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« Additional Resources



Publishing Services Equipment

Print

The book’s interior pages and cover will
be printed on a Xerox Versant 180 printer.

Bind

Interior pages are bound to the cover
using a Spiel DigiBinder Automated
Perfect Binder.

Trim

The bound book will be cut to the
desired trim size using a Triumph 6660
Programmable Cutter.
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Paperback Requirements & Options

« two PDFs: interior and cover files

 variety of paper choices (interior and cover)

e can print interiors in B&W, Color, or Mixed

« can bind books from 4 pages to 800 pages.

e can trim books any size up to 8.25 wide* x 10.5 tall
« cannot bind hardcover

e cannot bind on the 8.5” side

*  NO MinIMumM quantity

*Maximum book width may be limited based on number of pages.
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Paperback Book Printing Costs

Set-up Fee: $10
« Check interior and cover files for print readiness.
« Waived for enrolled MSU students.

Per-Book Fee: $8.00 base cost plus $0.025 per page.
« Additional $0.10 per page for color.
« Additional cost for specialty interior paper

Binding Only Option: $5.00
« Bring in loose sheets to be bound with a blank cover

Optional Service Fee
e $40 per hour for services including interior and cover
design, consultation, or file conversion.
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Booklet Requirements & Options

« one PDF with interior and cover pages

 |f the cover is printed on both sides, the total page count
should be a multiple of four

 |f the cover is printed on one side, the total page count
should be a multiple of four then add two

« can print in B&W, Color, or Mixed

« staple-bound / saddle-stitched booklets

*  NO MinIMumM quantity



Booklet Printing Costs

No Set-up Fee.

Per-Booklet Fee: $3.00 base cost plus $0.025 per page.
« Additional $0.10 per page for color.

Optional Service Fee
e $40 per hour for services including interior and cover

design, consultation, or file conversion.



Discounts

While there is no minimum quantity for printing, we offer bulk
discounts on the printing costs™:

10% Discount: minimum 20 copies
20% Discount: minimum 50 copies
25% Discount: minimum 100 copies

* Discount will not be applied to setup, consultation, or design fees.
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Printing Time

Printing time depends on:

«  Whether the files are correctly formatted
e How many pages are in the book

« How many copies of the book are ordered
« Seasonal busyness

Books and Booklets can be printed:

« During an appointment

e Same day for smaller orders placed early
« Within two business days for larger orders

Always give at least two business days for printing before a
project is due.



Transfer Files for Printing

* Make an appointment (bring files with you)

« Send files via email (small files)

e Use MSU File Depot (large files) filedepot.msu.edu

« Use a third party file sharing site: GoogleDocs, DropBox,
WeTransfer, etc.
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Self Serve Binding Options*

Comb Binding at Hollander MakeCentral
Comb and Cover Cost for 8.5 x 11 pages

o VSpING. .. $0.25
o M SPING. $0.35
o VSPING . . $0.50
Y SPING . $0.60
e 17SpiNe. ..o $0.90
e 1%”Spine ... $1.00
o 1347 Spine ... $1.15
o 27 SPINe L $1.30
o Cover (frontand back).................. $1.15

Booklet Binding at Hollander MakeCentral

No cost for using the stapler and/or paper cutter.
*Prices do not include the printing cost.
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Copyright Compliance

To print a book with MSUL Publishing Services, you must...

own the rights to everything in the book

have permission from the copyright owner

show that the work is in the public domain

show that the work has a GNU General Public License
which includes permission to print copies

show proof of purchase of electronic text and print for
personal use

fill out our copyright compliance form:
lib.msu.edu/publish/copyright/
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Questions?
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Parts of a Book

Book Interior
e Front Matter

e Text
e Back Matter
Book Cover

* Front Cover
e Back Cover
e Spine

14
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Book Interior

Front Matter’

Half title * Foreword
» Series title, frontispiece, or blank * Preface
* Title page * Acknowledgments
* Copyright page * Introduction
» Dedication » Abbreviations
* Epigraph * Chronology

* (Table of) Contents
o (List of) Illustrations
o (List of) Tables

* List from Chicago Manual of Style 16th Edition
15



Title Page & Copyright Page

title
subtitle
volume

author/
contributors

publisher name

publisher
location

BOOK TITLE

Subtitle

Author

Publisher Name
Publisher City, State

Book Title
Author

Copyright © YEAR, copyright holder’s name
All rights reserved.

