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This booklet will help you format your manuscript for publishing. So many times I have been amazed at how much people pay others to format their book. You can do it yourself and save.

.

First, I will show you how to set up your rulers along the top and left side of your page. The Page Layout, Margins, -Headers, and Page Breaks for formalizing the looks of your pages. Then I’ll explain setting your font and spacing your text for easy reading.

.

Table of Contents, Bookmarking, and Links to Chapters makes it easy for you to re-edit and easy for your reader to navigate your book.

.

Print margins are a must for ebook margins for a professional appearance. Most that will be covered for ebooks remain the same except for the Table of Contents, Margins, and Page numbering.

So, open your new clean page in Word. For this handbook, I am using the Word 2010 version. If you have a later one, check with Youtube. I will only be giving general formatting steps to set up your pages that allow uploading for KDP and epubs publishers.
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Rulers
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Rulers across the top of your page must be set up for you to have indents to your paragraphs, and align text. To set your rulers top and side, there are two ways to do this. The first way is through your setup options. Click on File, then Options. In the drop-down panel, choose Advanced.

You won’t use paragraph tabs. Use only the indents you set on the top of your ruler.

.

Scroll down the page and under Display, check the boxes that says Show vertical scroll bar, Show horizontal scroll bar, Show Vertical ruler in the print layout view. You will notice other features on this panel to aid you. Click the four other tools here for your document shown in this visual presented on the next page. You can always come back into this option later for future changes. Be sure to save this before exiting.

.

The second way to set your rulers is to choose View from the top menu. Select the Ruler check box. If it isn’t working, return, and do step one described above.
[image: image]

Or this way:
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Paragraph Marks and Page Layout
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Paragraph Marks aren’t necessary, but I use them to check additional spacing in my copy or where the next line should show. 
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With the paragraph mark turned on, you will see this.
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.

With the paragraph function turned on, you can see how many lines you have added, and where your center is located. Click the Home tab menu and choose the Reverse[image: image].

.

Page Layout is located on your top menu bar (next page). Click on the tiny arrow box in the right bottom corner. This will bring up your Margins control panel. You can also access the Margins icon on the same Page Layout menu. You can choose a set margin or a custom one. 
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Margin Icon and Page Margin access
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There are two ways to access a custom margin setting. Click on the tiny box on the right side. This is the setting I use to access margin settings for ebooks and print books. Print books have a different format than ebooks when you create gutter spacing. Gutter spacing in print formats allows the reader to easier handling of their printed book. 

Since we are doing this section for ebooks, we don’t have to be too concerned about margins as the kindle tablets automatically adjust. This familiarizes you with the feature when you need it.
.
Since we are following this section for ebooks in this handbook, we don’t have to be too concerned about margins as the kindle tablets automatically adjust. Going through this will help you familiarize yourself with the feature when you need it. Page Setup panel: 
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.
Book size and mirror do not matter in ebooks, so you can leave those alone for now. Before exiting, be sure to select Whole Document unless you only want a section of the book affected. Save this by pressing OK.

There are no headers or page numbers in ebooks. I will address that later listed under the print section.

Control/Enter keys add a Page Break to control where your page will end and not bleed into the next page. 

Section Breaks

.

Nothing more disconcerting is seeing the next chapter starting in the middle of the page. You don’t want anything to slow down or stop your reader when they least expect it. Next Breaks under Page Layout tab is used when you want to section off your front book matter such as Title, Table of Contents, acknowledgments, and chapters from your story text. 
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Page and Section Breaks
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A Page Break and a Section Break (with your reverse P activated will look like this.

.
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.

A Section Break is used for renumbering. A Page Break only helps you separate one chapter from another. This is located under the Page Layout tab, Breaks. This is not necessary in ebooks. If you use it, choose Next Break. I will discuss this further in the Print section of this handbook.
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Text and Fonts
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Set your chapter text justification in your Home menu table to Full before you start typing your text. Most readers will agree it is easier to read. Choose the far right lined symbols to justify your work.

[image: C:\1-Nancy-C\Weebly-C-2021\FormatPic.jpg]
.
Further right, click on the up and down arrow to remove extra spacing and adjust your line spacing as seen in the dropdown below. It is recommended to set the line width at 1.15, unless you are spacing for a handbook such as this or a children’s book.
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.

Now you are ready to add book information before your chapters, such as Title page, Copyright statement, and Table of Contents. Table of Contents for ebooks is just a list that you will bookmark and hyperlink as shown here. If you want your future reader to read the sample provided, you can put the acknowledgements and character lists in the back matter of your book.

[image: image]
.
Chapters may be named or not, depending on your genre or your desire. I like to do it as a writer to help me keep track of the scenes. Once you are finished, you can go back and change them. However, if you add a chapter between them, you may have to check to make sure they are done correctly. 

For Ebooks

Go to each chapter heading, highlight it, click on the Insert tab and select Bookmark. Give it an easy name you’ll remember. You can use Chapter number (chapter 1), 1, one, or a word in the chapter or a
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