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Thank you for purchasing a quality Book Design Template!

Inside the download you will find everything you need to get started, including:
- A PDF sample of the template for your reference.
- The Adobe InDesign formatted template file.

- All necessary fonts and graphic files

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

Locate the compressed (zip) template folder that you just downloaded. This will likely be in your
computer’s “downloads” folder or on your Mac's “finder”.

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.
For PC
1. Click on file to highlight
2. Right click
3. Select ‘Extract All’
4, Choose location to save extracted files or
5. Click Extract

(For more information visit, http://windows.microsoft.com/en-us/windows-8/zip-unzip-files or

http://windows.microsoft.com/en-us/windows/compress-uncompress-files-zip-files#1TC=windows-7 )

For MAC

1. Two finger click on .zip file with your touchpad, or right-click if you have a mouse.
2. Choose ‘Open With' then Archive Utility

(For more information visit, http://support.apple.com/kb/PH10915)
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2) Install the Fonts

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

Install Fonts — PC

Open Template Folder

Open the Document Fonts Folder

Double Click the First Font to open the font file
Click INSTALL

Repeat from step 3 for each included font.

AN =

(For more information, visit http://windows.microsoft.com/en-us/windows-vista/install-or-uninstall-

fonts)
Install Fonts — MAC

Open Template Folder

Open Document Fonts Folder

Click Finder / Go / Font Book to open the Mac Font Book application.
Copy each font to the Mac Font Book Application

Repeat from step 3 for each included font.

uhwN =

(For more Information, visit http://support.apple.com/en-us/HT2509)

-

Name Date modified Type Size

Document fonts 11/23/2014 8:41 PM  File folder
Links 11/23/2014 8:41 PM

s Balance Ornament.png 8/18/2013 12:33 :
T Balance_5.25x8.idml 11/23/2014 8:41 PM  InDesign Markup ... 64 KB
i Balance_5.25x8.indd 11/23/2014 8:41 PM  InDesign Document 1,296 KB
L Balance_5.25x8.pdf 11/23/2014 8:41 PM  Adobe Acrobat D.. 53 KE
(@, Get the Free Book Construction Blueprint... 4/13/20134:34 PM  Internet Shortcut 1 KB
[# | START HERE - Instructions and Formattin...
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3) Open the Template using Adobe InDesign

We include two versions of the template file for your convenience.
The .INDD file should be used if you have Adobe InDesign CC 2014 or newer.

The .IDML file should be used if you have an older version of Adobe InDesign.

Name Date modified Type Size
. Document fonts 11/23/2014 8:41 PM  File folder
Links 11/23/2014 8:41 PM  File folder
R:| Balance Ornament.png 8/18/201312:33PM  PNG image 1 KB
"™ Balance_5.25:8.idm 11/23/2014 8:41 PM  InDesign Markup Document 64 KB
'. Balance_5.25x8.indd 11/23/2014 8:41 PM  InDesign Document 1,296 KB
‘j:_ Balance_5.25x8.pdf 11/23/2014 8:41 PM  Adobe Acrobat Document 463 KB
[#]] Get the Free Book Construction Blueprint... 4/13/20134:34 PM  Internet Shortcut 1 KB
[# | START HERE - Instructions and Formattin... 11/20/2014 8:35 AM  Internet Shortcut 1 KB

You will then be prompted to update all links.

Choose Update Links from the menu. This will reconnect the template to the graphics that are
included with it. If InDesign asks for a location for the graphics, you can find a copy of all included
graphics in the Links folder that accompanies the template.

r ﬂ ™

This document contains links to sources that have been
modified. You can update the modified links now, or update
them later using the Links panel.

0 - Missing Link(s)
1 - Modified Link(s)

: Don't Update Links | Update Links

If prompted that fonts are missing, please exit InDesign and install the included fonts to your system
that are located in the “Document Fonts” folder.
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Preparing Adobe InDesign

Prior to using the template, InDesign requires a few small configuration settings to make working with
your book easier. We will cover these steps here in detail.

Set InDesign to use the Book menu scheme.

Narand- Feacd)

The End of the Proletariot Rising:

Count Leo Tolstoy:

Publishing House Nomes
CITY, STATE

From the drop down, choose Book.

Advanced

Book

Digital P

Essentials

Interactive for PDF
Printing and Proofing

Typography

Reset Book
New Workspace...

Delete Workspace...

Show Full Menus

This will give you all of the proper menus for selecting styles, master pages, and settings for book
layout.
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The Book setting will give you menus for the following:

1) Master Pages
2) The Page Overview
3) Paragraph Styles

Conditional Text
s

Word_R0_GO_B0

% Object Styles

% Paragraph Styles

Chapter Title
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Next, set your screen mode to normal.

