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1
About This Guide


  This is one of many support guides from BCcampus Open Education. It is designed to supplement the central resource: Self-Publishing Guide.


 Welcome to BCcampus Open Education’s Pressbooks Guide. This support resource was written for open textbook authors who want to use this writing platform to create a new book, or instructors interested in customizing an existing open textbook.
 BCcampus Open Education began in 2012 as the B.C. Open Textbook Project with the goal of making post-secondary education in British Columbia more accessible by reducing students’ costs through the use of open textbooks and other OER. BCcampus supports the post-secondary institutions of British Columbia as they adapt and evolve their teaching and learning practices to enable powerful learning opportunities for the students of B.C. BCcampus Open Education is funded by the British Columbia Ministry of Advanced Education, Skills & Training, and the Hewlett Foundation.
 Open educational resources (OER) are defined as teaching, learning, and research resources that, through permissions granted by the copyright holder, allow others to use, distribute, keep, or make changes to them. We consider this publication—along with our guides, webinar slide decks, and other support materials—as a type of OER that trains faculty, staff, and students how to build, customize, and use open textbooks.
 The BCcampus Writing Guidelines for Style and Tone and BCcampus Open Education Style Guide, along with the attached style sheet [Word file], were referenced during the copy editing and proofreading phases of this guide.
 To ensure that standard barriers are addressed for maximum access by as many readers as possible, this guide meets the criteria laid out in the Checklist for Accessibility—including an Accessibility Statement—and is flagged as “Accessible” in the B.C. Open Textbook Collection.
 If you find an error in this guide, please report it using the Report a Textbook Error form. For other feedback or comments, fill out the BCcampus contact form.
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Acknowledgements: eCampusOntario

Share
 If you adopt this book, as a core or supplemental resource, please report your adoption in order for us to celebrate your support of students’ savings. Report your commitment at www.openlibrary.ecampusontario.ca.
 We invite you to adapt this book further to meet your and your students’ needs. Please let us know if you do! If you would like to use Pressbooks, the platform used to make this book, contact eCampusOntario for an account using open@ecampusontario.ca.
 If this text does not meet your needs, please check out our full library at www.openlibrary.ecampusontario.ca. If you still cannot find what you are looking for, connect with colleagues and eCampusOntario to explore creating your own open education resource (OER).
 About eCampusOntario
 eCampusOntario is a not-for-profit corporation funded by the Government of Ontario. It serves as a centre of excellence in online and technology-enabled learning for all publicly funded colleges and universities in Ontario and has embarked on a bold mission to widen access to post-secondary education and training in Ontario. This textbook is part of eCampusOntario’s open textbook library, which provides free learning resources in a wide range of subject areas. These open textbooks can be assigned by instructors for their classes and can be downloaded by learners to electronic devices or printed for a low cost by our printing partner, The University of Waterloo. These free and open educational resources are customizable to meet a wide range of learning needs, and we invite instructors to review and adopt the resources for use in their courses.
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Introduction


Pressbooks is an authoring platform built on the popular WordPress publishing and blogging website. If you have used WordPress in the past, Pressbooks should feel familiar. Pressbooks allows you to create content once and publish it in many formats including a website, PDF document, EPUB (usable in most eReaders), MOBI (for Kindle readers), and various editable files.
 This Pressbooks Guide
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Accessibility Statement


BCcampus Open Education believes that education must be available to everyone; this means supporting the creation of free, open, and accessible educational resources. We are actively committed to increasing the accessibility and usability of the textbooks we produce.
 Accessibility features of the web version of this resource
 The web version of the Pressbooks Guide has been designed with accessibility in mind by incorporating the following features:
 
  	It has been optimized for people who use screen-reader technology. 	all content can be navigated using a keyboard.
	links, headings, and tables are formatted to work with screen readers.



  	All images in this guide are screenshots that are considered non-essential as they are described fully in the text. As such, they do not include alt tags.

  	Information is not conveyed by colour alone.

  	There is an option to increase font size. (See tab on top right of screen titled, “Increase Font Size.”)


