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How To Self-Publish, Book 1

by Laura Kortum

You've finished your first book, and you're ready to start your self-publishing career, but... Now what? How do you turn that manuscript into an actual eBook? 

Fear not, this guide has the answer. Over the past ten years, Laura Kortum has formatted and published hundreds of books, both for herself and others. But you don't need to outsource the process to get a good result! In fact, you can get it done yourself absolutely for free, with software you probably already have on your computer!

In this guide, you'll learn how to:


✓  Use Microsoft Word to create a clean-looking, professional eBook

✓  Prepare essential pages and extra material to include in your eBook

✓  Insert images and other special formatting

✓  Create a handy Table of Contents

✓  Upload your book, ready for publication!


All you need to begin is a computer with any version of Microsoft Word installed on it, your finished manuscript and any other materials you wish to include, a caffeinated beverage of your choice, and an hour of your time...

Let's begin!
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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 purchase your own copy. Thank you for respecting the hard work of this author.
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Thanks for picking up this guide dedicated to the process of turning your finished manuscript into a professional looking eBook! I've compiled this information specifically for those who are relatively new to self-publishing (hence the title, Format Your First eBook), but it may also help those who have previously outsourced the eBook formatting process and wish to now try a DIY method to save time and money.

The information in this guide should work for most self-publishers including those writing fiction, nonfiction, memoir, and poetry. Please read through the notes further ahead in this section to figure out for sure whether this book will help you. If not, you're welcome to return it to the retailer you got it from and get a refund. My aim is to help, so there will be no hard feelings if you decide that this book isn't for you!

With all this in mind, let's start at the beginning... 

Why create an eBook in the first place?

EBooks are the future (and to a large degree, the present as well). But if you look at the publishing industry as a whole, you might see that actually, eBooks account for only a minority of book sales annually. You might have even seen sensational headlines telling you that eBooks are dead, or eBook sales are plummeting.  

For the year 2021, I've seen statistics published which tell us that eBook penetration is still lagging behind print books globally. ​[1] 

But these statistics only tell part of the story, because it's solely made up of data from traditional publishers. Self-published books do not factor into any meaningful statistics at all. Neither Amazon, nor any of the other eBook sellers publish data of self-published books, leaving all of us with only a vague sense of what the market is doing. 

What I can tell you, after spending nearly a decade talking to self-published authors of all types, is that almost all of them tend to sell way more eBooks than print books. The breakdown can be as extreme as 90% digital versus 10% print. Exceptions include certain nonfiction authors, children's picture book authors, and authors of books that are inherently physical in nature (coloring books, journals, etc.). 

And that makes sense, when you think about it. 

We self-published authors simply do not have the reach and distribution that traditional publishers have. They can place their books in every supermarket, bookshop, airport kiosk, etc. We rely mostly on online retailers (where eBook readers like to shop). This automatically skews our sales in favor of digital books.  

That's why I would advise almost everyone planning to self-publish to create an eBook edition (as well), whether it's your medium of choice as a reader or not. In most cases, there's little reason not to, especially if your book is well-suited to the DIY creation approach I describe in this guide. Plus, having an eBook edition opens your work up to people who might not otherwise read it, for example, readers in other countries, for whom it would be too expensive to buy a paperback, or vision-impaired readers, who could use an eBook along with text-to-speech software to listen to your book. 

A few notes, before we continue:

1. This eBook was entirely created using the steps outlined in this book. Although my normal publishing process is slightly different (I am a bit of an eBook formatting nerd, after all, and stuff like HTML is actually fun for me), I wanted to ensure that everything was completely accurate and easy to understand for a first-time publisher, so I didn't stray from the process I'm about to outline at all, just to test that this method is viable. Would it look better if I followed my usual nerdy approach? Probably. But I wanted to prove that the DIY method is not just possible, it's perfectly acceptable for most self-publishing authors.

2. About styling: I'm assuming that you're not using any unusual spacing or other weirdness in your manuscript. I'm also assuming you're formatting a text-heavy book, like a novel or a non-fiction book, and not an illustrated children's book or graphic novel. These image-heavy book types are much more challenging to format, and unless you're prepared for a big learning curve, you'll probably have to get professional help to get them ready. If this is the case for you, I invite you to return this book for a refund, and check out some of my other self-publishing content instead.

