Formatting Your Novel For Print

By: Sidney Reetz
10/21/2017

Take a deep breath.

There is no need to hire someone to format your book for you. Print formatting is scary the first time you do it, but once
you have the basics under your belt, it's a breeze!

I've developed this document to hopefully save you hours, days or even weeks of googling, testing and hair pulling.

If you have any questions please feel free to email me at: sidneyreetz@gmail.com
Let's get started!

***NOTE: For this example I'll be working in Word 2013

Page Sizing

First determine the sizing of your book from the company you are hiring to print your books.

| use Lightning Source and am a fan of the 5"x7" option they offer. However, the sky is the limit on sizing options. So
select which is the best for you and your novel.

Here are just a few options:

PAPERBACK BOOKS HARDCOVER BOOKS
Trade paperback books, available with perfect binding, are our most Hardcover books are available in case laminate, cloth, or jacketed
popular offering. with such marks of craftsmanship as stamping available upon

. request.
Current sizes: q

® 4% 6" (154x 102mm) Current sizes:

e 4x7"(178 x 102mm) ® 5x 8" (203 x 127 mm) Case Lam/Cloth/Dust Jacket

® 4.25x 7" (178 x 108mm) ® 5.5x8.5" (216 x 140mm) Case Lam/Cloth/Dust Jacket
® 437 x7" (178 x T11mm) A ® 583 x8.27" (210 x 148 mm) Case Lam
® 4.72x7.48" (190 x 120mm) ® 6x 9" (229 x 152mm) Case Lam/Cloth/Dust Jacket
® 5x7" (178 x 127mm) ® 6.14x9.21" (234 x 156mm) Case Lam/Cloth/Dust Jacket
® 5x8"(203 x 127mm) ® 6.69x9.61" (244 x 170 mm) Case Lam
*® 506x7.81" (198 x 129mm) e 7x 10" (254 x 178 mm) Case Lam
® 5.25x 8" (203 x 133mm) ® 7.5x9.25" (235 x 191) Case Lam
® 5.5x8.25" (210 x 140mm) ® 8x 8" (203 x 203) Case Lam

® 55x8.5" (216 x 140mm) ® 8x 10" (254 x 203mm) Case Lam

® 5.83x8.27" (210 x 148 mm) A5 ® 8x 10.88" (276 x 203) Case Lam

® 6x9"(229 x 152mm) ® 8.25x 10.75" (273 x 210) Case Lam
® 6.14x9.21" (234 x 156mm) ® 8.5x8.5" (216 x 216) Case Lam

® 6.5x6.5" (165 x 165 mm) ® 8.5x 11" (280 X 216mm) Case Lam
® 6.625 x 10.25" (260 x 168mm) (Graphic Novel)

® 6.69x9.61" (244 x 170 mm) (Pinched Crown)

® 7x10" (254 x 178 mm)

® 7.44 x 9.69" (246 x 189mm)

® 7.5%9.25"(235x 191mm)

® 8x8"(203 x 203mm)

* 8x 10" (254 x 203mm)
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Once you have your size: Go to the Page Layout tab and select the Size option under Page Setup.

From the drop down list select your preferred page sizing.
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Your pages should now be sized to your selection.

Gutters & Margins

The gutter is the margin on the bound edge of the book page.

HEADER

MARGIN — — MARGIN
— ——————————— ——— e

=

FOOTER GUTTER FOOTER

To set your gutters and margins go to your Page Layout tab and select Margins, then select Custom Margins at the
bottom.
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For my 5"x7" book - here are the setting | have in place:
(The spacing will change based on your chosen print size.)

Make sure to select Mirror Margins under the Pages option.
Also select Apply To: Whole Document.

Page Setup ? X

Margins Paper Layaout

Margins

Top: 0.5"

Bottom: 0.5

4F 4k

Inside; 1" Qutside: 0.5"
Gutter: o

Orientation

Partrait Landscape

Pages

Multiple pages: Mirror margins b

Preview

Ihppl;,- LT Whole document v I

Set As Default | oK I Cancel

Your Word document should now begin to start looking like a book!
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All work and no play makes lack a—

B8l work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes lack a dull boy. All work and no play makes
Jack a dull boy. All work and no play mikes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

“all work and no play makes Jack a dull boy.”

“all work and no play makes Jack a dull bay.”

