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Introduction to this Guide

About this Guide

This guide is in development to support users of Pressbooks on Buffscreate.

It is an adaptation of Pressbooks User Guide by Book Oven Inc. (Pressbooks.com) licensed under a
Creative Commons Attribution 4.0 International License. Content varies from the original with localized
instructions and details.

This guide includes CU Boulder specific details and commonly asked questions.

To view the original visit The Growing Guide for Using Pressbooks.

Why You Should Use Pressbooks

Pressbooks is used by independent authors, small and medium-sized publishers, and educational
institutions around the world.

The advantages of Pressbooks include:

e A simple, familiar interface

e Professionally-designed book files, without complex software
e Unlimited ability to edit, update, and (re)export books

» Ability to collaborate with other authors and editors

e A variety of book formats

» Affordable access

e Complete control over your own content



https://guide.pressbooks.com
https://creativecommons.org/licenses/by/4.0/
https://guide.pressbooks.com/

Pressbooks Knowledge Base

Search the Pressbooks Knowledge Base for answers to frequently asked questions.

Xi
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I
GETTING STARTED




1
The 7-Step Guide to Using Pressbooks

Pressbooks is a simple book publishing tool. Put your book content into Presshooks.buffscreate.net, edit
as you like, and create beautiful print books, ebooks, and webbooks simultaneously. This chapter will
gives you a very quick overview of Pressbooks.buffscreate.net, which can be explored in more detail in
the rest of this Guide.

The 7-Step Guide to Making a Book with Pressbooks

1. Register for a Pressbooks.buffscreate.net account by going to
https://pressbooks.buffscreate.net/home/. Login with your identikey user name and password.

2. Choose to create a new book. Upper right-hand menu.

3. Add book information. This includes important elements like the author name, the title, and the
copyright license, which can be assigned on the Book Info page.

4. Add and Organize Text. Import your manuscript or add in your chapters, then structure the
content on the Organize page.

5. Choose your book’s theme. Themes are the design templates for your book, which you can select
by going to Appearance > Themes.

6. Export your book. Formats include MOBI (for Kindle), EPUB (for Nook, iBooks, and more), PDF
(for print and print-on-demand), and webbook (which can be viewed immediately without export).

7. Upload your book to CU Scholar.

The Longer 7-Step Guide to Making a Book with
Pressbooks

STEP 1: Register your Account

By logging in with your identikey, you will establish an account.

13
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STEP 2: Choose to create a book.

EPRESSBUOKS Home Admin ign Out

Pressbooks on Buffscreate

FIND A BOOK CREATE A BOOK

The CU Boulder Pressbooks catalog includes Use Pressbooks, a free, easy, and professional

14
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CREATE A NEW BOOK

Welcome,  Pressbook Buff  Fill out the form below to add a new book to

your account.
Books you are already a member of:
https://pressbooks. buffscreate.net

Your webbook address is the web address where vou will aceess and create
vour book. It must be at least 4 characters, letters and numbers only. It cannot
be changed, so choose carefully! We suggest using the title of vour book with
no spaces.

Webbook Address:

pressbooks. buffscreate.net/

Book Title:

Privacy: Would vou like your webbook to be visible to the public?
*Yes  No

STEP 3: Add Book Information

The Book Info page is where you edit and add important information about your book, called metadata.
This includes information such as:

15
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PB II'L Metwork Admin

& Book Info

Book Info

Contributors

Settings

H? H5P Content

A Pressbooks at Buffs Create [l My Books !l Pressbooks on Buffscreate Guide

Edit Book Information

The book infarmation you enter here appears on your book’s cover and title pages and
webbook and exported files.

General Book Information

Title

[ Pressbooks on Buffscreate Guide

Short Title

[

In case of long titles that might be truncated in running heads in the PDF export.

Subtitle

l

Author(s)

Choose author(s)...

Q Collapse menu Create New Contributor -

e Title

Author name
Publication date
Publisher

Ebook cover image

Copyright license and notice

This list is far from exhaustive. Some information is necessary to add or edit, as we use it to
automatically build integral parts of your book. This includes the book’s title and author name. Most
other elements you can choose whether or not you'd like to add.

16
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STEP 4: Add and Organize Your Text

You can add and organize your text from the Organize page, available from the left sidebar menu of
your book’s dashboard.

This will be how you access all of your chapters and content in order to revise or create your text. You
can reorganize chapters and parts of your page to change the layout of the book as well. You'll see the
three main parts of your book on this page:

Front Matter: Content in this section may include your introduction, foreword, dedication, and more.
For more information on front matter, go to

https://pressbooks.buffscreate.net/guide/chapter/front-matter/

Chapters: This is the main body of your book. The main body can be broken up into several distinct
parts.

Back Matter: Content in this section may include your epilogue, author’s note, appendix, and more.
For more information on back matter, go to
https://pressbooks.buffscreate.net/guide/chapter/back-matter/

17
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PB & Network Admin @ Pressbooks at Buffs Create [l My Books !| Pressbooks on Buffscreate Guide

@ Dashboard . ; .
This book's global privacy is set to PRIVATE

!I Organize ’ () Public — Promote your book, set individual chapters privacy below.
sElairas (®) Private — Only users you invite can see your book, regardless of individual chapt

Add Part
Add Chapter

Add Front Matter Pressbooks on Buffscreate Guide | Front Matter | | chapters

Add Back Matter Word Count: 63708 (whole book) / 63622 (selected for export)
Glossary Terms
Front Matter Authors Show in Web
Chapter Types
Front Matter Tvpes |ntmducti0l1 to 1hi5 Guide |I\z]
Back Matter Types
Glossary Types

Trash

© Book Info Getting Started Authors Show in Web

M Appearance

= Export How to Publish a Book — 0O
with Pressbooks

The Organize page is not the only place you can upload your text. For more information on how to bring
content into Pressbooks, check out

STEP 5: Choose Your Book Theme

Every Pressbooks.buffscreate.net user has access to 7 professionally designed book templates, which
we call themes. The theme you choose governs the display of all of your exports, including PDF, ebook,
and webbook. It determines the typeface of your text and the chapter title page design, among other
features. The themes Pressbooks.buffscreate.net offers span a large range of genres, from textbooks
and monographs to science fiction and romance. You can browse themes by going to Appearance >
Themes.

