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  Preface




  The 7 magic areas




  For those of us who write books, Microsoft Word 2010 has 7 magic areas we use to get the format just right.




  I’m going to take you through each of the areas and show you exactly how to format your document so that your final book will pass the formatting requirements of the publisher. If you use this guide effectively the final book can look like the books made by the big 6 printing houses.




  Things such as the “gutter” and facing pages along with headers, footers and the opening section numbered “i” through “iv” and so forth, followed by the main section being numbered “1” through “212” etc.




  Getting the Table of Contents right is one of the primary problems writers have when releasing their books. Many writers make a good table of contents only to edit the book or change the margins and forget to recreate the table of contents. ALWAYS, redo the table of contents LAST before releasing the document.




  Let’s begin the journey through the Microsoft Word software and see how it’s done, and why.




  





  Home




  This section is called “Home” because it’s the foundation area for creating a document.




  One of the biggest problems people have with upgrading their MS Word programs isn’t learning the new features and functions, it’s finding out where they put all of the old stuff. Microsoft has a habit of relocating the functionality in their programs when they rewrite them.




  Once you get used to the new layout, you will discover that it’s easy to use. The new functionality adds greatly to the quality of your finished product.




  In this step by step tutorial, I have included as many screen shots as needed to help you locate the knobs and buttons in the word program.




  Once you know where everything is and what it does, the rest is intuitive.




  





  Font




  The first area we’ll talk about is the “Font” area. This is basic to any and all writing. In the upper left of the area you find the two boxes with the drop down menus for selecting the font style and font size.
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  The Font drop down menu is shown above.
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  The Font Size drop down menu is shown above.
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  Notice that in the lower right hand corner of the Font area there is a small square with an arrow pointing down and to the right. Every area on every page will have this square and it opens a popup box allowing characteristic changes in the attributes of this area. The screen below is an example of the popup box that results when this “Expansion Icon” is clicked on.




  Note that every time I refer to the “Expansion Icon”, I am referring to this Icon in the lower right of the area we are working in.
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  In the screen shot above, we are looking at the popup resulting from clicking on the Expansion Icon in the Font area.




  The popup isn’t just a repeat of the Icons in the area. The popup offers a great deal more options for controlling the characteristics of the font, as you can see by the check boxes. The window in the popup box shows the current state of the font and underneath the window is a description of the type of font represented.




  If things get really strange and you’re not sure how to fix it, there is the option in the bottom of the popup marked, “Set As Default” that will return everything back to where you started.




  





  Paragraph




  





  The Paragraph area allows you to control the attributes of the paragraph you’re working on. If you want to apply the same attributes to the entire document, then highlight the entire document before selecting the attribute, such as left and right margin justification for example.




  There are some interesting options listed here. Let’s look at a couple that you will be using from time to time.




  If you select a list of items, for instance the list shown below,




  





  Rat




  Cat




  Mat




  





  You can create a bulleted list by highlighting the list and clicking on the bullet Icon in the upper left of the Paragraph area, like so,




  





  

    	Rat




    	Cat




    	Mat


  




  





  You can number them as well by using the numbered Icon next to it.




  Up near the upper right there is an Icon with an “A” and a “Z” with a down arrow. This will create an alpha-numeric sorting of the list. A popup menu will appear as shown below.
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  The popup enables you to control the way the list is sorted. I have selected “Ascending and the list is sorted as shown below,




  





  

    	Cat




    	Mat




    	Rat


  




  





  





  





  In the lower left of the Paragraph area, there is an assortment of horizontal lines meant to represent the placement of text on the page. The screenshot showing the Paragraph area is shown below. The one with the right and left edges (last one on the right) is for justified right and left margins. Take any book from any shelf anywhere and the left and right margins are justified. A ragged right margin looks terrible!
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  The Expansion Icon in the Paragraph area (on the lower right hand side) opens a popup box that performs special formatting attributes that you’re going to need every time you publish a book.




  This is one of the more important places when publishing a document, especially on one Publisher where formatting issues are much stricter than on the other.




  As long as the document meets some rather broad formatting requirements, the ultimate appearance of the document is left to the writer.




  The formatting is scrupulously examined and changes are required in order to meet the standards for their broader distribution.




