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Writing and Publishing
Your Family History
Class 5: The Publishing Process

THE BRUE FAMILY LEARNING CENTER

E2 American Ancestors,

Meet today’s presenter

Sharon Inglis

VP of Publishing

Do it yourself
... Or not?

Voice of

Sharon Inglis,
VP of Publishing
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Reminder on
assumptions:

You're creating a print product

You're writing a book

You're using MS Word

DIY or get help?

Step You Someone else*
1 - Write v
2 - Edit your manuscript Vv Vv
3 - Select illustrations v
4 - Scan, crop, and edit images + v
5 - Design and lay out pages v v
6 - Proofread pages V v
7 - Create front matter s '
8 - Design a cover v v
9 - Index v
10 - Print ¥ (booklet/binder) + (book)
11 - Distribute your work v v
* Friend or family member, freelance editor or designer, or publishing service

(2}
A 04

No “Aunt Sallys"!

She’s
Sarah Jane “Sally” (Smith) Jones,
thank you very much!
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Select illustrations

Scan, crop, and edit images
Design and lay out pages
Proofread pages

Create front matter

Design a cover
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DIY or get help?

Step

1 - Write
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- Edit your manuscript

Select illustrations

- Scan, crop, and edit images

Design and lay out pages

- Proofread pages

Create front matter
Design a cover
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10 - Print

11 - Distribute your work

You Someone else*
v
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v
v v
v V
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V' (booklet/binder) +/ (book)
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* Friend or family member, freelance editor or designer, or publishing service
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DIY or get help?

Step
Write
Edit your manuscript
Select illustrations
Scan, crop, and edit images
Design and lay out pages
Proofread pages

Create front matter

- Design a cover

Index

10 - Print

11 - Distribute your work

You Someone else*
v
v v
v
v v
v '
v v
v v
v v
v
¥ (booklet/binder)  (book)
v <

* Friend or family member, freelance editor or designer, or publishing service

Choosing a Publishing Service

Experience with family histories

Availability of a-la-carte editorial
and design options

Reasonable pricing structure

Level of technical skill needed on
your part

Availability of references and
samples

Are they supportive and nice?
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Editing: Why, When, Who?

Why? ¢ Because a spell checker isn’t enough.
* Because accurate names, dates, and numbering
really matter in a genealogy.

When? * Once you have a draft of at least two chapters.
* Ifyou need a break from writing.

Who? * You, because you know your content better
than anyone else.
* Someone else, because you are too close to
what you've written.

Ideas for Better Editing

* Change the font before you read.

* Print out a hard copy to edit.

* Read your printout in a new place.

* Read your text out loud.

* Take a break from writing before you edit.
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Choosing an Editor

Where to find one
 Editorial Freelancers

Association (EFA) {

* Association of Professional
Genealogists (APGen) What to look for
* A good speller and

grammarian

* Publishing vendors have
their own stable of
freelancers.

* Knowledge of history
and/or genealogy

Tip
Keep updating
your stylesheet

Ti
7
ip

Don’t use Ibid.
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According to the 1860 census, on 17 July 1860 the Pratt household at Norwich, Connecticut,
consisted of George Pratt, white male aged 27, lawyer, $800 in personal estate, born in
Massachusetts, and Sarah Pratt, white female aged 28, house keeper, born in Massachusetts.
The young couple was also enumerated in her father’s household: on 18 July 1860, the
ittlesey at Hartford, C included Oramel Whi white male aged
58, music teacher, $10,000 in real estate, $16,000 in personal estate, born in Connecticut; C.
M. Whittlesey, white female aged 54, born in Connecticut; J. . Maginnis, white male aged 34,
music teacher, $1000 in personal estate, born in Ireland; E. T. Maginnis, white female aged
34, born in Massachusetts; O. M. Maginnis, white female aged 10, born in Connecticut; E. J.
Maginnis, white female aged 1, born in Connecticut; G. F. Pratt, white male aged 27, lawyer,
born in Massachusetts; and S. V. Pratt, white female aged 24 [sic], born in Massachusetts.

