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Author Guidelines

Introduction

We intend to publish the most useful and successful computer books on the market, and we are honored to work with you, because we recognize that you feel the same way. When you take the time to write your book thoughtfully and clearly, then take the time to prepare your manuscript according to our formatting procedures, your project will move through our systems with minimal delay, expense, and aggravation for you.

Note that this document is divided into two parts:

· Part I An easy-to-follow, step-by-step guide on formatting

· Part II An explanation of

· Who handles what at Osborne

· How to submit your manuscript

· Osborne’s filenaming conventions

· Details concerning proper manuscript formatting

· How to prepare your art

You will find that many of the questions you have regarding formatting, structure, convention, and overall chapter preparation are answered in this document. Please read your author guidelines, and then call us with any additional questions you may have. Thank you.
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Part I: How to Format Your Documents

The following HOW TOs will explain how to do most everything via quick-and-easy numbered steps. If you need more explanation, read Part II. Use only the formatting button options on the Word Formatting toolbar and the OMH Styles toolbar. Do not choose styles, fonts, or sizes from the drop-down menus.

HOW TO Attach OMH.DOT to Your Chapter

1. Open the file and save it to your disk.

2. Choose Tools | Templates and Add-Ins from the Standard Word toolbar.

3. Click the Attach… button

4. Navigate to the template, OMH.DOT, and double-click on it.

5. Ensure that there is a check in front of “Automatically update document styles.”

6. Click OK.

7. Save the document.

HOW TO Create a Header or Footer

1. Open your document and choose View | Header and Footer.

2. In the header field, type the complete, exact title of your book and press the tab key.

3. Type Chapter X (X is the chapter number) and press tab again.

4. Click the Date button on the Header/Footer toolbar to place a date in the header.

5. Click the icon to open the footer.

6. In the footer field, enter the project number (eg., 212275-3) and press Tab.

7. Type the chapter number and a hyphen, and then press the Insert Page Number button on the Header/Footer toolbar.

HOW TO Format Chapter Title and Number

Style the first lines in every chapter (the chapter number and chapter title—and part number and part title, if applicable) as Normal text, as shown here:

(cn)Chapter 1

(ct)Introduction to Foo

HOW TO Format Body Text

Style all regular paragraphs as Body Text (Word’s default is Normal text).

1. Place the cursor anywhere in a paragraph of text.

2. Click the Body Text button on the OMH Styles toolbar.

HOW TO Format Headings

1. Begin each head with the head level number, enclosed in parentheses. Do not insert a space after the close parenthesis. For example
(1)The Foo Interface

2. Highlight the text and click the appropriate heading button (H1, H2, H3, H4) on the OMH Styles toolbar.

HOW TO Format Production Directives

1. Type the directions.

2. Click the PD button on the OMH Styles toolbar. Production Directive text appears onscreen in blue and is printed with a heavy black vertical bar in the left margin. For example:

Project Editor: I may have more information for this section later. Author.

HOW TO Insert Special Characters and Symbols

1. Choose Insert | Symbol from the Word Menu bar.

2. Choose either the Symbols or the Special Characters tab.

3. Pick the symbol or special character you want and double-click it, or click it once, then click the Insert button.

HOW TO Format Small Caps

1. Type the keypress (esc, ctrl-f, alt, etc.).

2. Put your cursor on the word and click the Abc button on the OMH Styles toolbar. (In a keypress combination, you must highlight the entire combination before clicking the Abc button.)

HOW TO Format Numbered or Bulleted Lists

1. Type your list, highlight it, and click the Normal button on the OMH Styles toolbar.

2. For bullets, press the Bullets button, and for a numbered list, press the Numbering button on the Word Formatting toolbar.