Select View from the menu, then Screen Mode, and Normal.

Overpnint Preview B A =S

Reguar [ Proof Setup »

Legend Gx9.indd @ 104% = Proof Colors

Ctrl+=

ZoomIn

Zoom Out Ctrl+-
Fit Page in Window Ctrl+0
v Fit Spread in Window Ctrl+Alt+0
Actual Size Ctrl+1
Entire Pasteboard Ctrl+Alt+Shift+0

v Match Pasteboard to Theme Color

Rotate Spread »

Screen Mode » | v Normal

Display Performance » Preview

Hide Rulers Ctrl+R fleed
Slug

Extras »

Grids & Guides i Presentation

Structure »

; of the Proletariat Rising;
Story Editor

Add Fonts from Typekit...

Font
Size
Ctrl=T
Ctrl+AR=T

Character

Paragraph

Tabs Ctrl«Shift«T

Glyphs Alt+Shift+F11

Story

Character Styles Shift+F11
v Paragraph Styles F11

Create Outlines Ctrl

Find Font...
Change Case »
Type on a Path »

p
Notes »
Track Changes »

Insert Footnote

Document Footnote Options...

Hyperlinks & Cross-References v
Text Varizbles »
Bulleted & Numbered Lists »
Insert Special Character b
Insert White Space »
Insert Break Character v

Fill with Flaceholder Text

Show Hidden Characters Ctri+Alt~]
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This will show all of the hidden formatting marks in the template.

arand- Peace

The End of the Proletariat Rising

<

/

These formatting marks will help you see where you have paragraph returns, like the large blue

pilcrow symbol above, spaces, which appear as blue dots, and other hidden formatting marks that are
in your document.

Some common marks and their Meaning:

Section or page break:

Paragraph break :

System inserted (automatic) hyphen:
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Using the Template

You are now ready to begin using the template.
There are seven steps involved in formatting your book.

1) Setup of the front matter pages, including the title page, copyright page, and dedication.

Here you will go through each of the front matter pages and change the template’s sample text to
your own.

2) Preparing your manuscript so that it can be placed into the template.

To ensure a clean format of your book, there are a few cleanup steps that we recommend taking
to make sure your manuscript is in good shape for transfer to the template.

3) Pre-placement tasks to get the template ready for your text

We include a few sample pages with the template so you can study them to see how the template
will work with text in it. To use the template, you will need to remove some of this sample content.

4) Placing your manuscript into the body of the template.

Placing your text into the template is a quick process, but there are a few special steps you will
need to take to make sure everything goes where it should.

5) Styling the text and applying master pages.

The template includes styles for many formatting situations, like chapter numbers, chapter titles,
body text, and more. You will apply these styles and master pages to the book to rapidly layout
the entire book with ease.

6) Cleanup of your book and a final overview.

As a final step, you will review the entire book file for proper formatting.

7) Export to PDF for print, and ePub for eBook

The final step is to create a print-ready PDF using Adobe Acrobat, and export the book file to an
ePub file that is compatible with all major eReader platforms including Kindle and iPad.
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Step 1: Edit the Front Matter

First, edit the text on the book cover page by double clicking on the sample book title. This will
allow you to open the text box and edit the contents.

.

/%/7 (500K

The End of the Proletariat Rising'

Next, edit or remove the book subtitle, author name, and publisher information on the rest of the
page.

My Name}

Publishing House Namej
CITY, STATE®
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When finished editing the text on the page, click the black pointer icon (Selection Tool) to exit the
text editing function in the document. (You may also use the escape key on your keyboard to exit
the editing function.)

File Edit Layout Type

*Legend_6x9.indd @ 100% X

30

Next, move down to the copyright page, and double click on the text to edit it.

Copyright © 2015 by Author Names

All rights reserved. No part of this publication may be reproduced, distributed or transmitted
in any form orby any means, inc‘.uding pholoc-jp_\.'ing. recording, or other electronic or me
hanical metheds, without the prior written permission of the publisher, exceptin the case of
brief quotations embaodied in critical reviews and certain other noncommercial uses permit
ted by copyright law. For permission requests, write tothe publisher, add ressed “Attention

Permissions Coordinator,” at the address belows

Author/Publishing Company Namé

Street Add ress

Fnl I n 10 1

When finished, exit the editing function.
Skip the Table of Contents page for now. We will come back to it later

Complete the rest of the front matter by editing the dedication page, and the acknowledgements
page.

