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This set of instructions uses Microsoft Word XP for Windows. Other versions of Word vary slightly. If you find something confusing, please let us know so that we can update these instructions and save your fellow writers from the same confusion.

General Page Setup

· A4 paper, if you are printing to letter size paper, be sure Tools>Options>Print>”allow A4/letter resize” is checked or scale the page to fit when printing

· Margins top:1.5cm, bottom: 2 cm, left: 1 cm, right: 1cm 
· 2 columns, space between columns is 1cm

· Footer: 1.5 cm, different odd and even page footers; Page number in lower right on odd pages and lower left on even pages.
To Begin A Book

File>New>select “Global Help A4.dot” from the middle of the templates pane. **When you first receive this template you will need to save it in the templates directory so that it will appear in the task pane: open the file in Word. Then go to File>Save As> document type, choose document template from the list and the “save in” window above should automatically move you to the “templates” folder

Show the styles pane: Format>Styles and formatting.

Begin typing your text. The “Normal” style should be highlighted in the Styles Pane. If not, highlight your text and select “Normal”

If you wish to change formatting, highlight the paragraph and select the appropriate style from the Styles Pane rather than changing the formatting through the formatting menu or toolbar. This will the help keep the formatting consistent between books.

Styles and How To Use Them:
Note: holding shift as you push enter allows you to break a line without making a new paragraph (and the extra space added that that entails).
Heading1: 

Arial Bold16 pt, 12pt before 3pt after. Use this for chapter headings and the like. (This should be in “title case”: the first letter of each word capitalized. Highlight the text and Format>Change Case (or press shift F3 thrice) to change it without having to retype it).

Heading2

Arial Bold 12 pt, 12pt before 3pt after. Use this for the first level of sub-heads within a chapter. This should also be in “title case”

Heading3

Arial Bold 10 pt, 6pt before 3pt after. Use this for a second level of subheads within a primary sub-head. Shorter books may not even need this level.

Normal: Arial, 10 pt, tabs at .5cm., first line indented .5cm; 3pt space after each paragraph. Use this for most of your text.

No indent is the same as normal but without the first line indent

· Bullets, .5cm indent, 3pt after
1. Numbers .5cm indent, 3pt after. Right click and choose “re-start numbering” if the list continues numbering from the previous list.

Indented: like Numbers and Bullets but without the bullet; indented .5 cm and with a 3pt space after. Use this when you when you need an un-numbered paragraph within an item.

Inserting A Page Break

Insert>Break>Page Break to force a topic to the next page. It is suggested that you insert these only when you are nearly finished with your manuscript.

Inserting A Table

Table>Insert>Table and choose the number of columns and rows you will need (or choose them from the table icon on the toolbar).

	
	
	

	
	
	


Inserting A Picture
2. Capture your image with scanner or digital camera

3. Crop and resize the image in your image editing program (Photoshop Elements is low cost and works well if you do not have such software). Your end result should have a resolution of 87 pixels per cm (220 dpi). The column is 9cm wide (3.5”). Use this width for large photos. Generally you should use 4.5cm (2.25”) or narrower. Adjust the width of the image and let the height adjust automatically. Save the photo as a JPG.

4. Place the cursor where you want the photo. Go to Insert>Picture>From File and find the file you saved.

5. If the text does not wrap the way you want, select the picture and go to Format>Picture>layout tab> advanced>text wrapping>square. Set the distance from text to .1 cm top and bottom and .3 right and left, as illustrated. The Picture Position tab should have “move object with text” and “allow overlap” checked.
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The Color and Lines tab of Format>Picture allows you to add a line around the picture. The Size and Picture tabs allow resizing and cropping but these things are better done in your photo editing software before inserting it in to Word.
Graphics all the way across the page:

Be careful with this because moving such graphics disrupts the flow of text.

6. Turn on the drawing tools if they are not on (View>toolbars>Drawing).
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Choose the Text Box tool from the drawing toolbar (blue arrow on diagram below). Disregard any box that pops up on the page and click where you want to start the upper left corner of the graphic container you are drawing, hold down the mouse button, drag to the lower right corner of the area you want and let up the mouse button. Format the wrapping as instructed in the previous discussion of inserting a picture (Click on it to select it, Format>Format Text Box>Layout tab>Advanced button> select Square and set wrapping distance. This creates a text box which spans both columns.

8. Click in the text box and insert your text, table or graphic as instructed elsewhere. 
Making An Arrow

From the drawing toolbar choose the arrow tool (indicated by the red arrow on the diagram above (disregard any box that pops up on the page). Click where you want the tail of the arrow, hold down the mouse button and drag to the point of the arrow and let up the mouse button.
Select the arrow by clicking on it and choose line color and line weight from the drawing tool bar. Fine tune where the arrow is pointing by selecting it and dragging the dots which appear on either end.
Making A Table Of Contents

Click the place in the beginning of the document where you want to place the table of contents. Go to Insert> Reference>Index and Tables> Table of Contents Tab. Choose show 2 levels (unless you really think those things styled with heading 3 need to be included). Make Hyperlinks so that the PDF will allow people to click on the entry and go to that page. Click Okay. 

Edit the resulting table to remove unwanted items. Often adding a table of contents to a book will result in items moving to other pages so the table you have just made no longer has the correct pages. Click at the beginning of the table of contents and go through the procedure above to replace the table of contents with a new one with corrected page numbers. Edit that.
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