BOOK FORMATTING

A Do-lt-Yourself Guide for Self-Publishing
Bret Cousins, ARWA




Book Formatting

= What is Book Formatting? - ebook vs print
= Studying how it is done by Trad. publishers

= Functions of Word Processing (centered on Microsoft Word)
= Fonts
= Word spacings
= Sections
= Headers and Footers
= Margins
= Paginations
= Odd and even pages
= How to add pictures (if you have any)



WHAT IS BOOK FORMATTING?

Ebook vs Print



Ebook needs much less formatting than a print book

ebook
= Takes a straight file, Word or PDF

Margins, headers & footers, page
numbers, alignments are irrelevant

Font needs to be set

Ereaders are flexible, allowing for
magnification of words for easier
reading

Two types of files:
= .mobi - Amazon
= .epub - everything else (Kobo, Apple, etc.)

Print
= Takes Word and PDF files

= File must be set up as how the pages will
actually be printed

= Page size

Font and font size

Alignments

Headers and footers

Pagination

Margins (including gutters on the spine size)
Different even and odd pages

How the start of each chapter looks

= Standard book sizes



PRINT BOOK FORMATTING

Research how traditional publishers do it



Study book structure

= Take a series of books
= Different sizes
= Different types (headers, paginations, etc.)

= Find text you can easily read (publishers
sometimes format too tight to reduce pages)

. |f¥0u are not reading it comfortably, neither
will your readers

= Measurements
= Need a good metric ruler (in & mm)
= How many lines per page
= How tall is a capital letter (mm)
= How tall is a small letter (mm)

= Measure space between letters and words
(mm)

= Measure page size (in)

= Measure outside margin and line length for
both even and odd pages (can calculate
inside margin size
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-n friends since 1 was

¢’s fun to be:

Measure
spacings
between lines,
letters.
Measure line
length and outer
margin.
Calculate inner
margin.
Measure in mm

no idea he loved me. He kept that to himself. We've never
kissed. When he told me he loved me, all 1 could see is our

dship cvaporating and I didn’t want that. I liked it the way it

Was there any reason he decided now was a good time to

ess his love? A change in his life? A big promotion?”
He's joining the army.”
verly leaned back against the wall. |
" ( st

- | +0
IO el



Study book structure

= Take a series of books = What to do with the measurements
= Different sizes = Pick an approximate book size you like (hard

= Different types (headers, paginations, etc.) cover and paperback can have different

. . . sizes)
= Find text you can easily read (publishers . Determi T " H
sometimes format too tight to reduce pages) AL LEE R S UL e A LI RS

if P A tortabl h taken that fit what you want
Wﬁﬁoyuoﬁﬁergfdgfsa N 1t COMTOTLabEy, NEIeT = Qutside margins tend to be much bigger than

it needs to be (wastes space)

» Measurements = Experiment with your word processor and
, print test pages to determine font size, letter
* Need a good metric ruler and word spacing to match what you want.
= How many lines per page o .
= How tall is a capital letter = Picking a book size
= How tall is a small letter = Pick from a selection offered by the printer
= Measure space between letters and words = Can create your own size (not recommended)
= Measure page size = Generally can be done last

= Measure outside margin and line length for
both even and odd pages (can calculate
inside margin size



MANUSCRIPT FORMATTING

How to work it in Word



You Have a Manuscript

Assume in a Word document, 8.5 x 11

First step: standardize it
1. Highlight entire document
. Change the font (std: Times New Roman size 12)

2
3. From your calculations, adjust paragraph indents and line spacings
4. Option: Forced alignment on the right
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You Have a Manuscript

Assume in a Word document, 8.5 x 11

First step: standardize it

1. Highlight entire document

2. Change the font (std: Times New Roman size 12)

3. From your calculations, adjust paragraph indents and line spacings
4. Option: Forced (justified) alignment on the right

5. Start chapters on new page (section breaks, not page breaks)
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You Have a Manuscript

Assume in a Word document, 8.5 x 11

First step: standardize it

Highlight entire document

Change the font (std: Times New Roman size 12)

From your calculations, adjust paragraph indents and line spacings
Option: Forced (justified) alignment on the right

Start chapters on new page (section breaks, not page breaks)
Design your chapter start pages (be consistent)

oSOk
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“Hugo Gaudin buys from local farmers,” Cherie added. “People in Souchez know that. Besides,
large stores want to maximize their profits. They won’t undercut Hugo so much that the lower quality
will be acceptable. He will lose business with some brand name products, but I doubt anyone will
choose produce, dairy and meats shipped from Paris when they can get fresher products from him ™
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“Hugo Gaudin buys from local farmers,” Cherie added. “People in Souchez know that. Besides,
large stores want to maximize their profits. They won’t undercut Hugo so much that the lower quality
will be acceptable. He will lose business with some brand name products, but T doubt anyone will
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“Hugo Gaudin buys from local farmers.” Cherie added. “People in Souchez know that. Besides,
will be acceptable. He will lose business with some brand name products, but I doubt anyone will
choose produce, dairy and meats shipped from Paris when they can get fresher products from him ™
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puests got older, it became Cherie’s job to help them up the stairs, one at a time. The seventh room,
Cherie’s room, wap in the attic. It was Tery precarious to get a ninety-vear-old ex-soldier up there. With
a slanted ceiling and one small window facing the street, it only took up about ten percent of the attic.
Cherie had learned to lean over anytime she was near the walls after hitting her head on the slanted
ceiling several times. The rest of the attic was used for storage.