Please ensure that: 


✓  You use only single spaces between words and sentences. Don't use multiple spaces next to each other anywhere. 

✓  If you want to indent any section of text, use the buttons Microsoft Word provides for this purpose at the top of the page, in the "Paragraph" section on the Home tab. Or use the tab button on your keyboard. Don't use the space bar for this!

✓  Don't add extra Returns either, unless there's a scene break. Don't add extra lines of text between paragraphs; if you want an empty line there, I'll teach you how to do it using the appropriate settings in Microsoft Word.

✓  Make bulleted or numbered lists using the appropriate buttons provided by Microsoft Word, again in the "Paragraph" section on the Home tab. Don't try to type them in manually. If you want to use a different format for your numbers, or a different symbol for your bulleted list, you can right-click on the number or bullet symbol and change it from the options there.

✓  Keep things simple! It can be very tempting to create a beautiful, elaborate document, with all kinds of special stuff like flourishes underneath your chapter headings, or drop-caps at the beginning of each chapter. Please, don't! The more complicated you make your Word document at the start of this process, the more likely it is that things are going to look weird once you convert it into an eBook later. Please try to make a basic eBook first, before experimenting. And always check the online preview on Amazon KDP to make sure it looks how you want it to (we'll get to how to do that towards the end of this guide). 


3. Just for poets: You might have unusual styling in mind for your poetry, and that's fine. Pay extra attention to the first step in this chapter, which outlines how to set up your document styles. Whenever possible, use a style to achieve a particular look. So if you want to align some text to the right, and some to the left, use separate styles for each to ensure the end result looks consistent. 

4. About eBooks in general: When I write "eBook" in this guide, I mean a reflowable eBook, like the kind you can read on an Amazon Kindle device, Barnes & Noble Nook, or Kobo eBook reader (or any of the associated eReader apps for your smart phone). I do not mean a PDF document! While most of these devices can display PDF files, they're not the preferred format. And you can't sell a PDF file through Amazon or Barnes & Noble either.

The main difference between reflowable eBooks and PDF documents is that the former does not have a fixed page layout, but rather the text may flow from one page to another as required, and the app or device you're using to read the eBook will allow you to change the font style or size to suit your preferences. A PDF document, however, does have a fixed layout, so it will look mostly the same, no matter what device you're using to open it. You can't change the text size to your liking, and other elements in the document, like images, are positioned on a very specific spot on each page. This means that PDF documents are less versatile and less adaptable to smaller and larger screen sizes, often requiring you to scroll around the page to see everything, or be forced to deal with text that's too small to read if you zoom out.

Reflowable eBooks most commonly tend to be either in ePub or Mobi format, and they can easily be converted from one to the other, using an eBook conversion software like Calibre (follow the link for free download).
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Step 1: Setting up your eBook styles from scratch
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Before you can get started formatting your novel, you'll need to open Microsoft Word (any version will do, but the exact instructions for what tabs and buttons to click should match anything newer than Word 2007) and create a blank document. Later on, all the text from your manuscript and any other content will be pasted into this document. 

But first, we have to get it set up properly...

In the "Styles" section on the Home tab of Microsoft Word, you'll see a few pre-populated styles you can use. These include: Normal, No Spacing, Heading 1, Heading 2, etc. 

For the vast majority of authors, only Normal and Heading 1 and Heading 2 are important, so feel free to ignore the rest.

Let's open up the settings of the Normal style by right-clicking on it and selecting "Modify." You'll be greeted by a pop-up window that contains the font settings of this style. We can ignore this for the moment.

[image: HowtoFormat-Step1-1.jpg]

Figure 1: Modify the "Normal" Style

On the bottom left of the little window, you'll see a button that reads "Format." Click on it and select "Paragraph." 

[image: HowtoFormat-Step1-2.jpg]

Figure 2: Select "Paragraph" from the Format Menu

In there, you see the alignment, indent, spacing, and line-height settings of paragraphs in the "Normal" style. Make sure that your alignment is set to "left" or "justified," whichever you prefer.

Next up, you have a choice to make. For eBooks, generally there are two acceptable paragraph styles readers are used to seeing. One is like this eBook here, with an empty
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