18
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Themes o Search installed themes...

1. The Gurenberg Galaxy Clarke Thema
AUSTEN THEME

This chapter looks nice with a subtitie

Befiore she flew 1o the launch site, Helena Lyskbow abways
went through the same ritual. She was not the anly cosmonaut
who did s0, though fow cver talloed aboat it

It was akcady dark when she ket the Administration

-
e Baifidinn s wallact maes tha sina trase wmill sha ema in

Active: McLuhan Austen Classic Clarke
& Donham Theme 10 1. Introduction
A THEME THAT LOOKS GREAT WITH
Fitzgeraid Theme

SUBTITLES

st e Famcus o3 Garady

John Smith

[y —

Arory Bz r2hervied from bin muhe every (e, oaept e

Donham Fitzgerald Jacobs

You can hover over any theme and click Theme Details to see information about that theme and its
intended use.

Theme Options

Many of the other design elements of your book can be customized in your theme options after you've
chosen which theme you’d like for your book. This includes elements such as page size, paragraph
separation, and more.

The choices that you can make in your theme options are divided into four sections: Global Options,
Web Options, PDF Options, and Ebook Options. Global theme options apply to all formats of your
book and include elements such as table of contents display, language and script support, and chapter
license display.

Each of the three other theme option sections apply changes to only one specific book format. This is
because the web, PDF, and ebook versions of your book are created with three separate style sheets.

This enables you to, for example, have one paragraph separation for the web version of your book and
another for the print version of your book, which can be an important accessibility consideration to
make.

19
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STEP 6: Export Your Book

You can export four of the five supported book formats Pressbooks.buffscreate.net creates from the
Export page, which you can find on the left sidebar menu of your book’s dashboard. This includes

e Print PDF

e Digital PDF
e EPUB

e MOBI

The fifth supported book format is your Pressbooks webbook, which you can view by hovering over the
title of your book on the top menu in Pressbooks.buffscreate.net, then clicking Visit Book.

You an also export several other experimental formats of your book. Note that
Pressbooks.buffscreate.net does not provide technical support for any of the file types below:

e EPUB 3

e XHTML

e HTMLBook

e OpenDocument

e Presshooks XML
e WordPress XML

STEP 7: Upload Your Book to CU Scholar

We strongly recommend that after you've exported your book that you add the item to CU Scholar.
Depositing your files in CU Scholar will mean that your book is more widely discoverable, highlighted in
our OER collection, and securely archived.

CU Scholar is an open access institutional repository supporting the research and teaching mission of
the University of Colorado Boulder. It is intended to serve as a platform for preserving and providing
public access to the research activities of members of the CU Boulder community. CU Scholar is
maintained by the University Libraries.

1. Navigate to scholar.colorado.edu.

2. Click the blue Share Your Work button in the center of the homepage to add your work to CU
Scholar.

3. Log in with your IdentiKey. You will be taken to the Federated Identity login screen.

20
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4. Choose Add new work.
5. Select Book from the list of content types. Next, select Create Work.

6. Add Book Description. Complete all required fields, then select additional fields. Complete as many
fields as relevant to you. We recommend adding the corresponding CC license as well as a link to the
web book.

7. Upload files. Select the second tab and choose upload. Locate the files on your computer.
8. Read and agree to the deposit agreement. Select the check-box.
9. Save. Choose the blue Save button.

10. Send the Libraries OER leads an email so we can highlight your work in the CU Boulder OER
Collection.

If you'd prefer, the Libraries OER Leads are happy to upload content on your behalf. Please contact us.

Prefer to watch and learn?

Check out these tutorials: http://bit.ly/PBbookformat

Media Attributions

e create

e bookdetails
e bookinfo

e organize

e themes

21
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2
Navigating the Pressbooks Menus

Pressbooks is a book creation tool built on WordPress. Whether or not you are familiar with the
WordPress interface, Pressbooks should be relatively quick to figure out. Below you'll find a guided tour
of the menus and parts of the system that you might want to visit as you get acquainted. This guide
contains much more detail, but here is the quick overview.

Dashboard

When logged into pressbooks.buffscreate.net, selecting admin will take you to the dashboard. From the
dashboard you can navigate to your book and begin building your book by accessing the menus on the
left-hand margin.

An interactive or media element has been excluded from this version of the text. You can view it online here:
https.//pressbooks.buffscreate.net/quide/?p=31

Organize

From the Organize menu, you have access to all of your parts and chapters. You can also set your global
privacy at the top of the page, select which chapters to show in your web output, and select which
chapters to show in your exports.

Book Info

This section is where you set the details of your book, including title, author and language and other
metadata. See more here.

22



http://pressbooks.com
https://pressbooks.buffscreate.net/guide/?p=31#pb-interactive-content

Pressbooks on Buffscreate Guide

Appearance

Theme

Here, you can select your book theme from over 20 options, all of which display a sample of how they
look when applied in the PDF format (there can be minor differences in ebook and web).

To apply a theme, simply hover your mouse over it and click on “Activate”.

Theme Options

This section allows you to customize your theme options. Global options apply to your book in all
outputs. These include:

e Enable or disable chapter numbers

e Enable chapter taxonomy (advanced option)

e Enable a two-level table of contents (displays headings styled with heading 1 applied in TOC)
 Display copyright license (see our chapter on copyright for more)

 Global typography support (see our chapter on languages for more)

PDF options allow you to control your PDF output. Options include:

e Page size

e Paragraph separation

e Remove blank pages

 Display footnotes or chapter endnotes

e Widow and orphan settings (what are those?)
e And more...

And finally, the web options allow you to add social media links to your chapters, and the ebook options
tab let’s you choose your paragraph separation and compress images for export.

Custom Styles

You can customize the design of your book’s theme by editing the CSS for your book in Custom Styles.

23
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Changes can be made to Your Styles, while the original CSS remains above so that changes are
trackable and can be revised at any time.

Export

Go to this section to export your book. You can select from a range of formats, including the standard
PDF, EPUB, and MOB]I, plus a few more exciting options:

e Epub3 (beta)

e XHTML (good for troubleshooting PDF issues)

e OpenDocument (beta)

e Pressbooks XML (very useful for copying books)
e WordPress XML

Once you've selected your format(s), hit “Export Your Book”, and click on the file icon that appears to
download. Pressbooks saves your last 5 batches of downloads, and you can delete files individually, or
en masse by hitting “Delete All Exports”.

