab.

The bullet point and numbered List
styles will be in the List Styles sec-
tion of the drop down.

d List
PPTTRLA AN
Bullet P
. Samyple 3
o’ + Hullo Poine Sample +
..
..
o Tabl
o able
°® [Crabie liem 1 [ bl lien: 2 [ Tl liem 3 |
| bk liem 4 | Tableliem: 5 | Table Iiem & |
Mailings Review View dd-Ins
= o | EEEE | A
SN e EE T paphee NAN]]
= = = q
= o | Current List
L
°
-
.
i T o
o
3
-
° List Library
K]
1 1.
Mane &) 1.1,
o I Numbonad Lin i 11
* 4. Numborod
Nun:hd
2. Numbonad Lin | | i Article | Headi 1 Heading 1
* Section 1.01 1| | 1.1 Heading &
(&) Heading = 1.1.1 Heading :
+ Hulles Foine a1
= Hulket Foin
* Huller ] ' -
I. Heading 1 Chapter 1 Hez
+ B
A Heading : Heading &
1. Headin Heading &
List Styl T
ist Style a
i.
1.
ER

LI
- Cha i. = Mumbered List (Template}
Define Mew Multilevel List...
Define Mew List Style...
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Template Style Guide (Children’s Only)

Half Title Page

Half Tite One

(Centered, Large) "o Amazing D%)/‘

on Sparkle
Street

Raised Caps -

Raised Cap
(Single Character, Larger)

Chap-h:r‘ I

It's Mlmest Friday,
Girls!

Durmg the last class at school is when Sophia
first noticed the strange smell in the hallway.
That's also when she noticed that there were a lot
of people scurrying back and forth, although she
didn't stop to think what that might be about.
No, Sophia didn't ever mean to make anyone else

feel bad, that was the last thing she wanted.
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Template Style Guide (Children’s Only)

lllustrated Pages

Body (Large)
(Large Text)

Body2 (Normal), (Centered), etc.
(Alternate set of body text in template)

Body (Text Box)

Body2 (Text Box)
(Special Text formatted for Text Boxes)

Body (Double Spaced)

Body2 (Double Spaced)
(Body Normal Text, Double Spaced)

”

L]
Peger, have you seen the carrots Mrs.
..?;lrsmljusal planted?

|
(
| Lo i
| Ramona waited while the
------- @ little ones found c{)mfy spots
| tosit ’ |

.
...... |
° ¢ @ While Molly and Ringtail tried to find the

best, sweetest berries, Roger waited

patiently with his basket. Soon the little

birds arrived, just as he knew they would,
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Template Style Guide (Poetry Only)

Book Part Page

Chapter Number
(Large Text)

Chapter Preface

(Narrowed Column, No Indent)

Poetry Subheads

A Subhead (Left Aligned Text)

B Subhead (Centered Text)

C Subhead (Left Aligned Text, with a
Narrowed, Center Text Column)

_,...---.Or//.("

.

so®
P
-"“.
P
[ 04

Favorite tomances and musings on the
nature of love and the eternal heart of men
and women. These works embady the
0 passions of love as a force of nature, each
. with their own distinct seasons.

Hlappluckthern wi

ttheli hite,
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Template Style Guide (Poetry Only)

Narrow-Left Paragraph Styles

Poetry (Narrow, Rag Right)

(Narrowed Text Colum on Left of Page,
Rag-Right Paragraph Text)

AlldearNature'
i

Poetry (Narrow, Centered)

(Narrowed Text Colum on Left of Page,
Centered Paragraph Text)

Poetry (Narrow, Justified)

(Narrowed Text Colum on Left of Page,

Justified Paragraph Text) Uz et vt Slbiesd

Narrow-Center Paragraph Styles

Poetry (Centered, Narrow, Rag Right)

(Narrowed Text Colum on Center of Page,
Rag-Right Paragraph Text)

Poetry (Centered, Narrow, Centered)

