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Setting up your STYLES

If your ribbon is collapsed this is the time to open it up and keep it open, we’re going
to need to access it constantly. If it’s collapsed, right click anywhere on the menu
and uncheck “COLLAPSE THE RIBBON.”

You can find STYLES in your ribbon by clicking HOME then choosing STYLES.

Below are the styles you’ll use. To make the STYLES click on the STYLES in the ribbon
then click on the dropdown on the right. Click on CREATE A STYLE, name your style
then click MODIFY. This is where you’ll tell Word what you want the style to look like.
Below are the specifications for each style that | use.

Normal - this is the default style. The body of your book is in this style. We won’t be
making any changes to the normal style template.

Title Page- for your title page.

Properties

Mame: Title [Title Page)

Style type: Linked (paragraph and character]

Style based on: [no style) |E|

Style for following paragraph: T Mormal |E|
Formatting
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THIS IS HOW YOU
MAKE YOUR TITLE

Font: [Default) Times New Roman, 36 pt, All caps, Expanded by 2 pt, Centerad
Line spacing: single, Widow/Crphan control, Level 1, Style: Linked, Show in the Styles gallery
Following style: Mormal

Add to the Styles gallery |:| Automatically update
@ Only in this document () New documents based on this template

QK ] [ Cancel




Author - for your title page.

a s |
Madify Style CEDIE X

Properties
Name: |Author Name [Title Page] |
Style type: | Paragraph El
Style based on: | [no style) El
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Style for following paragraph: | 1 Normal

Formatting
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NEW ATUTHOR

Font: (Default) Times Mew Roman, 16 pt, Bold, Font color: Black, All caps, Expanded by 2 pt, &
Centered I:‘
Line spacing: single, Space
After: 90 pt, Widow/Orphan control, Style: Show in the Styles gallery sk

Add to the Styles gallery Automatically update

@ Onlyin this document () Mew documents based on this template
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Publishing House - for your title page.

Properties

Mame: Pub House [Title Page]

Style type: |Paragraph

|
[¥]
Style based on: | (no style) |Z|

Style for following paragraph: | 9 Mormal

Formatting
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Dedication Page

Font: (Default) Times Mew Roman, 10 pt, Font color: Black, Expanded by 1.6 pt, Centered
Line spacing: single, Space
After: 4 pt, Widow/Orphan contraol, Style: Show in the Styles gallery
Following style: Maormal

Add to the Styles gallery [ | Automatically update
@ Only in this document O Mew documents based on this template

OK | | Cancel




Quote - if you have a quote page.

Properties

Mame: |Qu|le

Style type: |Linked (paragraph and character)

Style for following paragraph: | T Normal
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Style based on: | 9 Normal |Z|
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Font: 12 pt, Italic, Font color: Text 1, Indent:
Left: 06"
Right: 0.6%, Centered, Space
Before: 10 pt, Style: Linked, Show in the Styles gallery, Priority: 30
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Add to the Styles gallery Automatically update
@ Only in this document () Mew documents based on this template

Style for following paragraph: | T Normal

Properties
MName: |k:hapterHeadings |
Style type: |Linked (paragraph and character} El
Style based on: | 9 Normal El
=]
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Seven Days?

Font: (Default) Cambria, 16 pt, Bold, Kern at 16 pt, Space
Before: 12 pt
After: 3 pt, Keep with next, Level 1, Style: Linked, Show in the Styles gallery, Priarity: 10
Based on: Mormal
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Add to the Styles gallery Automatically update
@ Only in this document () Mew documents based on this template
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Copyright - Style you can use for your copyright page.

Properties

MName: |Cw
Style type: |Linked (paragraph and character)
Style based on: | T Normal

Style for following paragraph: | T3 Copyright
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Font: 9 pt, Justified
Line spacing: single, Style: Linked, Show in the Styles gallery
Based on: Mormal

Add to the Styles gallery Automatically update
@ Only in this document () Mew documents based on this template

Properties

Name: Subtitle

Style type: |Linked [paragraph and character)
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Style based on: | T Mormal El
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Style for following paragraph: | T Mormal

Formatting
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All rights reserved. No part of this publication may be reproduced, distributed or transmitted in any
form or by any means, indluding photacopying, recording. or other electronic or mechanical methods,
without the prior written permission of the publisher

Font: (Default) Cambria, Centered, Space
After: 3 pt, Level 2, Style: Linked, Show in the Styles gallery, Priority: 12
Based on: Normal
Following style: Normal

Add to the Styles gallery Automatically update
@ Only in this document () Mew documents based on this template
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