Or, if you want to style as you type:

1. Click the Normal button.

2. Click the Bullets or Numbering button.

3. Begin typing your list. After you press enter, the next line automatically begins with a bullet or number.

4. To turn off bullets or numbering, click the appropriate button.

HOW TO Format Inline Lists

1. Format the list as Normal.

2. Click the Increase Indent button on the Word formatting toolbar. If the same paragraph continues after the list, style that text using the Text After button on the OMH Styles toolbar so the text will not be indented. If you want to begin a new paragraph, the text should be styled as Body Text.

HOW TO Format a Table

1. Type the text for the table, using tabs to separate the columns and hard returns (enter key) to separate the rows. All text must be styled as Normal. Table headings should be boldfaced.

2. Highlight all the table information and select Table | Convert Text to Table from the Word Menu bar.

3. Set the options in the dialog box that appears. (Be sure that Tabs is selected for the “Separate text at” option.) Word will create the table grid around your text. Please note that there should be no hard returns (enter key) in any tables cells; if you wish to break a line, please use a soft return (shift-enter).

4. If you are creating a pickup (numbered) table, put your cursor anywhere in the table and press the Table # button on the OMH Styles toolbar to create the table caption slug. When the slug appears, type a caption. Remember to include a numbered text reference to the table in the paragraph before the table for tables with caption; for example:
Each of the buttons on the Foo toolbar is presented in Table 6-1.

HOW TO Format Monospace Text

1. Click the Code Listing button on the OMH Styles toolbar and begin typing your text.

2. End all lines, except the final one, with a soft return (shift-enter). The final line should end with a hard return (enter key), as shown here:

c:\dos>chkdks c:/f(
Bad command or filename(
c:\dos>¶

Note that every book series has a specific character-length line limit for code; please ask your Acquisitions or Project Editor for that number, and manually break code lines (soft return) before that limit. Also, use the Spacebar, not the Tab key, to indent.

HOW TO Format a Special Paragraph

1. Type the key word that introduces the special paragraph (Note, Tip, Caution, Reminder, etc.) followed by a colon.

2. Put one space after the colon, then type the rest of the paragraph. Position the cursor anywhere in the text and click on the SP button on the OMH Styles toolbar.

HOW TO Format Boxed Text

1. Use the H2 button on the OMH Styles toolbar to format the heading and place an s in parentheses [ (s) ] at the beginning of the head.

2. Select all paragraphs that should be in the box and click on the Borders button on the Word Formatting toolbar. A new toolbar will appear with Border options.

3. Choose Outside Border; a box should appear around the text. Here’s an example:

begin box

(s)This Is a Heading for Boxed Text

This is the text in the box, styled as Body Text.

end box

4. You may include inline lists, code listings, and illustrations in your box, but not figures, or Notes, Tips, or Cautions.

5. Include a Production Directive indicating both the beginning and the end of the box text, as shown above.

HOW TO Format Callouts

1. After the paragraph that references the figure or illustration, insert a Production Directive that simply says “Callouts”.

2. Type in the callouts as Normal text, each as a separate paragraph.

3. Highlight all the callouts and click on the Increase Indent button, as shown here:

Callouts

LAN

NetWare

Token Ring

Figure 1: Components of a network

HOW TO Insert a Figure Slug

1. Place your cursor within the paragraph where the figure is first referenced.

2. Click the Fig # button on the OMH Styles toolbar. Your cursor appears in the automatic slug, just after the colon.
3. Press the Spacebar once, and then type the figure caption.
HOW TO Insert an Illustration Slug

1. Place your cursor anywhere within the paragraph that introduces the illustration.

2. Click the Ill # button on the OMH Styles toolbar. The slug is automatically inserted just after the lead-in paragraph.

Note: Slug numbering for tables, figures, and illustrations is automatic and consecutive. If you add or delete a slug later, Word will update the numbers in all other slugs after you refresh the screen (eg., File | Print Preview).