Publisher Name
Publisher Location

First Edition, Date
54321 19 20 21 22 23

ISBN: 978-X-XXXXX-XXX-X
LCCN: 2019xxxxXX

Front cover image by <photographer's name>, used
with permission.

Printed at Michigan State University Libraries in East
Lansing, Michigan, on acid-free, SFI-certified paper
(Sustainable Forestry Initiative www.sfiprogram.org).

MICHIGAN STATE

UNIYERSITY

title
author
copyright

publisher name
and location

edition
Impression
ISBN

permissions
and credits

printing
location

paper
durability
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Book Interior

Text
* Repeat Half title

o Part title
* Chapter title
* Text
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Book Interior

Back Matter*

* Acknowledgments (if not in front matter)
« Appendix / Appendices
* Chronology (if not in front matter)
» Abbreviations (if not in front matter)
* Notes
* Glossary
* Bibliography or References
» (List of) Contributors

* [llustration Credits (if not in captions or
elsewhere)

* Index(es)

*List from Chicago Manual of Style 16th Edition
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Book Desigh No-nhos

What NOT to do:

Page numbering odd numbers on the left-hand pages for left-to-right books.
« Numbering any page as O.
* Labeling page numbers with the word "page".
* Blank right-hand pages (except for end sheets).
* Ragged right alignment for blocks of text in fictional works.

* Page numbers, headers, footers on blank pages or “display” pages (title, copyright,
dedication).

* Using both paragraph indentation and line spacing to indicate new paragraphs.

* Widows & Orphans (the first or last line of a paragraph separated from the remaining
lines of the paragraph at the bottom or top of a page).
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Design Software Options

« Adobe InDesign  Pressbooks

e Adobe lllustrator e Quark Xpress

e Adobe Photoshop * FireAlpaca (Open Source)
e Microsoft Word e GIMP (Open Source)

e Microsoft PowerPoint e |Inkscape (Open Source)

e Microsoft Publisher e Scribus (Open Source)

Use the software you know how to use...
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Microsoft Word for Printed Books

Start with an overview of the Ribbon interface...

« Home

* Insert

* Layout

» References

* Header & Footer’
* Review

..then take a look at features

* Page Size
* Margins
» Styles
« Contents
* Page Numbers
* |mages
*  Double-click the top or bottom of a page to view the Header & Footer Ribbon.
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The Ribbon Interface — Home Tab
The Home tab contains basic text formatting tools.

* Character

Document1 - Word

RN nset  Design  layout References  Mailings  Review View ACROBAT  Q Tell me whatyouwant to do..

i
* Font
on &) Calibri Body} - |11 ~| A A A~ &

Paste B T U -abe o A-W-A _El= =5 D - - | TNormal | TNoSpac.. Heading 1  Heading 2 Title

e Sjze - .

 Case
* Color

* Paragraph
* Lists
o Alignment
* Line & Paragraph Spacing
* Show Formatting (toggle)

« Styles Panel
* Editing (find & replace)

Subtitle  Subtle Em... Emphasis

Styles
! fa’

5= Bl T | nasbcend Assbcedd AQBHC( AaBbCcl AQ B Assbced aasbeend Aasboepd Acsbccnd

Intense E...

AaBbCcDc

Strong

AaBbCcDd

Quote <
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The Ribbon Interface — Insert Tab

The Insert tab contains tools to add page elements like photos, captions,
mathematical equations, symbols, tables, and word art. You can also insert blank
pages, page breaks, page numbers, and page header / footer elements.

