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Introduction

​


Congratulations on taking a step towards
getting your book published, and enhancing books you have already
published.

 


Publishing a book is far easier than many
would like you to believe. The vast number of self-published books
are proof of this. However, getting a book published that looks
descent is a different story. There is a number of things you can
do to improve your book’s look, as well as reader experience that
will enhance your sales. Often called formatting your book.
Although the actual steps to publish your book is easy, it can be a
minefield if you do not know how to do it. Lastly, even if you know
how to publish your book, there is a host of different things you
can easily do for free to improve your book’s visibility, as well
as your own, which will improve your ability to sell more
books.

 


Self-publishing has opened the doors for
everyone to publish a book, from grandma with her lovely cookies,
to kids writing books. However, this has also caused the writing
industry to be very competitive. Almost any book you can think of
is already out there, waiting to compete with yours. This can be
discouraging, and many authors fall for the host of book formatters
and publishers who have sprung up that promise you they will lift
your book above the others, and that only they know the secrets.
Some are legit, but many are not.

 


The truth is, writing and publishing a book
is like photography. In photography, you have light, film speed,
lens opening, and shutter speed. Those four things make up the
exposure. Now, you can get the best camera (formatter for books) on
the market, but a perfect exposure would still consist of the same
settings regardless if an expensive camera calculated it, or you
did it manually. The result is the same, a perfectly exposed
picture.

 


For books, you have the book cover,
description, title, and metadata (such as keywords). Once you have
your exposure for a camera set, you have to compose your picture.
It does not matter if the picture is perfectly exposed when you cut
off the groom’s head in the pictures. In book publishing, this is
the formatting, such as having an active TOC, having the correct
margins so that people can hold the book easily, aligning images
correctly as well as making sure they are the correct size, and
many more things. These are the things this book will teach you and
help you get correct, as well as sidestep the minefields in
actually publishing your book as well as getting paid no matter
where in the world, you are, not to mention helping you set up an
author platform.

 


You are awesome and have done an amazing
feat by finishing your book, now get the end game right and give
your book the best chance to sell. If you already published your
book, you rock, now make your book even better so that it can sell
more copies.
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Disclaimer

​


The information in this book is to help you
format and publish your book. I make no claim or guarantee that
your book will sell using any of the information, as I am not
responsible for your book marketing nor the quality of your writing
or how good your story is. If you wrote a sloppy story or just
slammed together some Wikipedia articles, you can format the book
perfectly, but it will be like putting lipstick on a dirty pig.

 


There are no illegal or unethical scam
tricks in this book, nor are there any quick rich scams or tricks
in this book. Creating a career as a successful fulltime author
takes hard work and dedication. The information in this book will
help you get there, as well as faster. The information in this book
is geared towards long-term sustainable results. Anything mentioned
in this book can be done for free by you, or you can hire someone
to do it. If you elect to hire someone, you will have the knowledge
to know how to look for a professional who knows what they are
doing as well as know if you are being ripped off or not.

 


Note that any software, website, or service
I mention is purely because I find them useable or like them. I
receive no royalties referring any person to a service or from the
sale of any software or product.

 


The information given on any limits in
publishing, such as file and image size and so on, as well as any
links to external sites were correct at the time of publishing. I
do update the information periodically, but Amazon and other
resellers have the right to change their rules without notice. It
is up to you to keep current with any rules and regulations they
set.

 



Chapter 1: The Basics

​


Most authors see a year or so with not many
sales, especially if they have only one book out. Then from there
it starts to pick up. The more books you have out, the more they
support each other in sales. However, before you get all dreamy
about the fortunes you will make and the books you will write, it
is important to set your writing platform right from the
beginning.

