E-book Formatting and Publishing on Smashwords
Published by David Robinson at Smashwords
Copyright © 2011 David Robinson
Edited by Maureen Vincent-Northam
Cover Design: David Robinson & Maureen Vincent-Northam
This ebook is licensed for your personal enjoyment only. This ebook may not be re-sold or given away to other people. If you would like to share this book with another person, please purchase an additional copy for each recipient. If you’re reading this book and did not purchase it, or it was not purchased for your use only, then please return to Smashwords.com and purchase your own copy. Thank you for respecting the hard work of this author.
This is a work of fiction. Names, characters, businesses, places, events and incidents are either the products of the author’s imagination or used in a fictitious manner. Any resemblance to actual persons, living or dead, or actual events is purely coincidental.
Discover other titles by David Robinson at Smashwords
Fiction
The Filey Connection (Sanford 3rd Age Club Mysteries)
A Halloween Homicide (Sanford 3rd Age Club Mysteries)
A Murder for Christmas (Sanford 3rd Age Club Mysteries)
Tales from the STAC Casebook (Sanford 3rd Age Club Mysteries)
Coronallium Conundrum (Space Truckers)
The Pirates of Penzarc (Space Truckers)
The Haunting at Melmerby Manor (Spookies)
The Man In Black (Spookies)
Coldmoor (Stasis Center)
The Dead Web (Stasis Center)
Humour
~~~
E-book Formatting and Publishing on Smashwords
David Robinson
Contents
Are you a writer put off publishing on Smashwords because you’ve read the horror stories of other writers’ formatting and publishing problems?
In the following pages, I’ll let you into a little secret about formatting and publishing e-books. There is no secret.
Like any other group of professionals, writers love to complicate matters. They’re used to it. They write novels and in the process they develop intricate and involved plots that mesh together perfectly at the end of the tale. It sounds easy, but it isn’t. The perfectly integrated plot that leaves no holes is difficult to achieve and it takes a long time and many drafts. Even then, holes can appear.
However, I’m not about to show you how to write the perfect novel. In this, and its sister volume, E-book Formatting and Publishing on The Kindle , I’m going to work you through what is, in essence, a simple process.
Let me first introduce myself. I’m David Robinson, a freelance writer and novelist living in Oldham, northwest England, on the edge of the Pennine moors.
There’s nothing special about me. At the time of writing, I’m 61 years old, disabled and semi-retired, by which I mean the only work I do is at home and is concerned with creative writing. A former adult education teacher and former trucker, I’ve published seven novels/novellas and two non-fiction titles, all of which are currently available on Smashwords and The Kindle, and there are more to come. I’ve been writing since I was a teenager and I published my first piece in our local newspaper in 1985 and my first novel in 2002. Since then I’ve published steadily and consistently without ever hitting wild heights.
My real love is the novel. I specialise in psycho-horror and thrillers, sci-fi, crime and comedy, often mixing genres within a single title. I do churn out my share of non-fiction, mainly in short form, mostly blog posts.
Late in 2010, like everyone else trying to make the big breakthrough, I got fed up of chasing agents and publishers and turned to self-publishing. All my titles go to the Kindle and Smashwords, and I back them up with paperback copies on Lulu.
This means I hang around a lot of groups and forums with similar writers, and early in 2011, I noticed that many people had trouble formatting their work. And yet, it’s a job I found so simple. Why? Because I learned.
I’m no technogeek. What I know about computers you could write on the back of an envelope and still leave room for your monthly shopping list. The bit that I do know is self-taught. I learned what I learned from a combination of asking questions of those in the know and trial and error.
This volume, therefore, will not tell you how to lay out a pdf file for paperback printing. It will not tell you how to lay out a pdf or html file for e-book conversion. Why? Because you don’t need to know it. You’re a writer, not a computer programmer. You should be concerned with getting your words down on electronic paper (the word processor) not working out bleeds and feeds, and embedding codes.
I’ve already said that this book will not tell you how to write what you’re writing (although it does touch on some formatting issues). I have other books in the pipeline that will tell you how to write horror and comedy.
I’m not going to teach you spelling, punctuation or grammar. If you’re crap at them, don’t look at me for guidance, get out there and learn it somewhere else.