Pages
Tables

Pictures

Header / Footer
Page Numbers
Equations

Symbols
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The Ribbon Interface — Layout Tab

The Layout tab contains a few important tools to manipulate the way whole pages

appear.

* Margins

Page Size

Breaks

Hyphenation

Indentation & Spacing

*  The Page Size is the the final trimmed size of your book.
24



The Ribbon Interface — References Tab

The References tab contains a single, critical feature for book design: Table of
Contents, but there are also useful controls for indexing, citation, footnotes, and
captioning.

Document1 - Word

Sl Mailings  Review  View ACROBAT  Q Tell me what you want to do. Signin 2. Share
Insert Table of Figures ﬂ [E) Insert Index J EgrInsert Table of Authorities

" )
nnnnn Mark Mark

[y i Entry Citation

iography | Captions Index
5/
a fa,
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The Ribbon Interface — Header & Footer Tools (Design)

There is a hidden tab with tools to control header and footer formatting. This
workshop will ignore the document design tab, and focus on the Header & Footer
Tools Design tab.

To make this tab visible, double-click near the top or bottom of a page, in the
Header or Footer area.

=]

* Page Number

File ome Insert  Design layout References Mailings  Review  View  ACROBAT ign Q Tell me what you want to do,
N EJ, Previous iffere ge 5 . -
= B o Bldld 5 B - - B
- ] B Next Different Odd & Even Pages  —* Footer from Bottom: 0.5 -
- - Header Footer Page Date & Document Quick Pictures Online Goto . C(Close Header
° I n to reV I O u S e Number = Time — Info = Parts~ Pictures Footer svi0 Show D) Text 2] Insert A tTab and Footer
nnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnnn
v
0 i &
o Different First Fage
* Different Odd & Even : &

Pages

« Header from Top / Footer from Bottom
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The Ribbon Interface — Review Tab
Before you submit any files for printing, be sure to check spelling.

Home Insert Design Layout References Mailings Review View ACROBAT Q Tell me. wvant to do...
ABC ,G) a";&) 223 -E‘-: [5 i All Markup - € Previous D Eﬂ
-123 \
g A . _Z Bl show Markup = _ ':’j Next 5 g >
Spelling & Thesaurus Waord Smart  Translate Language New  Delete Previous Mext Show Track o Accept Reject Compare Block Restrict  Linked
Count | Lookup @ @ Comment Comments | Changes~ Reviewing Pane ~ - - = Authors - Editing = Notes
Comments Tracking [F] Changes Compare Protect OneMote

Grammar
Proofing Insights Language
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Book Design Exercise...
Use MS-Word tools to make a book:

Create a New Document with custom Trim and Margin sizes

Add text by copy/pasting from Project Gutenberg: www.gutenberg.org
Create or Modify text Styles (modify Heading styles for chapter/section titles)
Apply styles to text

Generate a Table of Contents

Add Sections

Add Page Numbers

28



Let’s Make a Book
* Open Microsoft Word

* Create a New, Blank Document

Save As

Save as Adobe
FDF

Print

Account

Options

Documentl - Word

New

Search for online templates e

Suggested searches: Business Industry Personal Design Sets Event Education Labels

Blank document

We don't have any featured templates right now.

You can use the search box to find a specific template.

