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Hints and tips
This chapter provides some hints and tips as a reminder of the
things that you will need to consider as you work on your book:

•  Use outlining and styles!

•  Use an 8½” x 11” portrait format.

•  Save frequently.

•  Design the cover to the proper trim size. Remember that the
cover of a perfect-bound book will be trimmed. Therefore the
final size of the front cover will be smaller than 8½” x 11”.
Check with your print shop to see how much will be trimmed
off of the top, bottom, and right-hand side of the book.

•  Use the JPEG format for grayscale and color images. Use TIFF
for line art.

•  When saving an image in the JPEG format, choose high quality
setting.

•  Choose an appropriate spatial resolution for all images.

•  Remember to autocorrect and sharpen all grayscale images.

•  Confirm that the table of contents and index references are
accurate. Important: Hide non-printing characters before
updating the table of contents or index.

•  Request a proof and examine it closely.
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•  Even-numbered pages should fall on the left-hand side of a two-
page spread. Odd-numbered pages should fall on the right. New
chapters generally start on right-hand (i.e., odd pages).

•  Don’t spend more than five cents per black & white image for
printing. A price of four cents per image (or less) is even better.

•  Think ahead – How will you transfer the final book from your
computer to the print shop? Will they have the fonts they
need?

•  Know your limits – You could do everything, but there are
things that you will probably want to leave to professionals (for
example, the printing and binding). Other tasks depend on
your own skills. Can you take a recognizable portrait
photograph of someone you interview for your book? Can you
scan and adjust that image so it will look good in print? Can
you create original color artwork for the cover? Can you
integrate that artwork into a cover design? Can you prepare a
print-ready color file for the cover? Do you have the visual
sense to select fonts for the text and cover? Can you apply styles
to your text and also proof any formatting errors? Can you work
with a printer to be sure that the book comes out the way you
want it to? Chances are you could try to do most of these
things. However, in some cases you’ll find it is worth it to pay
someone with professional skills to do parts of it for you.
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Afterword
You have an unprecedented opportunity to produce a small
quantity of attractive soft-cover books, without having to work
through a publisher. I did it, and with the right effort, so can you.

If you have any questions or comments about this book, I’d love to
hear from you. My e-mail address is:

jim@greenharbor.com

Or write me at:

Jim Hamilton
416 Webster Street
Marshfield, MA  02050

mailto:jim@greenharbor.com


From Microsoft Word to Print

Page 138 www.greenharbor.com Copyright © 2001, Jim Hamilton

Acknowledgements
I’d like to thank the people who have helped me in the process of
writing this book. As always, my wife Amy and my children,
Gavin and Olivia, have been very understanding during the times
when I was hogging the computer. Jim Summers deserves special
thanks, because it was he who taught me much of what I know
about using Microsoft Word. Ron Gilboa has been a valuable
resource and a trusted sounding board for many of my thoughts in
this area. I have also turned to Tom Delano frequently to benefit
from his knowledge of the book industry and short-run book
printing. Charlie Pesko and Charlie Corr of CAP Ventures have
encouraged my efforts to carve out writing time in a busy work
world. I also appreciate the patience of my colleagues at CAP
Ventures who covered for me during two short leaves of absence. I
would particularly like to thank Linda Ashley, Andy Gordon, Tim
Greene, and Eve Padula (all of CAP Ventures) for reviewing the
manuscript. In addition, others who reviewed the manuscript
include my mother, Wanda Schmitt; my stepfather, Michael
Schmitt; and my brother, Dick Hamilton.



From Microsoft Word to Print

Copyright © 2001, Jim Hamilton www.greenharbor.com Page 139

Index
5D PDF Creator, 5, 26, 102, 134

Adobe Acrobat, 5, 10, 26, 101, 102,
103, 104, 105, 110, 123, 133, 134

Adobe Acrobat Portable Document
Format (PDF), 101, 102, 103, 105,
110, 111, 133, 134

