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_____________________________________________________________________________________
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.
I 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:
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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.

Your pages should now be sized to your selection.
_____________________________________________________________________________________
Gutters & Margins

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

To set your gutters and margins go to your Page Layout tab and select Margins, then select Custom Margins at the
bottom.
2|Page

3|Page

For my 5"x7" book - here are the setting I 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.

Your Word document should now begin to start looking like a book!
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_____________________________________________________________________________________
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.)
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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.

_____________________________________________________________________________________
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.
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This will show you all the nontext commands coded into the document.

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.
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I place one on the page BEFORE my Chapter One like so:
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Then I add one to the end of each chapter:

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

I like my page numbers centered on the bottom of the page, so I 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.
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Page number one should now show under your page for Chapter One - but NOT on your title page as so:

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

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.
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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.

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.
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And here it is!

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:
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However, you DO NOT want these to show up on any page that a chapter begins on.

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.

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.

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:
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The pages with your chapter titles should have NO HEADERS:

And that is the vast majority of your print formatting!
__________________________________________________________________________________________________
Embedding Your Fonts in a PDF Document
Since I use Lightning Source as my printer, there is one last step I need to do.
Once I have my manuscript completely formatted and proofed for errors, I 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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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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