(Narrowed Text Colum on Center of Page,
Centered Paragraph Text)

Poetry (Centered, Narrow, Justified)

(Narrowed Text Colum on Center of Page,

Justified Paragraph Text)
Tip: Pairs with Subhead B or C
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Layout Starts with “Show/Hide”

@ = D Map W=~ = Awakened (6x9 Print Format - With Front Matter) v1.07.docx - Microsoft Word = B 52
Home Insert Page Layout References Mailings Review View ._L;:It;l:[ns &y a
- i Lh g R g . " A 4 Find =
0 WL s s .4Ty [ EEEE | A . : \
2] g, M 0 AN (A [ 2SR FE WS AAaBh AaBbCcl AaBbC AaBhCl A e Replace
+ b == A= Ay et 1 authe G i e Gl gl Changs
¥ B [ U -abe x x b _é_ == > . uthor... TBody(Ce.. TBody(Ce.. TBodyM.. [= En‘le:g‘ ke select-

Sl

5l |

|9
Wwart-and-Peacel

\
\
\
\
_ \
Show & Hide OFF \\ Show-&-Hide-ON---q
\
\ Page Break. ﬂ
When Show/Hide is pll Press the Show/Hide button
off, no markup isvisible. to see the mark-up.

Reveal Formatting Marks with Show/Hide

Microsoft Word is a powerful application with many features and settings that
control the layout of your document. On the surface, Word appears to work like
magic, splitting pages, formatting paragraphs and shifting rows of text automatical-
ly. However, Word has an underlying system of formatting marks that are normally
invisible to the user that you can expose and use to assist in getting the right layout.

The Show/Hide button allows you to view the hidden formatting marks embedded
inside every document or template. These special marks are used by Word to control
the way the text, paragraphs and pages flow. Once the format markup is visible, the
document’s layout scheme becomes easy to modify as desired. Found on the Home
tab, Paragraph section of the Microsoft Word toolbar, the Show/Hide button can be

Tip: We strongly advise using “Show/Hide” to reveal formatting marks during
the entire process of formatting your book using the template.
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Mark-Up Symbols Decoded

I'f-:-u- mav-insert-a-quote-here f
T
QUOTATION-50URCET
| Section Break (0dd Page)

Paragraph End (Pilcrow)

This symbol shows the end of a paragraph or distinct segment of text. It is
created by pressing the Enter  key one time. When formatting a document,
the various formatting Styles utilize this symbol to demark a break. The following para-
graph may be a different style or continue the previous one if you choose.

Carriage Return / Line Break

The carriage return symbol breaks a line of text and begins on the next line
without breaking the paragraph or style. Created by pressing the
Shift + Enter keys, the carriage return is useful for a number of formatting
challenges, including adding spaces within a paragraph, adding a line of text that is
not indented, and adding a new line to a style-controlled block.

Tab

Tab marks represent an indention created by pressing the Tab key. Tradi-
tionally, tabs were utilized to indent the first line of a paragraph. In the pre-
formatted Styles of the template, first line indents are controlled by the Styles,
and are automatically created for the first line after a paragraph break.

Tip: Carriage Returns are handy if you have a title or chapter name that is
too long to fit on one line, allowing you to manually break the line.
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Mark-up Symbols Decoded

Space

The small, height-centered dot represents a space between characters and
is created by pressing the Spacebar. This is useful for aligning text and re-
moving extra spaces from the document.

Section Break (Odd Page)

Section Break (0dd Page)

The Section Break (Odd Page) is the most common document break used when for-
matting a book. Since chapters and most book segments start on the right-hand, or
recto pages, a Section Break (Odd Page) at the completion of a chapter assures the
next chapter starts where it should. Section Breaks can be created on the Page Layout
under Breaks.

Section Break (Next Page)

Seckion Break (Mext Page)

Like the Section Break (Odd Page), the Section Break (Next Page) break will ensure a
clean transition to the next physical page of the book. This is useful when you want to
break a Title or other front matter page over to a verso, or left-hand page of the book.,
instead of a recto page like a chapter opening.