Adobe PhotoDeluxe, 80, 81, 82, 85, 86

Adobe Type Manager (ATM), 41

AutoCorrect, Microsoft Word feature,
17, 18

Bitmap. See Line art

Black & white printing, 115

Bookbinding, 93, 94, 99, 108, 121

Borders, 47, 48, 50, 67

Captions, 58

Clip art, 60, 67, 87, 88

Color images, 70, 72, 74, 75, 76, 78, 82,
86, 88, 96, 116, 118

Color printing, 116

Copyright issues, 45, 53, 58, 88, 89, 90,
130

Credit card sales, 126

Cyan, Magenta, Yellow, and Black
(CMYK), 71

Design of the cover, 93, 94

Dingbat, 68

Drawing tools, 91

Dummying, 106, 107, 109

Electronic books, 131, 132, 133, 134

File size, 70, 73, 75, 76, 77, 81, 85, 86,
109, 110

Find/Replace, Microsoft Word feature,
31, 32, 33, 35, 63

Font issues, 35, 42, 46, 48, 49, 54, 56,
57, 64, 100, 101, 103, 104, 105, 136

Fonts and typefaces, 41

Fonts, PostScript, 26, 41, 54, 55, 103,
104, 105

Fonts, TrueType, 26, 41, 49, 53, 100,
103, 104

Footnotes, 57

Format Painter, Microsoft Word feature,
64, 65

Grayscale images, 74, 75, 76, 78, 82, 86,
88, 135

Headers and footers, 44, 45, 47, 50, 52,
108

Hewlett-Packard Digital Sender, 34

Image sharpening, 81, 82, 83, 84, 86

Indexing, 12, 24, 25, 26, 27, 28, 29, 30,
31, 65, 102, 108, 135



From Microsoft Word to Print

Page 140 www.greenharbor.com Copyright © 2001, Jim Hamilton

Instant Fix, Adobe PhotoDeluxe feature,
81, 83, 86

International Standard Book Number
(ISBN), 11, 126, 127, 128, 129, 131

Keystroke commands, 20

Line art, 35, 73, 75, 78, 86, 91, 135

Manual page and line breaks, 60, 61, 62,
63, 100

Margins, 43, 108

Microsoft Word, 5, 7, 9, 15, 16, 18, 20,
21, 25, 26, 36, 40, 42, 46, 57, 64, 65,
87, 91, 100, 101, 104, 105, 106, 109,
134, 138

Moiré, 90

Optical character recognition (OCR),
33, 34, 35, 36, 37

Outlining, 15, 21, 23, 24, 26

Paper grain, 97, 98, 99

PDF. See Adobe Acrobat Portable
Document Format

PostScript, 26, 41, 103, 105

Pricing, book, 123, 124, 125, 131

Pricing, printing, 40, 72, 73, 114, 115,
116, 117, 118, 120

Print shop, 26, 40, 41, 71, 72, 75, 84, 93,
98, 99, 100, 101, 103, 107, 109, 113,
114, 116, 136

Print-ready file, 10, 100, 101, 102, 109,
111, 113, 118, 133

Proofreading, 10, 19, 26

Publishers (vanity, subsidy, and
cooperative), 11, 126, 128, 129, 130

Red, Green, Blue (RGB), 70, 71, 75, 78

Resolution, 35, 60, 69, 73, 74, 76, 79,
80, 81, 85, 133, 134

Resolution, spatial, 73, 74, 75, 77, 78,
81, 84, 85, 88

Resolution, tonal, 70, 75, 78

Scanning, 33, 34, 37, 60, 69, 70, 72, 73,
74, 75, 76, 78, 79, 84, 85, 88, 89, 92,
134

Screen shots, 92

Show/Hide, Microsoft Word feature, 22,
27, 28, 29, 32, 63

Spelling and grammar, 16, 17, 19, 30,
37, 51

Styles, 13, 21, 43, 46, 48, 50, 52, 56, 57,
58, 60, 64, 65, 66, 81, 104, 135

Table of contents, 12, 21, 23, 24, 25, 30,
49, 62, 102, 108, 135

Tables, 27, 58, 60, 64, 108

Tabs, 47, 48, 49, 50, 58, 64

Templates, 29, 39, 42, 46, 48, 49, 59, 60

The Writing 69th, 9, 10, 62, 91, 110,
114, 115, 117, 123, 125, 126, 128

Thesaurus, 18

Word count, 18