NOTE: When you export your files, you might get an error message like this: Warning: The export has
validation errors. See logs for more details. To have the error log sent to you, go to “Settings” ->
“Export” and select ‘Yes. Send the logs.” These will then be sent to the email address associated with
your account.

Publish

Add information about where your books will be sold (which will appear on the web version of your book
if you use that for promotional purposes).

Media

This is your media library, where you can upload images as a batch, and manage your images. You can
also upload images directly when you are editing your chapters.
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Users

Here, you can view and edit who has access to your book, and what permissions they have. For more on
this, see our Users and Collaborators chapter.

Tools

Import

The most important tool here is “Import”. You can use this to import your content from a variety of file
formats. First, choose your format from the following:

e WXR (WordPress eXtended RSS) - use this for Pressbooks XML files

e Epub

e ODT (OpenDocument) - this is a beta option

e DOCX (Microsoft Word Document)

e HTML - this is also a beta option that we will be improving soon to be able to import an entire
(public) Pressbooks book from URL

Once you've selected your format, choose our file and hit “Upload File”. This will take you to a second
screen where you can select which sections/chapters/parts to import, and whether to import them as
front/back matter, chapters or parts. With a Pressbooks XML file, you may also choose to import the
existing “Book Info” metadata.

Search & Replace

This function can be very useful, but must be handled with care! It is more of a blunt object than a fine
instrument, in that it will change every instance of a search term, rather than letting you pick
which, and it is not reversible without going chapter-by-chapter. If you're careful, though, it can be
extremely handy.

Enter a search term and what you would like to replace it with, and hit “Preview Replacements”. This
will give you a list of the located search term, and what the new version will look like. Once you're sure
it’s not breaking anything important, click on “Replace & Save” to execute. To be sure every instance
has been caught, you may want to run a search for your original term again, to double check.
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Things to note:

e The search is case sensitive. This means that in order to ensure that you find every instance of a
word, you may need to run a search and replace several times (once all lower case, once with the
first letter capitalized and once in all caps).

e Every instance of your search term will be found, even if it is part of another word. For example,
searching for “he said” will also highlight part of “she said“, or searching for “book” would also
highlight part of “Pressbooks” and change it just the same.

e If you're searching for something that appears very frequently in your book, it can easily
overwhelm the system and not return any results. There’s no easy solution for this except to copy
your book into a text editor such as Word or Notepad++, run the search and replace, and import or
copy it all back in.

Settings

Here you can control a few more settings that apply to you book.

» Privacy - set your book to ‘Private’ or ‘Public’ globally, and choose who can see chapters set to
‘Private’

e Export - choose to have your export error logs sent to you or not

e Google Analytics - add a Google Analytics ID to connect it to your Pressbooks books

e PB LaTeX - check the LaTeX plugin is working properly, and set a couple of display options

e Disable Comments - choose which parts of your book will have comments available (default is all
comments are disabled)
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3
Supported Browsers

Some browsers don’t support all the features that Pressbooks has to offer. For this reason, Pressbooks
recommends that you create, edit, and encourage readers to view your book on the latest version of the

following supported browsers:

e Chrome
e Edge

e Safari
e Firefox
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I1
NAVIGATING THE MENUS




My Catalog

Every Pressbooks account comes with a catalog page you can use to showcase and promote some or all of your
books on Pressbooks. This chapter will explain:

o What the Catalog is
e How to use the catalog

What the Catalog is

The Pressbooks catalog is a public page that allows you to showcase the public works you have on
Pressbooks. You can share the link to your catalog page to market or share your books in a visual way.

Here’s one example:
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Catalog pageReaders can click on the cover of a book to be taken to its webbook homepage. If a book is
public, readers can begin reading from the landing page. If only a few chapters of that book are public,
they can browse the public sample chapters. And if the book is private, they can still read the book
description, generating interest in your book. You can also include purchase links from your webbook to
where your book is available for sale.

The catalog page includes:
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e Cover

e Title

e Author

» Tags you can add to describe your book

How to Use the Catalog

Navigate to My Catalog in the top menu of Pressbooks to access your Pressbooks Catalog. From here,
you can control what’s visible in your catalog, add tags to existing entries, and add new books that are
on Pressbooks.

Hiding or Showing Books on Your Catalog Page
You can add any of your own books to your catalog, whether they’'re private or public. All books in your
account will be included in a table when you navigate to My Catalog.

By default, no book will appear in your public catalog. To show a book in your catalog:

1. Hover over the book in the My Catalog table
2. Click the “Show in Catalog” link that appears

All books that are currently in your Catalog will show a checkmark in the Catalog Status column.
Books that are not in your catalog will show an X.

You can also add books to your catalog in bulk by following these steps:

1. Click the checkbox in the top left column of the table to select all books
2. Open the Bulk Actions dropdown menu and select “Show in Catalog”
3. Click Apply

You can hide or remove books from your catalog following the same steps. In each case, however, you'll
click “Hide in Catalog” instead.
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Sorting Your Catalog

Use the sortable columns in the Catalog table to help you keep track of the books in your catalog. You
can sort the following columns of the table by selecting the column header:

» Catalog Status
e Privacy Status
e Title

e Author

e Pub date
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Tagging Your Books

You can tag your books with subject terms to improve your book’s Search Engine Optimization and
make it easier for users to find. To add or edit tags:

1. Hover over a book

2. Click the “Edit Tags” link that appears in the Tag 1 or Tag 2 column
3. Enter the tags you'd like

4. Click “Save Changes”

Customizing Your Catalog Profile

You can make a few choices about how your Catalog looks. To access the profile edit settings, click
“Edit Profile” next to your username at the top of the My Catalog page. The My Catalog Profile page
allows you to include an “About” section, as well as a link to your author website, tags that may be
relevant to your work, and a logo for your organization or personal work. When you’ve entered the
details you’d like to include, click “Save Changes.”

Media Attributions

e catalog
e catalog2
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Glossaries

You can use the Glossary tool to add glossary terms to your webbook, or to generate a full glossary list for all
formats. Read on to learn more about:

1. Glossary Features and Displays
2. Create a Glossary Term
3. Create a Glossary List

This tool was made possible through open source contributions from Brad Payne and Alex Paredes of BCcampus.

