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Week 3 

Publishing  

People judge books by their quality. It starts with the cover and then by the quality of 
the writing and whether the author delivered on what was promised. Many times, self-
published authors don’t know what they are doing. They throw crap up on Amazon 
and wonder why they are getting bad reviews and aren’t making any sales. The work 
is not of high quality with poor writing and poor appearance.

Self-publishing still has a stigma associated with it. It is getting less and less the more 
self-published authors become best-sellers, but it still exists. To compete with the big 
dogs, you need to act like one and look like one. Even if you are not one, you had 
better act like one or you are going to be eaten alive in the publishing world.

There is a difference between a “Best Seller” and a BEST SELLER. Anyone can get 
“Best Seller” status by having enough people promote their book in the same hour. 
You can sell 17 copies in an hour and suddenly you are a best seller in a category. A 
BEST SELLER means you stay at the top of your category for at least a week. This 
makes it possible for your book to get word-of-mouth marketing; and word-of-mouth 
trumps ALL. Someone you don’t know reads a book, recommends it to a friend and 
that person reads the book… that is how word-of-mouth works and it doesn’t happen if 
the book is poor quality.

If you are going to accomplish this, you need to write quality and your book needs to 
look like quality that was published by a big dog! How do you “be” a big dog?

1. Choose a company name (refer to Week 1: Publishing)

2. Create a professional cover design (refer to Week 2: Publishing)

3. Hire a professional editor (Stay tuned for Week 4: Writing)

4. Format your manuscript so it reads like a real book (Next)

Your Manuscript: Create a Clean Document 

➡ Don’t date yourself. Word processing has changed!
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➡ It is easier for an editor to work with a clean document (Hint: Easier = cheaper!)

➡ It makes for a more professional product. [If you haven’t gotten the message yet 
that this is critical, start at the beginning and take this course over again.]

➡ It creates a better reader experience. Better experience = better marketing = more 
sales.

Steps to Create a Clean Document

1. Get rid of double spaces. Anyone of an older generation than teens was trained to 
put two spaces after a period/question mark/exclamation point and colon. That 
works on a typewriter because of the way letters are spaced. It helped readers to 
pause before going on to the next sentence. Word processing programs have 
changed that by putting a tiny bit of space after any punctuation ending a sentence 
so you don’t need double spaces any more. If you still use double spaces, it will 
date you and not compete in the professional market because it will look self-
published. In your word processing program: Edit > Find (every word processor 
has it) > Replace > type space bar twice in “find” and once in “replace > Replace 
All. It doesn’t hurt to repeat this process using three spaces just in case you got 
carried away in typing and typed three spaces.
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2. Paragraph/Line spacing. For an editor, you want 1.5 line spacing to make it easier 
for the editor to read (and make comments). Format menu > paragraph options > 
special, 1.5 lines [or in Apple Pages, View > Inspector > Format > Spacing] DO 
NOT double space between paragraphs! In your formatting, when you are setting a 
line space of 1.5, you will find options for formatting the space before and after 
paragraphs (in any word 
processing program). Use 
this to set the space 
before a paragraph to 12 
pt and your will get the 
look you want. BEFORE 
PUBLISHING TO 
KINDLE, you must go 
back and change this 
spacing to 1.0 - single 
space. If for some reason 
this doesn’t work on your 
document for all lines in 
the document, use 
Command/Control A to 
select ALL and then 
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change this paragraph indent and spacing.

3. Margins. Most editors don’t mind a 1 inch margin all the 
way around. For Kindle, it doesn’t matter because it is 
going to force the margins regardless. But for an editor, 
you want to be careful with this. A two inch margin all 
around will increase your page count and many editors 
charge by the number of pages. Setting the 1 inch margin 
will give you a clean document without a lot of extra 
pages that will increase your cost. Layout > Margins > 
type 1 in each of four boxes (image below). [In Pages, 
View > Inspector > Document Setup (image right)] It 
doesn’t matter if you do this before, during, or after typing 
your book. It will change the margins on all pages 
anytime you do it. 

4. Page Breaks. You want each chapter to start on its own page. This requires you to 
insert a forced “page break.” This inserts code that tells the software (and Kindle) 
that the text that follows needs to be on a new page. Insert > Break > Page Break 
[or in Pages, Insert > 
Page Break]. In 
example right, the 
cursor was placed 
before the “C” in 
Chapter 2 and a Page 
Break was inserted.

5. Table of Contents. In 
Kindle, a TOC is 
created based on 
your styles. There are 
styles in every word 
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processing program. Find where this is in the one you are using. 

๏ Chapter Titles in your book must be Heading Style 1 because that is the style 
name that Kindle looks for to make the Chapter Titles in the TOC. 

๏ Subtitles must be Heading Style 2

In MS Word, find Home Tab > Styles (below); in Pages > 
View > Inspector (right).

The TOC creator in Word at Document Elements Tab > 
Automatic TOC [or Pages > Insert > Table of Contents] 
automatically pulls from these styles to make sure your 
TOC is updated and will work when converted to Kindle.
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Week 3: Publishing Homework 

✓ Use Checklists and Worksheets in member’s area to cross-check your work

✓ When finished writing, clean up your document for an editor

✓ As you write, apply styles for Chapter Titles and Subheadings. Get in the habit of 
doing this but if it interrupts your writing flow, just write and go back to do this when 
you are finished,

✓  Get ready for editing! (Week 4: Writing Track)
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