10
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Step 2: Prepare your Manuscript

Your manuscript should be prepared for import into the InDesign template by following a few
recommended best practices.

1) The file should be in a common word processor format, like .DOC, or .DOCX.

2) The file should only contain the body and back matter pages of your book. The template
already includes title, dedication, acknowledgements, and a table of contents. So leave these
out of the manuscript file that you will import. You should include all chapters, any prefaces or
forwards, and any back matter you have, like your author bio.

3) Tryto avoid excessive use of the enter key. As a best practice, any places where you have two
or more hard paragraph returns, created by pressing enter, should be removed. Most word
processors have a find/replace function that can help you quickly remove excess paragraph
returns.

4) Also try to avoid excessive use spaces. As a best practice, any places where you have two or
more spaces, created by pressing the spacebar, should be removed. Most word processors
have a find/replace function that can help you quickly remove excess spaces.

5) Remove any tabs that were used to indent paragraphs or other sections of text. The styles in
InDesign will automatically indent the paragraphs correctly, and a tab will cause these indents
to be too large. Again you may use your word processors find/replace function to remove the
tabs from your document.

6) Retain all italic text in your document. Be careful when preparing your manuscript file for
import that you do not overwrite any italicized text by accident.

Chapter1¥

MessagefromthePresident¥

THE PRESIDENT: Goodmoming, everybody. WhenIannounced ournewstrategy forAfghanistan]
and Pakistaniast December, 1 directed my national security teamto regularly assess oureffortsandto-
review-our progress-afterone year. That'swhatwe 've done consistently overthe course ofthe past12-
months—-in-weekly updates fromthe field, n ' monthly meetings with my national secunty team and
in‘my frequent consultations withour Afghan Pakistaniandcoalition partners. And that’s whatwe've
doneaspartofouranmualreview, whichis-nowcomplete. §

I+wantto thank-Secretary Clintonand Secretary-Gates for theirleadership. Since Joint Chiefof Sta ff-
Chaimman, Admiral Mullen, isin-Afghanistan I'mpleasedthat we'rejoined by Vice Chairman, General-

Cartwright €

11
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Step 3: Pre-Placement Tasks

There are a few pre-placement tasks that you will need to follow to remove the sample text from the
template and get it ready for placement of your text from your manuscript.

First, open the template and scroll to the bottom, to find the last pages of the template.

About the Author

Thin i where the suthes beography sext oo

Next, click the last page of the template in the Pages submenu.

i
-C
[
A
=)
=

12




OEL FRIEDLANDER, THEBOOKDESIGNER.COM

InDesign Formatting Guide

Right click, or 2-finger click, on the last page to bring up the context menu. Click Delete Page, to

remove the last page of the template.

Insert Pages...
Move Pages...
Duplicate Page
Delete Page

Apply Master to Pages...
Override All Master Page Items

Create Alternate Layout...

Repeat this process for the blank page that preceded the page you just removed by deleting the page

or spread.

Insert Pages...
Move Pages...
Duplicate Spread
Delete Spread

Apply Master to Pages...

Ctrl+ Alt+Shift{

13
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You should now have two “A” pages as the last page of the template file.

Next, we are going to change the “C” page, which is set to chapter 1, page 1, to be an “A” page.

These are master pages that have been applied to the template to show how the sample works. You
will change this page back to a “C”, or “Chapter Open” page later on after you have placed the
manuscript into the book. However, to get the template ready to accept your manuscript, the master
for this page will need to be set to “A”, or “Text Master”.

Master pages are how InDesign knows what type of page to use for the particular text in the book.
They are a rapid way to format your book without having to set the page numbering and headers on
every page.

To set Chapter 1, page 1 to an “A” master page, highlight it by clicking on it.

14
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Then right click, or two-finger click the “C” page and click “Apply Master to Pages”.

Insert Pages...

Move Pages...
Duplicate Spread
Delete Spread

Apply Master to Pages...
Override All Master Page Items Ctrl+ Alt+Shift+L

Create Alternate Layout...

Select “A Text Master” from the drop-down,

p
Apply Master

Apply Master: C-Chapter Open (0] ¢
[None]
A-Text Master
v C-Chapter Open

To Pages: Cancel

Then enter “1” into the “To Pages:” box. Then press OK.

7

Apply Master

Apply Master: A-Text Master OK

To Pages: (NN~ ' Cance

15
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You have now set the master page for Chapter 1, Page 1, to “A".

Now, we will highlight and delete all of the text in the sample chapter.

Highlight all of the text by clicking your mouse before the first character of the chapter’s title text, and
dragging the mouse to highlight all of the sample text.