29



Page Size (PC)
» Select the Layout Tab

* Choose More Paper Sizes...
from the Size menu

o Set Page Size" — from 4.5”
X 5.5 minimum to 8.25" x
10.5” maximum (width x
height)

*Traditional books vary in size,
but there are some standards
depending on the type of

Letter (8 1/2x 11) =
85" x11"

Ledger (11 x 17%)
1517

Legal (8 1/2 x 14™)
85" x14"

Statement (5 1/2 x 81/2")
55"x8.3"

Executive (7 1/4 x 10 1/27)
7.25"x10.5"

A3 (297 x 420mm)
1169"x16.53"

A4 (210 x 297mm)
8.27" x11.69"

A5 (148 x 210mm)
583" x8.27"

B4 (257 % 364mm)
1012"x14.33"

B5 (182 x 257mm)
716" x1012"

Envelope Com9 (3 7/8 x 8 7/8")
388" xB.ET"

Envelope Com10 (4 1/8 x 9 1/27)
412"x9.5"

Envelope DL (110 x 220mm)
4.33" x8.66"

Envelope C5 (162 x 229mm)
638" x9.02"

Envelope Monarch (3 7/8x 7 1/27)
388" x7.5"

13"1G (8 1/2x 13"

book: 5x7, 5.5x8.5, 6x9, 7xI10, : .
8x10 (inches).

*  The default page size is 8.5 x 11.

Page Setup

Margins Paper | Layout |

Paper size:

Width: |8.57
Height: 11"

External LCF

Bypass Tray

External LCF
Bypass Tray

Preview

Apply to: | Whaole document IZ|

Print Options...

Set As Default
4

[ ox

| [ cance |
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Page Size (Mac)
* Click File: Page Setup

» Set Paper Size to Manage
Custom Sizes...

* Create a New Custom Size’
— from 4.5” x 5.5” minimum
to 8.25” x 10.5” maximum
(width x height)

*Traditional books vary in size,
but there are some standards
depending on the type of book:
5x7, 5.5x8.5, 6x9, 7x10, 8x10
(inches).

*  The default page size is 8.5 x 11.

N
08P

aus0
hd New from Template...

Open... %0 L SRRU ENVeIope vonarcr bC AaBl
= — Envelope PRC5
Open Recent | e A\; Al Bl=l== EnveloZeY s Nosens e
PPPPP Close W X A Folio
& s %S - JIS B4
s JIS BS
Save As... 0#8S Ledger (11 x 17")
Save as Template... rmatFor  Postcard i
Statement
Restore > US Le
Share >
Restrict Permissions >
Cal .- K]
R o na
A B = | =|=|[s=./[& || J NNNNN | No Spacing
Page Setup
Untitled Paper Size: 6in 9
Width Height
Non-Printable Area:
User Defined [T
.25in
. T .
.25in = .25in
Left 56in Right
Bottom
+ — Duplicate
? Cancel  (NCISM
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Page Margins
e Select the Layout Tab B0 o

Margins Orientation Size Columns 2 Page Setup
bc Hyphenation +

. Margins Paper Layout
Last Custom Setti

* Choose Custom Margins... from e T | o ~N
Left: 1" Right: 1" Top: 1 = Bottom: 1 <

. * 17 . = Left: 1" = Right: 1" =

hd Set Marglns - 0-5 mlnlmum Normal . . Gutter: 0" < Gutter position: Left E|
Top: 1° Bottom: 1" \\ J/
Left: 1" Right: 1" ST

» Multiple Pages: Mirror Margins o
Top: 05" Bottorm: 0.5" Portrait  landscape

A | Wh | Left:  0.5" Right: 0.5" Pages

° pp y to O e Document (: Multiple pages: Mormal D
Moderate [ —
Top: 1" Bottom: 1"
Left: 075" Right: 0.75" Breview
Wide =
Top: 1" Bottorm: 1" o
Left: 2" Right: 2" =
Mirrored. .

m ;nilisc:le: 1.25" gfitclgli Applyto: | Whale document |Z|

Office 2003 Default
Top: 1" Bottorm: 1" b ‘
Left:  1.25" Right: 1.25"

*  Margin settings vary from book to book, but a good rule of thumb is to give
plenty of white space, especially on the inside margin where the binding is.
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Plain Text Formatting

When pasting in text that was copied from another
source, it’s often helpful to convert it to plain text. This
will remove previous formatting like italic, bold, and
various font sizes.