1. Glossary Features and Displays

You can create both individual glossary terms or a full glossary list for your book.

Glossary terms are underlined in your Pressbooks webbook, and display the term definition in a tooltip
when clicked. Try clicking on the term ‘glossary’ in the previous sentence.

Users can click the term again or press the esc (escape) key on their keyboard to close the tooltip. The
tooltip will also close if the user clicks another glossary term on the page.

The glossary list displays in all supported formats: webbook, PDF, digital PDF, EPUB, and MOBI. The
glossary list is a consolidated, alphabetized list of all glossary terms which have been selected to show
in the glossary list. The design of the glossary list is dependent on the theme and the book format.
Glossary definitions can also be styled with links, bold, or italics with the Glossary Term visual editor
toolbar. These styles will display in both the glossary list and the tooltip.

NOTE: To add bold formatting to a glossary term, you must format the entire shortcode and not just the term
itself in order for the tooltip function to work.

(=]
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Read on for more details about how to use these features.

2. Create a Glossary Term

There are two methods to creating a glossary term. You can either create your terms on the Glossary
Terms page before you place them in your book, or you can create the terms directly from inside the
content editor of your chapter, front matter, or back matter.

From the Content Editor

To create a term:

1. Highlight a word that you want to add a glossary term for, or place your cursor where you want the
glossary term you have not yet entered to appear

2. Click GL on the Visual Editor toolbar. The Glossary Terms interface will appearE

3. On the Create and Insert Term tab, enter your term (NOTE: If you've highlighted a word, that
word will automatically populate the Term field)

4. Add the description for the term

5. Click Insert

A shortcode will be inserted for your glossary term. If you've highlighted an existing term to give it a
definition, the shortcode will wrap around the term. If you've created a new word while adding the
glossary term, that word will appear wrapped in the glossary term shortcode.

The shortcode is visible in the visual editor, but is displayed as a functional tooltip in your webbook.

NOTE: Glossary terms inserted with this method will show in glossary lists by default. To remove the term from
the full glossary list:

1. Go to Organize > Glossary Terms
2. Select the term to access the “Edit Glossary Term” page

35



https://pressbooks.com/app/uploads/sites/10270/2018/11/Screen-Shot-2018-11-12-at-2.58.19-PM.png

Pressbooks on Buffscreate Guide

3. In the “Status & Visibility” menu, deselect “Show in Glossary Lists”
4. Save your changes

From the Glossary Terms page

To create a term:

Hover over Organize in the left sidebar menu of Pressbooks

Click Glossary Terms

Click Add New!=|

Enter a title for your term

Create a definition for the term

Determine whether or not the term should “Show in Glossary List”
Click Create

Nk wh =

After the term has been created, it can be placed in the content editor. Follow these steps:

1. Highlight the word you are applying the existing glossary term, or place your cursor where you
want the term to appear

2. Click GL on the Visual Editor toolbar to open the Glossary Terms interface

3. Select the Choose Existing Term tab

4. Select the term from the dropdown menu (NOTE: If the text you've highlighted matches the name
of an already existing term, the interface will automatically open to the Choose Existing Term
tab with the matching term selected)

5. Click Insert

NOTE: Unlisted terms, or those not selected to “Show in Glossary List” are still available as glossary terms in the
“Choose Existing Term” list.

3. Create a Glossary List

A Glossary List will contain all listed glossary terms you’ve created for your book. By default, all terms
will be listed. You can choose whether or not a term is listed when creating a new glossary term
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through the Glossary Terms page, or when editing any existing glossary term. To exclude a glossary
term in your glossary list, uncheck “Show in Glossary List” in the Status & Visibility menu on the
glossary term editor page, then save your changes. To include a term in the glossary list, leave this box
checked.

You can see a list of all terms and their listed or unlisted status by going to Organize > Glossary
Terms from the left sidebar menu of your Pressbooks dashboard.

To generate the glossary list, follow these steps:

1. Go to Organize

2. Add a Back Matter chapter to your book

3. In the Back Matter Type menu, select “Glossary”
You should see the following message appear at the top of your screen: “To display a list of glossary
terms, leave this back matter’s content blank.”

4. Add a title to the back matter chapter

5. Click Create

NOTE: You must leave the glossary back matter content blank in order for the glossary to be generated.

The glossary list will be generated and displayed in all supported export formats, as well as the
webbook.

Glossary Types

On the “Edit Glossary Term” menu, you’ll notice a menu named “Glossary Type.”

Pressbooks does not support different Glossary Types at this time, and we recommend leaving this
menu set to “No glossary type.” However, this functionality may be expanded in future versions of the
Glossary tool.

37




Pressbooks on Buffscreate Guide

Book Info

The Book Info page is where you enter all the metadata about your book. This includes information such as the
book’s various contributors, the copyright license you’ve chosen, the ISBN associated with your book, and more. In
this section, we’ll cover what’s included in:

e Book Info

General Book Information

o

o Cover

Subject

Copyright
About the Book

Additional Catalog Information

o

o

o

o

e Contributors

o Creating a New Contributor
o Adding a Contributor to Your Book
o Editing a Contributor

Book Info

In Pressbooks, the Book Info page is where you put information about your book. In the book
publishing industry, this is called “metadata”— or, data about the data. Metadata allows book stores
and libraries categorize a book and make it easier for readers to find. It answers questions such
as: What is the title? Who is the author? When was it published? And what is the book about?

Some pieces of metadata are required and will be filled in by default using the information you entered
when you first registered your account and created a book. This information is used for the following
purposes:

1. To meet the metadata requirements of ebook sellers for your EPUB and MOBI files

2. To automatically generate certain pages in your book, including the cover, title page, and copyright
notice

3. To build a book landing page on the web (read more)
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However, it’s not necessary to fill out every single section of the Book Info page. You can choose to
enter whatever information fits your needs for your project, though we do recommend adding as much
information as you can when creating digital publications like webbooks, EPUBs, or MOBIs. Doing so
will make it easier for interested readers to discover your book and quickly develop an accurate
understanding of what it is about.

General Book Information

This section includes basic information about your book.

