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Introduction
Famed science fiction (and other genres) author Dean Wesley Smith strongly advocates electronic digital publication, as do I. After all, why shut out the most rapidly growing portion of the publishing market? Dean provides a great deal of factual, practical information in Think Like a Publisher (see http://www.deanwesleysmith.com/?page_id=3736). I strongly urge you to read what he has to say. The most important point he makes is that many first-time epublishers believe they can publish to one venue (for example, Amazon Kindle) and then sit back and watch the money roll in. That isn't how it works. Rather, Dean says (and I concur), get your work into as many venues as possible. Instead of trying to sell 1000 books on Amazon.com every month, try to sell 10 books in 100 different venues every month. So one major key to digital publishing is Get you books in as many venues as possible.
To that end, I personally publish to Amazon, Barnes & Noble, Scribd and XinXii, and I'm constantly looking for other markets. Smashwords is not only an online sales venue; it's also a free service that mechanically converts your manuscript into several ebook formats, most notably .epub for Apple, Barnes & Noble Nook, and most phones; .mobi for Amazon Kindle; and .PDF for use on the reader’s computer with free Adobe Reader software. These are the most popular formats because they retain the formatting that you put in the document. With Smashwords you can also convert your document to Rich Text Format (.RTF), Plain Text (.txt) and a few others. Once you've prepped your .doc so it will be accepted into the Smashwords Premium Catalogue, Smashwords will distribute your ebook to seven different retailers, effectively getting your book and your name into about twenty different worldwide markets. For example, Amazon alone sells in the US, Canada, the UK and Germany. That's already four different markets.
Important:
1. Do not use the Tab key anywhere for any reason, period. Forget the Tab key exists.
2. Do not insert a text box anywhere for any reason, period.
3. Do not use headers or footers. Smashwords sees those as text boxes.
Also, don't use the spacebar to add more than one space, even after a sentence. Modern word processors adjust that space.
To publish with Smashwords, and to ensure your book is accepted into their premium catalogue so they can distribute it as I described above, you must present your Word document (.doc) per certain strict guidelines. Note: Smashwords will not accept Word 2010 documents (.docx). Be sure it's .doc (Word 97 to 2003) before you send it. The first part of this book will instruct you on how to prepare your document per those guidelines. Smashwords puts out a good style guide, but it's filled with information on what not to do and is unnecessarily repetitive.
First, for a nonfiction book, I recommend using 1.5 line spacing with no indent of the first line of the paragraph (as in this book). You can easily achieve this by pressing Ctrl/A on your PC (Command/A on Mac) to highlight the entire document. Next, in the menu at the top of Word, select Home (or Format) > Paragraph. You should get a dialogue box similar to the one below. For a nonfiction document, I recommend you follow the settings shown below exactly. This is a screenshot of the Indents and Spacing tab of the Paragraph Format dialogue box for a nonfiction book. It shows the correct formatting for the body of a nonfiction:

This book is an example of a nonfiction publication. The title of the overall text is 14 point Times New Roman. All subtitles and the body text itself is 12 point Times New Roman.
You can see all the paragraph settings. Note that the overall alignment is set to Left. More on alignment later. Line spacing is 1.5 and that the Indentations and Spacing Before are set to 0. The Spacing After is set to 6pt. That adds space between paragraphs (like on this handout) without using the Return key. (You may also set Spacing After to 0 and hit your return key twice at the end of a paragraph if you want.) If you set the Spacing After to either 6pt or 12pt, use your Return key only once after a paragraph or twice, if you want, after a major section ends. Also, you'll notice the At: block in the Line spacing section above is blank. Be sure it's blank when you submit your nonfiction .doc to Smashwords.
Another note on alignment—I recommend setting the entire document to Left alignment at first. Later, you can go back and Center the few text items that need to be centered at the beginning of the book. Also, it's important to note that any photos (in this case, screenshots) are centered. One more note on photos—before you submit your .doc to Smashwords, right click each photo. In the dropdown menu, click Format Picture. In the dialogue box that pops up, click the Layout tab and be sure each photos is set to In Line with Text.
Note—if you want to indent any subsections or examples (this paragraph is an example of itself) highlight the whole subsection or example and use the paragraph formatting tool (or the bottom slug on your ruler) to indent the whole thing by .25″. A half-inch is too far. Remember, some folks will see your work on a reader or even on a phone.
Visit: http://www.smashwords.com/books/view/55256 to purchase this book to continue reading. Show the author you appreciate their work!