You can use the Home: Paste Options (or right-click when
pasting) and choose the Keep Text Only™ option to paste
without the attribute formatting.

You may also convert HTML, rich text, or other types

to plain text using a plain text editor (e.g. Notepad).
Paste the source text into the text editor. Then, select all
(Control + A), copy (Control + C), and paste (Control + V)
into your Word document.

* Only use this option when you want to remove all formatting.

Paste
o ~ Farmat Painter

L

Paste Optiong
2 e

Paste Special...
Set Default Paste...

33
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Find & Replace (PC)
* Select the Home Tab

* Click Replace S

 Format Painter

X

Document1 - Word

4 AaBbCcDd | AaBbCcDd AaBbC( AaBbCcl /—\aB AaBbCcD  AaBbCcDd  AaBbCeDd AaBbCcDc

TNormal | TNoSpac.. Heading1 Heading2  Title Subtitle  Subtle Em.. Emphasis IntenseE..  Strong

P>

Clipboard & Font 5 Styles 5 Editing ~

[ ] C | i C k M O re > > > Find and Replace L&J LParagraph Mark

Replace Teb Character

5 Any Character
— | AnyDigit .
Find and Replace

Find what:

Any Letter

Find & Replace is not limited to ||« . = = |
text. You may search for special

En Dash

characters or formatting options. .

Find and Replace

Search Options Footnote Mark

Replace | GoTo Search; | All

Graphic

* e 1] e—r— dhan | e
——— LRI
Replace cemilgearg Manual Page Break

Replace with: [=] — Junds like ( Nenbreaking Hyphen
O r a S N nd all word Nonbreaking Space
Optional Hyphen

Section Break

Replace with:

Search Options

* Use to change double spacesto | === =

[7] Find whele words onfy [ Match suffix Search Optio

[ use wildeards a0 E

.
S I n g | e S p a C eS . [7] sounds like (English) [ 1gnare punctuation characters .
Font..

[T Find all word forms (English} [ 1gnore white-space ers

* Use to apply styles to text a

Y soecai= ]

*  The Find and Replace option varies on a Mac depending on the software version.
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Styles
Styles provide a way to make text formatting consistent in a large document.

o
Insert  Design  Lasyout  References  Maiings  Review  View  ACROBAT Q@ ——

* Create a New P T

Cop
B R A-
®Formatpainter B I U ek x Q- ¥- A

S t y I e S | @ - . o . =

Inset  Design  Layout  References  Mailings  Review ACROBAT @ Tell me what you

 Click the Style et A A

 Format Painter

a
5L T | papocene| asBbcede AaBbCc AszbCel AQB asebccr Aasboede acBbeD( Acsbeco: AaBbCeDC AaBbecDe Ao

&y - - | TNormal | TNoSpac.. Headingl Heading2  Title Subtitle  SubtleEm.. Emphasis IntenseE.  Strang Quote  Inten:

Paste

AaBbCcD:| AsBbCeDc AaBbCi AsBbCel AQB assocer aasbecd AcBbeed: 4cs
T Normal | TNo Spac.. Headingl Heading2 Title Subtitle  Subtle Em.. Emphasis IntenseE.. Strong Quote Intense Q... SubtleRef... IntenseR.. Book Title

 AaBbCcDc AGBbCCD: A D AABBCCDT AABBCCDL  AaBbCcDi

&

Clipboard B Font B Paragraph AaBbCcDs

drop down arrow ,

34 Create 2 Shyle
Clear Formatting

Apply Styles...