Title: Pressbooks will automatically fill in this section with the title that you first chose when you
created the book. However, you can change the title at any time by editing this section. The title will be
included in your automatically generated title page, half-title page, and webbook homepage. It may also
be in the running content of your PDF files. The title is also required for the metadata that goes into
your EPUB file. This section cannot be left blank.

Short Title: A shorter version of your title can be entered if your full book title is too long for the
running content in your PDFs. This field is optional.

Subtitle: Like the title, this information will automatically populate the title page and webbook
homepage if entered. The use of a subtitle is optional.

Author: The author name is used to populate the automatically generated title page and webbook
landing page. It’s also included in the metadata file in your ebook. This field is required, and will
default to your Pressbooks username if nothing is entered. For more information on how to add
contributors, jump to the Contributors section.

Editor, Translator, Reviewer, Illustrator, and Contributor: These metadata fields can be filled in to
properly credit the contributions of individuals who filled specific roles in the creation of the book. All
contributor fields except for Author are optional. For more information on how to add contributors,
jump to the Contributors section.

Publisher: Publisher information will appear on the automatically generated title page in exported files
and on the webbook homepage. The metadata will also be included in your ebook files. This field
is optional.

Publisher City: The convention of traditional publishing is to list the city or cities where the publisher
operates on the title page of a book. The publisher city will be included in the automatically generated
title page in exported files and on the webbook homepage. This field is optional.

Publication Date: The date the book is to be, or was published on. The publication date will be
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included on the webbook homepage. This field is optional.
On-sale Date: The date the book will go on sale. This field is optional.

Ebook ISBN: An ISBN or “international standard book number” is a number assigned to your book that
is unique, and it allows all bookstores across the world to know certain important things about your
book, including: title, author, publisher, publication date. The ebook ISBN is added to the metadata file
in your ebook, and is included in the webbook homepage. This field is optional on Pressbooks, but may
be required by your ebook distributor. For more details on how to acquire an ISBN, see the Pressbooks
Guide to Self-Publishing.

NOTE: Requirements for ISBNs are dependent on the country in which you live or publish the book. Be sure to
check what’s required for your country before you purchase your ISBN.

Print ISBN: See above for a description of ISBNs. Note that each format of a book (print, ebook,
audiobook) must have its own ISBN. This field is optional.

Digital Object Identifier (DOI): Insert your book’s DOI, a handle used to uniquely identify digital

objects. DOIs are commonly used for academic publications. The DOI will display in the Metadata
section of the webbook homepage. The DOI field is optional.

Language: Set the language of your book and its metadata. Changing the language of a book changes
certain automatically generated terms throughout the book, including words like “Chapter” or
“Contents”. Language strings may not change if they have not yet been translated into your chosen
language in our system. The book’s metadata language will also affect your Pressbooks interface
language if your user profile Language setting is set to Site Default. For more information, see our
guide chapter on Languages. This field is required, and defaults to English.

Cover

Upload an image of the front cover of your book in this section. The cover image will display in the
following locations:

e EPUB files
e MOBI files
e The webbook homepage

Cover images should have a 1:1.5 aspect ratio. Recommended dimensions are 2500px by 3750px. The
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maximum upload size of images is 2MB. Adding a cover image is optional. However, if you do not
include a cover image, your webbook and ebook exports will display the Pressbooks logo by default.

NOTE: The cover image is not included in print or digital PDF files. PDF files are designed as interior files only,
as many print and print-on-demand services require cover files to be submitted separately.

Subject

Adding optional subject categories to your book can help with search engine optimization (SEO),
especially if your focus is primarily on distributing a public webbook on Pressbooks. These subject
categories can also be used to sort your book on the public Catalog page of any PresshooksEDU
network.

Subject categories are built on EDItEUR’s Thema standards, a subject category scheme for the global

book trade. These standards have been widely adopted across the world.

You can enter one category in the Primary Subject section. Enter as many categories as applicable in
the Additional Subjects section.

Copyright

A copyright notice is standard and required for all books. Pressbooks generates a default copyright
notice for all book formats, which will include your book’s title and the author name and set the
copyright license to All Rights Reserved. All of these details can be changed.

You can add the following information in the Copyright section to include in the automatically
generated copyright notice:

e Copyright year

e Name of the copyright holder

e Copyright license (including Creative Commons (CC) licenses, which allow copyright holders to
grant others free permissions to use their work in various ways)

You can also create a custom copyright notice that overrides the default notice created by Pressbooks.
Any content entered into Copyright Notice section will override the automatically generated
statement when an All Rights Reserved license is chosen, or be added to the generated statement when
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another license is chosen.
Please note that the copyright notice cannot be removed from your books.

Copyright license information will display on the copyright page in your ebook and PDF exports. In the
webbook, license information displays in the Metadata section on the webbook homepage, as well as the
footer of each individual chapter, front matter section, and back matter section. Note that each chapter
can have its own chapter-level license set that’s distinct from the book’s overall copyright license, and
that this chapter-level license will override the book-level license in all formats.

For more information, see the guide chapter Copyright Page.

About the Book

Enter descriptions about your book to give readers an idea of what it’s about. These will be included on
the webbook homepage and in the metadata of your ebook files. All information in this section is
optional to include.

Book Tagline: This is a very short, one-line sentence that explains why someone should read your
book. Ideally, the tagline is something that would fit in a tweet.

Short Description: A short paragraph describing your book. Think of this as the description you would
read on a catalog page with ten other books.

Long Description: A longer paragraph about your book that can also include reviews, praise, blurbs,
etc.

Additional Catalog Information

Click the Show Additional Book Information button at the top of the Book Info page to open the
Additional Catalog Information section. Enter more optional information about your book:

e Series title

e Series number
e Editor

e Translator

e Keywords

e Hashtag
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e List price
e BISAC Subjects

For a quick overview on adding your book metadata in Pressbooks, watch this video on adding metadata
using Book Info.

PB

EDITING YOUR
BOOK'S METADATA

A YouTube element has been excluded from this version of the text. You can view it online here:

https://pressbooks.buffscreate.net/quide/?p=98

Contributors

Contributors are anyone who had a role in the creation of the book. In Pressbooks, contributor roles are
assigned on the Book Info page and include the following: Author, Editor, Translator, Reviewer,
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IMlustrator, and Contributor.

