Publishing a Book in Microsoft Word

Page 5

PUBLISHING A BOOK IN MICROSOFT WORD

At the end of this document, there is a picture of the Word menu bar and toolbars.  There will be many references to these tools – please refer to this page to locate them.

Typing the Text of the Book

Highlighting and Replacing Text
In order to type the child’s story, the template text must be replaced.  To do this, you can highlight or delete the existing template text.  For example, to type the title of the book, highlight the word TITLE on the cover page.  Highlighting can be done in several ways:

· Click and drag over the text to be highlighted

· To highlight a single word, you may position your mouse pointer on the word and double-click.

· To highlight a single or multiple lines, you can click in the far left side (this is called the “selection bar”) of the line or lines and click or click and drag downward.  Your mouse pointer will look like a white arrow pointing toward the text in this position.

· To highlight a long section of text, click before the first character to be highlighted.  Then move your mouse (DO NOT CLICK OR DRAG IN THE DOCUMENT!!) to the last character to be highlighted.  If necessary, use the scroll bar at right to move downward.  Then hold down the Shift key with your non-mouse hand while clicking the mouse.  Like magic, all text in between will be highlighted!

· To highlight the entire document, you can click three times (triple-click) in the selection bar area or press the CTRL key and the “a” key simultaneously 
(CTRL-A).

Once you have highlighted the template text, you can then simply type the title of the child’s story and it will replace the highlighted text.

Adding and Removing Page Breaks
Instead of adding blank lines to the end of a page to move to the next page, you can create page breaks by holding down the CTRL key (on left and right lowermost row of keyboard) and pressing Enter key simultaneously (CTRL-Enter).  An unwanted page break can be deleted like any other character.  To do this, see “Nonprinting Characters” below to determine how to locate the page break.  Once located, you can click on it and press the Delete key.

To confirm that page breaking is correct, take a look at the “Print Preview” of the document by either:

· On Menu bar, click File then Print Preview OR

· Click on the Print Preview tool (blank white page with a magnifying glass) on the toolbar at the top of the document.

When in Print Preview, you will see each page in miniature close to what it will look like when printed.  To magnify the document, click on the part you wish to see.  To shrink back, click again.  To close Print Preview and return to editing, click the Close button on the right side of toolbar at the top.

Typing Small Books

Small books are different from big books in the following ways:

· The pages are landscape orientation (big books are portrait).

· There are two pages per 8-1/2 by 11” sheet.

· The text is in a two-column format – one column for each page of the book.  When you type you fill in the left-hand column (first page on sheet).  When you reach the bottom margin, the text wraps to the right-hand column (second page on sheet).  When this column is filled, typing will continue on a new page.
· Page numbers have to be filled in manually.
Changing Page Orientation
Big books have portrait orientation, meaning that they are taller than they are wide.  This is the normal orientation of most documents.  Small books have landscape orientation, meaning that they are wider than tall.  The small book template is already set up for landscape orientation, so you do not need to change it.  However, if you ever need to change the orientation of a document, you can:

· Click on File on the menu bar, then Page Setup.

· Click on the Paper Size tab at the top of the window

· Click on Landscape or Portrait at the bottom left

· Click OK.

Column Breaks
When you are typing a small book and get to the end of the first page on a sheet, you have the option of pressing the Enter key several times until the cursor is positioned correctly in the second column for the second page, or you can use a column break.  The latter method is quicker and recommended.

To insert a column break:

· When you are ready to go to the second column, click at the end of the first column (if your cursor is not already there).

· On the menu bar, click Insert and then Break.

· In the Break window, click Column Break under Break types.

· Click OK.

· You will now be in the second column.  You can press Enter to move yourself down to where you want to start if desired.

· At the end of the second page, a page break can be inserted just as in a large book.

If for any reason you need to change the width of the columns or the space in between the columns, you may do this by clicking Format in the menu bar and Columns.  You will see several column items that can be changed.

Miscellaneous Tips and Techniques

To change font type, size, color, etc.
1. (Almost) always highlight the text that you want to change.  (See Highlighting and Replacing Text above) an exception is that if you only want to modify only one word, you can just click in the word and then apply a change, such as clicking the B (bold) button on the toolbar.  Like magic, the change will affect the whole word!

2. For changing the typeface or size or applying bold, italics, or underlining to the text, you can click the appropriate button on the toolbar:

· Typeface: click the down arrow to the right of the dropdown typeface list.  The list of fonts will preview what they look like.  Click on the one you want.

· Font size: is changed by clicking the down arrow to the right of the dropdown font size list (directly to the right of the typeface list).  Select the point size that you want – there are 72 points to the inch.  For these books a larger point size is desired such as 24 which was used in the sample book.

· Bold, Italics, or underlining:  click the B, I, or U button to the right of the font size list.

· Font color: Click font color button (capital A underlined) on the toolbar.  Select desired color.

3. To change the font typeface, size, or any other formatting for the entire document, click three times (triple-click) in the selection bar area of the document and then apply formatting.  Remember that this will change everything, even things you have already modified!