The 1870 census, taken on 16 July 1870, reported that the Pratt household at Norwich,
Connecticut, consisted of Geo. Pratt, white male aged 37, lawyer, $12,000 in real estate,
$6,000 in personal estate, born in Massachusetts, a male U.S. citizen eligible to vote; Sarah
Pratt, white female aged 38, keeping house, born in Massachusetts; Alice Pratt, white female
aged 10, has attended school within the year, born in Connecticut; Oramel Pratt, white male
aged 8, has attended school within the year, born in Connecticut; Clara Pratt, white female
aged 6, has attended school within the year, born in Connecticut; George Pratt, white male
aged 3, at home, born in Connecticut; Ella Pratt, white female aged 7 months, born Nov.
[1869] in Connecticut; Margaret Harrington, white female aged 34, domestic servant, born in
Ireland, parents of foreign birth; Margaret O'Reagan, white female aged 22, domestic
servant, born in Ireland, parents of foreign birth; and Anna Keiley, white female aged 13,
domestic servant, born in Ireland, parents of foreign birth.

Unedited text

According to the 1860 census, on 17 July 1860 the Pratt household at Norwich, Connecticut,
consisted of George Pratt, white male aged 27, lawyer, $800 in personal estate, born in
Massachusetts, and Sarah Pratt, white female aged 28, house keeper, born in Massachusetts.
The young couple was also enumerated in her father’s household: on 18 July 1860, the

at Hartford, Connecticut, included Oramel y, white male aged
58, music teacher, $10,000 in real estate, $16,000 in personal estate, born in Connecticut; C.
M. Whittlesey, white female aged 54, born in Connecticut; J. T. Maginnis, white male aged 34,

music teacher, $1000 in personal estate, born i .
34, born in Massachusetts; O. M. Maginnis, wh At the time of the 1860 census, George and Sarah

Maginnis, white female aged 1, born in Connec Pratt, 27 and 28, both born in Massachusetts, were
born in Massachusetts; and S. V. Pratt, white fe living in Norwich, Connecticut, with $800 in personal
The 1870 census, taken on 16 July 1870, repor: €State. He was a lawyer, and she was a housekeeper.
Connecticut, consisted of Geo. Pratt, white ma (They are also enumerated in the household of her
$6,000 in personal estate, born in Massachuse father, Oramel Whittlesey, in Hartford.) By 1870, still
Pratt, white female aged 38, keeping house, bc jth the same occupations, George and Sarah had
aged 10, has attended school within the vear t ¢4 60 i rea estate and $6,000 in personal estate.
aged 8, has attended school within the year, bc
aged 6, has attended school within the year, bc And they had seven children, all born in Connecticut:
aged 3, at home, born in Connecticut; Ella Prat Alice, 10; Oramel, 8; Clara, 6; George, 3; and infant
[1869] in Connecticut; Margaret Harrington, w Ella, 7 months. The three oldest had all attended
Ireland, parents of foreign birth; Margaret O'R\ schoo| within the year. The family shared their home

servant, born in Ireland, parents of foreign birt _ X .
SlLy ! o7 18n BIt \ith three female domestic servants, all born in
domestic servant, born in Ireland, parents of fc ireland
reland.

Edited text

Check your

genealogical numbering
early and often.
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Genealogical Content Review

* Style of BOLD SMALL CAPS, SMALL CAPS, italics,
parentheses, and superscript

* Genealogical numbering

* Order and punctuation of vital event data

* Eliminate place name repetition

« Consistent use of abbreviations

* Consistency of names and dates from generation
to generation

¢ Dates that make sense

Z Jml IR = = i Eve o o Corbdgebis, Egind ns
ook, Comnectcut, LS April 1704, ascording 0 4 post- 1845

1 She was bom at Guilford,
iman) Dudley, who were married
ed 27 Sept ember 1714

TILESEY, b3 April 166 sa;ﬂohawﬂ 1760;m REBECCAWATERO!

§71:d by 10 Agel o4 Im.mwu,»\
o T

1673: 4. Saybresic 1 pril 1651
LsEy, b u\mhm 5;d Bethlabem, Cog., 20 Feb. 17356; m Newingson, Com

45, LYDIAWAY,
Vil DAVIDWHITTLESEY, b. 28 Jun 5. 303
viil, ELIMALET WHITTLESEY, b. 2 et

Saybrook 24 May 1677, da April

hagman (his funior by thisty years)—making him fher, lte
cph’s father Jobn' Whittle

1671 s the st

Chaancey; 8. Wallingiord
same year as Azarish M
Wallingéord o 1710wt

wrote of hir:
- e a s diaponal bt s ahers
Thad e sohave forgor at best—if the young legatce dics culd b,
ey 9 lcscy was sstend

obliquely to his own long. itlesey, would not the father
vl g e v R e Perhaps the testator's intent was that in

case of the grandson’s death, Joseph's grandmother Ruth (Dudley) Whittlesey should receive his

Genealogical “continuity”

Onceis

not enough
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L
yee was chrged £20; e

165658

1617w g3 13 June amd

ey
— B
Track changes

Single File or Multiple?