Before a contributor can be added to the fields on the Book Info page for the roles above, however, the
contributor name must first be added to your book from the Contributors page.

Creating a New Contributor

There are a few ways to access the Contributors page, depending on where you are in Pressbooks.
From the left sidebar menu: Hover over Book Info and select Contributors.

From the Book Info page: Click Create New Contributor under any contributor role.

From the chapter editor: Scroll down to “Chapter Author(s)” and click Create New Contributor.

Once you've arrived on the Contributor page, follow these steps to create a new contributor:

1. In the “Add New Contributor” section, fill in the name and other details of your contributor
2. Click Add New Contributor

The name will then be added to the contributor list.

Note that a name is required for a contributor to be created. However, you can choose to either fill out
the “Name” field or the “First Name” and “Last Name” fields. The “First Name” and “Last Name”
fields will override the “Name” field if information is entered in both locations.

Adding a Contributor to Your Book
Add the new Contributor to its designated role from the Book Info page. All contributors you’ve created
are available in a contributor list.

Whenever you click inside the cell for a contributor role on the Book Info page, all names in your
contributor list will be available from the dropdown menu.

Select the name of contributor you want to designate for a given role. Then, save the Book Info page.
The name will be added to the front matter or Book Info section for each book format.
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Editing a Contributor

To edit a contributor, follow these steps:

1. Navigate to the Contributors page (Book Info > Contributors)

2. In the contributor list, click the name of the contributor you'd like to change. You'll be brought to
the “Edit Contributor” page for that contributor

3. Make the change

4. Click Update

NOTE: You must re-save the Book Info page after you've changed the information for a contributor in order for
changes to take effect in your book.
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Appearance

The Appearance tab is where you’ll make all the choices that affect how your book is designed. This includes
choosing a base theme template for your book, which determines the display of fonts, headings, chapter titles, and
other basic elements of a book. In this chapter, you'll find information on:

e Themes

o How to Change a Theme
e Theme Options

o Global Options

o Web Options

o PDF Options

o Ebook Options
e Custom Styles

Themes

Themes are the base of the design for your book. Pressbooks.buffscreate.net offers 7 different themes,

tailor-made to suit a wide array of specific genres. For instance, if you're creating a textbook, you may
want to choose Jacobs or Andreessen — themes with a more minimalist design, sans serif fonts, and

other qualities typically found in educational texts. However, if you're publishing a romance novel, you

might choose Bronte or Christie, which are more decoratively designed. Your choice of theme should be

one of the first decisions you make when you start creating your book in Pressbooks.

The elements directly impacted by your choice in theme include but are not limited to:

e Chapter title designs
e Running content

e Fonts

e Heading styles

e Pullquotes

e Textboxes

¢ Blockquotes
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e Title page layout
e Copyright page layout
e Table of contents layout

There are many other elements that you can customize within any theme, and we’ll cover those options
in the next section. The theme you choose sets the tone of the design for the entire book, and will apply
to every supported file format you chose to publish, including EPUB, MOBI, PDF, and webbook. The
design will look as similar as possible across all formats.

How to Change a Theme

When you first create a book, a theme will already have been applied to the book. For most networks,
the default theme is McLuhan. You can change your book’s theme by following these steps:

1. Go to Appearance > Themes from the left sidebar menu in Pressbooks
2. Hover over any of the 7 themes on the Themes page
3. Click Activate

The Theme page will reload, and you should see a banner at the top that reads “New theme activated.”
Afterward, your webbook and any newly exported files will be produced with the new theme you’ve
chosen.

You can change your theme at any time.

Choosing a Theme

Pressbooks offers many different themes for many different genres. You can see examples of the
chapter title page for each theme on this page to get an idea of what the book you produce will look
like. We also have a few features in place to help you choose which theme is right for your book.

Searching for Themes: You can use the Search function at the top of the Themes page to find themes
that match the terms you’d use to describe your genre. For example, try searching “academic” to see all
the themes that were designed with academic texts in mind.

Themes are tagged with one or more of the following searchable attributes:

e Academic
e Literary
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e Nonfiction
e Textbook
e Genre fiction

The “genre fiction” tag would include designs that work well for romance novels, thrillers, mysteries,
fantasy, or science fiction. Many themes are well suited to both fiction and nonfiction.

Viewing Theme Details: Hover over any theme on the Themes page and click the Theme Details
button to see more information about the theme. This will include details such as the genres the theme
is designed for, what version the theme has been updated to, and why the theme is named the way it is.

Theme Options

While every theme is equipped with sensible defaults, you can customize the way that your book looks
on any theme with additional Theme Options. To access the Theme Options settings, go to Appearance
> Theme Options from the left sidebar menu of your book’s dashboard.

Theme Options are split into four sections:

¢ Global Options
e Web Options
e PDF Options
e Ebook Options

Global Options apply to all formats. Web, PDF, and Ebook options apply only to the format for which
you're changing the setting. Read on for more details on the specific theme options that are offered in
each section.

NOTE: Not all themes offer all theme options. Only the most updated themes will offer all the options you see
below.

Global Options

Global Theme Options are settings that will affect the display of all book formats, including your
webbook, ebook, and PDF. Below are the settings currently available as Global Theme Options on
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updated themes.

Part and Chapter Numbers: Enable or disable the display of part and chapter numbers in all formats.
Enabling this setting serves as an alternative to choosing Chapter Type “Numberless” for every chapter.

Part and Chapter Labels: Choose a custom section label for the parts and chapters of your book. For
example, call parts “Units” and chapters “Sections.” These sections will still be referred to as Parts and
Chapters in the back end of Pressbooks, but in your book they will display as “Units” and “Sections.”

Two-Level TOC: Add a second level to your table of contents by enabling the two-level TOC setting.
With this setting on, all headings tagged with the Heading 1 paragraph style will be added as
subsections to a chapter on the table of contents.

Media Attributions: Display media attributions at the end of any chapter that contains media with
attribution metadata included. See how this can be feature can be used here.

Language & Script Support: Add a new language script to your book to make sure the fonts display
correctly in all formats. Find a list of supported scripts here.