 Other file formats available
 In addition to the web version, this book is available in a number of file formats including PDF, EPUB (for eReaders), MOBI (for Kindles), and various editable files. Here is a link to where you can download this book in another file format. Look for the Download this book drop-down menu to select the file type you want.
 Known accessibility issues and areas for improvement
 While we strive to ensure that this resource is as accessible and usable as possible, we might not always get it right. Any issues we identify will be listed below. There are currently no known issues.
 List of Known Accessibility Issues 	Location of Issue 	Need for Improvement 	Timeline 	Work Around 
 	 	 	 	 
 	 	 	 	 
  
 Accessibility standards
 The web version of this resource has been designed to meet Web Content Accessibility Guidelines 2.0, level AA. In addition, it follows all guidelines in Appendix A: Checklist for Accessibility of the Accessibility Toolkit – 2nd Edition.
 
  Let us know if you are having problems accessing this guide

 We are always looking for ways to make our resources more accessible. If you have problems accessing this resource, please contact us to let us know, so we can fix the issue.
 Please include the following information:
 
  	The location of the problem by providing a web address or page description

  	A description of the problem

  	The computer, software, browser, and any assistive technology you are using that can help us diagnose and solve your issue 	e.g., Windows 10, Google Chrome (Version 65.0.3325.181), NVDA screen reader




 You can contact us one of the following ways:
 
  	Email: helpdesk@bccampus.ca

  	Web form: Report an Open Textbook Error form


 
  This statement was last updated on September 13, 2018. 
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I
Accounts and Users


  Section Topics
 
  
    This section describes the Pressbooks services in B.C., including:

    
      	A description of the self-serve instance of Pressbooks provided free for faculty and staff at all post-secondary institutions in British Columbia

      	How to set up an account for the pressbooks.bccampus.ca instance of Pressbooks

      	How to recover the username and reset the password for a Pressbooks account

      	How to add users to a book in Pressbooks
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1
Pressbooks for B.C. and the Yukon


BCcampus Open Education provides a self-serve instance of Pressbooks called “B.C. Faculty Pressbooks” for faculty and staff at post-secondary institutions in British Columbia and the Yukon.
 This is a free service.
 When accessing this instance of Pressbooks, faculty and staff must use their institutional email address. A list of accepted email domains are below.
 	bcit.ca 	camosun.bc.ca 	camosun.ca 	capilanou.ca 
 	cnc.bc.ca 	cotr.bc.ca 	douglascollege.ca 	ecuad.ca 
 	jibc.ca 	kpu.ca 	langara.bc.ca 	nic.bc.ca 
 	nlc.bc.ca 	nvit.bc.ca 	nwcc.bc.ca 	okanagan.bc.ca 
 	royalroads.ca 	selkirk.ca 	sfu.ca 	tru.ca 
 	ubc.ca 	ufv.ca 	unbc.ca 	uvic.ca 
 	vcc.ca 	viu.ca 	yukoncollege.yk.ca 	 
  
 MORE TO COME: The email domain for Coast Mountain College (coastmountaincollege.ca), the new name for Northwest Community College, will be added soon. We will also be allowing faculty working at private post-secondary institutions based in B.C. to create Pressbooks accounts. When these changes have been implemented, we will update the above table.
 The Sign up/Register page used to create an account says one must be a post-secondary faculty member, but post-secondary staff are eligible as well. Yukon faculty and staff are also eligible, and Yukon College is included in the “B.C. Institution” drop-down list on the account sign-up page. (See Pressbooks Accounts.)
 Only public post-secondary institutions in B.C. (plus Yukon College) are listed on the drop-down list, but B.C. private post-secondary faculty and staff may use this Pressbooks instance as well. Those from a private college or university should contact the BCcampus Helpdesk for account set-up assistance.
 See Pressbooks Updates.
 Ontario post-secondary faculty and staff
 Post-secondary faculty and staff from Ontario should email eCampusOntario at inquiry@ecampusontario.ca for Pressbooks help.
 Other post-secondary faculty and staff
 The Rebus Community provides Pressbooks access to post-secondary faculty and staff from post-secondary institutions around the globe, providing they are a member. To join, create an account at Rebus Community. Once that has been done, request access to a Pressbooks account by filling out the Rebus Community Press – Request for Access form.
 Accounts are also available through the main Pressbooks website.
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Pressbooks Accounts


This chapter describes how B.C. post-secondary faculty and staff can create and manage an account with the BCcampus self-serve instance of Pressbooks.
 Chapter table of contents
 
  Special features

 
  How to create an account

 
  Account purging schedule

 
  User profile

 
  Find help

 Special features
 Take note of two features on the Pressbooks home page

	Passwords and Usernames -- Pressbooks Guide
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Passwords and Usernames


Change a password
 	[image: ""] 	See
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4
Provide Access to Others

Only Administrators of a book can add users to that book in Pressbooks. Here is how it’s done:
 First, make sure the person you would like to add has a Pressbooks account. If they don’t, they will need to create one.
 To add a user,
 
  	Go to your book’s Dashboard.