Part II: Explanations

Who Handles What at Osborne

While working on your book you will be in close communication with three key people at Osborne: the acquisitions editor, the acquisitions coordinator, and the project editor:

· Acquisitions Editor Developes the concept of your book, devises appropriate marketing strategies, and collaborates with you on the book cover. You’ll collaborate with the acquisitions editor to complete a detailed outline and to establish a realistic schedule of write deadlines for the project. As you complete each chapter, send it in electronic form (along with the accompanying art) to both your acquisitions editor and your Acquisitions Coordinator, according to the dates on your schedule.

Your acquisitions editor will perform a thorough developmental edit on your first three chapter submissions. The goals here are to make sure that your level of explanation is appropriate for the target audience, that all key points of information receive balanced coverage, that your topics are organized logically and in proper sequence, that the structure of each chapter is clear and consistent, and that your overall presentation gives readers easy access to the information they need. At this stage you might be asked to break your instructions into numbered lists, for example, or to expand your coverage of the very latest features of a product, or to fill in missing steps, logical transitions, or detail. After the initial assessment, the acquisitions editor may hire a developmental editor to help you craft the remainder of your book.

The acquisitions editor also hires a technical editor, who will review your manuscript to ensure that all technical detail is correct (i.e., that all code runs as it should, all website references are valid, all product names are correct and current, and all software features work exactly as described in the text). The acquisitions coordinator will then send each reviewed chapter to you for incorporation into your own text. When you’ve done this, you’ll return each updated chapter file to your acquisitions coordinator, who will prepare the chapter for the project editor.

Remember: Please take advantage of these early editing stages to make sure your content is accurate, current, and clear. In subsequent stages, substantial rewrites become more disruptive to the scheduled flow of a project. 

· Project Editor Maintains the schedule and ensures that the manuscript moves smoothly through the editorial and production stages at Osborne. The project editor assesses your manuscript, sometimes editing, making sure that your text is formatted correctly, and alerting you and your acquisitions editor to any remaining developmental problems. The project editor then coordinates the freelance copy editing and proofreading, and prepares the manuscript for production. The project and copy editors add queries to the file; these may ask you to verify information, for instance, or to standardize the spelling of a technical term.

The project editor reviews the copy edit and sends it to you as an electronic file. It is very important that you answer or acknowledge each query and review your entire manuscript carefully at this stage. This is the very last time you can make any substantive changes to the chapter, before it is set into pages. The project editor reviews and incorporates your changes in the electronic file and may call you for confirmation if necessary. The chapter then goes to the production department.

The production department imports your chapter into a page layout program to create page proofs. The project editor then sends you two copies of each chapter in page proofs to review. This is the last time you will see the chapter. You keep one copy for future reference and return your corrections on the other copy (via DHL, FedEx, or by fax) to the project editor. Your corrections should be limited to fixing technical errors. Proofreading occurs simultaneously with your own read of the pages so don’t be alarmed if you find typos; we ask that your focus here be on weeding out any last-minute technical glitches.

The project editor incorporates your changes and the proofreader’s corrections and sends the chapter back to production to have final pages generated. The project editor compares the final pages to the page proofs to ensure that all corrections were properly implemented and may, if necessary, make very minor changes, called line corrections, to the chapter. The project editor sends one copy of the final pages to the indexer.

Each chapter goes through this process; however, you will probably see the first chapter in pages before you have written the last chapter of your book. You’re likely to find yourself writing a new chapter, incorporating a technical review of another, answering copy edit queries of a third, and reviewing page proofs of yet another chapter all in the same week. Don’t worry, though; all the different departments at Osborne work together to make sure that the manuscript is flowing smoothly through the various stages to meet the ship date.

Submitting Your Manuscript

The first time you submit a chapter, you will provide an electronic file of your Word 97 chapter and both a zipped file and hard-copy printouts of your screenshots. Text and art files can be electronically submitted either over e-mail or via the ftp site. When shipping materials to us, such as art printouts, please use either our DHL account (#921353308) or FedEx account (#094149525). Do not request same-day delivery unless it has been authorized by your acquisitions editor, but do send art for next-day delivery as soon as the chapter is completed. Please make sure that your files are prepared according to our house style and formatting standards.