Book Title 1

Call me Ishmael. Some years ago—never mind how long p

B AR ————
funeral I meet; and especially whenever my hypos get such-an upper hanc

f me, that it requires a strong moral principle to prevent me from delib-

Next, press Delete, to remove the text, and author biography photo. Everything must be removed..
The template is now ready for your manuscript to be imported.

16
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Step 4: Placing your Manuscript into the Template.

Placing your text is a simple process, but there are a few things to look out for when you first place the
text into the document to make sure it flows correctly. However, if you have a clean source file that is
free from extraneous formatting, this task is a breeze.

First, place your cursor in the area where the first paragraph of the first chapter, or
preface/introduction will go and click. This is normally before the blue “dot” on the chapter 1, page
one page in the blue box.

Book Title 1

Next, on the File menu, select Place.

File Edit Layout Type Object Table View Window

T T vA
Open... TR .E_’_'.‘
Browse in Bridge... -
Open Recent
Folio Preview

Folio Preview Settings...

Close Ctrl+W
Ctrl+S

2ave

Save As... Ctrl+Shift+S

Check In...

Save a Copy... Ctrl+Alt+S

17
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Find your manuscript file on your computer and click Open.

r e ==
‘ B riace T
I » IDforDocs » ity £ 2
| Organize = Mew folder =~ 0 ®
| - Favorites MName ze
@ Downloads Backup
. Recent Places ~Sstructions for ID.docx
Bl Desktop 1'3__1 Instructions for ID.docx
%2 Dropbox 4 ISstructions for ID - Copy.docx
Creative Cloud Files 0 Legend_6:8.indd 1
© Highail [#1] SAMPLE INTERIOR.docx 8
4 Libraries
¢| Documents
| o Music
=/ Pictures
E Podcasts
B Videos
| & Computer
| £L Local Disk (C:) 32
Show Import Options | Replace Selected Item Create Static Captions
File name: SAMPLE INTERIOR.docx « [Importable Files (*.0am;*.inds* ~ |

Open [v] | Cancel |

Some of the contents of the file will be placed in the template.

However, InDesign does not know how to correctly flow the book’s text. To place the text into a reflow
able format, the next step involved performing an “Undo Replace” function from the edit Menu.

File Edit Layout Type Object Table View Window Hel
A B Undo Replace Ctrl+Z

q v Redo Ctrl+Shift+Z

Copy Ctrl+C
Paste Ctrl+V
Paste without Formatting Ctrl+Shift+V
Paste Into Ctrl+Alt+V
Paste in Place Ctrl+Alt+Shift+V
Clear

18
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This will remove all of the text you placed into the template, and replace your cursor with a special one
that shows a preview of the text.

>
o

To place your manuscript’s full text in the template;
HOLD SHIFT while clicking the mouse right below the blue line at the top of the page. This will paste
the text so that the entire contents of your manuscript are included in the place.

Book Title: 1

Chapter I'

Message from the President

THE PRESIDENT: Good morming, everybody. When I an-
nounced our new strategy for Afghanistan and Pakistan last
December, I directed my national security team to regularly
fassess our efforts and to review our progress after one year.
That’s what we ve done consistently over the course of the past
12 months —- 1n weekly updates from the field. in monthly
meetings with my national security team. and in my frequent
consultations with our Afghan. Pakistani and coalition part-
ners. And that's what we ve done as part of our annual review,

19




Author Name

With those add| I forces in Afgh tan. we are mak-

mg considerable gains toward our military objectives. The

pddinonal malitary and civilian personnel that I ordered in
Afghansstan are now in place, along with additional forces
from our coalinon. which has grown to 49 natons. Along
wath our Afghan partners, we ve gone on the offensive, target-
mg the Taliban and ats leaders and pushing them ow of their
strongholds. |

As I smd when [ visied our roops i Afghamstan earhier
thus month, progress comes slowly and at a very hugh price in
the lives of our men and women in umform. In many places,
the gains we've made are stll fragile and reversible. But there
% 1o question we are clearing more areas from Taliban control |
and more Afghans are reclaiming their communities’

To ensure Afghans can take responsibility, we continue to
Jocus on raning. Targets for the growth of Afghan security
dorces are being met. And because of the contnbutiens of ad-
ditional tramers from our coalition parmers, I'm confident we
will continue to meet our goals, ¥

I'would add that much of this progress — the speed with
which our troops deployed this year, the increase i recruats
= in recrmting and training of Afghan forces, and the add:-
monal troops and tramers from other nations — much of this
s the result of us having sent a clear signal that we will begin
the transition of responsibility to Afghans and start reducing
dmerican forces next July.