* Select Create a
Sty I e Create New Style from Formatting

Name: Properties

L | Name: Stylel

° N a m e th e Sty | e Lot e phl b lprevius Style type: Linked (paragraph and character) E'
Stylel Style based on: AT Mormal E|
[]

* Select Modify...
* Modify an Existing Style

Create New Style from Formatting

Style for following paragraph: 1 Stylel

Formatting

Caliori Bedyl  [+|[11 =] B I U Automatic [~ ]

BE&--=

* Right-click an existing style B el el e ks s it bl

Sample Text sampls Text Sampie TextSample Text sample Text

* Select modify

Indent: -
First line: 0.257, Justified
Line spacing: single, Space
After: 0 pt, Style: Show in the Styles gallery i

dd to the Styles gallery I:‘ Automatically update
@) Only in this document () New documents based on this template
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Styles 5 e

Consider these paragraph style choices: Incerts ancSpacng | Lineand age e |

General

« Body (modify “Normal” style) Crnert: _[wttea [

Qutline level: | Body Text = Collapsed by default

« Justified alignment

Indentation

* First-line indent and O paragraph spacing, or Left: 0

Right: 0"

Special: By:

First line [+] 025

L LANIE L3

* No indent and added paragraph spacing

[Cibdirrer indents

* Heading (modify “Heading 1” style)’ Spadng
Eefore: 0 pt = Line spacing: At
* Remove unwanted attributes After: opt [+ Single -] :

|:| Don't add space between paragraphs of the same style

* Centered alignment

Preview
+ Larger/bolder than body
« Line and Page Breaks T T
Apply text styles before spot-fixing issues.
Tabs.. | | Set As Default | [ ok ][ cance

*  Word’s Table of Contents is based on Heading styles
36



Auto-generate Table of Contents
* For simplicity, use Automatic Table 1

* Add or remove page breaks as necessary to
separate Contents from other front matter
pages.

 Format Contents text as desired.

* Click on the Contents and then click on
Update Table after making changes in the
text.

Home Insert Design Layout

Tﬁ Add Text ~ 1 ﬁ'}lnser‘c Endnote

[ Update Table : AB, Next Footnote ~

Table of nsert -~
Contents ~ Fooinoie Show MNotes

Built-In
Automatic Table 1

Contents

RTINS B 411 snamsms im0t 02 1 B 022 2 0

Automatic Table 2

lable of Contents

HE LI 3 1ottt 8 8 R B 8 R

Manual Table

lable of Contents

Tipe chapber THE (EWRT B ar b e i 8 R 0

Type chapber tithe Jewed 2.
Type chaptertite (ool 3] .o s
Type chapter THE (Evel I s

e chanleriBe Bavel . . i e

@ More Tables of Contents from Office.com
Custom Table of Contents...
E;'.; Remove Table of Contents

References

Insert
Citation
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Page and Section Breaks
Add Section Breaks:

File Home Insert Design Layout References Mailings Revi

D'@ & 'ﬁ Breaks = Indent Spacing
0 5 D

° between the |aSt page Of the front Mal’vgins Orien:.atinn Si'ze Colu'mns Plilﬂreak:age
matter and the first page of core Pageseiup | "7, Marthepoirt st which one pageend

Indicate that the text following the column
break will begin in the next column.

matter j Column

* between chapters if the page headers
or footers have new formatting

Text Wrapping

Separate text around chjects on web
s, such as caption text from body text.

Add Page Breaks to start a new page™: il

Next Page
Insert a section break and start the new
section on the next page.

* between pages in the front matter

Continuous
Insert a section break and start the new
section on the same page.

* begin a new chapter

section on the next even-numbered page.

Insert a section break and start the new
at the top of a new page

Odd Page

Insert a section break and start the new

section on the next odd-numbered page.

=
* before charts or tables to insert them % Even Page
|==|
’_ﬂ:]

* Don’t use multiple line breaks to start a new page. Use a Page Break.
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- 1 ab ¢
H [ F!: +ac Header & Footer Tools example.docx - Word

Home Insert Design Layout References Mailings Review View ACRTCGAT

;;:; Tell me what you want to do...