 


Keeping Track Of Your Books

​
The first step to do, is to keep track of your
files. If you only have one book, then setting this up now will
save you a lot of time later. There are a number of ways you can do
it, from just putting your files in folders to using an
application. I use an application called Calibre, a freeware
program. There is a portable version that you can run from a flash
drive if you need to be mobile or use computers in Internet cafes.
As can be seen from the image below, the application holds all your
manuscripts nicely together. However, that is not all. With the
application, you can create your own Epub and Mobi (kindle) books.
More on that later.
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Although the application holds your
manuscripts in different folders, I never use those folders to hold
anything other than the manuscripts. I have a separate tree
structure on my hard drive that I use to hold the book covers, as
well as any images and information relevant to the book. The reason
being is that if you change the name of a book in Calibre, it
automatically deletes the old folder and creates a new one. The
application only transfers your manuscript file over. Any other
files you have in the folder will be lost. Shown below is the
normal folder structure I have for my books.
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I have different print and digital covers
because for print, you have to have a back cover as well as that
print covers cannot have text right to the edges. I always keep the
original images unchanged. Never edit your original images. Any
information or research I do for a book, I keep for future
reference. I do not rely on websites to be up years later, but save
any web page that I find interesting to my hard drive.

 


Selecting a Word Processing Application

​
Although there are a number of word processing
applications, Microsoft Word is the most versatile, as well as
supported. However, if you are a bit tight on funds, then you can
use LibreOffice, which is
free. LibreOffice is available from PortableApps
in a portable setup that can run on a USB flash drive or external
hard drive.

 


You can also use the free mobile MS Word
version on Apple devices or write your book in a text editor (some
are free on pro table apps), and then download MS Word and format
the manuscript in the 30 days-free trial you get. Alternatively,
get a month’s subscription from Office 365 just to format the book,
or go to an Internet cafe or borrow a friend’s computer. My first
seven books and first novel were written on a cellphone on a boat
in the middle of the ocean, then later transferred to a laptop.

 


If you want to create special layouts, then
InDesign would be an option, but for digital books, it is overkill.
All the layout settings I describe in this book can be done in most
upper-level word processing or publishing software, you may just
need to find where to set the settings, in the application you are
using. However, knowing what to do is the first step.

 


For this book, I will focus on Microsoft
Word (2013 edition), as the file format that it uses (doc and
docx), is the required format for many book compilation
applications and publishing websites, as well as easiest to share
and edit as well as convert to PDF. Note that although there are
very upmarket publishing applications you can use, most are
designed for print books, and most of the features they have will
not work in digital format. That includes tables (Epub), fancy
fonts, having text on all sides of an image, and so on. You are
better off with a standard word processing application when
starting out.

 


If you are still writing or planning to
write your book, and are looking for a good program to help your
write, then I recommend WriteItNow.
Another good but expensive writing application to look at is
Dramatica Pro. There is a
cheaper option of Dramatica Pro, called Writer’s
DreamKit.

 


Brainstorming for me is really helped on by
using flowcharts. This allows me to visually see the progress of
the storyline, and have the ability to insert scenes as I wish,
including, deleting or moving them around. I firmly believe in
mobility, and as such use applications that run of flash drives
where possible. A free and powerful flowchart application is
Diaportable, available from http://portableapps.com/

 


Although this book is about getting a
completed manuscript published, if you need to do some spell
checking, two good applications are GingerIt, and
WhiteSmoke. You can also
hire someone on fiver.

 


Backing Up Your Work

​
It is extremely important that you save your work
on external drives or flash drives, in at least two different
locations. My laptop and an external drive crashed in the same
week. If I had not backed my stuff up on another drive, I would
have lost everything. The more books you have, research done for a
book, or images in a book, the more important it becomes to have
multiple backups that are up to date. I do a daily backup, unless I
have done a lot of writing, then I do it twice a day.

 


There are a number of applications on the
market that can do backups for you, and you can set auto backup on
most operating systems such as windows. However, I like to use an
application that can back up to FTP serves, so that I have an
online version. The application needs to be able to synchronize
your work, and only copy over items that changed or is new. Else
you will be copying a lot of unneeded data. Personally, I use
AlwaysSync. You can run it
from a removable drive, and set up backup tasks. It can run
automatically, or manually. If you only want to backup online, a
good application to use that is free, is FileZilla. It is under the
Internet option for PortableApps.

 


For free synchronizing programs that are
reasonably user-friendly and have good features, look at Synkron
and Toucan on portable apps, under the utility group. Note that for
Toucan, select equalize for file transfer else it copies all files
over and not just the ones you changed.

 


I have a friend who worked two years on a
book and was doing the final touches on the book when his
computer’s hard drive crashed. Even the best experts he hired could
not retrieve his files. He had no backup, and lost two years of
writing. To my knowladge, he never started the book again. Back up
your hard work, life is a gamble as it is, do not take it with your
book.