I’m not going to show you how to sell millions of books like Amanda Hocking. I sell consistently, but I sometimes struggle with marketing.
What I will tell you is how to lay out your manuscript so that it is accepted first time of asking into the Smashwords Premium Catalogue where it can be distributed by other retailers like Barnes & Noble, Diesel, Kobo, etc. I’ll show you how to upload it, and finally, I will show you how to use the front and back matter to help you bring in more readers.
It’s not difficult. If I can do it, so can you. And once you start to use the system, you will never have the file thrown back at you again.
From the outset, the assumption is that your book is written and it is the best that you can produce. If it isn’t, go back and revise it, because any book should be the absolute top notch before you even consider publishing it.
You can use any word processing package to produce the work because they all have similar features, but this volume is based on Word from Office 2007. It’s the package I use. It’s worth noting right at the outset, however, that the uploads to Smashwords should be in a version earlier than Word 2007. Like so many web applications, the meatgrinder doesn’t like Seven.
In the text you’ll find a good number of screen shots. The menus may be slightly different for older versions, but they’re all in there somewhere. When I installed the 2007 version, it automatically superseded 2003, and I no longer have access to screen shots from that package.
Now that you know where we’re coming from, let’s get on with it.
Contrary to popular opinion, formatting e-books does not begin with conversion after the manuscript is complete. It begins with the actual Word doc, so let’s start with a screen shot of Microsoft Word from Office 2007.

I first came across Word in the 1990s when I was training as an adult education teacher. Back then it was version 3.1. I continued to update with the various versions and little changed until I installed 2007 a couple of years back, and this time Microsoft had altered its whole appearance.
What you’re looking at is the print layout screen as it appears on my 22” flat screen monitor, which accounts for the wide spaces either side of the central document. On an old, VGA monitor, the document itself would have filled the screen.
The old grey, drop down menus are gone, replaced by a broad, blue band known as the ribbon. There are various tabs on the ribbon and each one will bring up the options you had on those old, grey drop downs. The button right at the very top is the “Office” button, which brings up even more options such as “save”, “save as”, “print” and so on.
I’ve ringed several items in the actual document, too. This is my novel layout document.
I can almost hear the purists screaming, “That is not how a novel should be laid out. It should be double line spaced, it should have your name and the novel’s title in one corner of the headers and the page number in the opposite corner.”
All quite true… if you’re submitting to an agent or mainstream publisher. But we’re not submitting to any agent or publisher. We are going to publish ourselves, so stop thinking “layout requirements”, and start thinking “BOOK”.
I prefer single-line spacing when I’m writing because I can see more of the text on screen. I place page numbers at the top in the centre so I can see them and I’m hanged if I need my name and the book title in there. I already know them. Later on, I’ll dismantle the header altogether.
There are some conventions I stick to. I like my chapter headings emboldened and centred. I like the first line of any chapter or new section flushed left and I indent everything else by 0.3”
So how do I produce this?
Like many writers of my generation, I started out with a Smith Corona typewriter. I would centre the paper, type in Chapter One and follow it with three carriage returns. When I converted to computers and word processing software, I did exactly the same thing.
Chapter One¶
Note: this curious reversed “P” is the standard indication of a paragraph return in word processing. You’ll find it on the standard toolbar in Word and if you click it, every hidden character in the document will show up.
Here’s another habit drilled into novelists since forever: the tab.
You type along, tippy, tappy, tippy, tappy, tippy, tappy, tippy, tappy, end of paragraph, hit return, hit tab, and start typing the next paragraph.
What does the tab do? We’ll be looking at layouts in a later chapter, but briefly, the tab indents the next line you’re going to type on. Look at this paragraph. The first line begins 1/3 of an inch in from the left hand edge. That’s an indent and it can be produced by setting a tab. The Word document template has tabs set by default every half inch.
I know of many writers who never even learned to use the tab on a typewriter. They typed a row of spaces instead. With hidden characters switched on, they show up as a row of dots. …… in a word processor package, and the effect is appalling, especially with a proportionately spaced font like Times New Roman. You’ll find different paragraphs starting at different places throughout your manuscript.
Visit: http://www.smashwords.com/books/view/68977 to purchase this book to continue reading. Show the author you appreciate their work!