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This guide is dedicated to all of you who have a story to tell.
This is the part where I am supposed to introduce myself and tell you all about how I’m a big time self published author who sold a zillion copies because I wear my socks a certain way. Well, that’s not me. I mean, yeah, I wear my socks a certain way, but I put them on just like the rest of you… one foot at a time. No, the truth is I’ve got a couple of eBooks out there (DIRTY WORK and THRIFT STORE BOUNTY HUNTERS), and am happy about the sales they’re making. They don’t break any records, nor do they help to fully pay the bills, but every month I see a small increase in books sold. Shit, good thing this guide isn’t about marketing, right?
But the reason you’re reading this is not to glean some secret technique to sell your soon to be discovered coming of age Dom DeLuise romance novel… no, you just want to make sure the thing will look good on a Kindle, Nook, tablet, and smartphone. And that, friend, is what I hope to help you with.
I’ve done some looking around, and found that people want you to pay them big bucks to either show you how or do it for you. Phooey and harrumph I say to that! Harumph indeed! Look, I am only charging you a measly ninety-nine cents simply because the information I am passing along is readily available on the Internet, if you know where to look. The rest is just a result of my own trial and error.
Of course, I am not going to lie… it’s my hope… no, my secret desire that you’ll be so happy with my practical information and ability to make you laugh, while formatting and publishing your eBook of all things, that you’ll be curious about my afore mentioned funnier than hell crime thrillers. You’ll find meaty previews in the back of this guide, but save them for later.
Anyway, the drive to create this guide materialized after several people inquired about who I would recommend to format their manuscript. Matter of fact, just today I received an Email asking who my editor was… and I told her it was me. Here’s your first tip, and I am hiding it in the introduction for those of you who actually read these things (for everyone else, well, I guess you found this parenthetical by accident. Keep reading… I’m about to say something important). Okay, ready for the tip?
If you want it done right, do it yourself.
If you are like me, then your soon to be best selling Dom DeLuise cyborg SF erotica novel is your baby, and you want it treated with the utmost care and respect it deserves. And, if you’re like me, your butt hole puckered when you saw how much people want to charge you for making sure Dom’s descriptive paragraphs regarding his white beret and matching Camaro are well formatted and easy to read. Good news is all the stuff that follows this soon to be concluded introduction can be done by you, with the assistance of widely available programs, for free. Cool right?
Even better, my instructions are easy to follow. If you spent a year writing your cyber punk Dom DeLuise techno thriller, and another six months editing it, why would you want to waste more time learning HTML to get it ready for the eBook market? If you are looking for a challenge, put this guide down and try licking your elbow.
Oh yeah, I am going to go out on a limb here and expect your vampire demolition derby meets Dom DeLuise and his merry gang of thieves YA novel is like my funnier than hell crime thrillers… meaning it has a bunch of words and nothing else. No tables, no pictures (except your cover art, of course), and no audio or video. None of that new fangled teeny bopper technological mumbo jumbo. Just words. I am sure all that stuff is easy too, but I haven’t done it myself, and I want to be a hundred percent confident on the information I’m about to lay on you. Cool? Cool. And if you went to the trouble of making a table of contents, I’ve got a pretty easy way to do that too, but I am sticking to the theory that you don’t have one, but are interested in the prospect. I mean, you don’t have one… right?
Finally, there are many ways to turn your manuscript into an eBook… what follows is just my personal formula, and so far I am three for three, this guide included. If you like how this guide looks, then your eBook will look just as good. I am sure there will be some experts who will read this and think my way might be wrong. Well, first of all, this guide isn’t for experts, so why are you reading this? Following these instructions will get your eBook lookin’ slick without having to hire that uppity, know it all expert and will help you avoid all the guesswork I went through. Your mileage may vary if you pick and choose.
Oh, one more thing before we begin, and this’ll be the only caveat: I speak PC. If you speak Apple, I imagine you’ll be able to do all of this, but when I get to the part of the show where we interview some programs that will help us along the garden path, you might be out in the cold. Find a friend with a PC, or visit a pawn shop.
Ready to make an eBook? Then let’s get to it.
So, you’ve got an 82,000 word Dom DeLuise versus Godzilla chick lit manuscript burning a hole in the hard drive of your eight year old Gateway desktop. I am going to jump to the conclusion that you’ve edited this sucker down and it’s ready to rumble. First thing we’re going to do is make sure that there are no leftover artifacts that could hamper the reading experience for our eReading friends, so let’s boot up our legally acquired copy of Word.