Page Break

Page Breaks demark the end of a page and force the next line of text to be on the next
page. Section Breaks are preferred as they preserve formatting for documents that
require pages to begin on verso or recto pages, like books.

Tip: Page Breaks are used most often in illustrated children’s books, were im-
ages and pages of text must be managed by hand.
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Adding Images and Photos

Corlears Hook to Coenties Slip, and from thence, by Whitehall, north-
ward. What do you see?—Posted like silent sentinels all around the
town, stand thou-
sands upon thou-
sands of mortal men
fixed in ocean rever-
ies. Some leaning
against the spiles;
some seated upon
the pier-heads; some
locking over the bul- ¥
warks of ships from
China; some high aloft in the rigging, as if striving to get a still better
seaward peep. But these are all landsmen; of week days pent up in

lath and miacter fied tn csnintere nailed tn banches  slinchad e

Inserting Images into your template can add life and a whole new range
of possibilities to express your ideas. Since our templates can utilize the full
feature set of Word, image embedding and formatting is an easy task. You
may insert an image, resize it, reposition it and add captions as needed.

. th a few hours previous were out of sight
Place your CUrsor on the page 1 the of water-gazers there.

A DREAMY SABBATHAFTERNOON. Go from
lip, and from thence, by Whitehall, north-
. . . ested like silent sentinels all around the
Insert your image and click. thou$ands of mortal men fixed in ocean
hst the @éﬁﬁome seated upon the pier-
he bulwarks of ships from China; some
strivingto get a still better seaward peep.

Select Picture from the insert ta b. hfweek HAave nent nnin lath and nlacter

approximate location you wish to

Insert Page Layout Referenceq

. : N = == (] I TV
Tip: We recommend inserting images | | B e BIEl 8
hge Table Picture ! Clip Shapes 5m|

from the toolbar, instead of using the eak |~ at -
Tabies Nustrg
“drag-and-drop” technique for placing

images into your template document.

| Insert Picture from File

Special Note: Inserting images into the Children’s Illustrated templates
require special care. Instructions can be found in the “Children’s Template
Feature Formatting” section of this guide.
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Adding Images and Photos

Vot W syt ot osid ke s e s roun e
Your image will appear in the 3
document on its own line of text,
or, if it is a small image, in line with o
the chapter text.

e B
You may move the Image by ward What do you see?—Posted like silent sentinels all around the
dragging it to a new location with .
your mouse. You may also resize the
image by clicking it, and using the u
grey boxes on the image perimeter to i e e S “::El:pg
resize the image.

Hforf 2] Insert Caption... vill content them

To wrap the text around the image, :ii&c WepTest ¥ |5 intnewin T
right click the image and choose the ..,.-"i;ag R E e

nues—north, east, south, and w
s the magnetic virtue of the nee
ships attract them thither? Tap and Bottom

prOprIate Style Of Word Wra p ou are in the country; in some h B Behind Text

hyou please, and tento one it ¢ =

il L Lo al,

3 Through

“Wrap Text” menu. Then select the ap-

In Front of Text

E{AMHULATE TRE CTTY OF A DREANY SABEATRAFTERNCON. 150 TG
Hook to Coenties Slip. and from thence, by Whitehall, north-
What do you see?—Posted like silent sentinels all around the

stand  thou-
The text will automatically wrap g o mon
8 XXX X) .isﬂ QGQ?S\ITSF-

around the image. Some Ve |

seated upon
ier-heads; some
ng over the bul- |
k of ships from
h: some high aloft in the rigging. as if striving to get a still better
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Adding Images and Photos

VPV B Bringto Front | b
. . . e leaning - E
You may caption the image by right- Tl b S |
SO S 10
clicking on the image and selecting ~ --....__| dloft in{ S| Hupeink.. 1
. e d| Insert Caption...
“Insert Caption” from the menu. Lut th® J L ~
laster—t| BE Wrap Text ;
1 Al Civn ol Dacitine

