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Set up CreateSpace accounts using your Amazon password.

· Fill out the preliminary pages, going as far as upload document, where you'll select your document size and download a template 

· Start with the title

· Select the guided path

· Select ISBN options

· Complete all information about the title, author, etc.

· Choose and download your trim size template

Decisions, decisions:

· Are you publishing POD format only?

· Are you publishing in Kindle format only?

· Do you wish to do both?

Take a decision about the order of the book's elements:
· Title

· Copyright page

· Earlier titles
· Acknowledgments (most common spelling)
· TOC (not for Create Space, but you'll want to delete it after making the Kindle version of your m/s)

· Dedication

· Story
· Chapter 1 of the next book?
· About the Author 

Preparing Your Source M/S
(Making these changes to your m/s will ease the transition.  Be sure to save a copy of your original first.)

· Select all and change the font in your source document to match CS (Garamond 11).  You need to do this before starting to transition your document otherwise the headings in the CS template will be changed as well.  Use search to look for any text with your original formatting.  This is also the time to decide if you want slightly bigger or bolder print.  (I use Garamond 12.  If you move away from the template, you'll need to periodically verify that your font conversion is complete.)
· Select all and

· Justify paragraphs

· Paragraph indents of 0.3 inches
· Single Space

· Page SetUp, Custom size

· Do not indent first paragraph of the chapter or after a drop.  You'll need to manually make this adjustment while moving to the CS template.

· Make another back-up copy of your source m/s.  When you do the conversion, you'll delete from your source and you move along.
The Transition:
· Select and download your desired template from the CreateSpace Website.

· Before continuing, cut and paste to create enough blank chapters for your m/s.  You can fix the chapter titles as you move along.

· Work with all formatting marks showing in the CS document.

· Now open your source document and arrange side by side with the CS document.  

· Work with all formatting marks showing in the source document and the CS document.

Method:

· Highlight and cut source text from chapter one.  Do this by going to the end of the chapter, then highlighting upward.  You'll want to click just above your page or section break, which you do not want to move.  (This simplifies the cut and paste process and prevents duplication.)
· Highlight the sample text in the CS document and paste in the chapter. . .  make sure to not highlight the section break.  Verify that you have one section break at the end of the chapter.  Take out any extra returns.
· Add your chapter title into the CS document.  It will format automatically.  Verify the centering.  (You'll need to use the ruler to make sure there is no indent, which would off-center the title)
· **Use Style Guide in Word to format all headings, sub headings, & things that need to be centered. That way it will hold in kdp. Also, the style can be adjusted, saved under a new name, then used at will.

· Adjust the indent of the first paragraph to the margin.  You'll also need to adjust the indent of the first paragraph after each drop unless you prefer to not use this formatting.  Be sure to adjust the centering for the break text (***), too. 

Alternative Method:

· Highlight and copy source text from entire manuscript.  Do this by going to the end then highlighting upward.  
· Highlight the sample text in the CS document and paste. .  make sure to not highlight the section break.  

· Working from Chapter 1, space down to 2 inches, format & Center chapter headings using Style Guide*, add blank line, pull first paragraph indent to left margin.  

· Scroll to any scene drops, center markings with a blank line before and after, pull first paragraph indent to left margin.

· Add Section Breaks at the end of each chapter if necessary. Remove any extra returns.

· Continue through manuscript.

· **Use Style Guide in Word to format all headings, sub headings, & things that need to be centered. That way it will hold in kdp. Also, the style can be adjusted, saved under a new name, then used at will.

· Adjust the indent of the first paragraph to the margin.  You'll also need to adjust the indent of the first paragraph after each drop unless you prefer to not use this formatting.  Be sure to adjust the centering for the break text (***), too. 

Paragraph Settings:
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· Check the Box:  Do not add space between paragraphs of the same style.

Margin Settings:
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· Check the Box:  Mirror image.

Note:  Gutter ok at 0.13 inches.

Increase outside to 0.875 for manuscripts greater than 400 pages

· Continue moving the remainder your m/s, one chapter at a time.  Periodically cleanup the stray chapter titles and page or section breaks that are left at the top of your source document.  This keeps the highlighting process cleaner.

· Add the text for About the Author, your Acknowledgements, Dedication, and Copyright disclaimer and information.  Add your TOC if you're using one, otherwise you'll delete these two pages—facing and back— a bit later.