Filenaming Conventions

It is important that you name your electronic files in traditional 8.3 format (no spaces in filename). At every stage of your book project, please name your files according to the following conventions. This will simplify the project flow and help us all maintain reliable version control.

File Type
Description
Example

Chapter File
Combination of the last three digits (before the hyphen) of your ISBN, the chapter number, and the phase of the project
23401w.doc Author’s first-round write of Chapter 1, project 212234-9

23401t.doc Tech edit

23401i.doc Tech edit now incorporated (file arrives from author)
23401c.doc Copyedit
23401a.doc Copyedit now incorporated (file arrives from author)

Figure Screenshot
F to indicate Figure, plus a combination of chapter number and figure number
F13-05.tif
For Figure 5 of Chapter 13. Note that a 0 precedes the single-digit 5.

Illustration Screenshot
I to indicate illustration, plus the two-digit chapter number and the illustration number
I09-10.tif
For Illustration 10 of Chapter 9

Replacement Screenshot
R to indicate a replacement, plus the original filename
RF10-12.tif 
RI20-13.tif

Subsequent Replacement Screenshots
R to indicate replacement, plus n to indicate the number of replacement, plus the original filename
R2F13-05.tif for the second replacement
R3I20-13.tif for the third replacement, etc.

Details on Formatting Your Manuscript

The following instructions apply to all manuscripts submitted to Osborne, regardless of the book design. Please see Part I of this document for easy-to-follow formatting steps.

We must receive your manuscript formatted in Microsoft Word 97 for Windows. You should not add any elements to your manuscript that aren’t specifically described in the Author Guidelines unless they have been cleared by your acquisitions editor. Also, please do not use Word’s Autocorrection or Autoformat feature.

Remember: Please become thoroughly familiar with the planned design of your book before you begin writing. Make sure your acquisitions or project editor has supplied you with sample pages so that you can see the design you should be writing to.

The OMH Formatting Template

Before you begin working, make sure the OMH template (filename: OMH.DOT) is attached to your file and the OMH Styles toolbar is visible on your screen.

The OMH Styles Toolbar

Once you attach the OMH template, the top of your Word screen should look similar to this:

(new screen capture of toolbar to come)

Refer to Part I of this document for formatting and remember
these rules:

· Please use only the styles that are shown on the OMH Styles toolbar.

· The default style for any text you type is Normal, unless you format it otherwise. Make sure that you style all of the main discussion (i.e., regular text) as Body Text, using the Body Text button on the OMH Styles toolbar.

· Use only one space between sentences.

· Table text and lists should remain Normal—simply apply the necessary Word formatting (i.e., bold, italic) to these items. Do not use tabs or hard returns within a table cell.

· Do not use tabs or hard returns inside code listings.

· Do not use hyperlinks.

· Never create your own styles.

· Never use additional styles from the drop-down lists on the Word formatting toolbar.

Note: Our production department will run a design-specific translation that converts our house Word formatting styles to the proper Ventura styles. If styles other than those found on the OMH Styles toolbar are used, the translation will crash.

About Word 2000...

Currently Osborne uses Word 97. If you are working in Word 2000, please be sure to save your file in Word 97 format before submitting it to us.

Elements of Your Manuscript

Here’s a list of some of the elements you’ll need to format in your chapters. Please see Part I of this document for easy-to-follow formatting steps.

Headings

Our book designs allow for four levels of heads. H1s are used to denote main sections of a chapter; H2s are used to denote subsections, and so on. H4s are boldfaced and in the page proof will appear on the same line as the text that follows. Use these (as opposed to a bulleted list) if you wish to cover several items (e.g., options on a menu) and have a paragraph of text explaining each item.