This sense of urgency also helped galvanize the coalition
sround the goals that we agreed to at the recent NATO sum-
mut 1n Lisbon —- that we are moving toward a new phase in
Afghanistan, a transition to full Afghan lead for secunity that

InDesign Formatting Guide

Book Title

will begin early next vear and will conclude in 3014, even
s NATO 1o training and

advising Afghan forces. Now, our review confirms, how=

a long-term
fever, that for these secunity gamns to be sustained over nme,
there 15 an wigent need for polincal and econ
Afghamstan, ¥

© progress m

Orver the past year, we ve dramancally increased our envil-
pan presence. with more diplomats and development experts
working alongside our troops. risking their lives and parmenng
with Afghans. Gowng forward, there must be a continued focus
jon the delivery of basic services. as well as transparency and
accountability. We wall also fully support an Afghan political
[process that includes reconciliation with these Taliban who
break ties wath al Qaeda, renounce violence and accept the
Afghan constimution. And we will forge a new strategic partner-
ship with Afzhanistan next year, so that we make 1t clear that
the United Siates is co tted to the long-term secunry and
development of the Afghan people s

Finally, we will continue ro focus on our relationship with
Pakistan. Increasingly, the Pakistani government recognizes
that terrorist networks in its border regions are a threat to all
jour countries, especially Pakistan. We've welcomed major
Pakistani offensives m the mbal regions. We wall continue
1o help strengthen Pakistams” capacity to root out terrorists
Nevertheless, progress has not come fast enough. So we will
continue to msist to Pakistam leaders that terronst safe havens
within their borders must be dealt with. *

At the sapie time, we need to support the economuc and
polincal development that 1s ennical ro Pakistan's future. As
part of our strategic dialogue with Pakistan, we wall work to

With your text placed into the template, you are now ready to begin styling the text and applying

master pages.

20
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Step 5: Style the Text and Assign Master Pages

Now that you have your book’s text in the template, you must apply paragraph styles to each type of
text to automatically format it to have the correct line spacing, font, size, and layout. This process is
easy, and there are a few repeatable steps for each chapter you should follow.

The first step to perform is to highlight all of the text you just placed in the template.

You can drag your mouse over the text from the start of your manuscript to the end.

12 Author Name BookTitle 19

ether to pro- = 1n turn, can benefit from ev

Next, you must apply the Body (Normal) paragraph style to the text.

With the text highlighted, click “Body (Normal)” from the paragraph styles menu.

¢ Paragraph Styles

21
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This will automatically format the bulk of your book for you, by applying the bulk of the font and
spacing styling needed for the body of the book. It also justifies the text and applies the necessary
hyphenation for the text.

BookTitle 1

Chapter 1

Message from the President|

THE PRESIDENT: Good morning, everybody.- When [ announced
our new strategy for A fghanistan and Pakistan last December, I directed
my national security team to regularly assess our efforts and to review
our - progress -after one -year. That’s- what- we've done - consistently -over
the course of the past 12 months —- in weekly updates from the field, in
monthly meetings with my nationalsecurity team,and in my frequent con
sultations with-our Afghan, Pakistani-and coalition partners. And that’s
what we've done as part-of our-annual review, which is now complete. 1

I want to - thank Secretary - Clinton and - Secretary - Gates - for - their
leadership. Since Joint Chief of Staff Chairman, Admiral Mullen, is in
Afghanistan, I'm pleased that we're joined by Vice Chairman, General
Cartwright. 1

Our - efforts - also  reflect - the - dedication - of - Ambassador - Richard
t'[olbrool:e. whose memory - we honor-and - whose  work we'll- continue.
ndeed, the tributes to Richard that have poured in from around the globe

speak to both the enormous impact of his life and to the broad- interna+

Next, you will start going through each chapter and applying the correct styles for the chapter
number, chapter name, and first paragraph. You will also apply the “C”" “Chapter Open” style to the
chapter opening pages.

This process must be repeated for each chapter in the book.

22
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Scroll back up to Chapter 1, Page 1, (Or your Preface / Introduction chapter).

BooRTide ]

Chapter 11
Message from the President!
THE PRESIDENT: Good morning, everybody. When I announced

|
sur new strategy for A fghanistan and Pakistan last December, I directed

my - national security team to regularly assess our efforts and to review

First, apply the “C" “Chapter Open” Master page to this page. Click on page 1 of the book on the pages
menu.

Right click or two-finger click the page. Click “Apply Master to Pages”.