By L |'_| [E14 Previous Different First Page .+ Header from Top: 0.5" & B
f # O [=h (| . — g
g Different Odd & Even Pages -

3 = - SN
Header Foofer Page Oate & Document Quick Pictures Online  Gote Gotg
- -\ Number~ ime Info- Parts~ Pictures Header Foot /| Show Document Text
Header & Magter Insert Mavigatis Options

Add Headers and/or Page Numbers
Double-click into area at top or bottom of any page

» De-select “Link to Previous” if using section breaks and
different formatting between the front matter and the
book text.

» Select other options as needed
« Add & format text by typing in the header / footer area
» Add page numbers from top menu

- Then format page numbers if needed

+ Footer from Bottom: 0.5 .
y Close Header
Insert Alignment Tab AlEDaTer

Position Close

=1 4 E”

Page Text Quick WordArt Ill-,|
Mumber~ Box~ Parts~ - (ol

‘ooter Text

Page Number Format I. ® ﬁ,l
Number format: | FEAENT - |

|:|Ir1clude chapter number

Chapter starts with style: | Heading 1

Use separaton - [hyphen)
Examples: 11, 1-A

Page numbering

@ Continue from previous section

-

() Start at: =

OK ] [ Cancel
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Q Tell mew

ACROBAT

Review View

Layout References Man.:7s

5 D L r'_\‘ r ) D + A Q’S\gnature Line - -
. il store W/ A | GB » v 44 TC Q
ol @IEEE O lag & 4= 1 I o CET j . [ER, Date & Time .
& My Add-ins ~ Wikipedia Online Hyperlink Bookmark Cross-  Comment Header Footer Page Text Quick WordArt Drop __ Equation Symbol = Embed

Video reference < *  Number~ Box~ Parts~ - Cap [ Object - < Flash
Flash

Design

Cover Blank Page

Table  Pictures Online Shapes SmartArt Chart Screenshot
Page~ Page Break -

Pictures - &

Add-ins Media Links Comments Header & Footer Text Symbals

Pages Iustrations

r
[ Insert Picture

i) ‘ . % Users » Public » Public Pictures » Sample Pictures

Organize = MNew folder

Insert Pictures e ‘ - -

[ ] S e | e Ct t h e | n Se rt Ta b ECbie Docments Chrysar}themum Desert.jpg Hydrangeas.jpg Jellyfish.jpg
JPg

Public Downloads

e Click Pictures ﬁ h m 2

. Public Recorded TV Koala,jpg Lighthouse.jpg Penguins.jpg Tulips.jpg

. Public Videos

* Browse to your file !

File name: - |_Ltrrrerrerttag vt jpg; v]
° CliCk |nsert | Tools { = m/hm‘

~———

Use the Insert Tab to insert graphics: pictures, shapes, charts, screen shots. Select
the graphic to apply formatting options.
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B % -

me Insert Design Layout References Mailings Review View ACROBAT

Q LM E zzg::':gg@ o=

ions Color Atistic
- Effects~ “I=] Reset Picture ~

Adjust Picture Styles

Format Pictures, Shapes, and Charts
Select the graphic

The Ribbon will change to Format tools

Apply Formatting Options: Style, Position, Text
Wrap, Alignment, etc.

Crop & Resize Tools

Click the Layout Options icon when the image is
selected to apply wrap settings quickly.

*  Resize from the corners to keep the image porportional.

L# Picture Border, 1 ]
- | Q@ Picture Effecf - Bl |
- osition Wrap
~| B, Picture Layou - Tet- B Pane
9!

e 'ﬂ_ # I Height: |4.88"

up
- | PP G Width: [65”

(31
%
3
X

Seemor
Layout P )
Pasitiol Text Wrapping Si
‘Wrapping styl
Inline wi ith text Sguare Tight Through Top and bottom
Behind text In front of text
Wrap text
Both sides Left only Right only Largest only
Distance from text
Top 0 Left (043
Bottom |0 Right [0.13°
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Save
(Menu » File » Save...)

Don’t save to local hard drives on instruction room computers. Files will be lost
when you log out of the computer.

« Save to a personal USB memory stick.
» Save to your MSU storage space (AFS).