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. Al wark and no
play makes Jack & dull boy. All work and no play makes
Jack a dull bay. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and ne play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. Al wark and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. Al work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes lack a dull boy.

All work and no play makes Jack a dull boy.

All work and no play makes Jack a

All work and no play makes Jack a dull boy. Al
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
lack a dull bey. All work and no play makes lack a dull

boy. All work and no play makes lack a dull boy. All
work and no play makes Jack a dull boy. Ml work and no
play makes Jack a dull boy.

“All wark and nao play makes lack a dull boy.”

"All work and no play makes Jack a dull boy.”

All work and no play makes Jlack a dull boy. All
work and no play makes Jack a dull boy. Ml work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
bay. Al wark and no play makes lack a dull boy. all
work and no play makes Jack a dull boy.

Al work and no play makes lack a dull boy. All
work and no play makes Jack a dull boy. Ml work and no
play makes lack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
oy, All work and no play mikes Jack a dull boy. All
wiork and no play makes Jack a dull bay. All work and no
play makes lack a dull boy.

Al work and no play makes Jack a dull bay.

All work and no play makes Jack a—

8l work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes lack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes lack a dull bay. Al
work and no play makes Jack a dull boy. Ml work and no
play makes lack a dull bay.

~All work and no play makes Jack a dull boy.”

“All wark and nao play makes lack a dull boy.”

Windows and Orphans

Next, let's get rid of those widows and orphans.
But wait — what are widow and orphans?

When only the last line of the paragraph appears at the top of the next page, that line is called a widow. When only the
first line of the paragraph appears at the bottom of the first page, that line is called an orphan.

(Basically, if Word is breaking up your paragraphs in the middle, you probably have a widow or orphan control problem.)

All work and no play makes Jacka—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

"All work and no play makes Jack a dull boy."

"All work and no play makes Jack a dull boy.”

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy.

All work and no Elax makes Jacka—

V\H work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

"All work and no play makes Jack a dull boy."

"All work and no play makes Jack a dull boy."

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes lack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy.

All work and no play makes Jack a—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes lack a dull
boy. All work and no play makes Jack a dull boy. All
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Here how to fix it:

First, select your whole document. Then go to your Page Layout tab again and select the Paragraph option.
Under Pagination, unselect the Widow/Orphan control. This should fix the problem.

E = o -
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW

@ @ IE % "= Breaks ~ Inden

:["Line Numbers = 3= Left: |0’
Margins Orientation Size Columns

Spacing

* 7= Before: |0 pt

4 k|4
=]
il

. . . . b& Hyphenation~  Z&Right: 0" ™ ¥= After: |0 pt
Page Setup IF] I Paragraph [F] I
Paragraph ? X
Indents and Spacing  Line and reaks
Pagination

[l :widow/Orphan control:
[ Keep with next

|:| Keep lines together

|:| Page break before

Formatting exceptions
|:| Suppress line numbers
|:| Don't hyphenate
Textbox options
Tight wrap:

MNaone

Section Breaks

Next, let's break up the document so we can then add headers and page number with a lot more ease.
Let's meet our dear friend the Section Break.

First, you'll want to turn on your paragraph marks view.
On your Home tab, in the Paragraph option, you'll see this little paragraph symbol. Click on it.

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIE\
L 1 —

— Cut . -
D Calibri (Body}~ |11 ~| A A Aa- &
Copy
Paste ' . I
- ~ Format Painter B I U-~aex x /A =¥
Clipboard F1 Font P
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This will show you all the nontext commands coded into the document.

Chapter-Onef

=- =4 -=a
=

-+ Allwork-and-no-play-makes-Jack-a-dull-boy.+
-+ All-work-and-no-play-makes-lack-a-dull-boy.-All-
1 work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
All-Work-and-No-Play«) play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
- Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
By~ boy.-All-work-and-no-play-makes-Jack-a-dull-boy.-All-
+ work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-

John-Doefl play-makes-Jack-a-dull-boy.+

-+ All-work-and-no-play-makes-lack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.+«

-+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.«

-+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.+
-+ All-work-and-no-play-makes-Jack-a-dull-boy. 1

=

LS EERY |

=A =4 =4 -4 -4 -5 -4 -4 -4 -5 -5

Insert Section Breaks for each new section in your novel. You can find this button on your Page Layout Tab under Breaks.
Make sure to select the Next Page break.