 



Chapter 2: Page Layout

​


There are a number of layout settings that
will be needed for print books that is not needed for digital.
However, getting them right from the start, will save you a lot of
time and headaches later. Some settings will help you write better
and faster no matter if you publish on digital or print.

 


Pin and Unpin the Toolbar

​
To make things easier for you in MS Word, you can
pin or unpin the menu bar. Click on any menu option such as home,
insert, etc. This will bring up the menu bar (also called ribbon)
option if not already open. On the far right-hand corner, you
should see a symbol that looks like a pin. Selecting this will pin
the menu bar to the top. The pin symbol will be replaced by an up
arrow ^. To unpin the menu option bar, click on the up arrow. You
can customize the menu bar by right clicking on the empty
space just above the up arrow. Now you can set your quick access
toolbar (normally shown on the top and as standard has file, save,
and redo) as well as the main menu or ribbon.

 


Show and Hide

​ Often, you will have tabs, blank spaces and carriage returns
in your book that can mess things up. To help you find these, set
the show hidden formatting to true. On the Home Tab on the main
menu ribbon, select the image that looks like a musical note,
situated in the Paragraph box.

 


Selecting a Page Size

​
Although digital books were in essence, just a
long web page that users kept on scrolling though, it is no longer
the case. More and more digital readers are allowing page flips,
and if your book is not in a standard format, it will look ugly.
Another thing to consider is that you need to have a page size for
your print book, and if you do it right from the start, it will
save you from having to redo the formatting once you get to the
stage where you will be releasing a print version.

 


When selecting a page size, note that only
standard page sizes are shipped to all distribution channels, as
well as shipping options under Amazon. If you select a non-standard
page (book) size, your book may not be available in some countries
or some shipping methods may not be available to the reader.

 


One of the most popular book sizes is 6" x
9". Other standard sizes are 5.25" x 8" and 5.5" x 8.5". Note that
for all print books, your book must be at least 24 pages. If you
publish through CreateSpace, then for more information on maximum
page count and other trim sizes for print books, see 
CreateSpace. For this book, I will stay with a standard
of 6" x 9". You can download readymade documents in the correct
size from CreateSpace here.
Note that children’s picture books and coffee table picture books
may be square. Children’s picture books are often 8” x 8”.

 


To set your trim size, select the Page
Layout tab on the main ribbon, then select the Size option in the
Page Setup box, and lastly select More Paper Sizes at the bottom of
the list. This will open a setting's tab as shown in the next
image.
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Note that if you want a print book from
CreateSpace with cream paper and enroll in Expanded Distribution,
it needs to be in one of the following trim sizes: sizes: 5" x 8",
5.25" x 8", 5.5" x 8.5", or 6" x 9".

 


Select your page size in the box as shown in
the image. You can also click on the Set As Default in the bottom
left corner to save the settings as the default setting for new
documents to save you time with your next book. Make sure the
‘Apply To’ setting, is set to ‘Whole Document’.

 


Note that as you change the page site, as
well as margins, the number of pages in the book will change, as
well as that text and images will shift around. So you want to set
the page size and margins in the beginning else you will have to go
through your document again to make sure the text and images are
shown correctly. Normal issues are that images end up overflowing
the margins if you reduce the page size, and that text may run over
lines (long headers) and needs to be reset or reduced in size to
keep them on one line. Changing page size and margins does not
affect bookmarks, as any hyperlinks to them will be adjusted.

 


Setting Margins

​
Now that you have your page size, you need to set
the margins. This is extremely important for your print book, as
without the correct margins, your manuscript may be rejected for
printing. There are minimum margins according to the number of
pages your book has. The more pages your book has, the larger the
gutter margin needs to be. Outside margins can stay the same
regardless of the number of pages your book has.

 


Gutter and Inside Margin

The gutter margin is the blank space in the
middle of the book between two pages, near the spine of the book.
As a book becomes thicker, it is harder to open it, and if the
space is not big enough, readers may find it difficult to see the
words.

 


The gutter and inside margin are also
important as readers often place their thumbs in the center of the
book while reading to keep the book open. If you make the space too
small, it will cause readers with bigger thumbs not to be able to
read your book this way, or force them to keep shifting their
thumb. This may cause the readers to have a bad reading experience,
and they may leave a negative review without realizing what upset
them about the book.