  	Find the Users tab in the left-hand menu.

  	Click “Add Existing.”

  	Enter the email of the person you would like to add to the book. (It must be the email they gave when they signed up for Pressbooks.)

  	Select the desired role for your new user. See below for role options.


 User roles include:
 
  	Administrator: The highest permission level. Administrators can add, edit, and delete posts, they can add and delete users, and they can delete a book.

  	Editor: Editors can add, edit, manage, and publish posts, even those of others.

  	Author: Authors can write, edit, and publish their own posts, but not those of others.

  	Contributor: Contributors can only write and edit their own posts.

  	Subscriber: Subscribers have the lowest level of permissions. Subscribers can only read posts.


 Dashboard Links by User Type 	Dashboard Link 	Administrator 	Editor 	Author 	Contributor 	Subscriber 
 	WP-Piwik 	√ 	x 	x 	x 	x 
 	Organize 	√ 	√ 	√ 	√ 	x 
 	Private/ Public setting (Organize) 	√ 	x 	x 	x 	x 
 	Book Info 	√ 	x 	x 	x 	x 
 	Appearance 	√ 	√ (but no “Themes”) 	x 	x 	x 
 	Export 	√ 	√ 	√ 	√ 	x 
 	Plugins 	√ 	x 	x 	x 	x 
 	Media 	√ 	√ 	√ 	x 	x 
 	Users 	√ 	x 	x 	x 	x 
 	Tools 	√ 	√ 	√ 	√ 	x 
 	Settings 	√ 	x 	x 	x 	x 
 	Import 	√ 	√ 	√ 	√ 	x 
 	Textbooks for PB 	√ 	√ 	√ 	√ 	x 
 	Profile 	x (see “Users”) 	√ 	√ 	√ 	√ 
  
 The person who has been added will receive an email invitation and a link to the book. They will need to click a confirmation link in order to access the book.
 	[image: ""] 	For more information, see Users and Collaborators in the Pressbooks Userguide. 
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II
Book Set Up


  Section Topics
 
  
    This section covers things that should be considered before setting up a book, as well as the building blocks used to create a book. Topics include:

    
      	Accessibility for all types of learners

      	Language and script support so authors can write books in a variety of languages, including font support for those that use a non-Latin alphabet

      	How to annotate, during and after creation, with the Hypothes.is tool

      	How to enable the Comments feature in Pressbooks and how this might be used

      	A comprehensive description of an account’s Dashboard explaining where tools and features are found

      	How to create a new book (an account can hold many books)

      	Adding, changing, and organizing parts, chapters, front matter, and back matter

      	Determining word count for a chapter, part, or an entire book

    

  


 	[image: ""] 	For more information, see What is in a Book? in the Pressbooks Userguide. 
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Accessibility

The first step to setting up a book is to consider how it will be made accessible, i.e. designing and setting it up in Pressbooks in such a way that as many readers as possible can enjoy and learn from it. See below for a list of specific elements to consider and how each can be addressed.
 The Accessibility Toolkit – 2nd Edition provides a comprehensive guide to creating accessible content in Pressbooks.
 Use Pressbooks to Increase Accessibility 	Element 	Challenge 	Solution 
 	Colour 	Physical: low vision, poor colour-contrast vision, colour blindness Technological: a device with a monochrome display or a black-and-white print copy
 	Colour Contrast 
 	Images 	Physical: blind or low vision, colour blindness, cognitive disability Technological: black and white printer, poor Internet connection, monochrome display on device
 	Images 
 	Links 	cognitive or physical disability, deaf or hard of hearing, blind or low vision 	Links 
 	Math and Formulas 	cognitive or physical disability, blind or low vision 	Formulas 
 	Multimedia 	Physical: cognitive disability, deaf or hard of hearing, blind or low vision Environmental: loud, difficult to hear or play media, lack of headphones
 Language: non-native English speaker
 	Multimedia 
 	Tables 	cognitive disability, blind or low vision 	Tables 
  
