How to get your stuff up on Kindle, using a Word Document.
By      ROSANNE DINGLI

1. Make sure the Word doc is a 2003-2007 version, and not docx. If you are using Office 2010, save the document as a 2003-2007 compatible version.  Don’t over ride your old copy – make a fresh file (use Save As).
2. Select all text, and remove the tab spaces. This is done by going to your ‘paragraph’ options, and clicking on the Tabs button, and choosing delete all. All your paragraphs can then be set right back to the margin. I found this important. It’s manual and annoying, but necessary. This can also be done by selecting all, and clicking on the ‘No Spacing’ option in Styles.
3. Select all the text by going to select and clicking on select all. This will highlight all your text. Now go to the ruler above the page and slide the top marker to just past the 1. This will indent all your paragraphs neatly. You will then have to go through manually and un-indent the first paragraphs of all chapters, if that’s your style.

4. Make sure all your chapter headings are in the same size and font, and the same distance from the first line of text.

5. Make sure each chapter ends with a page break. DO NOT press enter many times to go to a new  page.  Click on Insert, and click on Page break. This is necessary for each chapter, because Kindle uses text-flow.

6. Do not bother placing a symbol or glyph at the end of chapters, because Kindle turns them all into the same little rectangle. Asterisks are okay. (Rule of thumb: if it’s on your keyboard, it’ll come up. If you need to use a symbol, it’s unpredictable.)
7. Make sure your text is in Times New Roman, which is a serif type, and in 12 point. Kindle converts all text into their own typeface, and I think chapter titles come out in a sans-serif, which is larger (I think 18 point). I did my chapter titles in 18 point to be sure.

8. If you are including pictures (I did) they will come out in black and white. DO NOT copy and paste them, but use the Insert pictures function, and do not change them in any way once they are in. Then click on format picture and make sure they are laid out as “In front of text”. Centre the picture – it might not always work with Kindle, but I centred mine.
9. Create a cover in a separate word file. This is fiddly but fun. Choose pictures (of your own or public domain) and place them on the page. You can fiddle around with them on Paint to make them nicer, bigger, smaller, a different colour, size or crop. Then copy them from paint, and bring them over to your word doc.  Make sure your text-wrapping for the picture is “In front of text”, so you can move it about manually anywhere on the page. Do not use WordArt because everyone in the world does. Simply find a nice font you like, or download a new font for free: there are literally thousands to be had. (Do not forget you must install it in Word). If this is too fiddly for you, choose one of Word’s fonts for your name and title. Put them in text boxes and play around until you find a pleasing arrangement. Remember to remove the line on the text boxes, and to slide the “Fill” slider to 100% transparency (all this is in Format text box, which you get by right-clicking on the edge of the box).

10. Choose a nice colour for the cover – something that goes with the rest of your books, and also the tone and style of the actual book itself. Now – the tricky part. Save the cover page as a pdf (Save as, scroll down until you get to PDF, and click) Now you need to open the pdf in your reader (most of you will have adobe). Find your select tool, select the cover page, and copy it.

11. Paste the copied page into a new Paint file. This is a fiddly part – you must remember to click on the right side so that the selection rectangle goes away. Then Save As JPEG. Save it using a file name such as “Vision_cover” which will then come out as “Vision_cover.jpg”, of course.

12. You are now cooking with gas.

13. Go to Kindle Direct Publication or KDP, and sign in – if you are already an Amazon member, use your password. It will take you to a register form. Fill it in. It will ask you to browse for, and upload, your text file, which you have prepared as above. And also your cover file, ditto.
14. When your cover uploads, your cover will be visible as a blurry thumbnail… don’t worry. It’ll look better than that on the day.

15.   When you upload your text file, you will get a Success! Message and a preview button. This is where you have to work the hardest. C’mon – nearly there. Open your text file in word. Open the preview pane that says “This is more or less how your work will look on Kindle”. The pane is not exact or accurate for layout… it just shows you what’ll probably appear on each page. Remember Kindle does not present stuff in A4 or A5 format… it’s Kindle format.

16. The text will appear very close to the edges – that’s fine. It looks better on the actual Kindle. But this is where you check that each chapter heading is with its chapter, whether your pictures (they won’t show, only the space they are supposed to occupy will) have enough room, and whether your chapters end. All the text should be there. Check for funny symbols or characters, especially where you have used foreign languages, italics or accents such as façades or cliché or café… that sort of thing. Make sure they haven’t turned into little rectangles! You cannot alter the preview pane - do all your fixing on your text document, save it again, and upload a fresh corrected version if you need to. Uploading a new document will erase the previous one, and you’ll get a new preview button. Check it all again. (Well, I told you this was the hard part.)

17. Saving your book will take you to a new Kindle registry page where you have to agree to everything they ask, and decide about the price and royalties… that’s up to you. When you click the last okay, you get a little message that says your book will be up tomorrow.

18. It will, if everything is fine. If the machine has trouble with your formatting, it’ll take longer. For this reason, keep everything as simple as you can. No crazy or fancy layout or fonts, especially on the chapter titles.
19. The robot will check your text for profanity, illegal issues and other mad stuff, so don’t try and Kindle your edgy stuff. Stick to the nice ones you would show your mum, or me.

20. On the next day, at about the same time, your cover will come up, with “Pricing details not available”. That’ll stay like that for about another 6 hours, then it’ll go live. Then someone will buy it – but you have to tell the world first.

21. Good luck.