23
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Insert Pages...
Move Pages...
Duplicate Spread
Delete Spread

Apply Master to Pages...

Override All Master Page Ite Ctrl+Alt+Shift+L
Create Alternate Layout...

Numbering & Section Options...

Ly Allow Dacument Panes to Shuffle

Choose “C-Chapter Open” and enter 1 in the “To Pages:” field. Press OK

-
Apply Master

Apply Master: C-Chapter Open v (0] ¢

To Pages: | TN ~ Cancel

A

This will reformat the page to remove the running head and set the page to be a chapter opener.

24
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Chapter 1f

Message from the President|

THE PRESIDENT: Good morning, everybody. When I announced
our new strategy for A fghanistan and Pakistan last December, I directed
my national security team to regularly assess our-efforts-and to- review|
our - progress after-one year. That’s- what we've done- consistently -over
the course of the past 12 months — in weekly updates from the field, in
monthly meetings with my national security team,and in my frequent con-

sultations with our Afghan, Pakistani and coalition partners. And that’s

whatavavadana ac art.afrnivr annual varrian: achichie near coamnlara 4

Next, highlight the chapter number if you have one.

Message from the President|

THE PRESIDENT: Good morning, everybody. When I-announced

25
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Apply the “Chapter Number” style from the Paragraph Style menu.

This will style the chapter number in the template.

CHAPTER 17
Message from the President
THE PRESIDENT: Good morning, everybody. When I announced
nr-new strateov for A fohanistan and Pakistan last December. [ divected

Next, highlight the chapter name, and apply the “Chapter Title” style.

CHAPTER 11

[MNessaee: Fronethe
’Pr@féj{ﬂ]

THE PRESIDENT: Good morning, everybody. When I announced

our new strategy for Afghanistan and Pakistan last December, I directed

my national security team to regularly assess our efforts and to review

This will format out the chapter name with its own text and spacing.

26
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Next, highlight the first paragraph of the chapter and select the “Body (No Indent)” style to remove the
indent from the paragraph.

Body (No Indent)

Optionally, some templates include a “Body (First Para)” style that will apply a drop cap into the first
paragraph of the chapter.

< Paragraph Styles

hll me Ishmael. Some years ago—never mind how long pre-
cisely—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. It is a way I have
of driving off the spleen and regulating the circulation. Whenever I find

myself growing grim about the mouth; whenever it is a damp,

drizzly November in my soul: whenever 1 find myself involun-

27
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There is an array of styles that you may use to format the text in the template. Some useful styles
include Body (Center), and Quotation, which can be used to style any paragraph in the book.

After you have styled the text of the chapter as you like, you may end the chapter using a pre-defined
break symbol. You can select one by clicking “Type” on the top menu, “Insert Break Character”, and
then one of the break options.

View Window Help —_ 100% ~ gv

File Edit Layout Type Object Table

A R ] Add Fonts from Typekit... T~ T
¢ EoE— Font g 4 - -

*Legend_6x9 'idd @ 1( Size

Ctrl+T

Character

Paragraph Ctrl+Alt+T

Tabs Ctrl+ShiftsT

Glyphs Ak+ShiftsF11 |

ooy e safety of the | Chapter 2

Character Styles Shift+F11 The President’s Speecl

Paragraph Styles F11  rt,and I'm god THE PRESIDENT: (

Create Outlines CtrieShifts0  P€® Chairman| Ip-}i-,cd to pass tax cuts-ang

Find Font.. and give you o of Representatives in the j

Change Case , age so | cansigniitinto law
Iam absolutely convin

Type oaefsh o }Wll‘ gr-w-‘ our economy ar

Notes 4 lift up middle-class famili

Track Changes > MNew Year's Day tax-hike.

Insert Footnote over until they find anothd

Document Footnote Options... more- affordable; help par

nesses, large and small, ex

Hyperlinks & Cross-References » .
) I know there are diffe
Text Variables » )
Congress on sides of|
Bulleted & Numbered Lists » worked hard
Insert Special Character 3 eS8 families and-a wi
Insert White Space » I victim to either delay of
Insert Break Character » Column Break ts-as swiftly-as
Fill with Placeholder Text Frame Break +Numpad Enter that done - is
Hide Hidden Characters Crls Alts] Page Break Ctrl+Numpad Enter the short run.
Odd Page Break his morning w
Even Page Break at includes Jing
Paragraph Return Enter neil, and sever
Forced Line Break Shift+Enter  fisoneof many

Discretionary Line Break -waysiospur hi

EEonony Torward |

As I'said when I was nj

lieve that the primary engi

The most popular options are the simple “Page Break”, which ends the page and moves to the next
page, and the “Odd Page Break” which inserts a blank page if needed, to assure that the next page
starts on a right-hand page in the book.