 Use the Checklist for Accessibility to ensure that standard barriers are addressed for maximum access by as many readers as possible.
 For more information, see Accessibility, Diversity, and Inclusion in the Self-Publishing Guide.
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Language and Script Support

A book can be written in a variety of languages in Pressbooks including those that use a non-Latin alphabet. Font support is currently offered for the following languages:
 
  	Ancient Greek

  	Arabic

  	Biblical Hebrew

  	Canadian indigenous syllabics (for the Chipewyan, Inuktitut, Plains Cree, Cree, Moose Cree, Slave, Northern Cree, Naskapi, Swampy Cree, Southern East Cree, and Ojibwa languages)

  	Chinese (Simplified)

  	Chinese (Traditional)

  	Coptic

  	Devanagari (Hindi and Sanskrit)

  	Gujarati

  	Hindi

  	Japanese

  	Korean

  	Pujabi (Gurmukhi)

  	Sanskrit

  	Syriac

  	Tamil

  	Tibetan

  	Turkish


 	[image: ""] 	For more information, see Languages in the Pressbooks Userguide. 
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Annotation with Hypothes.is

Hypothes.is is a web annotation tool that allows collaboration between authors and editors, personal note taking and annotation, and engagement with readers. It can also be used as a teaching tool with students.
 While the tool is available as a browser extension that can be used on any webpage, Pressbooks allows you to build its capabilities into the pages of your webbook.
 	[image: ""] 	For more information, see Hypothesis for Webbook Annotation and Comments in the Pressbooks Userguide. 
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8
Comments

	[image: ""] 	See Comments and Review in the Pressbooks Userguide. 
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The Dashboard


Once an account and book have been created in Pressbooks, the Dashboard or Dashboard page is where the account holder is automatically directed after logging in. The account holder is automatically assigned as the Administrator and has access to all functions listed on the Dashboard. Lesser roles, such as Editor, Author,

	Add a New Book -- Pressbooks Guide
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Add a New Book


A book—or book shell—needs to be created in your Pressbooks account in order to:
 
  	Import an existing Pressbook

  	Create new content


 Create a new book
 A book can be created during initial account creation. (See Pressbooks Accounts.) However, if you skipped that step when creating your account, or if you need to create an additional book (your account can hold many books), here’s how to begin.
 
  	Log into your Pressbooks account.

  	Hover over the “My Catalogue” link in the top left corner of the upper red banner in your Pressbooks account to reveal a drop-down menu.

  	Click “Add a New Book.”


 [image: ""]
 You will land on the “Create a new book” page where you will be asked to provide:
 
  	Webbook Address. This is a short descriptor that is added to the end of “https://pressbooks.bccampus.ca” to create your webbook’s URL or web address. 	the title or abbreviated title of the book (with no spaces) is often used.
	it must be at least four characters, letters, and/or numbers.
	it cannot be changed so choose carefully.



  	Book Title. This can be changed later if needed.

  	Book Language. “English (Canada)” is the default selection.

  	Privacy. The default is setting is “Yes,” which will make the book public. However, we recommend you select “No” so you can work on your book in private.


 Once you have filled in all of the fields, click the Create Book button.
 
  
    [image: ""]
  

 Textbook shell
 After clicking on the Create Book button, you will be redirected to your new book’s Dashboard. To get you started, Pressbooks creates a number of empty parts and chapters:
 
  	A Front Matter part with an “Introduction” chapter

  	A Main Body part with a “Chapter 1”

  	A Back Matter part with an “Appendix” chapter


 
  
    [image: ""]
  

 	[image: ""] 	For more information, see Automatic Pages: Title Page, Copyright and Table of Contents
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Parts: Add, Change, Organize

A book written in Pressbooks is made up of chapters which are grouped and ordered into parts. chapters are web pages or building blocks within which content is added. Parts are overarching sections that hold chapters.
 Most of the open textbooks published by BCcampus use parts as chapters, and chapters as chapter sections. This is done to:
 
  	Organize book content

  	Facilitate navigation

  	Avoid long web pages so readers can easily view detailed book structure via the table of contents


 For an example, see the organization of the open textbook, Canadian History: Pre-Confederation.
 	[image: ""] 	For more information, see Parts in the Pressbooks Userguide. 
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Chapters: Add, Change, Organize

	[image: ""] 	See Chapters in the Pressbooks Userguide. 
  