She walked one hundred sizty meters along Rue Carnot to the square in front of the town hall and
sat on a bench to wait for Fonteneau. He was a nice enough man whom she had known of since
arriving in Souchez. He owned the hardware store. His son, Pierre, was a bully who had tormented

Cherie all through her local school years.
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The six rooms available for guests made up the second floor. Three faced the street while
the three more popular ones faced the back of the house, overlooking the well-cared-for lawn.
As the Canadian guests got older, it became Cherie’s job to help them up the stairs, one at a
time. The seventh room, Cherie’s room, v.'zls in the attic. It was very precarious to get a ninety-
vear-old ex-soldier up there. With a slanted ceiling and one small window facing the street, it
only took up about ten percent of the attic. Cherie had learned to lean over anytime she was
near the walls after hitting her head on the slanted ceiling several times. The rest of the attic was
used for storage.

She walked one hundred sixty meters along Rue Carnot to the square in front of the town
hall and sat on a bench to wait for Fontenean. He was 4 nice enough man whom she had known
of since arriving in Souchez. He owned the hardware store. His son, Pierre, was a bully who had
tormented Cherie all through her local school years.

Cherie had gotten to know Fonteneau Sr. better over the last two vears after he found her
on a country road riding her bicycle the forty kilometers to Saint Pol in the rain. Since then, he
had offered her a ride twice a week to Saint Pol during his supply runs to fill the shelves of his
hardware store. Over time, she began meeting other members of his family. Eventually, some

of them touched on a hope that Cherie might become interested in Pierre. Their history said

gutter

otherwise. The trauma Cherie had experienced from Pierre’s behaviour had her keep to herself,
which made her an even bigger target.

more like an emplovee than a niece. Her only refuge was to retreat into books and writing,
starting with poetry and progressing into short stories. After finishing her schooling at the local
Jyefe, she had set off to the small journalism school in Amiens with plans of never going back to
Souchez. When she landed the part-time job at L’Abeille, her plans imploded. She had
her own place.

Retiirnine tn the hnardine honse alan meant she had ta earn her keen cleaning the ronms
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more like an emplovee than a niece. Her only refuge was to retreat into books and writing,

starting with poetry and progressing into short stories. After finishing her schooling at the local

Jede, she had set off to the small journalism school in Amiens with plans of never going back to

Souchez. When she landed the part-time job at L’Abeille, her plans imploded. She had

her own place.
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Odd Page Header -Section 2- L’em‘ out ber roors. That meant she would be relegated to the shed out behind the house

a few days. At Aunt Cosette’s boarding house, early April meant Canadians. Very old Canadians.

They came to visit the big white memorial a few kilometers down the road—a memorial she
never bothered to visit, to a long-ago war she knew little about. Very few of them spoke any
French at all. Aunt Cosette had learned enough English to deal with them, but Cherie just
avoided them as much as possible.

It was the only time of year when all six rooms plus Cherie’s third floor room were rented
odd histornian were their usual clientele. Most of the home’s income came from Uncle Albert,
who was a carpenter. It was in his work shed that Cherie would be living for the next four days.

The old Canadians had been coming to Souchez every April for as long as Cherie could
remember. The boarding house was a popular one for them, being only a few kilometers from
their memorial The house was a large brick structure rendered white to look like smooth stone.
Set back from the road, there was a short wall and metal fence around the front yard. The place
had been abandoned years before when Uncle Albert bought it cheap and renovated it into the
boarding house. The main floor had a small lobby with a high counter. To the left of the counter
was the dining room with the kitchen behind a swinging door at the back To the right was the
tavern. Tncle Albert and Aunt Cossette lived in rooms behind the tavern. Cherie had begun
working there clearing tables her first day in Souchez. By the age of twelve, she was working
behind the bar.

The six rooms available for guests made up the second floor. Three faced the street while
the three more popular ones faced the back of the house, overlooking the well-cared-for lawn.
As the Canadian guests got older, it became Cherie’s job to help them up the stairs, one at a
time. The seventh room, Cherie’s room, was in the attic. It was very precarious to get a ninety-
vear-old ex-soldier up there. With a slanted ceiling and one small window facing the street, it
only took up about ten percent of the attic. Cherie had learned to lean over anytime she was
near the walls after hitting her head on the slanted ceiling several times. The rest of the attic was
used for storage.

She walked one hundred sixty meters along Rue Carnot to the square in front of the town
hall and sat on a bench to wait for Fonteneau. He was a nice enough man whom she had known

of since arriving in Souchez. He owned the hardware store. His son, Pierre, was a bully who had
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