BES O-
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS

v N v= Breaks ~ Indent Spacing
O B0

. i . _ Page Breaks
Margins Orientation Size Columns

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

-

[ L

Page Setup

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

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

Section Breaks

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

-

BHE B [ |

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

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

0Odd Page
Insert a section break and start the new

section on the next odd-numbered page.
h |
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| place one on the page BEFORE my Chapter One like so:

1 Chapter-One9

1 1

1 -+ All'work-and-no-play-makes-Jack-a-dull-boy.+
T -+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-

work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-

q play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-lack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
By play-makes-Jack-a-dull-boy.+

- -+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-
John-Doeq] work-and-no-play-makes-Jack-a-dull-boy.+~
1]|---Secﬁon Break (Next Page).:: -+ All-.work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.+

-+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.+

-+ All-work-and-no-play-makes-Jack-a-dull-boy.1

All-Work-and-MNo-Play+
+~

SR ARL |

-

8|Page



Then | add one to the end of each chapter:

-+ "All-work-and-no-play-makes-Jack-a-dull-boy." -+
-+ "Allwork-and-no-play-makes-lack-a-dull-boy."+
-+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-

work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-

play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-Allwork-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-lack-a-dull-boy.-All-

work-and-no-play-makes-Jack-a-dull-boy.«

-+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-

work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-

play-makes-lack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-Jack-a-dull-boy.-All-

work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-

play-makes-Jack-a-dull-boy.+

-+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a—+

-+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-

work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-

play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-Allwork-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-lack-a-dull-boy.-All-

work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-

play-makes-Jack-a-dull-boy.+

=Section Break (Next Page )

Chapter-Two

-+ "All-work-and-no-play-makes-Jack-a-dull-boy."-+

-+ "All-work-and-no-play-makes-Jack-a-dull-boy."+

-+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.«

-+ All-work-and-no-play-makes-lack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.+

-+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a—+

- Allwork-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-lack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.+

-+ "All-work-and-no-play-makes-Jack-a-dull-boy." -+

-+ "All-work-and-no-play-makes-Jack-a-dull-boy."+

q

Don’t forget to turn off your paragraph markings view once you're done.
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Page Numbers

Alright! Let's get some page numbers in this document! (This is where doing your Section Breaks first will save you a
great deal of work and anguish!)

Page numbers for novels start on the first page of your prologue or first chapter. So you can't just select the whole
document and click on add page numbers. You'll have numbers on your title page and it'll look horribly unprofessional.

Here is how you do it:
Go to the first page of your chapter one and double click on the footer space here:

Chapter One

All work and no play makes Jack a dull boy.
All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no

All Work and No Play play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
By boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
John Doe play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy.

K K K K K
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This will take you into your Headers and Footers like so:

Header Header

All Work and No Play
By

John Doe

Footer Footer

Chapter One

All work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy.

| like my page numbers centered on the bottom of the page, so | first center my cursor. (Page numbers can be
positioned anywhere you like though, even in the Header instead of the Footer. But for this example, I'll add them to the

Footer.)

Next, go to your Insert Tab and click on the Page Number icon.
Go to the Bottom of the Page option and select Plain Number 2.

B E S U- TEST FOR PRINT DOCUMENT. docy - Word HEADER & FOOTER TOOLS
HOME I INSERT I DESIGN  PAGE LAYOUT ~ REFERENCES — MAILINGS  REVIEW  VIEW  ACROBAT DESIGN
n —4 - peaare; T o, 1= =t Y =]
I / =1 B A = =} |— A I:
E [ O lag < r._ Il @+ Wswe e T o | "= - ‘q
Cover [Clan Table Pictures Online Shapes SmartArt Chart Screenshot M My Apps - Wikipedia Online Hyperlink Bookmark  Cross- t Header Footel wt  Quick WordArm
Page = 1% - Pictures - - Video reference - - =) BoMg Parls - -
Pagis Tabbes, lestrations Acdd-in Media Links Comments Header & F [P Tap of Page ,
Simple - IE] Bottom of Page J I
Plain Number 1 1] 38 Margins g
| 1 A Current Position .
ol
| il | e E‘h Format Page Numbers...
x |_';‘ Eemave Page Numbers
Plain Number 2 Allwork ar
All work ar
1 wark and r iy
play makes Jack a o
lack a dull boy. All
by, All work and r
work and no play r