 To learn about standard layout for a chapter, see Textbook Outline in the Self-Publishing Guide.
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Front Matter: Add, Change, Organize


  	[image: ""] 	See Front Matter in the Pressbooks Userguide. 
  


 To learn about standard layout for front matter, see Textbook Outline in the Self-Publishing Guide.
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Back Matter: Add, Change, Organize

	[image: ""] 	See Back Matter in the Pressbooks Userguide. 
  
 
  To learn about standard layout for back matter, see Textbook Outline in the Self-Publishing Guide.
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Automatic Pages and Features

Pressbooks takes care of creating key elements for a book such as:
 
  	Title page

  	Copyright/licence page

  	Licence statement at the end of each chapter (web version only); this can be controlled by chapter

  	Table of contents

  	Part/chapter numbers (This feature must be turned on. See Theme Options in The Dashboard chapter.)

  	Page numbers (PDF files only)


 	[image: ""] 	For more information, see the following in the Pressbooks Userguide: 	“Automatic” Pages: Title Page and Table of Contents
	Copyright Page
	Creative Commons Licensing
	Appearance
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Word Count


Word count is available for each chapter, each part, and for the entire book.
 Chapter word count
 Word count is posted at the bottom of each chapter’s content body. Words in the chapter title field are not included.
 
  
    [image: ""]
  

 Part word count
 Word count is posted at the bottom of each part’s content body. Words in the part title field are not included.
 
  
    [image: ""]
  

 Book word count
 Word count for an entire book can be found at the top of the Organize page. Here is also where you can find the word count for all chapters selected for export.
 
  
    [image: ""]
  
  .
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III
Add Content


  Section Topics
 
  
    There are many ways to add content to Pressbooks. This section describes these options, including how to:

    
      	Add new content directly into Pressbooks

      	Clone an existing open textbook or other OER from any Pressbooks instance

      	Search and import a Pressbooks book or chapter from another Pressbooks instance

      	Import any web page or Pressbooks webbook

      	Import a Word document

      	Copy and paste content from Word

      	Import a file from Google Docs

      	Import an OpenDocument Text (ODT) file

      	Import an EPUB file
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Create New Content


Chapter table of contents
 
  Chapter title and permalink

 
  Editing tools and views

 
  Save and autosave

 
  Special features

 Books in Pressbooks are made up of chapters, which are the building blocks of content, and parts, which are organizational blocks that house those chapters. If you intend to have your book hosted in Pressbooks, it is best practice to work on the book directly in Pressbooks as soon as possible, rather than work in another application like Microsoft Word and then copy the content into Pressbooks.
 Chapter title and permalink
 When a chapter is opened, you will see the WYSIWYG toolbar, which contains three rows of tools that can be used to add and format content in the chapter.
 
  
    [image: ""]
  

 Above the toolbar is the chapter-title field

	Import Options for Pressbooks Content -- Pressbooks Guide
	
	

		




18
Import Options for Pressbooks Content
Josie Gray

This chart compares the four methods of importing content that is already in Pressbooks. While these import options can ultimately have the same result, they each have their own use case.
 IMPORTANT: These import routines only work for books marked as “public,” and they may not work if the book has All Rights Reserved or a Creative Commons licence with a -ND (NoDerivs) restriction.
 Pressbooks Import Options 	Import Option 	What You Need 	What This Option Does 	When to Use This Option 
 	Clone a Book 		The URL of the Pressbook you want a copy of

  		Creates an exact copy of an entire book
	Adds a notice that it is a cloned version, with a link back to the original book
	Provides the option to allow readers to compare the cloned book with the original

  		If you do not already have a book shell
	If you want an exact copy of an entire book
	If you want readers to be able to see how your version of the book differs from the one you cloned it from

  
 	Search and Import 		An existing Pressbook to add content to
	A list of Pressbook domains that you want to search (you must manually add the domains you want to search)
	Search terms

  		Allows you to search multiple Pressbooks domains for books and chapters
	Allows you to select chapters and books from different sources and import them at once

  		If you need help finding content that you want to add or adapt but don’t know what’s out there or where to look
	If you are looking for a specific book or chapter to import

 The search feature is finicky and can be frustrating to use. Start with simple search terms, and be prepared to try different things.
 