You must label the caption. You may " Cp

choose a pre-defined label, or create i | 1

your own with the “New Label” J: e tl —
Jj,n:‘ [autocapton... | [ ox

Once you apply the label, you have L 1ts

Lo

the option of typing in a custom
caption for your image by clicking the
placeholder caption.

vhere

You may adjust the caption’s size and
position, as well as add more lines of

text if needed. N ——

Es, and cooled by breezes, whidh a few hours pre-

I einla [ lawd 1 e ot the lc [asrat oy
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eBook Image Tips

Make sure images are in their own
paragraph, with no text wrap applied.

Use the center paragraph button to
center the entire paragraph thatthe
image residesin.

For best results, images should have
a width of 500 pixels or greater., at
72ppi to fill the screen’s width.
(1,500 pixels maximum).

(For picture book templates, there
are special images size requirements)

Do not use borders or lines around
your image, as they will not translate
correctly for most eBook platforms.

Images should have crisp contrast and
be bright enough to view on a variety
of eReader devices, which may have a
color or grayscale screen.

what is the one charm wanting? — Water —there is not a drop (Jr'w.ltm'l

g

Phote eredit: Vinoth Chandar via Photopin lec)

travel your thousand miles to soe it? Why did the poor poot of Tennes-

Pheotes eredit: Nan Dachevicasss via Photopin (ce)

Tip: Though we have high-contrast grayscale images in our sample here, you can also

use color photos in your eBook files. Many newer eBook readers have sharp color

screens that will display color images nicely.
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Gutter Spacing

Margins
Top: 1" Baotkarn: 1"
Left: 1" Right: 1"
Gukker: o Gukter position: Left

Gutter Spacing is utilized to increase the inside margin of a book page to prevent the text from
printing too close to the spine-fold of the book. Our templates include generous margins to meet
most printing needs, however, longer works may require additional gutter margin spacing.

Home Insert Page Layout

Select the Margins drop down on the _
Page Layout tab in the Page Setup J -:“I ]J

section. 'I.Hal'gins Crrientation  Size Co

Page Setu
Choose Custom Margins. B

""""""" ® Custom Margins...
Add Additional Spacing in the o 1
Gutter section as needed. el ] ® Gutter: 0"
Choose Whole document in the Apply apply to: |
veeds @
todropdownbox. e
@ Ok

Click OK. e

Tip: The default gutter spacing will accommodate up to 500 pages on most
POD paper options. If you have a long work, are using thicker paper, or want
larger margins, you should consult with your POD printer partner to
determine an appropriate amount of gutter spacing.
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Save to PDF

File name: Iy Mew Book

save as bype! | ppf i*.pdf)

PDF files are the most common type required by print-on-demand services due to their stand-
ardized formatting and small size. Though there are many ways to export a Word document to a
PDF, one of the most effective is to utilize Word’s built in “Save As PDF” functionality.

: Home I
Choose“Save As” from the “File” tab, ' n
...... il Save

|T ﬂ, Save As

or by pressing the “Office” button.

Choose PDF from the“Save as type”

q q b File name: My Mew Book,d
ropdownbox. Save a5 BYPe!  word Documen
""""" word Template
..... Word Macro-En
Click “Options”. | ", . word 97-2003 1

Check “ISO 19005-1 compliant 1 :

) . o ® Options. ..
(PDF/A)" in the PDF options list if

available. This will embed fonts and
graphics into your PDF file. (Optional)

‘o . |FDF optians
®[/[:1%0 19005-1 compliant (FDF]A):

Click “Save” L Save

Note: Always open the PDF to verify that it saved correctly. Some printers
prefer non-PDF/A documents. Please follow your printer’s guidelines & speci-
fications. lllustrated Children’s Book should not utilize the PDF/A Format.
Some versions of Word for Mac require you to create a custom page size that
matches your template’s trim size to save or print to PDF correctly.
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Using Adobe Acrobat to Print a PDF
Adobe Acrobat (XI or newer) is recommended to create the highest quality,
highest resolution PDF documents for print. Adobe can be purchased from
Adobe.com as a stand-alone product, or as part of the “Creative Cloud” package.