One big file Separate chapters

* You can open multiple | ¢ You can search entire
files to compare them document at once

* You must combine all * Add section breaks or
files at the end to index search on “Chapter” to
or make a PDF navigate

* Auto-numbering won't | ¢ Too many images in
update till you combine Word can cause
into one file problems

Design, Layout, and

Proofreading
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Rules for Book Design

* Make sure your text is edited and in its near final form before
you lay out pages.

* Your typeface must be easily readable.

*  Use the same typography for all chapter titles.
Use the same typography for all subheads.

* Make sure your margins are wide enough.

Your Book’s Specs

* Trim size? (dimensions of the page, not the cover
if a hardcover)
Examples: 6 X 9, 7 x 10, 8% x 10%, 8% x 11

* Paperback or hardcover? If hardcover, do you
want a dust jacket?

* Footnotes or endnotes? (endnotes leave more
space on the page for illustrations)

* Page numbers at the top or bottom of the page?

Page Template Basics

* Page size in Word should be the trim size of your book.

* Aim for a %" to 1" gutter (inside) margin. Top, bottom, and
outside margins should be at least %".

* Keep line length between 63 and 72 characters; for 8 %2 x 11
books, consider using two columns.

* Odd-numbered pages are always on the right.
* The first page after the front matter is always Arabic page 1.

* Header/footer: Book title on the left (verso) and chapter tile
on the right (recto).

* Justified text looks neater than left-aligned (rag right) text.
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Typefaces and Fonts

* Limit yourself to two or three typefaces for the whole book.

* Use 11- or 12-point serif type for your main text. Times
New Roman is a tried-and-true serif typeface.

* A sans serif typeface (like Arial) is OK for headings or
captions, but difficult to read in long blocks of text.

* If you must, save the sa j J&#l#- ssfor headers in special
sections or your front or end matter.

2/2/2024

Manuscript to Pages

Write
IF USING
. PAGE
i LAYOUT
v SOFTWARE

I‘I

Import text into page
Manuscript Finalize text il 2 layout software

Pages Add images Add images
Finalize pages Finalize pages

Index

Make printer Make printer
PDF

PDF

I‘_l‘_l‘ l‘ l

Page Layout Basics

Do...
* place illustrations next to
or just after what they
relate to. Don't...
* be consistent with head * allow blank right-
and caption style. hand pages.
* watch that genealogical * allow “bad breaks”
styles are applied correctly from page to page.
(bold, small caps, italics,

etc.).
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Generation One

Edward' Small

FIRST OF THE FAMILY IN MAINE

The first men of the family to arrive in what is now known as

Bad page breaks

Hierarchy of Heads
Chapter title — =" :::TW
Genealogical intro 774|

Caption—
Body text

’ﬁ =
S S.ubl‘.leadﬂk | gt

ot s, To bl 0t chch, o b 4y s b gt B sccsgted

Print your document to

proofread
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Proofreading Checklist

O Are all text and all images present in the pages? Are the illustrations in

the right places?

O Are the image captions correct? Are names spelled the same as they are
in the text?

O Is the head structure and styling of header text correct?

0O Did the genealogical numbering and formatting come through correctly?

O Check that the designer restored any lost italics for book titles, ship
names, etc.

O Check for any bad page breaks.

O Check that the running heads or feet are correct.

Front Matter, Cover,

and Indexing

Front Matter

* Pageiii: title page * Preface (by the
* Pageiv: © page author, explains
* Table of Contents how and why book
* Foreword (by was written)
someone other than * Acknowledgments
the author) e List of terms or
abbreviations

Bold items are mandatory.
Grey items are optional.
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THE NELSON FAMILY
of Rowley, Masachusetts

Title page and copyright page

Possible End Matter

Endnotes (if you didn’t use footnotes)

Appendices
o Charts
o Coverage of allied families (related by marriage)

o Transcriptions of letters, wills, diaries, etc.

o Interview transcriptions

* The all-important index!