  





  The popup is shown in the screenshot below.
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  Because this popup is so important, let’s blow it up and take a closer look at the options. It will make your overall document look much more professional than just using the MS Word defaults.
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  The part of the popup labeled “Indentation” is used to control the start of each paragraph. Under “Special” I select the “First Line” to set the depth of the indentation for each paragraph. You’re going to want to select the best paragraph indentation for most books, which I find, at least for me, to be a “0.02” indent (The one used here in this book).




  When using a paragraph indentation, there should never be a space between the paragraphs. It’s not needed and makes the book look amateurish.




  I do, however, use spaces between text and illustrations; otherwise I find the illustration looks crowded. Also, I use spaces to set text apart from the other items needing to be isolated.
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  Under the section labeled, “Spacing” you will sometimes need to insert a space between paragraphs.




  Textbooks are sometimes better reading with no indentation and a space between paragraphs. How-to books are also sometimes done with this format.




  Never combine spacing between paragraphs with paragraph indentation. Here again, it makes the book look amateurish.




  





  Styles




  The “Style” area is one you will almost always use, unless you’re not creating a document with a table of contents, or unless you’re creating a menu.




  The actual Table of Contents is generated in the special area called “References” which we will get to later on, but the References area looks to the Styles area for information to create the actual Table of Contents menu.




  You can have as many levels of categories and subcategories as needed in a Table of Content. If you look at the Table of Contents in this book, you will see two levels of Content. The first level is “Heading 1” and the indented Content is “Heading 2” information.




  All of the standard text in a chapter should be of the style called “Normal. If you look at the Styles area, the box called “Normal” would have a yellow square around it to show that this is the style for the selected text. When you select your Chapter headings, You should make your “Chapter” headings a “Header 1” format. Once you get the chapter heading for the first chapter set up, you can put the mouse pointer on the “Header 1” box and right click.

OEBPS/Images/image-4.png
49 [amco| s AQBE AaBbr ume AsBC LY

e

om0 G| S2[W

MSWORD)

&
o

Paragraph

T
st |
=]

- 3 w33

EEEE = 2T 2 =






OEBPS/Images/image.jpeg
Calibri
Bz






OEBPS/Images/341955-the-publisher-s-microsoft.jpg
THE PUBLISHER'S
MICROSOFT WORD

ROBERT STETSON





OEBPS/Images/image.png
O E I ey

o Eeowian s

S [ e AGBE AnBt mavce AapbC A 2

“Hontarea
allwitng.

i lecting the font style and fontsize.






OEBPS/Images/logo_xinxii.jpg
XinXii





OEBPS/Images/image-2.jpeg
T~ Don't add spage between paragraphs of the same style

Preview

2l

pot = Line spacing: At

b Fe Al 3

Ssmple Tex: Ssmpe Tex Samps Taxt Ssmpe Tex: Sampis Tent

o | o ] o |

[()]






OEBPS/Images/image-3.png
Siuees hvAww

Ratf
catf
Vail
% e st an cil
ou can creals + s [o st and-clcking on
the-bullet-Icon-in the =i T e ke so |
1 = =
o Raty I-FTER
o-Catf .‘.ﬁ' # sy
oeMatf o e
Yo canmums 7 " [ T—
= Egn“A’ana‘Z'wnha

Up-near-the-upper
‘down-armow.-This will create an-alpha-numeric sorting of thefst, ke the-list

‘shown-below






OEBPS/Images/image-2.png
Bis
[ PRI

i






OEBPS/Images/image-3.jpeg
Paragraph 5

Indents and Spacing | Line and Page Breaks |
e e R R R

o t
Qutline level: |Body Text -

g
a

e

N identaton — = e

Left: | d By

Right: - = [Festine b &

I Mirror indents

gefore: oot 3] ine spacig: A

L T [soce |- |

T~ Don't add spae between paragraphs of the same style -

Py R e e e

Sompe Tex Ssmpe Tex Ssmpe Tert Ssng Text Samp Tea
Tbs.. | setaspefou | o | o |






OEBPS/Images/image-1.png
menus for selectng the fontstyle-and font sze.






OEBPS/Images/image-1.jpeg
Paragraph