Choose “Adobe PDF” as your printer —
from the “File / Print” tab, or by press- Prwe i ‘
ing the “Print” button. =

Choose”Press Quality” from the — EPES
" o P P PPPTTLY M ,&d;b‘e?’[‘);security: |Nona ........... ‘ﬂ
Default Settlng dro p'down. Adobe FDFO‘ulELE Euklw+ﬁch15t?nr£jn.h.e PDF filename j Browse...
--------- Ad‘ol;e‘PDF Page Size: |&(5 j Add...

Then choose “Edit”.

Check”Embed all fonts” in the Fonts ==
menu option. Press OK. (or cancel if it e
& Only forts wih appropriste permission bits wil be embedded
is already checked.)
Default Settings: | j Edt...
. . . . Adobe PDF Security: |None j
Select the f|na| book trim-size in the dobe PDF Output Foldr [Frompt for Adobe PDF flename EllR Eowe
e o ..Adobe PDF Page Size: |&(5' j Add...
Page size drop-down. Add the correct
. . . . . . . Adobe PDF Qutput Folder ‘Pmmpt for Adobe PDF filename j Browse
size if it is not in the list of options. _ e B[RS

¥ Add document information
b . I Rely on system forts onlfy; do not use document forts

Un-Check “Rely on system fonts”. .-~ T

[ Ask to replace existing PDF file

Press"OK” and then Print. ..., O & ][ oo

Note: MS Word’s PDF creation system has a limit of 220dpi. Though high-
enough for razor sharp print for print-on-demand books, some vendor’s
automated print check tools, like CreateSpace, may flag the PDF file as low-
resolution. These book files typically print with superb quality. However, to
achieve the maximum output resolution, creating your PDF with Adobe
Acrobat will produce the highest resolution PDF files.
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eBook TemplateTips
Use Styles for Proper Layout

War-and-Peacel

The: End-of the: Proletariat-Rising
ha ]

eBooks also utilize Styles to control the layout of the document. Although fonts are often controlled
by the eReader device, the size, position and other typographical features of the text will carry
forward for the majority of eReader devices. This makes using styles a must for eBook templates.

Use Section Breaks to End Chapters

Section Break (0dd Page)
Books formatted for eReading devices utilize section breaks prior to a new chapter, just like their
print formatted cousins. When an eBook is viewed on the eReader device, a section break will cause

the next chapter to start at the top of the screen, preserving the flow one would expect in a book.

Drop Cap Letters Should be Avoided

all me Ishmael. Some vears ago—never mind how long
preciselv—having little or no money in my purse. and

nothing particular to interest me on shore. 1 thought 1

would sail about a little and see the watery part of the world. ft

s a wav I have of driving off the spleen and regulating the cir-

Some print templates feature a drop cap letter at the chapter opening. Our eBook formatted
templates omit these, as most eBook formats do not correctly render drop cap lettering. For the best
results, avoid using drop caps in your eBook.

Center Images in their Own Paragraph

a-drop-of-water-4

e

eBooks handle image insertion in a much different way than is native to Word, as most eBook formats
are very similar to web-page in how they are encoded. To ensure that your images look right in your
eBook, always place an image in its own paragraph, by using a carriage return before the image you
insert. Use Word's center paragraph button to center an image if you desire. Do not use word-wrap
to attempt o wrap text around an image, as it is unlikely to translate to the eBook correctly.
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eBook TemplateTips
Use only Template Specific Bullet Point Styles

List Styles

* 1.

(=] a.

AF . i

Most eBook formats do not support the built-in bullet points in Word. Our eBook specific templates
have customized bullet point styles that include bullet points that will translate correctly to eBook
formats as intended. These styles can be found under the Multilevel List section selection menu.

