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TASK 03
what a completed Task 03 might look like
walking through the spec sheet



If you haven’t already …
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Download e-book
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Be sure to save it first as a .txt file so 

that you have a backup copy should 

you run into problems later

Your downloaded e-book will look something 

like this before you start to format it



Open in application
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After you save it in your preferred tool’s 

format, it might look something like this



Prepare the tool for use
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If  you select the Show/Hide 

icon, you will be able to see the 

markup instructions.

First, edit some text.



Set up your document
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Don’t neglect to set up your document for the 

proper paper type using the appropriate 

International Standard paper size.

Set up your page with proper 

margins, orientation, and pages and 

be sure to apply your changes to 

the whole document



Edit your document
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Then, use the Find & Replace tool to allow 

the paragraphs to wrap

There are roughly 2122 paragraphs in this document, 

for example.



Altering Style Properties
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Since all styles are based on the Plain Text Style, we want to create 

a new style (called “Content”) to use for the body of  the book. 

Creating a style for the body allows us to retain the Plain Text 

properties for all other styles based on Plain Text.

Create a new style



Now you have a new look

22 December 2015inls161 task 03 example 9

Everything should now be in 

the new Content style



Modify an existing style
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Modify Heading 3 

by managing styles

In this example, we 
modified Heading 3; in 

yours, you have to modify 
another style.



Start to Edit
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Set up title page, not forgetting to 

modify the paragraph that will be 

formatted in Subtitle style



Add necessary styles
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The Document Map helps read the 

markup and provides a navigation tool.

Heading 1 for Chapter numbers

Heading 4 for first name of  chapter

In this example, we used 
Heading 4; in yours, you 

have to use another style.



Add necessary breaks
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After you add formatting to the 

document, the Document Map will 

become even more precise and useful

The Document Map helps read the 

markup and provides a navigation tool.

Insert an appropriate section 

breaks

Note the view in use here



Add new page
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Give the new page a title 

and format it appropriately

Insert an appropriate section 

breaks to generate a new page

To apply the new style, 

you may have to use CNTL+SHIFT+S

to find the dialog box



Add an image to the document

22 December 2015inls161 task 03 example 15

Use your right-click options to wrap it 

appropriately



Then modify the image
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Selecting the image will reveal the Picture Tools 

tab



More wrapping and shadow effects
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Here we used any image -

inserted it, wrapped it, and then 

applied a shadow picture effect 

from the Picture Tools tab



Adding shapes
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First you have to find them



Grouping, and modifying, shapes
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Then you can modify them 

using the Drawing Tools tab



Insert page numbers
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Place page numbers centered in the 

footer on all pages



Insert page numbers
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Use your sections and footers tool to ensure that the title 

page has no page number on it, but that all of  the other 

pages beginning with the Table of  Contents page do have 

numbers



Add Headers
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Disconnect the link to the previous 

section’s header before creating the next 

section’s header

Navigate your way from section header 

to section header using the toolbar

The even page header should repeat the 

name or the number of  the chapter



Add a Table of Contents

22 December 2015inls161 task 03 example 23

Be certain to have your cursor where you 

want the Table of  Contents to go. 

Use the Options tool to ensure the Table of  

Contents tool only reads for one level of  

headings and does not include the Title



Let’s assume we have done the task

22 December 2015inls161 task 03 example 24

A properly formatted title page



Let’s assume we have done the task

22 December 2015inls161 task 03 example 25

Initial pages to each chapter 

formatted with styles that the 

table of contents can read, 

breaks that cause the chapter to 

start in the correct place, 

headers that identify each 

chapter, and appropriate page 

numbers in the footer



Let’s assume we have done the task
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Correctly wrapped and 

formatted images



Let’s assume we have done the task
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Grouped and wrapped new object



e-book Body
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A Table of Contents tied to the 

underlying styles and sectioning



The Final Product
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A fully formatted e-book ready for 

printing and binding