Please make sure that you use a consistent balance of heads throughout each chapter and throughout the book. Do not omit H2s in the second half of a chapter, for instance, if you’ve used them liberally in the first half. If there are 15 H1s in Chapter 1, Chapter 7 should probably have more than two.

Please include an introductory paragraph at the beginning of the chapter before the first H1 so that a chapter title isn’t followed directly by an H1. Also, don’t stack multiple heads in a chapter; intervening text between heads creates a smoother, more logical transition between subjects.

Production Directives (PDs)

Think of a Production Directive as a post-it note addressed to your editors or to the production department. PDs should be inserted in the manuscript in between two paragraphs. (Never break a paragraph to insert a PD.) Do not use Word’s Comments or Bookmark features in your text.

Character Formatting, Special Characters, and Symbols

Character formatting (bold and italic) can be applied from the Word Formatting toolbar or from the Font dialog box (choose Format | Font and make your selections). In general,

· Boldface is used for user input;

· Italic is used to emphasize and to highlight important and newly introduced terms.

Special characters (such as em dashes, em spaces, ellipses) and Symbols (such as trademark, copyright, letters with diacritics) should be added to your manuscript from Word’s Insert | Symbol dialog box.
Changing Capitalization

If you need to switch between uppercase/lowercase/title case, highlight the text and press shift-f3. This toggles among the three cases. Please do not use the All Caps option on the Font page of the Font dialog box (Do not select Format | Font from the Word menu bar). Caps created with this feature vanish when the file is imported into Ventura and can cause Ventura to crash.

Keypresses

Any keys or keypresses referred to in your manuscript should be formatted as small caps. The keys should be named as they appear on your keyboard (esc, ctrl, alt, caps lock, enter). Combined keypresses (pressing alt and f at the same time) are separated with a hyphen (alt-f), and a sequences of keypresses (pressing alt and f at the same time, and then pressing o) are separated with a comma (alt-f, o). Be sure to include clear explanations of these conventions in the Introduction of your book.

Lists—Numbered and Bulleted

Our designs allow for both numbered and bulleted lists. Numbered lists are used for step-by-step procedures, while bulleted lists are used for collections of items that have no sequential order. The following describes a few special circumstances that occur when formatting numbered lists. Remember to use an em space (Insert | Symbol | Special Characters) after each bold lead-in term in a bulleted list.

Multiparagraph Items in a Numbered List

If a single item in a numbered list comprises more than one paragraph, you will need to tell Word to skip the numbering for all but the first paragraph of the item. To do this,

1. Type in all the paragraphs for the item, letting Word number each paragraph.

2. Highlight the paragraphs that should not be numbered.

3. Click the Numbering button to remove their numbers.

4. Click the Increase Indent button to align the text with the first numbered paragraph.

Numbered Lists Broken by Inline Elements

When a numbered list is interrupted by an inline element (e.g., an illustration, a sublist, a code listing, and so on), you may need to modify the numbering for the remaining items in the list. (Otherwise, Word may start back at number 1 for a paragraph that may actually be the third item in the list). To do this,

1. Right-click while you are within the numbered list.

2. Choose Bullets and Numbering from the menu that appears.

3. Click the Numbered tab in the dialog box, or click the Customize button, if the “Continue previous list” radio button is grayed out.

4. Set the number you want to begin with in the Start At box, and click OK.

Inline Lists

Inline lists are one-column lists of one line or more that are broken out of the text and appear in regular text typeface. Inline lists are often the best way to present user entries (especially if long), equations, and simple one-column material (that wouldn’t merit presentation as a full table). Use inline lists (not code listings) to indicate syntax statements, and be sure to italicize all variable terms.

Tables

You can use two kinds of tables:

· Inline tables Short, 2–5 column tables that are treated like illustrations—they are placed exactly where you put them in your manuscript, and they have no captions.