Avoid Using Non-Standard or “Fancy” Fonts

00MINgs

Few eReader formats will accept or embed fonts that are not installed on the device. Our eBook

templates are designed to use a safe typeface that will be substituted by the eReader device’s own
default font. For best results, do not attempt to embed or utilize your own fonts for your eBook.

Note: We use Times New Roman font, or similar, for all eBook templates to ensure maximum
compatibility with as many devices as possible.

Review and Follow Publisher Specific Guidelines Before Conversion

Save Selection as a New
NON-FORMATTED Manuscript Text *Q Clear Formatting
{}}, Apply Styles...

Our eBook formatted templates are designed to be compatible with a wide array of eReader formats.
However, eReader platforms are not universal and some may require additional adjustments to your
document before conversion. We recommend that you read and follow your publisher’s specific
guidelines prior to converting your eBook document to their platform.
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Kindle Tips

Bookshelf Reports Cammunity KDP Select

BookDesignTemplates.com Sample Book

1. Your book 2. Rights & Pricing
@ Complate Mot Started...

Our eBook ready templates are designed for Kindle right out of the box, so no special steps are
needed to upload your book to the Kindle Direct Publishing website (KDP). Just be sure to follow our
formatting tips for eBooks and for adding photos/images to eBooks to get the best results.

NOTE: We recommend that you upload your eBook’s finished .DOCX file directly to KDP, and allow
KDP to do the file conversion for your Kindle Edition. (You may also upload an ePub version.)

Browse for your book’s .DOCX or .ePub
file on your computer and select the | e =gt vorts menasement OR cpren (s theh

] P O Enable digital rights management

ﬁle G‘Uo‘not.en.algle digital rights management

Book content file; Teee...,
***@| Browse for book.., |

" "‘I:earnf(DF"eu'r\\te_m-Md-evlinas ------ @ | Upload bhook
CIIck Upload bOOk. Help with formatting
When the upload is complete, you will
see the message, “Upload and conver- @ Upload and conversion successfull

n
!

sion successful

Online Previewer
L3
For most users, the anline previewer is the hest and

PreVIew your bOOk and ma ke easiestway to preview your content. The anline

o oo LIEARMEL gll_o:;v}; gdo‘ru_ta;%rgview most hooks as they
will appear on Kindle) RihAI2 Fite Pad and iPhone Previ book |
Cha ngeS aS need ed . Ifyour boak is fixed layout for moare information on ’ '.M
fixed layout, see the Kindle Publishing Guidelines),

the online previewer will display vour hook as it will
appear on Kindle Fire.
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Commentsfguestionsfcustomer support? Click here!

Email Address:

W Smashwords’ .

your ebook. your way.
(Forgot Your Password?)
Home About How to Publish on Smashwords FAQ Join for Free! _ I Search
5,635, 976,592 words =
Discover Great Ebooks

published
from Indie Authors and Publishers
LEARN MORE | JOIN NOW FOR FREE

Best Sellers Units Sold Maost Downloads  Highest Rated

Filtering is on

All Works «

Fiction
Adventure
Aftican American Short Mediurn Full Epit
Anthologies (ETafsiggd (=20,000words) (=20000 words) (=50 000words) =100k words)

Children's Hooks

Free §0.949 arless P209arless 5949 arless Fa.99 arless

Using our eBook ready templates for your Smashwords release is easy! Smashwords accepts ePub
format book files, allowing you to bypass their meatgrinder. We recommend uploading ePub files.

Smashwords has an incredibly detailed style guide that every author should read and understand to
ensure maximum compatibility with their platform. For our templates, three specific steps need to be
followed to make sure that your book complies with Smashwords’ formatting policies.

You MUST add Smashwords’ Specific
Copyright Language to the Copyright Page.

Book Title

Author Name

Copvright © 2013 by Author Name.
Published at Smashwords

Smashwords requires a small string of attribution after your copyright information.
For the best results, replace the template’s copyright date line with the following formatted text.