 	Pressbooks/WordPress XML (.wxr or .xml) 		An existing Pressbook to add content to
	The Pressbooks XML file of the Pressbook you want a copy of

  		Creates an exact copy of an entire book, or
	Allows you to select the parts and chapters you want imported

  		If you don’t want the features that come with cloning (the link between and option to compare the two versions)
	If you want to select the parts and chapters to import (not possible when cloning)

  
 	Web Page or Pressbooks Webbook (.html or URL) 		An existing Pressbook to add content to
	The URL of the Pressbook you want a copy of

  		Creates an exact copy of an entire book, or
	Allows you to select the parts and chapters you want imported
	Allows you to import content from non-Pressbooks web pages

  		If you don’t want the features that come with cloning (the link between and option to compare the two versions)
	If you want to select the parts and chapters to import (not possible when cloning)
	If you have web content not in Pressbooks that you want to import
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Clone a Book

	[image: ""] 	See Book Cloning in the Pressbooks Userguide. 
  
 
  	[image: ""] 	For information on the Source Comparison Tool, see Source Comparison for Cloned Books in the Pressbooks Userguide. 
  


 
  There are many ways to obtain an editable copy of openly licensed Pressbooks content. For more information, see Import Options for Pressbooks Content.
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Search and Import a Pressbooks File


Another way to obtain a copy of content already in Pressbooks is through the Search and Import feature, which appears

	Import a Pressbooks or WordPress File -- Pressbooks Guide
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Import a Pressbooks or WordPress File


Another way to pull an existing open textbook into a Pressbooks account is by importing the Pressbooks or WordPress file of the textbook. Before you begin, you will need an existing book shell to import the content into.

	Import a Web Page or Pressbooks Webbook -- Pressbooks Guide
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Import a Web Page or Pressbooks Webbook

You can also import a Pressbook (or another web page) using a URL (web address). Before you begin, you will need an existing book shell to import the content into. (See Add a New Book.)
 To use this feature:
 
  	Select the Import tab from the Dashboard menu.

  	Select “Web page or Pressbooks webbook (.html or URL)” from the Import Type drop-down list

  	Select “Import from URL” as the Import Source.

  	Enter the URL in the available field. If importing a Pressbook, use the URL of the webbook‘s homepage.

  	Click “Begin Import.”


 
  
    [image: ""]
  

 If importing a Pressbook, the rest of the import process is the same as that for importing a Pressbooks/WordPress file.
 
  There are many ways to get your own editable copy of openly licensed Pressbooks content. For more information, see Import Options for Pressbooks Content.
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Import a Word Document

We understand that some authors prefer to work in the familiar environment of a Word document. Other times, when a group of authors is contributing to a book in Pressbooks, it makes sense for each writer to compose in Word and then allow the lead author to import the final drafts into Pressbooks. This approach allows for better control of a book’s content as only one person has control of styling. Finally, there are cases where people may wish to add existing openly licensed content into Pressbooks from a Word file.
 The Word import routine recognizes standard markup language for lists (bullets and numbers), headings, and textboxes. However, the Word import routine built into Pressbooks cannot include all markup language used in a Word document because there’s just too much of it. Formatting and layout created in a Word document that uses proprietary markup language (vs. standard markup language) is unlikely to make it through intact from the Word document into Pressbooks. This includes images added to a Word document using Smart Art.
 	[image: ""] 	For more information, see Import from Word (docx) in the Pressbooks Userguide.
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Copy and Paste from Word


  	[image: ""] 	See Copy Paste: Tried and True in the Pressbooks Userguide. 
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Import a Google Doc

If you prefer to use Google Docs to write content, you can also transfer the final result into Pressbooks. To begin:
 
  	Export the Google Docs file as an EPUB. (See Export Google Docs files as EPUB publications.)

  	Import the EPUB file into Pressbooks. (See Import an EPUB File.)
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Import an OpenDocument Text (ODT) File


The ODT file is one option found in the suite of documents known as OpenDocument Format for Office Applications (ODF), or OpenDocuments for short. Other file types include a spreadsheet, a presentation document, and a chart.
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Import an EPUB File

An EPUB file can be used to import an open textbook into Pressbooks. Before you begin, you will need an existing book shell to import the content into. (See Add a New Book.)
 To import this file type:
 
  	Select the Import tab from the Dashboard menu.