« Save to your One Drive.

« Save locally and send the file to yourself via email or MSU File Depot
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Export to Adobe PDF
Menu » File » Export » Create Adobe PDF

~or-
Menu » File » Save As Adobe PDF

~or-

Menu » File » Save As » Save as type: PDF
~or-

Menu » File » Print » Select Printer: Adobe PDF
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Any guestions about Microsoft Word?
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Using PowerPoint to Design Covers
Covers are printed on 177 x 11” tabloid sheets

& centered both horizontally and vertically e e

Cover Template 2016

* Open PowerPoint

Create a New Presentation

Select Design Tab
Select Slide Size » Custom Slide Size [ siide size )
Set Width: 17 in and Height: 11 in e Crientation

[=]  Slides
(") Portrait
@ Landscape

Motes, Handouts & Qutline
D @ Portrait
() Landscape

[ oK ] ’ Cancel

——
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PowerPoint Cover Template Setup
Turn on the Ruler, Guides, and Gridlines (optional)

View Tab
* Check Ruler
* Check Guides
* Check Gridlines

=] B -+

File Home  Inset  Design  Transitions  An nations  Slia ‘Show  Revie /
IR EEE B E H e

\\\\\\\\\\
Normal Outiine Slide Notes Reading ~ Siide Handout Not itto | New _—_ " Switch Macros
P ster Master Mast

View Sotter Page View | Master Master Mastly ¥ Guides

Master Views
1| |

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaa
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PowerPoint Cover Template Setup
Create and Adjust Guides for book size
(requires some math)

» Spine Width: Total number of pages divided by 454

« Total Width: Trim Width x2 + Spine Width While holding Control (PC)
+ Left & Right Guides: Total Width / 2 or Alt (Mac), Click+Drag

] _ center guides to add new
« Top & Bottom Guides: Height / 2 guides. Drag into position
« Spine Guides: Spine Width / 2 for template.

Fe toms et st T tinsions _tiesis_tew |8
EEEOA O
Rl Ot S0 s

Example Trim Size Book Width:
6" wide by 9" tall Spine Width: 0.44"
200 pages Total Width: 12.44"

Y
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Cover Template Layout
Bleed

* Any background should
extend at least .125” past
the trim area on every edge.

 The book is cut at the trim

guides, so the bleed area Back

wn

will be trimmed off e e
« Having a bleed ensures you 3 3 |

won’t have an unprinted

stripe at the edge of your ;

book if the print, bind, or E

trim alignment is not exact. \/

Trim Guides extend off the page Add 125" Bleed

48



Creating a cover template too complex?

You can also design your front and back covers as separate pages at the trim size of
your book plus bleed spacing. Please add .125” bleed on the exterior edges. Bring in
the individual front and back covers as separate files for Publishing Services staff to
merge into one cover. The spine will be added as text only if space allows.

Front Back
Cover Cover
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MSU File Depot

MSU’s FileDepot service is the quickest way to get your PDF book files to Publishing
Services Staff for printing. Please follow the steps below to drop off your files.

1. Go to filedepot.msu.edu (opens in a new * Enter your name, for organization enter

window). MSU, and your email address.
2. Log in using your MSU NetID". » Please note that we do not use Request
3. Click “Drop Off Codes; please leave that field blank.

4. Please note that we do not use Request

Codes; please leave that field blank. Click Click "Send Confirmation”.

Next. * Follow the Link in the email that will be
5. In the “To” field, add Publishing Services. sent to you.
The email address is publish@lib.msu. * Proceed with step 5 above.

edu.

6. In the fields below, add the files you
wish to send - they can all be added to a
single submission.

7. Click “Drop Off Files”, and you’re done!

* |If you do not have an MSU Netl|D:
* Click “Drop Off”
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Questions?

Need help? Make an appointment!

Julie Taylor
517-884-0827
taylorjk@msu.edu
lib.msu.edu/publish
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