Book Title
Author Name
Copyright © 2018 by Author Name.
Published at Smashwords
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All Fonts Utilized Must be Below 18pts in Size

Y

Modify Style
Properties
Name: Title (Title Page)
Style type: Paragraph
Style based on: (no style)

Style for following paragraph: | ¥ Subtitle (Title Page)

Formatting

Times New Roman E 18 E[ B 7 U _E

| ?

KN ER|EY

Though many eBook formats accept larger font sizes, Smashwords encodes for a very wide range of
devices and requires that all fonts be smaller than 18pts. Typically, only chapter headers or title text
will be larger than 18pts. (You should always thoroughly review your book prior to submission.)

To adjust the size, click on the title or chapter header text that is above 18pts. In the Word toolbar’s
style section, the style controlling the title or chapter header you have selected will be highlighted.
Right click the style and choose modify from the drop down menu. In the formatting section, lower
the size to 18pts or lower. The style will update the text size and adjust your text accordingly.
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Calibre eBook ConversionTips

Available for Free from: Calibre-eBook.com

i

50 8209?08 KE

Calibre continues to be one of the top free eBook conversion applications available. Its simple to use
interface and wide variety of formats from EPUB to MOBI make it an attractive tool for authors to use
to convert their Word document into an eBook formatted file.

Add the .DOCX or .DOC book file and Convert it

lilia calibre - || Calibre Library ||

E 0 &2

Add books Edit metadata Convert books View

Open Calibre and choose Add books from the menu at the top of the window. Find and choose
the .doc or .docx version of the book file you saved in step one. The book will appear in the list of
books in Calibre. Highlight your book and press the Convert books button to convert it to EPUB or
other supported formats.

You will have the option to add a cover and make other changes as needed.

Save the File to Disk

Authors: BookDesign Templates.com
Formats: EPUB, MOP, "™

Path: Click to op

€3 Delete the MOBI format ‘

] Save the MOBI format to disk
T

Once converted, the new file format version will show up in the list of formats in the right pane. You
may right-click on the format and choose to delete the file, or save the file to disk for use elsewhere.
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Licensing Requirements

Q: Can l use the template on all my books?

A:You can if you purchase a Multi-Book license. Our templates are copyrighted and licensed
to individual authors, and we offer several licensing options to fit your needs and your budget.

Q: What are the license options for using these templates?

A: The Single-Book License is your choice if you’re an independent author who wants to cre-
ate a beautiful book without spending a lot of money. This license entitles you to use the tem-
plate for one of your own books at a very affordable price. The Multi-Book License will allow
an indie author to use the same template to format several of his or her own books, or even a
whole series, without having to buy a template license for each title. The Commercial License
allows a sole proprietor who works as a designer or book shepherd helping other authors get
to press. For a single fee, this license allows you to use the template for your own or other
people's books.

Q: What if | purchased a single-use license and want to utilize the same template for
another book?

A: You may purchase an unlimited-use upgrade license for the template.
Q: What are the license requirements for the fonts included with the templates?

A: Fonts supplied with our templates are Open Source or are licensed as free for commercial
use and re-distribution.

Q: If | heavily modify or customized the template | purchased, do I still have to register
or license it?

A: Yes. Any work that is developed, derived, formatted, or designed utilizing our template as
a foundation is still considered under license for that template product and must be li-
censed and registered.

Q: Can | use the template for books | am creating for my clients/friends/wife?

A: The commercial template license is available for commercial use. If you want to buy a cus-
tom template design that you can use in your business or for clients, please contact us.
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Support and More Information

For more training guides and to download our

Book Construction Blueprint
Please visit:

BookDesignTemplates.com/quides

Have a question or need a little help?

Please contact us at:

support@bookdesigntemplates.com

(We typically reply within three business days.)

Also, please remember to check out our handy FAQ
With answers to the most common Questions:

BookDesignTemplates.com/faq
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