  	Select “EPUB (.epub)” from the Import Type drop-down list.[image: ""]

  	 Select “Upload File” as the Import Source.

  	Locate the EPUB file on your computer using the Browse button.[image: ""]

  	Click “Begin Import.”


 Part two of this import process is the same as that for importing a Pressbooks or WordPress file.
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Enhance Content


  Section Topics
 
  
    This section outlines several ways to improve and enhance content. Features covered include how to:

    
      	Hyperlink material within and between chapters and to external sources

      	Add both bulleted and numbered lists

      	Add and design tables

      	Insert standard, shaded, and specialized textboxes

      	Upload images and PDF files

      	Embed videos, audio files, and other interactive media

      	Use footnotes and endnotes

      	Use LaTeX to create formulas and equations
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Hyperlink Material

When working in Pressbooks, there are different types of links that you may be working with:
 
  	Internal links that are used to facilitate navigation in a book.

  	Links to images, files, or other types of media that you have uploaded to Pressbooks. (See Images and Files.)

  	External links to a website or other online source outside of the book.


 IMPORTANT: The unique ID used for an anchor is case sensitive.
 	[image: ""] 	For more information, see the following chapters in the Pressbooks Userguide: 	Adding Hyperlinks, Internal and External
	Navigation and Internal Links
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Blockquotes and Pullquotes


Blockquotes
 Blockquotes are used for long quotations that must be placed in a stand-alone block of text without using quotation marks. The blockquote feature in Pressbooks is useful because it automatically formats the text according to blockquote requirements. For guidelines on when blockquotes should be used, check your chosen style guide.
 
  
    [image: ""]
  

 The blockquotes feature is identified in the WYSIWYG toolbar by the double quotation mark icon. To use this feature:
 
  	Highlight the text you want included in the quotation (this may include the in-text citation, depending on your style guide) and click on the blockquote icon.

  	In the visual editor, the text that marked as a blockquote is indented and have a smaller font than the main-body text.[image: ""]


 In the webbook, the blockquote is indented and highlighted in gray.[image: ""]
 Pullquotes
 A pullquote is a quotation that has been pulled from the body of a book or other piece of writing that highlights a key piece of information in a way that adds visual interest to that same book.
 	[image: ""] 	For more information, see
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Lists: Bulleted and Numbered


Bulleted (unordered) lists
 
  
    [image: ""]
  

 You can add a bulleted list by selecting the Bulleted list icon from the WYSIWYG toolbar.
 
  	Place the cursor where you want the list to appear.

  	Click on the Bullet list icon. Write your list item. Alternatively, you can write a list item first, highlight it, and then select the Bullet list icon to insert a bullet.

  	When finished with your first list item, press the Enter key on your keyboard to add another list item. 
 [image: ""]


 There are two ways to add a secondary-list level to a primary list:
 
  	Highlight the items in a primary list that you want changed to secondary-list items, and click the Increase indent icon in the WYSIWYG toolbar.

  	Place your cursor at the beginning of a list item that you want changed to a secondary-list item and press the Tab key on your keyboard.


 
  
    [image: ""]
  

 An unlimited number of sub-lists can be created under a primary bullet list.
 
  
    [image: ""]
  

 Numbered (ordered) lists
 	[image: ""] 	See Formatting Ordered Lists in the Pressbooks Userguide.
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Tables

	[image: ""] 	See Tables and Textboxes in the Pressbooks Userguide.
  
  
 
  Issue to Note
 
  Styling tables can be a challenge when the CSS of a book overrides the HTML for individual chapters. For help with this issue, see Customizing your Exports with Custom Styles in the Pressbooks Userguide.
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Textboxes


Specialized textboxes
 In the last row of the WYSIWYG toolbar, there are three icons for specialized textboxes. Each of these is designed with special content in mind:
 
  	LO = Learning Objectives (or learning outcomes)

  	KT = Key Takeaways (or key Terms or glossary)

  	EX = Exercises (or lessons or quizzes)


 While it is recommended that these special textboxes be used as designed—metadata has been added to each textbox for optimal discoverability—the headings can be rewritten to better reflect the exact content added.
 
  
    [image: ""]
  

 Specialized textboxes