Plain Number 3

play makes lack a of
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Page number one should now show under your page for Chapter One - but NOT on your title page as so:

| Even Page Header -Section 1- | 1 First Page Header -Section 2- Chapter-Oneq] Same as Previous
1 1
1 -+ All-work-and-no-play-makes-lack-a-dull-boy.-+

-+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-

1

All-Work-and-No-Play+

- Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
By-+ boy.-All-work-and-no-play-makes-lack-a-dull-boy.-All-
- work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
John-Doeq play-makes-Jack-a-dull-boy.+

-+ All-work-and-no-play-makes-lack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.+

-+ All-work-and-no-play-makes-lack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.+

-+ All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull-
boy.-All-work-and-no-play-makes-Jack-a-dull-boy.-All-
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.«

-+ All-work-and-no-play-makes-lack-a-dull-boy. 1|

1

Section Break (Next Page):::

RS EAEL |

Even Page Footer -Section 1- | First Page Footer -Section 2-

1 11

However you're going to see that the page numbers are missing from the rest of your pages. Don't worry!

= Allwork-andnoplay-makes-Jack-a— boy.-Allwork-and: '_- ymakesdack-adull boy. All - "Allwockand Iu ymakes-Jack-a-dull boy. "
. tandnc-pl s lack-a dull by All- ) ol Jock ardull-boy. -Allwerk-and & Allwerkand e lach-a-dhull-boy. All-
workand no-play-makes- Jd:lwddl oy -Allwor kﬂnd e wlay: nuhus]a:k—.nlull hw .

W|kund1m Dlav‘rnukw]ud adull-boy.Allwork: .ur.l o

play-makes:Jack-a-dull boy.-Allwork-and-no-play makes- - "allwork play makes lack -l layemakes:facka-dull-boy. Allwork-and-no-play
Jock-a-dull boy. All-workandnopl Keesehack-a-dull =~ "Allwork andnoplaymakeslack-a-dullb Jackardull-boy. Allwork-andmorplay-makes Jack-a-dull
All-werk-and-no-play-rskes-Jack a-dull-boy, All ~+  Mlwork-and-noplay-makes-lack-a-dull JLII by Allwark: play-makesack-a-dullboy. All
eand-no-play-makes-Jack-a-dull- boy.-All-work-and-ne- workand neplaymakes-lack: .n!uIH:w Nlmrkuud-w- work-and-ne-playmakes-lack a-dull-boy.s
play-makes-Jack-a-dull oy e playmakeslack-a-dull boy.-All-work-and-ne-play-mak a Allworkandnoplaymakes-Jack-a-dull-boy.-All
= “Alworksndno play-makes tacka-dulbboy."e Jack-a-dullboy. sAllworkand-ne-pl s lackoadull Keand-nopl ks Jack idull-boy. Allwork and
o "Allworkandnopinymakes lackedulbboy. e boy. Allwork-andmo play-makes dack-adullbay. All playrabes-ock-ardul boy, Allwork-andopliy mik
= Allwork-and noplay- makes-Jack-a-dull boy. All- workand neplaymakes-lacka-dull-boy.+ Jack-ardull-boy. Allwork-andno-play-makesJack-a-dull-
workand no-play makes-Jack-a-dull boy. All-werk-and ne- +  Allwork-and noplay-makes-Jack-a-dullboy.- NI bw Al wurk .unl noplay-makes-Jack-a-dull-boy. NI
play-makes-Jack-a-dull-boy. -All work-and-no-pley-makes- keand-nopley makes-Jack-a-dull-boy. -Allwork ymakes-tack-a-dullboy. Allwork
Jack-a-dull-boy.-Allwork-and-no-play-rrakes-Jack-a-dull play-makes-Jack-a-dull-boy, -Allwork-and-no-play-rriak plwmnbﬂh:kmlul“xryﬂ

bay.-Allwerk-and-ne-play makes-Jack-a-dull-boy.-All- Jack ardull-boy.-Allwerkand ne-play makes-Jack-a-dull- +  Allwork-and neplay-makes-lack-a-dull-Boy.
work-and neplay makes-lack-a-dull boy.e By, Allwork-andnoplay Juck-a-dull-boy.-All: Allwork-andno-playmakes Jicka—
s Allworkandnoplay-makes-Jack-a-dull-boy. Al fandno-playmakes-Jack-a-dull-boy.-Allwork-and o Albworkand no-playmalees-facka-dull boy.-All
Keandnoplay makes-Jack-a-dull boy.-All work-and playmakes:lacka-dull boy.o keandneplaymakes-Jacka-dull-boy. Allwork-and

play-makes-Jack-a-dull- boy.-All-work-and-no-play-makes- +  Allwork-and noplay-makes-lack-a-dull-boy.» play-makes-lack-a-dull-boy.-Allwork-and-no-play-makes:

Jack-a-dull-boy. Al work-and-ne-play makes-Jack-a-dull-
oy, Allwerkand no-play makes-Jack-a-dull-boy. All
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no-
play-makes-Jack-a-dull-boy.s*

= Allwork-and no-play-makes Jack-a-dull boy.*

. leurk.lnlnnnlirnukulnki -

= Bllwork play keardull-boy.-All-
wurt-and-naﬂplaf-mahcs-]dck“addl-tnf.-&llwk—end-w
play-makes-Jack-a-dull- boy.-All-work-and-no-play-makes-
Jack-a-dull-boy.-Allwork-and-ne-play makes-fack-a-du |-

Allwork-and no-play makesJack-a—+

+  Allworkand noplay-makes-Jack-a-dull boy.All-
work-and-no-play-makes-lack-a-dul-boy.-Allwork-and-no-
play-makes-lack-a-dull-boy.-Allwork-and-no-play-makes:
Jack-a-dull ho\' -Albwerkand-ne-play makes-Jack-a-dull-
By,

eand-noplay keardull-boy.-All
play-makes-lack-a-dull-boy.«*

+  "Allwork-and noplay-makes-lack-a-dull boy. "+

lay Jack-a-dull ‘s-n AII

Jack-ardull-boy. Allwork-andno-play-makesJack-a-dull-
boy.All-work-and-no-play-makes Jack-a-dull- boy. All
work-and-no-play-makes-Jack-a-dull-boy.-Allwork-and-no-
play-makes-lack-a-dull-boy.+

+  "Allwark-and no-play-makes-Jack-a-dull bay. "+

+ Al wurk and nirlﬂl-l\f m-ll«:s Ja:lwdml boy."s

- Al dull-boy.-All-
wark-and-no play'rnatcs-lacl: ardull-boy.-Allwark: and noe
play-makes-lack-a-dull-boy.-Allwork-and-no-play-makes:
Jack-a-dull-boy. Allwork-andno-play-makes-Jack-a-dull-

1

1
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Just go to your page two, three and so on - and insert your page number again.
Make sure to delete any extra enter paragraph strokes that might show up.

1

Same &3 Previous Cdd Page Header

Same a3 Frenous O Page Fookl

Fand-no-play-makcs-la{ Same as Previcus

1

Even Page Header

Same a3 Frevious Even Page Sectan 2

Ehl

1

a
1] « DELETE

Same a8 Previows

Same a3 Frevious

Next, you'll notice that the page numbers at the start of the rest of your chapters will begin at 1 again. That's okay!
We're going to have to go through and restart the page numbers at the beginning of each chapter in the book.

work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

Chapter Two

"All work and no play makes Jack a dull boy.”

"All work and no play makes Jack a dull boy."

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

"All work and no play makes Jack a dull boy.”

"All work and no play makes Jack a dull boy."

All work and no play makes Jack a dull boy. All
> L]
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Here is how to do that:
Double click in your Footer, highlight the page number and right click your mouse over it.
In the window that pops up, select the Format Page Numbers option.

work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a duII boy All work and no
play makes Jack a dull boy. 2~
Jack a dull boy. All work and A“ N
boy. Allworkand noplaymi g U - A - =T styles
work and no play makes Jacl
play makes Jack a dull boy.

All work and no play X
work and no play makes Jacl E

All work and no play .
work and no play makes Jacl D
play makes Jack a dull boy. £ AD
Jack a dull boy. All work and
boy. All work and no play mi /-
work and no play makes Jacl Edit Field...
play makes Jack a dull boy.

"All work and no pla
"All work and no plaF& Format Page Numbers...
kt Page Footer -Section 3- |

Calibri (Body) - |11

Update Field

Toggle Field Codes

=

________________ ]l A Font.

In the Page Number Format box that comes up, go to the Start At option.
Since Chapter One ended on page 9, you need Chapter Two to begin on page ten. So type 10 into this field.