The process of applying the chapter mast page, applying styles, and breaking the chapter should be
repeated for every chapter in the book.
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Step 6: Cleanup of the Book File

We recommend a thorough review of the entire book file before going to print. Though the
techniques to apply master pages and styles deliver consistent results, you may find an omission or
area that requires an hands-on approach to formatting.

There are a few minor clean up items that should be performed for every book.
First, you should change the running heads to include the author name, and the title of the book.

Doubile click on the “A-Text Master” page to open it for editing.

Conditional Text
b?h Hyperlinks

I Bookmarks

Then change the Author Name and Book Title.

The entire book will automatically update with the change.
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Once you have finished editing the headers, you can exit editing the master page by double clicking
on any page in the book.

You can also add in any autho bio or back matter pages safely.

Author Biography?

This is the author biography areab

The “Matter Title” style can be used here to style the title text on any of the pages in the back of the
book. You can Iso use the “[None]” master page style here to remove running heads.
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Next, you can update the Table of Contents.

Highlight the stand-in table of contents, and press delete to remove it.

Contents

Loomings

[he Carpet If;'u_;

['he SpouterInn

Next, click Layout on the main menu, and click Table of Contents.

File Edit Layout Object Table View Window Help

Pages

Margins and Columns...

Ruler Guides...

Create Guides...

Create Alternate Layout...

Liquid Layout

First Page Ctrl+Shift+Numpad 9

Previous Page Shift+MNumpad 9
Next Page Shift+Numpad 3
Last Page Ctrl+Shift+Numpad 3
Next Spread Alt+Numpad 3
Previous Spread Alt+Numpad 9

Go to Page... Ctrl+)

Go Back

Go Forward

Numbering & Section Options...
Table of Contents...
Update Table of Contents

Table of Contents Styles...

Pk Bi;
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Now you must select several customizable options to layout the Table of Contents to suite your
specific needs.

p
Table of Contents

or transmitted
J I me S CHl TOC Title ~
1 VTSN TOC Title : e
i O

al uses pormit - ' . Save Style...
ed “Attention

Chapter Title More Options

|n()dl'||t$ are a
used foratmo

nesses, compa

nchor in source paragraph

rorations, oo

address above Num aragraphs: Include Full Paragraph

1) Enter the title for the Table of Contents. (Contents is most common).

2) Select “TOC Sytle” from the drop down.

3) Choose the styled text that will be listed in the TOC. Most books will list the Chapter Titles in
the table of contents, but you may choose to also include chapter numbers, subheadings, or
other styled text. Choose as many as you like here.

Press Add to add the styles that will be included in the TOC from your selections in step 3.
Select “Toc 1” from the drop down.

Check “Make text anchor in source paragraph”.

Press OK

Jau s

You will then be presented with a special mouse cursor. Click near the top of the Contents Page to
place the TOC.

Contents'

:.\'(essage from the President........oooovovoiricoiciceio oo sssienns B
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Step 7: Creating the PDF for Print and the ePub for eBook

Creating a great looking PDF for print can be simply accomplished using InDesign and Adobe Acrobat
(Pro or Standard). We recommend using only genuine Adobe Acrobat to create your PDFs, to be
certain you meet the requirements of the printers.

To create a PDF of the book, select File, and Print.

File _Fdit Layout Type Object Table View

Ctrl+0
Ctrl+Alt+0

Open...

Browse in Bridge...
Open Recent b
Folio Preview

Folio Preview Settings...

Close Ctrl+W

Package... trl+Alt+Shift+P

el | Save Ctrl+S
T Save As... Ctrl+Shift+S
/‘ Check In...
’\ Save a Copy... Ctrl+Alt+S
a 1o and
» Revert
" yill 1
&, Place... Ctrl+D his-bil
O, ‘
Import XML... plause
=
}"’ Adobe PDF Presets »
El 4 Export... Ctrl+E
e Share on Behance...
= Document Presets »
1
s Document Setup... Ctrl+Alt+P
*’ User...
Q File Info... It+ Shift+]
"
B,
&)
T

Print Ctrl+P
= Print Booklet...
Exit Ctrl+Q

33




InDesign Formatting Guide

EBOOKDESIGNER.COM

Next, on the General Tab, select “Adobe PDF” as your printer. Select “All" for the Pages, and check
“Print Blank Pages”.

-
Print

s and Baselne Grids

Setup...