 


You can have the same effect by using only
the inner or only the gutter margin. However, in total when taking
the inner and gutter margin together, you need the following
minimum sizes.

 


Books with 24 to 150 pages, 0.375"

Books with 151 to 300 pages, 0.5"

Books with 301 to 500 pages, 0.625"

Books with 501 to 700 pages, 0.75"

Books with 701 to 828 pages, 0.875"

 


You can make the margin bigger if you want,
but not smaller. Note that the bigger margin you give, the less
words will fit on a page and the more pages your book will have. Be
careful of setting a too large margin or the book will look
weird.

 


Note, on the tab for setting margins, select
Mirror Margins under the Multiple Pages setting. This makes the
margin appear in the middle of the book automatically for you. If
you set it to be on either the left or right, you have to keep
track of what side the margin is for each page. You would only
select normal if the book was printed out and put in a binder. For
books printed with a spine, you need to select Mirror Margins in
the Multiple Pages selection as shown in the next image under
Outside Margins.

 


Outside Margins

Outside margins are the space at the top and
bottom of the page, as well as opposite of the binding. The minimum
margin is 0.25”, although a 0.5” is suggested, especially for the
bottom of the book. The bottom is very important, as this is where
your reader will be holding the book. Giving them too little space
here, will either mean they are forced to constantly shift their
fingers, or need to hold the book at the edge that will tire out
their hands.

 


I like to be generous, and give a bottom
margin of 0.75” The outer edge margin is where your readers will
often hold the book to keep a page from turning by itself.

 


Remember, even if you have an awesome book,
if the reader has a bad experience reading your book with too small
margins, they may hate your book. To set the margins, select the
margin tab from the same dialog box as before. Do remember to have
the option Mirror Margins, set to Multiple Pages, as well as your
orientation set correctly for your book. Most books are Portrait
that means the book is longer than it is wide. Only tabletop image
or kid’s books are normally landscape. To help you visualize
margins, set the ‘Ruler’ checkbox under the ‘View’ tab to show the
ruler on the top of the page, just under the menu.
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Setting Page Layout

​
The layout of the page is important for printing.
Select the option ‘different first page’. Selecting a different
first page allows you to not have a title or footer for the first
page. This is important as your title page on a print book normally
comes first, and you do not want an additional header title on the
page. Also, select different odd and even pages. This allows you to
have mirrored inner margins. Set the book to be vertically aligned
with the top of the page. For headers and footers, I normally
selected 0.35”. Set the ‘Apply To’ option to ‘Whole document’ so
that the changes are used for the entire document. Books normally
start at page one. Thus, set the ‘Section Start’ to ‘Odd Page’.
This will automatically cause the gutter to be in the middle of the
book when printed.

 


Setting a different odd and even page allows
you to have the page numbers displayed on the correct sides of the
book. When you open most books, you will see that the odd page is
on the right and the even on the left. If you did not make the
pages different, either the even page number will be in the gutter
or the odd page number will be in the gutter.

 


When viewing the files in MS Word side by
side, the gutter will be on the outside of the pages. This may look
a bit confusing. However, the book will be printed double sided so
page two will be on the back of page one. Thus the gutter that
looks like it is wrong for page two being on the right side of the
page, will be correct when the page folds around to be at the back
of page one.
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Selecting a Font Size

​
Although readers can change the font size on
digital devices, you do not want to start with a too small a font
and force them to keep on adjusting their text. Also, some devices
do not have the option to increase the font size, as well as if you
set it too small, on their maximum setting some readers may still
not be able to read your book.

 


A big note here is not to use Arial for a
font type. I have consistently had print books rejected without
CreateSpace’s auto error checker without giving me a reason. When
experimenting, I later found that even if one character in a book
was in Arial font, the auto error checker would reject the book. I
use Book Antiqua, with a font size of 12 points for the text, and
14 for chapters as well as section headers. For subsections, I use
12 points. For print books, I sometimes drop the font size for text
to 11 points to save pages. You can go down to 10 points for
novels, but for non-fiction I would not recommend smaller than 11
points. For print, select a basic font as it is tiring for readers
to read an entire book in curly or special fonts.
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