Odd Page Header -Section 2- blay makes Jack a dull boy. All wc| Same as Previous ‘ ‘ First Page Header -Section 3- | Chapter Two Same as Previous
plav.makes Jack a dull bov. All work and no plav makes
Jai ? dull
bd Page Number Format ' x I "All work and no play makes lack a dull boy."”

"All work and no play makes Jack a dull boy."”

W Mumber fi it 1,23, .
umioer rorma ‘ i All work and no play makes Jack a dull boy. All

[<]

o [ include chapter number :;_.?LO work and no play makes Jack a dull boy. All work and no

ol : Ekes play makes Jack a dull boy. All work and no play makes

Ia Chapter starts with style: dull Jack a dull boy. All work and no play makes Jack a dull

bd Use separator: I boy. All work and no play makes Jack a dull boy. All

o B 1A Brd no work and no play makes Jack a dull boy.

pl All work and no play makes Jack a dull boy. All
Page numbering b Al work and no play makes Jack a dull boy. All work and no

: play makes Jack a dull boy. All work and no play makes

. Al Jack a dull boy. All work and no play makes Jack a dull
| boy. All work and no play makes Jack a dull boy. All

Wi
ol akes work and no play makes Jack a dull boy. All work and no
lay makes Jack a dull boy.
Ja ok \F Cancel dull P
B

b All work and no play makes Jack a dull boy. All
- work and no play makes Jacka—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
lack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
makes Jack a dull boy.
w2l work and no play makes Jack a dull boy.”

Al k and no play makes lack a dull boy.”
Same as Previous

Odd Page Footer -Section 2- Same as Previous ‘ ‘ First Page Footer -Section 3- |
9 =1

and no

by ey
work and no play makes Jfck a dull boy. A
play makes Jack a dull bo

14| Page



And here it is!

work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

Chapter Two

"All work and no play makes Jack a dull boy.”

"All work and no play makes Jack a dull boy.”

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

"All work and no play makes Jack a dull boy.”

"All work and no play makes Jack a dull boy."

All work and no play makes Jack a dull boy. All

10

You'll have to restart your page numbers after every section break. So check and double check your numbers continuity
in the manuscript.

Now, let's work on that Header.

HEADER: Book Title & Author Name

For novels, professional print books have the title of the book on one side and the author name on the other as so:

All Work and No Play

All work and no play makes Jak:k a—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and ne play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

"All work and no play makes Jack a dull boy.”

"All work and no play makes Jack a dull boy."

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy.

All work and no play makes Jack a—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes

2

John Doe

Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All

work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

"All work and no play makes Jack a dull boy."

"All work and no play makes Jack a dull boy."

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy.

All work and no play makes Jack a—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.
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However, you DO NOT want these to show up on any page that a chapter begins on.

Chapter One

All work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull

All Work and No Play boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
By, play makes Jack a dull boy.
All work and no play makes Jack a dull boy. All
John Doe work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy.

EEE R

To do this, go to your page 2 (the second page of your chapter one). Double click in the Header section of your
document and type in your books title. Make sure you have Different Odd & Even Pages selected on your tool bar.

@ H ©- s TEST FOR PRINT DOCUMENT.docx - Word HEADER & FOOTER TOOLS
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW  ACROBAT DESIGN
D D F D |;| r| El, Previous | Different First Page . Header fron
# G =p ;I '@' EJ, Next /| Different Odd & Even Pages " Footer from
Header Footer Page Date & Document Quick Pictures Online Goto Goto - : ViR TTIs] T, I Ali
- = Number~ Time Info~ Parts~ Pictures Header Footer #. Linkto Previous ow Document Text 2] Insert Alignn
Header & Footer Insert Navigation COptions

All-Work-and-No-Playql

‘ Odd Page Header -Section 2- ‘y.-AII-work-and-na-play‘make

L1}
Even Page Header -Section 2- ho-pla\;‘makes-Jack-af-J Same as Previous boy.-All-work-and-no-play-makes-Jack-a-du
- All-work-and-no-play-makes-Jack-a-dull-boy.-All- work-and-no-play-makes-lack-a-dull-boy.-A|
work-and-no-play-makes-lack-a-dull-boy.-All-work-and-no- play-makes-Jack-a-dull-boy.«'
play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes- -+ "All-work-and-no-play-makes-Jack-
L L Lol L All 1 =l 1 L 1 1 laall lall 1 1 I 1 1