· Your title page is a facing page, the copyright page is a back page.  Step through the pages to be sure you have your text entries starting on facing pages.
· Verify and adjust formatting in your final document:

· Center "The End".
· Review each page for formatting shifts.
· Verify that the font is correct and consistent throughout.

· Verify Justification of all paragraphs.
· Verify spacing before and after each chapter.  Using the rules, make sure each chapter starts at the same place on the page.  Remove any stray returns at the end.

· Verify any special formatting decisions.

· Verify pagination.  Make sure there are no page numbers in the forward materials.

· Look at the end of each chapter.  Make sure that the justification feature didn't stretch out the sentence.  It is did, insert a return before the page or section break.

· Go through and search for stray tab marks that show up at the beginning of paragraphs. Delete as required
· Do the front pages.

· Title page . . .  Vertical alignment setting: center 

· Copyright . . .  bottom 

· Acknowledgements . . . top

· Dedication . . . center 

· Complete the headers and footers.

· Enter title on the odd pages and author name on the even pages.  (The setting needs to be different odd and even, and different first page.)

· Complete the footer with the page number.  You'll need to format the odd and even pages separately.  (Note the front pages do not need headers or footers.)

Page 1:  Header and Footer Settings
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Page 2 and beyond Header and Footer Settings:
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· Before you continue, copy the CS manuscript and title the copy for Kindle.  (You don't want the following steps included in your Kindle version.

· Delete the TOC front facing and back page unless your using a TOC in your CS version.

· Add ISBN number from CreateSpace site to copyright page and adjust formatting.
· Save as PDF . . .  With Microsoft Word, make sure to go to options and embed fonts  ISO 19005-1 compliant PDF/A.  This is the document you'll upload.  (A docx also uploads nicely to CS.. you'll need to try one, then the other and see what works best.)
· Note: Might have to change section breaks in forward data to page breaks to avoid word to pdf adding extra pages when Work for MAC is involved.

Images: jpeg preferred (for kindle). Insert, don't drag & drop, then format for size if necessary with r-click>format

Upload the document
· Use the Previewer

· Check each and every page visually

· Fix Errors

· Upload your cover

· Complete Setup

· Order your proof

· Review data on project home page

· Finish anything left undone

· Review, repair, and reupload as necessary

Complete the sales screen
Set Pricing
Review Description 
Kindle by Amazon:  
Work from your Kindle version of your manuscript.
· Garamond 11 or 12 is fine

· Page setup:  
· Vertical alignment:  Adjust to "Top", except for the title page, which usually looks better centered.  
· Remove all headers, footers, and page numbers.  
· Adjust margins to even up and turn off mirror image setting.  
· The gutter is okay at 0.13.  
· No paragraph justification may look best.  You can verify this on the Kindle previewer.

· Paragraph formatting:  Don't add space between paragraphs of the same style
· Create or amend TOC: remove page numbers from CS version
· Insert bookmarks as follows:  (There can be no spaces.  Numbers work only is combined with letters.  Example:  Ch1 for chapter one.  You can use abbreviations except for start and toc.

· Beginning (start), 
· Table of contents (toc), 
· Acknowledgments 
· About the author.  
· Bookmark each chapter title
· Working in Vertical alignment:  Top, move the beginning of each chapter up to within two spaces of the top.  (Kindle doesn't do well with large blank spaces.
· On the cover page, center name and author both horizontally and vertically

· Add other titles with live hyperlinks to your copyright page.  Include a link to your webpage or Amazon author page as well.
· Verify formatting on the remainder of the front pages.
· TOC.  Insert hyperlinks to the bookmarks within the document for each entry.
· Remove extra returns, verify spacing on all page breaks, that no blank pages follow. 
· Make sure all drops are properly centered.  Watch the left margin on the ruler.
· Verify formatting for entire document. 
· Replace section breaks at chapter ends with page breaks.  You can do that with a search and replace using the advanced choices.  (Kindle no longer recognizes section breaks.) Note: Nook likes section breaks. Save a work copy for later. Smashwords likes page breaks in a doc file. Save a work copy for later.
· Images: jpeg only. Then need to zip kdp files & htm together to create an Archive.zip. upload archive.zip

· Save as a webpage, filtered.  It uploads cleaner that way. Complete Kindle setup

During the upload process to both CreateSpace and Kindle, be sure to do a detailed review of your m/s on the previewer tools.