On the Setup Tab, Select “Custom” for the paper size, and make sure that the width and height match
your trim size.

-
Print

Adobe PDF

: Upper Left

Print Cance
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Click “Setup”

Print

Thumbn;
Tile:

Setup...

InDesign Formatting Guide

1 = Width:

¥ Constrain

Scale To Fit

Upper Left

Cancel

Highlight the “Adobe PDF” printer, and click “Preferences”.

| General
Select Printer

% Add Printer
=5 Adobe PDF
0 CutePDF Writ

Ready
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In the Default printer settings, choose “PDF/X-1a:2001"

P
@ Printing Preferences E ]_ﬁ

. Layout l Paper/Quality [ Adobe PDF Settings
Adobe PDF Conversion Settings
Use these settings to create Adobe PDF documents that are to be checked or must conform
() to PDF/X-1a:2001, an ISO standard for graphic content exchange. For more information on

¥ creating PDF/X-1a compliant PDF documents, please refer to the Acrobat User Guide.
Created PDF documents can be opened with Acrobat and Adobe Reader 4.0 and later.

v Edt..
J

J
-]

i

Default Settings: | PDF/X-1a:2001

4

Adobe PDF Security: | None

[
[
[
[

4

Adobe PDF Output Folder | Prompt for Adobe PDF fi

Browse...

Add..

:

Adobe PDF Page Size:

(V] View Adobe PDF results
(] Add document information

[¥] Rely on system fonts only: do not use document fonts
[¥] Delete log files for successful jobs

[ ] Ask to replace existing PDF file

Press OK.

You may now print to a PDF file and save it to your computer.

% TBM (\\atkinsclot

TR N egend 6:9.pdf
Save as type: [PDF files (*.PDF)
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File Edit Layout Type Object Table View Window Help

T T
OPEI'I... Ctrl+0 T. “F

Browse in Bridge... Ctrl+Alt+0
Open Recent

Folio Preview

Folio Preview Settings..

[ Y
] Close Ctrl+W

Eel, | Save Ctrl+S

T Save As... Ctrl+Shift+S

/ Check In...

N Save a Copy... Ctrl+Alt+5S

p¢ ) y OVEer i
# # ¢ Revert

E Place...

=,

Import XML... plausu. \e

>2

p.J Adobe PDF Pr »

El : Export... Crl+E

e Share on Behance...

=] Document Presets 4

- Document Setup... Ctri+Alt+P

Choose “ePub (Reflowable)” from the save file as type;

:| Documents
@' Music

k=| Pictures

E Podcasts
E Videos

File name: Legend_6:8.pdf

Save as type: [Adobe PDF (Print) (*.pdf)
Adobe InDesign Tagged Text (*.txt)
Adobe PDF (Interactive) (*.pdf)
Hide Folders Adobe PDF (Print) (*.pdf)
EPS (*.eps)
EPUB (Fixed Layout) (*.epub)
Flash CS6 Professional (FLA) (*.fla)

Flash Player (SWF) (*.swf)
HTML (*.html)
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Select several key options from the Export Settings;

r

EPUB - Reflowable Layout Export Options

General

Version: EPUB 2.0.1

Cover | Choose Image v

File Location: |G =

Navigation TOC 'Fle Name

Content

Order: Based on Page Layout

v Split Document

« Single Paragraph Style Chapter Number

Based on Paragraph Style Export Tags

1) You may include a cover file by selecting it here, and setting the cover to “Choose Image”.

2) Content should be ordered “Based on page Layout”.

3) Check “Split Document”.

4) Choose “Single Paragraph Style, and select “Chapter Number” from the drop down. If you do

not have chapter numbers in your book, select “Chapter Title:".

Press “OK” to generate an ePub file.
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License & Registration

To register your book / project, or to upgrade your license, please visit:

http://www.bookdesigntemplates.com/license/

Each template is copyrighted and licensed. We offer several licensing options for the templates to fit a
variety of budgets and needs.

- Single use licensed templates may be utilized to format or create a single book, novel or other
publicly distributed work.

- Multiple-use licensed templates may be used to format or create multiple books, novels or
other publicly distributed work by a single author.

- Commercial use licensed templates may be used to format or create multiple books, novels or
other publicly distributed work for multiple authors.

If you have a single or multi-book license that you would like to upgrade, you may purchase an
upgrade license for the template on our website here: http://www.bookdesigntemplates.com/license/

Each use of the template must be registered by ISBN, ASIN or title on our easy to use form on our
website on the license page.

Support

We offer technical support for our products. If you need a hand, simply email us at:

support@bookdesigntemplates.com
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