· Pickup tables Referenced in the text (again, with a combination of the chapter number and table number). Each table requires a caption, and each column requires a heading. Although pickup tables will be placed either at the top or bottom of a page when laying out the chapter, in your manuscript you should type in the pickup table right after the paragraph containing the table reference. The caption follows the table. Table captions have no ending punctuation and are in title case (all words capitalized except articles and prepositions with fewer than five letters).

No Fancy Tables, Please!

Do not dress up your tables with zippy fonts or other desktop publishing ornamentation. None of this will appear in your final book, but it will likely crash our electronic typesetting system. So...please, do not create gridlines, don’t adjust the cell height, don’t add shading. Just use Normal text, and keep it in the default grid that Word creates. If you need to indicate alignment or line breaks within a cell, please use the spacebar and not the tab key.

Remember: Use shift-enter (soft return), not enter (hard return) to indicate line breaks within a table cell or a listing, and do not use the tab key within a cell or listing.

Code Listings

Code listings are used to represent actual programming code or onscreen system messages. They are set in a monospace (Courier) font. Please refer to your sample pages for the maximum line length allowed in your listings. This will prevent broken lines (and the technical errors they may introduce).

Remember: Please do not use code listings for syntax statements (i.e., demonstrations of programming structure that use symbolic terms, such as x or username, that should appear in italics). We ask that you use inline lists to set off your syntax statements, and then use code listings to show the actual examples of the stated syntax.

Unindented (Continued) Paragraphs

When a paragraph is interrupted by an inline element (listing, numbered/bulleted list, illustration, or table), the continuation of that paragraph should be styled with the Text After button on the OMH Styles toolbar. This will keep Word from indenting the first line of the second part of the paragraph.

Special Paragraphs

Most of our book designs use special paragraphs. Special paragraphs are considered inline elements (i.e., they will be set in the pages exactly where you put them in your manuscript); however, they are set off from the rest of your text with a unique font and bold lead-in (usually Note, Tip, Caution, Reminder) or with an icon. Special paragraphs should not contain illustrations, bulleted lists or code listings.

Note: If you wish to use an SP with a book-specific lead-in, please describe it in your book proposal and include examples in your first chapter submission.

Boxed Text

Only a few of our book designs use boxed text, so please check with your acquisitions editor before creating boxed text in your manuscript. If you will need any book-specific boxes (i.e., with special titles), please describe them in your book proposal and include examples in your first chapter submission.

Notes on Boxed Text

· The Borders down-arrow button is a toggle; click on it to make the Borders toolbar appear or disappear.

· If you need to do further paragraph formatting after boxing the text, the box may drop out or get messed up somehow. Simply highlight and rebox the text.

· If you want to unbox something, click on the rightmost button on the Borders toolbar.

· Since boxed text is a sidebar from the material presented in the chapter, it’s best if it is kept simple and short—it shouldn’t run over a single page. It should never reference any text or art from the main body of the text. In general, boxed text shouldn’t contain figures or tables, but it can contain illustrations.

· Please include a Production Directive indicating both the beginning and the end of the boxed text.

About Figures

When you have a large screen shot—say a full screen, a big window or dialog box—or a smaller screen that you’ll need to refer to more than once, you should make that screen a figure.

Text References for Figures

Figure references in text typically take the form of a short phrase like, “…when two windows are visible, as shown in Figure 3-2, you can…”.

When you refer to a figure in text, you always use the form “Figure cn-fn,” where cn is the chapter number, and fn is the number of the figure within that chapter. (Do not use a leading zero in single-digit numbers in text references.)

Note also that the figure reference does not have to be in the last sentence of a paragraph—it can appear anywhere in the paragraph. In other words, you don’t have to structure your paragraph in such a way that it ends with a lead-in reference to the figure (like you would for an illustration; see below). When typeset, the figure will be placed at the top or bottom of a page, somewhere after the paragraph in which its initial reference is made—not necessarily immediately after.