Chapter Licenses: Choose whether to display chapter licenses on the table of contents, at the end of a
chapter, or not at all. Note that this will only affect export formats, and only if the book contains
chapters with separate licenses than the overall book license. Read more on chapter licenses here.

Education-themed Textboxes: Customize the header color, header background color, and textbox
background color for education-themed textboxes, including Examples, Key Takeaways, Learning
Objectives, and Exercises.

Web Options

Web Options are settings that will only affect the display of your webbook. Below are the current Web
Options available on updated themes.

Header Font: Change the theme’s default header font to one from an available list of open-source
typefaces. Both serif and sans serif fonts are available. (NOTE: This option is currently only available on
the Malala theme.)

Body Font: Change the theme’s default body font to one from an available list of open-source
typefaces. Both serif and sans serif fonts are available. (NOTE: This option is currently only available on
the Malala theme.).

Enable Social Media: Add social media icons to your webbook’s homepage and each chapter so that
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readers can share links to your book through Facebook and Twitter.

Webbook Width: Choose how much space the content of your book will fill on a normal computer
screen. Options include Narrow, Standard, and Wide.

Paragraph Separation: Decide whether paragraphs in the webbook are indented or separated by
skipped lines. Webbooks default to the “skip lines” paragraph separation setting for optimal digital
reading, but can be changed.

Display Part Title: Add the Part Title to the Chapter Title at the top of each chapter.

Collapse Sections: Create collapsed sections in individual webbook chapters to make long chapters
easier to navigate. Any heading tagged with a Heading 1 paragraph style will become a collapsible
subsection. See the Collapse Subsections chapter of our user guide for more details.

Enable Image Lightbox: Allow readers to view linked images more easily by turning on the Lightbox
feature. Read more here.

PDF Options

All choices you make on the PDF Options page will affect both your print PDF and your digital PDF. See
what settings are available to you below.

Body Font Size: Choose the size of the body text in your print book as a point value. All other elements
in your book are proportional to the body font size and will change accordingly. The default font size
may depend on the theme you’ve chosen, but is generally around 10pt.

Body Line Height: Choose the line height as an em value. Line height is the amount of space between
lines of text in a paragraph. Default line height may depend on the theme you’ve chosen, but is
generally around 1.4em.

Page Size: Choose from an array of available default sizes for your print book, or select your own size
by choosing “Custom” from the Page Size dropdown menu. Once you select “Custom,” Page Height and
Width options will appear, and you can insert your custom page size, expressed in a CSS-compatible
unit (like in or cm). The default page size is Digest, or 5.5” by 8.5".

Margins: Set the size of your top, bottom, inside, and outside margins. Choose a value that’s expressed
in a CSS-compatible units (like in or cm). (NOTE: Print-on-demand services generally require that
margins are at least 2cm on all sides). The default size of all margins is 2cm.

Hyphens: Enable or disable hyphenation of words at the end of lines throughout your book. If you
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choose to disable hyphenation, justified text may look more ragged to accommodate words that have to
shift to the next line.

Paragraph Separation: Decide whether paragraphs in exported PDF files are indented or separated
by skipped lines. PDFs default to the “indented paragraphs” separation setting for ideal readability in
print format, but can be changed.

Section Openings: Choose what side of your book a chapter will open on, with options including left or
right page section openings, right page section openings only, and no blank pages. Note that if the right
page section opening options is chosen, then the preceding page will be blank if there is not enough
content from the previous chapter to fill it.

Table of Contents: Choose to disable the automatically generated table of contents in your print book.
Note that no option exists to disable the table of contents in digital formats because of requirements for
accessibility and navigation.

Crop Marks: If your print distributor requires that your interior files contain crop marks, enable the
crop mark setting.

Footnote Style: Choose whether footnotes in your print book display at the bottom of the page the
footnote appears on, or display at the end of the chapter as chapter endnotes.

Widows and Orphans: Choose how many words isolated at the top of the page constitute a widow, and
how many words at the bottom of a paragraph constitute an orphan. Pressbooks will adjust the flow of
your content to avoid creating widows and orphans whenever possible. For more information on widows
and orphans, go here.

Running Heads and Feet: Running heads and feet are the content that appear in the top or bottom
margins of every page in the book (or “run” through it, so to speak). You can choose the specific
running content for the left and right page of the following sections of your book: front matter,
introduction, part, chapter, and back matter. You can choose from various options that are already in
your book’s metadata, including: book title, book subtitle, book author, part number, part title, section
title, section author, section subtitle, blank, or custom. If you choose “custom”, then whatever text you
insert into the text cell will appear in the running content for the correlating section.

Ebook Options

Header Font: Change the theme’s default header font to one from an available list of open-source
typefaces. Both serif and sans serif fonts are available. (NOTE: This option is currently only available on
the Malala theme.)
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Body Font: Change the theme’s default body font to one from an available list of open-source
typefaces. Both serif and sans serif fonts are available. (NOTE: This option is currently only available on
the Malala theme.).

Ebook Start Point: Choose a page that your ebook will open to for readers. Note that not all ereader
platforms will respect this start point. By default, the ebook opens to the title page.

Paragraph Separation: Decide whether paragraphs in exported EPUB and MOBI files are indented or
separated by skipped lines. Ebooks default to the “indented paragraphs” separation setting to mimic the
traditional design of a print book, but can be changed.

Compress Images: Reduce the size and quality of images in your ebook. Generally those who enable
this setting are creating a print book and ebook simultaneously and have uploaded large, high-
resolution images for their print books. It’s advisable to lower the quality and size of media for your
ebook as some ebook distributors will assess additional fees depending on how large your ebook file is.

Custom Styles

For any customizations that you’d like to make that are not currently available as Theme Options, you
may want to consider creating your own Custom Styles. Custom Styles are any CSS (Cascading Style
Sheet) changes that you add to the base theme of your book. You can view and edit the CSS for your
book by going to Appearance > Custom Styles from the left sidebar menu of your book’s dashboard.

The stylesheets for your book are broken into three sections for each of the three supported book
formats you can create on Pressbooks: Web, PDF, and Ebook. Select the stylesheet that you would like
to view from the dropdown menu at the top of the page.

The first section of the page will include a scrolling box that contains the entire stylesheet for a given
format. The contents of the stylesheet are dependent on the theme you’ve chosen.