Now, you might see your header appearing in the pages BEFORE your page 2 - worry not!
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Just go to your Header and Footer tools (Or the Design Tab) and unselect the Link to Previous option. This should
unconnect the pages so that you can manually delete the title from the pages you don't want it on.
B E S O-

HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW  ACROBAT 0
| Different First Page

D D F@) Q Q E P@ H E: PNr:):OUS | Different Odd & Even Pageq

Header Footer Page Date & Document Quick Pictures Online  Goto GO 1O g
! Link to Previous I | Show Document Text

- ~  Number~ Time Info~  Parts~ Pictures Header FooterI:--
UNSELECT

TEST FOR PRINT DOCUMENT.docx - Word HEADER §

Header & Footer Insert MNavigation

All-Work-and-No-Play 1
Odd Page Header -Section 2- |y.-AI|-wor

boy.-All-work-and-no-pl

Even Page Header -Section 2- ho-phy-makes-Jack-a—'—‘
-+ All-'work-and-no-play-makes-Jack-a-dull-boy.-All- work-and-no-play-make]
work-and-no-play-makes-Jack-a-dull-boy.-All-work-and-no- play-makes-Jack-a-dull-{
play-makes-Jack-a-dull-boy.-All-work-and-no-play-makes- -+ "All-work-and-n|
lack-a-dull-boy.-All-work-and-no-play-makes-Jack-a-dull- -+ "All'work-and-n|

So next we're going to do the same thing on your opposite page and add your author name.
To do this, follow the same steps we took with the title.

Your pages should look as so:

All Work and No Play

All work and no play makes Jack a—|

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

"All work and no play makes Jack a dull boy."

"All work and no play makes Jack a dull boy."

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes lack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy.

All work and no play makes Jack a—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes

2

John Doe

Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

"All work and no play makes Jack a dull boy.”

"All work and no play makes Jack a dull boy.”

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy.

All work and no play makes Jack a—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.
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The pages with your chapter titles should have NO HEADERS:

Chapter Two

"All wark and no play makes Jack a dull boy.”

"All work and no play makes Jack a dull boy.”

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes lack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes lack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes lack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

"All work and no play makes Jack a dull boy."

"All work and no play makes Jack a dull boy."

All work and no play makes Jack a dull boy. All

10

[chapter Three

All work and no play makes Jack a dull boy. All
work and no play makes Jack a—

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

"All work and no play makes Jack a dull boy."”

"All work and no play makes Jack a dull boy."

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy. All work and no play makes
Jack a dull boy. All work and no play makes Jack a dull
boy. All work and no play makes lack a dull boy. All
work and no play makes Jack a dull boy. All work and no
play makes Jack a dull boy.

All work and no play makes Jack a dull boy. All
work and no play makes Jack a—

All work and no play makes Jack a dull boy. All
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And that is the vast majority of your print formatting!

Embedding Your Fonts in a PDF Document

Since | use Lightning Source as my printer, there is one last step | need to do.

Once | have my manuscript completely formatted and proofed for errors, | have to convert it to a PDF file format for
submission to Lightning Source. You'll need Adobe Acrobat for this part.

Once you have the PDF file, you need to ensure that all the fonts you use in your document are embedded into the file.

Thankfully Lightning Source sent me this handy-dandy How To document that lays out the process here:
(These belong to Lightning Source, not me.)
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the page edge.
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Enter the “Width' and ‘Height’ of the desired
page. Flow your text into the page, allowing
for a .5 inch margin between the content and

-

« Open Microsoft Word. Select the

- & | “Page Layout” menu option. Then click

4 on the “Size” tab for the available page

sizes. If the desired page size is not
listed, Select the “More Paper Sizes”.

This will open a new box that contains
additional page sizes and the option of
creating a ‘Custom’ size page.
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and select “Adobe PDF".

the Properties button.
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Open the printer ‘Name' dropdown menu

Then, you will

open the ‘Properties’ dialog box by clicking

If you do not see this printer option, you may
need to install Adobe Acrobat Professional.
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To create a PDF from your Word file, select the
‘Print’ option. This will open the ‘Print’ dialog
box
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In the ‘Adobe PDF Document Properties’, you
will select the PDF/X-1a:2001 setting, and
uncheck the ‘Rely on system fonts only, do
not use document fonts’ option.

Clicking OK, should create a compliant PDF
with all fonts embedded.
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And there you have it! Once you save your PDF with the embedded fonts, you are ready to send your book off to be

printed!
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