I’m using 2007, because it’s how I roll. If you are using the shiny and new Word 2010 that all the kids are talking about, I’ve got you covered. If needed, I’ll give specific instructions for both versions. If I don’t mention it, then consider that part to be universal between the two. Anybody using Word 2003 or earlier, OpenOffice, WordPerfect, or a Speak and Spell… well, sections one through three might be a little challenging. All right, let’s do this:
Our first step is to pop the hood and clear all the formatting out of our manuscript. Gasp! I know, right? But before we do that, I need you to think real hard about any italics, bolds, or underlines you might have. I am sure you want to keep those, so 2007 users rock the CTRL+F to open up your Find window. For 2010 users, click CTRL+H, then select the Find Tab. If you are unfamiliar with how to search for italics, just hit CTRL+I in the Find window’s search bar, and it’ll confirm that it’s going to search for italics. Same goes for bold and underline (CTRL+B and CTRL+U). Find all of those and note where they are so you can put them back later. Close the Find window when you’re done... and wash your hands.
Okay, now let’s rock some vanilla. Select all of your text with CTRL+A. If you did it right, everything should be highlighted. Back on the HOME tab, look over at the FONT section of your ribbon. You’ll see a little “Aa” button with a white eraser on it. This is our “clear formatting” button. Click on that and let the scrubbing bubbles do their thing.
Are you the paranoid type? Think the man is out to get you? Sleep under a canopy of tin foil? Then do what Smashwords suggests and go nuclear. CTRL+A the whole document, copy that puppy, then paste it over into NotePad (read: NOT WordPad). Back in Word, close your original manuscript (without saving) and start a new blank page. Now copy and paste all that jazz back from NotePad to Word. Do the hokey pokey. Turn yourself around. That’s what it’s all about.
Now we’re going tab hunting. We’ll create a custom style set for our paragraph indents later, so our task is to exterminate those nutty tabs with extreme prejudice. I mean, you do know that tabs are the leading cause of our national debt, and athlete’s foot, right? Open your Find and Replace box by hitting CTRL+H. Enter ^t for find (that funny pointy thing is SHIFT+6) and leave your replace box blank. Fire away, choosing to find and replace them all.
All right, next step is to junk what may be lurking in Word’s smarty pants AutoFormatting. 2007 users should mouse over to the Office Button, left click that sucker, then click the following: WORD OPTIONS > PROOFING > AUTOCORRECT OPTIONS. 2010 users click FILE > OPTIONS > PROOFING > AUTOCORRECT OPTIONS. With either version, doing this will take you to a new window which contains a couple of rows of tabs. What we’re concerned with here are the “AutoFormat” and “AutoFormat As You Type” tabs.
Under those tabs, uncheck everything except the box that says “straight quotes to smart quotes.” We like those, and so does Dom. Don’t believe me? Okay, I was lying, but let’s just assume smart quotes are a good thing. I mean, would you want dumb quotes to mow your lawn? How about watch your house while you take that Alaskan cruise you’ve been talking about? I didn’t think so.
Say, you want to know a secret? I’m a little untrusting by nature too, so let’s SAVE our new copy right now. Call it something like “NEWDeLuise,” so you won’t confuse it with your original. But make no mistake, this file is going to be the one that’ll soon become your eBook, so treat it nice. I suggest grilled banana fish dinners on the back deck. No deck? Try clearing your living room and setting up a surprise picnic!
One more thing, and this goes for both 2007 and 2010 users. Make sure you save it as a DOC file, not a DOCX file, which is what Word saves as by default. Choosing to “Save As,” select the “Word 1997-2003 Document” flavor. Why? Beats the hell out of me, but that’s how we gotta do it. Asking questions like that is bound to get a man shot… at least, that’s what Mr. DeLuise tells me during one of our all night checker marathons. Believe me, you don’t question Dom when he’s playing checkers… or shopping for slacks.
Actually, the main reason we’re doing this is because one of the programs we’ll use later to make our eBook only likes DOC files. One night the program got really drunk off cheap gin and told me all the DOCX files in the world can go to hell. Then it stole a Harley Davidson and drove it into a brick wall… true story.
Okay, let’s pop the hood in Word and fill in some blanks. Why? Well, it’s that or Lifetime Television. Still with me? Here we go. 2007 users must smack the Office Button again, and this time click on PREPARE, then PROPERTIES. 2010 users must slap FILE, then on the right side of your screen, under the thumbnail image of your document, select PROPERTIES, then SHOW DOCUMENT PANEL. For both versions, doing this will open a small panel underneath your ribbon.