Because it has a reference number, a figure reference can be used many pages after a figure has been introduced and shown to the reader.

Figures should always have descriptive captions, for example:

Figure 1: The Foo opening screen. The appearance of your screen may differ slightly, depending on the options you choose.

Only the first word of the figure caption, and any proper nouns, are capitalized.

Figures Slugs

Figure slugs are inserted in the manuscript to provide the following information: the figure number, the text of the figure caption, and the relative placement of the figure in the typeset version of the chapter. A figure slug is always inserted immediately after the paragraph in which the figure is first referenced. Note that in a slug the figure number does not include the chapter number; it should read, for example, “Figure 5,” not Figure “2-5.” This appears automatically after you click the Fig # button on the OMH Styles toolbar.

About Illustrations

When you have a small screen shot—say, a simple dialog box or a cropped portion of a larger screen—or, possibly, a somewhat larger screen that you feel the reader should see but that you will not refer to again, make that screen an illustration.

Text references for illustrations often take the form of an introductory or lead-in sentence that ends with a colon. A typical lead-in might read, “…the Print dialog box appears, as you see here:” or a shortened version of the same, “…the Print dialog box appears:”. When a chapter is typeset, an illustration is placed immediately after its lead-in paragraph.

It is not necessary to make your illo lead-in so obvious; you don’t have to use the generic “as shown here:” phrasing if the logic of your paragraph naturally points the reader to the upcoming illustration. If you attempt this sort of lead-in, make sure that the reader really will intuitively expect the illustration. Be certain that the reader will not have to guess at the relationship between the text and the illustration that follows.

Though they are numbered, illustrations (unlike figures) are not referred to by number in the text. You cannot, therefore, refer back to an illustration once you have moved on to a new discussion in the text, especially if you have introduced intervening art. It is acceptable, however, to refer to “the preceding illustration” in the paragraph that immediately follows the illustration.

Although we don’t refer in the text to illustration numbers, all illos do have numbers that we use while processing each chapter—these are production references and they appear in the left margin of the page layout. They are removed before the book is sent to the printer.

Illustrations do not have descriptive captions.

Illustration Slugs

Illustration slugs are inserted in the manuscript to provide the following information; the illo number and the exact placement of the illo in the typeset version of the chapter. An illustration slug is always inserted immediately after the paragraph that leads into the illo. Note that the illo number does not include the chapter number; it will read, for example, “Illustration 5,” not “Illustration 2-5.” This occurs automatically after you click the Ill # button on the OMH Styles toolbar.

What’s the Difference Between a Figure and an Illustration?

Will your art be more accessible and attractive as a figure, or as an illustration? Here are a few guidelines to help you decide:

· Figures are usually full-sized screenshots, large dialog boxes, or line art that takes up from one-third to one full book page. Figures appear only at the top or bottom of a page.

· Because illustrations are placed in the text exactly where they are referred to, they are usually much smaller than figures. (In some designs they can be placed in the margin or have text wrap around them. Please include a Production Directive in your chapter file describing the special placement you’d prefer.) Common examples of illustrations are cropped screenshots (menus, buttons, icons) or smaller dialog/warning boxes.

· Regardless of size, if you are going to refer to a piece of art throughout the chapter, it should be a figure. Also, whether you make reference to it in your text again, if it would serve the reader to identify art with a caption, it should be a figure. For example, if you’re going to show a toolbar with all the buttons labeled as callouts, it’s easier for the reader to refer to it when it’s a figure.

· It is usually best to make small dialog boxes as illustrations in numbered lists. This places the art conveniently close to the corresponding list entry and helps the reader follow along. However, many large pieces of art within a list can make for difficult typesetting (and disrupted reading). Please use art judiciously in lists of instructions; every change to the user’s screen, for instance, need not be shown in the book. If you do need to refer to much large art within your lists, it’s best to use figures, not illustrations. (Your figures will be stacked on the pages following your list.)
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