The second section is where you can make any edits to the stylesheet. Any CSS added in this section
will override existing styles for the same class.

The editor also keeps the last 10 revisions of each stylesheet for your book, so if you make a mistake
you can restore an earlier version by clicking the hyperlinked time stamp in the Revisions section.

For more information on how to edit CSS in Pressbooks, visit the Custom Styles chapter.
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Export

Pressbooks helps you design and produce the files you need to publish your book. With our self-service software,
create the reader-ready PDFs required by print and print-on-demand distribution services, and the EPUB or MOBI
files necessary to distribute with ebook stores like Kindle, Nook, and more. Read on for more information on how to
do the following:

e Choose the Right format
e Select Content for Export
e Export your Book Files

e Distributing Exports

Choose the Right Format

Before you export your book, it’s important that you know which formats you need in order to publish.
Besides the webbook format, Pressbooks supports four different export file formats. Below, see each
format and what purpose it serves:

e Print PDF: Export a print PDF file if you plan to publish your book in print format. This file meets
the requirements of printers and print-on-demand services.

e Digital PDF: Export and download the digital PDF instead if you do not plan on printing the file.
These can be used online and can contain hyperlinks for easier navigation.

e EPUB: Export EPUBs to submit to any popular ebook distributor except Amazon KDP. This is the
file you’d use to submit your ebook to Kobo, Nook, iBooks, and others.

e MOBI: Export a MOBI file to submit your ebook to Amazon KDP.

Select Content for Export

Not all content in your book in Pressbooks has to be included in your exported files. This is a convenient
feature for users who are creating books for several formats and only want certain content and a
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specific format.

You can decide which chapters, front matter, and back matter you’d like to be included in your exported
files from the Organize page. Just follow these steps:

1. Go to Organize from the left sidebar menu in Pressbooks
2. Find the “Show in Exports” column at the top of a section
3. Select the box in this column for each chapter you want in your exported files

Chapters should be selected by default. You can tell that a chapter has been selected to Show in Exports
when a checkmark appears. Unselect the box by clicking it again to remove the chapter from your
Exports

You can also click “Show in Exports” at the top of a column to select or deselect all chapters in that
section.

Export Your Book Files

Pressbooks will instantly generate files in all the formats you need for print, print-on-demand, and
ebook publishing.

To generate these files, navigate to the “Export” page, available on the left sidebar menu in Pressbooks.

File formats for export include PDF (for print), Digital PDF (for digital distribution), MOBI (for Kindle),
and EPUB (for all other ebook distributors).

Pressbooks also allows you to export other beta formats. This includes EPUB 3, XHTML, HTMLBook,
OpenDocument, Pressbooks XML, and WordPress XML. Note that we cannot offer technical support for
issues with your files in any of the formats still in beta testing.

NOTE: To view how changes you've made will affect your book, you must export and download a new set of files.

To export your book:

1. Access your Pressbooks dashboard

2. Go to Export from the left sidebar menu

3. In the “Export Options” panel, select the boxes for the file formats you wish to export
4. Click the Export Your Book button directly under the “Export Options” panel
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A progress bar will appear, and you can watch as each step of your files’ export is completed.

When successfully exported, the files you've chosen will appear underneath “Latest Exports.”
Pressbhooks keeps the last 3 files you've exported of each specific format.

After you've exported the files, choose what you’d like to do with them:

Download: To download an exported file, hover over the file name and click the “Download” link that
appears.

Delete: To delete an exported file, hover over the file name and click the “Delete” link that appears.

You can also delete files in bulk by following these steps:

1. Select the box to the left of the files you'd like to delete, or select the box at the top left of the table
to select all files for deletion

2. Click the Bulk Actions dropdown menu at the top or bottom of the table and select “Delete”

3. Click “Apply”

Pin: You can pin a file in your Latest Exports table to prevent the file from being deleted and allow you
to find it more quickly in the future.

To do so, select the box in the “Pin” column for the file you wish to save.

You can save up to 5 files, and up to 3 of one file type. If you try to pin a 6th file, you'll receive an error
message.

If you've pinned three files of a given export type and then try to export a new file of that format, you'll
see an error message asking you to deselect one of your pinned files before attempting to export again.

Adjust Table Settings: By default, the Export table will show you all the files you've exported. If you'd
rather your files display in a shorter table with navigable pages, you can adjust the table settings to
display fewer rows with the Screen Options setting available at the top of the page.

Sort: You can organize your files by file name, format, size, pinned status, or date by clicking the links
for those terms available at the top or bottom of the table.

Web Distribution of Exported Files

You also have the option to enable public downloads of your exported book files directly from your
webbook homepage.
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To enable public downloads on your book, follow these steps:

1. Go to Settings > Sharing & Privacy from the left sidebar menu in Pressbooks

2. Find the setting titled “Share Latest Export Files”

3. Select the following option: “Yes. I would like the latest export files to be available on the
homepage for free, to everyone.”

4. Click “Save Changes”

Turning on the “Share Latest Export Files” option will enable the feature on your book, but files won’t
appear to the public until a book administrator has exported them from the Exports page.

NOTE: Only the most recent file of each format will display in your public file downloads.

Need more help? Check out Pressbook’s brief video demonstration:

PB

EXPORT YOUR
FINISHED BOQK
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A YouTube element has been excluded from this version of the text. You can view it online here:
https://pressbooks.buffscreate.net/quide/?p=126
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9
Search and Replace

In Pressbooks, you can search and replace across your entire book. However, this is a somewhat
imperfect and irreversible function so use with caution!

It works as follows (see below for screenshots):

In the left sidebar Menu, select Tools.

Select Search and Replace.

On the S&R page, enter word or phrase you wish to search for.

Enter Replace string (leaving blank will just delete the word or phrase).
Click “Preview Replacements” to see what will get replaced

O W=

NOTE: While you get a complete list of terms to be replaced, you cannot select which ones will get
replaced; it’s all or nothing, and there is no easy way to undo a mass replacement, other than going
chapter by chapter.

6. Click “Replace & Save” to make it happen.

Things to be aware of:

e The search is case sensitive. This means that in order to ensure that you find every instance of a
word, you may need to run a search and replace several times (once all lower case, once with the
first letter capitalized and once in all caps).

e Every instance of your search term will be found, even if it is part of another word. For exa