You see where it says “Author” and right below where it says “BigDaddyHorsePants?” Oh wait, that’s just mine. Well, if you gave your copy of Word a cute nickname like I apparently did, this is where it’s going to show up, and you’ll want to change it. Fill in the stuff like “Author” and “Title” with the appropriate information.
What you’re adding to your document is called “metadata,” and it will help to indentify your eBook when it goes up for sale. If you’re really on the ball and have your blurb all written out, you can enter it in the comments section. If not, don’t sweat it. You’ll get another chance when we create our eBook, and again when you’re filling out your book’s information on Amazon and the like. Close the window when you’re done.
The man makes the clothes as they say, unless you’re a name brand, then a bunch of underpaid third world kids make your clothes. Or is it the clothes make the man? Either way, you gotta have style. So let’s pretty up our DeLuise for the debutant ball by creating our very own Style Set. Under our HOME tab, in the “Styles” find the white box on the very left that says “Normal” and right click it, then select MODIFY.
This is where you get to dress up your DeLuise any way you see fit! And by dress up, I mean select things like font sizes and spacing. This is almost a moot point, since eReaders, and the readers of the eReaders, have the ability to change a lot of this stuff. But best thing is to keep it simple. If you’re curious, I used Word’s default Calibri font at size eleven for my two novels and this guide… if you’re even more curious, I wear boxer briefs.
The one thing to mess with here that will make a difference is your paragraph setup. In the modify window we just opened select FORMAT then PARAGRAPH. I’ll be honest here: I am a complete dumbass, and pretty much messed with the numbers until it looked good. You may already have some numbers in mind. Either way, play with it until it looks right. If you want to copy from the “BigDaddyHorsePants” playbook, here’s the numbers I thought worked well: for the paragraph’s first line indention, I left it at zero… well, zeroish. You see, there’s a catch.
Even if you set the first line of your paragraph to zero, you’ll still get one when your eBook is read on the Kindle? Why? It’s a mystery, but Raymond Burr is on the case, as is Dom DeLuise, and he’s wearing his sensible shoes… look out. If you want a zero indent in your paragraph’s first line like these, here’s what you do: in the same window, set SPECIAL to “first line,” and set the value to 0.01”. Not zero, and not 0.1”. The 0.01” setting will be imperceptible on the Kindle, so it’ll appear as if you don’t have one. On the other side of the coin, if you do want one, keep it small. I suggest no larger than 0.2”, unless you’re the type that likes to swim after eating a heavy meal.
Spacing wise, I have set before at 0, after at 12, and line spacing to multiple, 1.2. I’d stay away from double spacing as well. Again, whatever looks good to you, but keep in mind the varying sizes of eReaders, and the tablets and smartphones that run eReading apps out there. Be sure to OK out of the windows we’ve just opened, or all the stuff you’ve done will be quickly forgotten. Hey, Word’s got other things on its mind besides catering to your every whim… you selfish bastard.
Do the same with your chapter headings as you did with your body text, but be absolutely sure to use “Heading 1” for all of them. Doing this will make our table of contents creation a snap. Again, you can change the settings by right clicking “Heading 1” and selecting modify. Again, nothing fancy. Heading 1 is already bold by default, and should be a little bigger than your body text (mine is set at 14), but not so big that it’ll bully the following scene where Dom goes to a junk store and finds the amulet that takes him to an alternate universe where… well, I don’t want to give that away, but I’ll offer up two words: double coupons.
If you read that last paragraph and were thinking “huh… I didn’t even know about formatting different types of text,” don’t worry. When I first started writing I was clueless as well. Just highlight all your chapter headings one by one and click “Heading 1” for each to change them over. Oh, be sure to do the same for anything else you want to have in your table of contents, like your author’s note, dedication, copyright page, and the like. When you do, make sure the headings get formatted under “Heading 1,” or “Heading 1” will get angry. And you won’t like “Heading 1” when it’s angry… unless you’re into that sort of thing. Bottom line: if you want it in your table of contents, set it to “Heading 1.”
Now that we’ve got style, let’s preserve it for future use. On your HOME tab, in the “Styles” section, click the purple and blue “Aa” button that says CHANGE STYLES, then click STYLE SET, and finally SAVE AS QUICK STYLE SET. Give it a name that’ll remind you of all the fun you’ve just had formatting your manuscript. I’ll call mine “Dom’s Tuxedo.” Now, when you come back next week to begin writing the second installment of your Dom DeLuise Series, you’ll have all the Dirty Work done!
Visit: http://www.smashwords.com/books/view/82721 to purchase this book to continue reading. Show the author you appreciate their work!