4. To center or justify text, click one of the alignment tools on the toolbar.  There are four tools:  left, center, right, and justify.

Quick tips to speed things up:
1. If you are applying formatting to a number of items, format one item, and then after highlighting the next item, just press F4 to repeat the previous action.


2. To paraphrase Ms. Frizzle, “Take risks, get messy, make mistakes!!!”  If you make a mistake, click the Undo button (curved arrow pointing left) on the toolbar as many times as necessary to redeem yourself.  If you want to Redo something that you erroneously “undid,” click the Redo button to the right of the Undo button.


3. To copy a section of text to another place:

· Select the text to be copied.

· Right-click on the selection and select Copy from the shortcut menu (or press CTRL-C or click the Copy tool on the toolbar).

· Right-click in the position where you want the copy to be placed.

· Select Paste from the shortcut menu (or press CTRL-V or click the Paste tool on the toolbar).


4. To move a section of text to another place:

· Select the text to be moved.

· Right-click on the selection and select Move from the shortcut menu (or press CTRL-X or click the Cut tool on the toolbar).

· Right-click in the position where you want the selection to be placed.

· Select Paste from the shortcut menu (or press CTRL-V or click the Paste tool on the toolbar).


5. You can view your keystrokes more clearly by turning on non-printing characters.  To see things that you have typed but are not printed such as tab stops, spaces, carriage returns, etc. click the button that looks like a paragraph mark (¶) and you will see non-printing characters such as:

· Dots (spaces)

· Paragraph marks (carriage returns)

· Arrows (tabs)

· Dotted lines with “Page Break” in the middle are manual page breaks

· Plain dotted lines are automatic page breaks put in by Word (these can be changed or deleted only by adding or removing your own manual page breaks as described above.

To turn off nonprinting characters, simply click again on the paragraph mark tool.
There are two templates.  The two files are:

Template- Big Book.doc (for 8-1/2” by 11” pages)
Template- Small Book.doc (or half-size pages printed in landscape orientation)

Please note the following characteristics of these files:

· There is only one title page.  Be sure to fill in teacher and grade level of the child.

· Hard page breaks automatically separate the introductory pages.  There is only one story page included in the templates, and you may choose to use automatic page breaks or specify your own by pressing CTRL-ENTER prior to the first character of the next page.

· “Non-printing characters” such as carriage returns, spaces, tabs are displayed.  To turn off the display, click the paragraph mark button (¶) on the toolbar.3

· A “teaser” page is included for the back cover of the book.  For reasons of convenience, this is not the last page of the template.  Follow instructions on the page to include the teaser if the child wishes to use one.

· On the title page, dedication page, and teaser page the text is centered vertically so that it will always appear in the middle of the page.  On the “About the Author” page and the story pages, the text begins at the top of the page.

· For big books, page numbers have been added to the story pages only.  Small books do not have page numbering due to their format.  Please add these manually on last possible line of the page, highlight, and center it.

Opening the Template and Saving the Book

To open template from the diskette and save new story on diskette (A:)

1. Double-click on the Microsoft Word icon.  At school this is in the Microsoft Office folder on the computer desktop that can be opened by double-clicking it.

2. In Word, click on File/Open.
3. Make sure diskette is inserted into machine.

4. At the top of the Open window there is a drop-down “Look in” list.  Click the down-arrow and select 3-1/2  floppy (A):.
5. Select the desired template from the file list and click Open (Template- Big Book.doc or Template- Small Book.doc).
6. File/Save As (or F12)

7. If you are at school, you may see a reminder for where files can be saved.  If this appears, click OK.

8. Type in unique name for new book such as the child’s name and other identification to make the name unique.

9. Click Save button in upper right corner.  The new story will be saved on the diskette.

To open template from a diskette and save the new story on the network (if the teacher wants you to do this):
10. Do steps 1 through 8 above.

11. In the Save window, there is a drop-down “Save in” list at the top.  Click the down-arrow and select locate Desktop in the list that appears and double-click it.

12. Find Teachers Folder and double-click it.

13. Find Publishing and double-click it.

14. Be sure that you have typed a unique name for the new story in the File Name box at the bottom.  Click on Save button at the upper right.

15. The story is now saved under a unique name, and from now on, while at school you can just hit the Save button on the toolbar at the top (looks like a diskette) to save your additions and edits.

To open template from the website and save the new story:
16. From you Internet browser, go to the Sol Feinstone website at


http://www.crsd.org/solfeinstonees
17. Click on the PTO Information link.

18. Click on the Publishing Committee link.

19. Find the template you want, either Template- Big Book.doc or Template- Small Book.doc, and click on it.

20. You will be prompted to either save or open the file.  If you save the file to your hard drive, then you’ll have it and not have to download it to your computer again.

21. Proceed with the typing and saving instructions for the story as outlined above.

Good Luck and Happy Publishing!!
Always Print Preview a book before printing!
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