* Text and Illustration Credits (if necessary)

Stamped book “cases”
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Auc
RosE

it 4
prrssantos

KATE VAN VOLKENBURGH

Ancestors and Descendants of

Charles I.ae Caron
Victoire Sprague

An
American
Family

- Nathaniel Saltonstall

Family history covers

2/2/2024

Why do you ©
need an
index? .

When should
you index? .

Who should  *
create the *
index? 0

The All-important Index

Your reader will want to look up names and
possibly places or ships.
It's an opportunity do a last check for errors.

Only after pages are laid out and FINAL.
If problems are found, you can correct them but
only in a way that doesn’t change page breaks.

A professional indexer.

You, if you are a professional indexer.
A professional indexer.

See previous bullet.

Working with an Indexer

* Where to find a good one?
— Editorial Freelancers Association
— American Society for Indexing
— Association of Professional Genealogists

* What to have them index?

— Every name in the text and in the captions in all
the chapters

— Optional: places and ships

— Optional: topics of interest (wars/battles,
colleges/universities, historical events)

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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Women and Unknown Names

* Married women are indexed
under all the surnames they
have ever had:

Goodale
Elizabeth (Parlett) (Taylor),
4,7, 13 [2nd marriage]
Parlett
Elizabeth, 4, 7, 13 [maiden
name]
Taylor
Elizabeth (Parlett), 4, 7, 13
[1st marriage]

* For unknown given or maiden
names, use five underscores:
Bullard
, 56
Ann(___ ),197

* For unknown surnames, use a
separate section at the end of
the index:

Unknown Surnames
Helen, 55
Jim, 253

2/2/2024

Places and Ships

Places
* Main entry = state or country
* Subentries =
counties/provinces or
towns/cities

NOTE: Ship names are always
in italics, but the prefix is not:
the USS Constitution

California, 29, 70, 83, 97, 106, 107
Irvine, 23, 67
Long Beach, 70, 85, 96
Los Angeles, 85, 114
Orange County, 83
San Jose, 77,117

France, 70, 85, 96, 230, 315
Champagne, 83
Lyon, 106, 107
Paris, 70, 85, 96, 115, 289
Poitou, 56, 164
Touraine, 189

T

Don't index until

EVERYTHING
is final!

©New England Historic Genealogical Society, AmericanAncestors.org; produced by The Brue Family Learning Center
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“Final Eyeballing”

v Page numbers in the TOC are correct

¥ Chapter/section names in the TOC match what is on the
pages of your book

v All verso chapter/section headers/footers
are correct

N
v Book title is the same on half-title, title page, @ @
recto running head/foot, cover stamping / :
dust jacket / cover

v Correct year on copyright page A

Files to printer!

Choosing a Printer

* Level of experience

*  Quality of work:
ask to see samples!

* Array of paper and
binding options

* Competitive pricing

* Customer service
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Printing Decisions

* Print quantity

« Interior paper choices:
— white or off-white

(AKA cream or natural) i L
— weight (50, 554, 60%, etc.) ey =
— coated or uncoated
. Cloth book cover
* Paperback cover or dust jacket stock and color swatches

lamination (matte, gloss, silk, UV varnish)

* Hardcover cloth case and foil stamping colors
* Hardcover binding type (sewn or adhesive)

The Last To-do List

1. Make PDFs following your printer’s instructions for the
interior text pages and for the cover or dust jacket

2. Check the PDFs before uploading!

3. Complete an online form or email a list of specifications and
instructions to printer:

v Print quantity
v Trim size

v Number of total pages, with blanks counted and identified

v Paper choice (color, weight, and finish)
v Jacket/cover stock and lamination choice

v Shipping instructions

What are printer proofs?

» “Hard” proofs come as a stack of printed pages
with the cover/jacket separate; takes a few weeks

* Digital “soft” proofs come as a link to the printer’s
online system; may take only a few days

* A publishing service will usually check printer’s
proofs for you.

* They are not meant to be read word-for-word!
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Printer Proof Review

Do not read the proofs. Instead:

Make sure all pages are there and are in the correct
order.

Check running heads to make sure they align and
are not cut off.

Check footnotes to make sure they align and are
not cut off.

Make sure no type is being cut off at the outside
edges of the page.

Make sure no type is being pulled into the gutter
on the inside edges of the page.

THANK YOU!

AmericanAncestors.org

NEw ENGLAND HiISTORIC
GENEALOGICAL SOCIETY
AmericanAncestors.org

Copyright © 2024
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