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Introduction 

 

You’ve finished your book. (YAY, YOU!) You’ve gone through everything three times, editing 

and correcting (or better, had the book edited professionally). You’ve got your dedication and 

acknowledgments set to go. Now it is time to put your book out there.  

But how? What format? Should you publish a hard copy (print) book or an eBook? How do you 

get it on Amazon? Or what if you just want to sell it from your website? Maybe you should just 

hope some traditional publisher is going to randomly walk up to you and ask if you have a 

book you’d like to publish… 

Ah, NO. That last statement is NOT an option!  

Self-publishing is NOT hard and it gets easier all the time. It does take a little bit of patience and 

there are definitely steps that you need to go through. But, that’s what this course is for! 

What We'll Cover  

 Traditional versus self-publishing  

 Kindle and hard copy (print) books 

 Print on Demand Publishing  

 Covers and Interior Layout  

 ISBNs and Copyright 

We’ll split this up into the teaching/overview of these subjects and then we’ll apply that 

knowledge, what I call “The Actual DOING.”  

 Your Goals  

Your goal is to have your book published. You’ll have your cover and interior layout done. To 

do that, you’ll need your author bio, headshot and back cover copy, as well as an ISBN 

(International Standard Book Number) if you're using your own ISBN.  (Good news: 

CreateSpace, Amazon, Lulu and most other POD platforms automatically put the bar code on 

your book for you. More about that later.) 

At the end of this course, you’ll have everything together, laid out properly and uploaded to a 

Print on Demand publishing site, eBook platform, your own website or any combination 

thereof. 
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In short, your goal for this mini-course is to push the PUBLISH button. Don't crack that bottle 

of bubbly yet though. We have a little work to do.   

Let’s start with some background information.  

 

Traditional versus Self-Publishing 

Traditional Publishing 

Everyone dreams about getting that massive contract where they get a huge advance from one 

of the Big Six publishers and all they do is write the book and the publisher handles everything. 

That's lovely. It sometimes actually happens. But that’s not the norm. 

Most of us won’t have that happen and, more importantly, it's not quite the dream that people 

make it out to be. (More on that in a minute.) However, you may already be working with a 

traditional publisher. That’s great. Are you looking for a publisher? If you're looking for a 

publisher, you're probably going to need an agent because most publishers don't accept 

unsolicited books. When you send a book in unsolicited  or “over the transom” as they used to 

call it, it ends up in a huge “slush pile” that junior editors and contracted “readers” work 

through at a snail’s pace. If you end up in the slush pile, it’s going to take them months to even 

find your book, much less read it and evaluate.  

If you want to go with a traditional publisher, find an agent who works with authors in your 

field. How do you find them? Look at books in your field that were published through 

traditional publishing houses. Flip to the Acknowledgements page because that's usually where 

people thank their agent.  “I'd like to thank my agent so and so.” “I'd like to thank my editor at 

Wiley Publishing, their name.” Find the agents who work with other authors in your industry 

who can pitch your book to the publishing house you want. 

Traditional publishing has its pros and cons. First of all, there's that carrot of a possible 

advance—an upfront payment before you’ve written your book. I like that carrot. But advances 

are getting smaller and more rare. A traditional publisher also handles the editing, layout, 

cover, ISBN, and copyright. So there are a lot of things you won't have to worry about if you 

have a traditional publisher.  

Traditional publishers have established distribution channels. That is perhaps the major benefit 

of this path. If they can get your book everywhere, especially into airports, you're going to sell a 

ton. And, it's definitely more prestigious to have a publishing house behind you. No bones 
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about it, if you've got Simon & Schuster publishing your book, you've got a decent shot at being  

the next big thing.  

However, most authors don't have that yet. A lot of times, those traditional publishers won't 

take a look at you until you've sold a certain number of books. That’s right—many self-

published authors have been picked up by traditional publishers after they have established a 

track record of strong sales.  

One of the biggest problems with traditional publishers is that it can take up to a year for your 

book to appear on the shelves and sometimes up to two years. It's forever. You've written the 

book, you've finally finished this major accomplishment, and now you've got to wait?  

Another downside of traditional publishers is that you still have to do the majority of the 

marketing. That's something they don't tell you. Yes, they have distribution channels but they 

expect you to make sales for them. I have a friend who had done a number of books with a 

traditional publishing house, a very well-known prestigious house, and he has to do almost all 

of the marketing for his books. As a matter of fact, for his latest book, they wanted him to 

guarantee sales before they gave him a mid-five figure advance. His books sell in the tens of 

thousands and he is a legitimate bestselling author. When they told him that, he was indignant. 

He had sold 90% of his last book through his own marketing efforts. The publishing house did 

very little on the marketing end. He’s ready to leave his publisher and move into self-

publishing now. 

One more drawback with traditional publishing houses: The royalties are lower than if you 

publish a book yourself because the publisher is taking on the risk of publishing your book. 

They're paying for things like the cover, the layout, the editing, the printing, and the 

distribution, so they take a bigger cut of your sales.  

Now, if you're self-publishing, you don't need to spend huge amounts of money on these 

things. It's not open-heart surgery. You do have to spend some money, but you don't have to 

spend tens of thousands of dollars. While you have a better chance of making more sales with a 

traditional publisher, the sad truth is most traditional publishers don’t “push” a new author 

(unless you’re a celebrity) and you make less money per sale.  

If you’re self-publishing, you’re not suffering under the delusion that someone is going to do 

the work for you—you know the marketing is up to you. With some effort, you can create a 

marketing push equal to or better than what the big guys give their new authors.  
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Self-Publishing 

 

Let’s take a short trip back in time. It used to be that if you self-published, you went to a printer 

or  used a “vanity” press. Either way, you had to buy a minimum number of books and that 

minimum was usually anywhere from 500 to thousands of books. Set up fees and printing 

prices were higher then, too. So you’d spend $5,000 to $10,000 or more to have the books 

printed and that’s how people ended up with cartons of books in their garages, attics, and spare 

rooms, a constant reminder of their failed efforts. 

Vanity Presses 

A vanity press is a publishing house that charges you to publish your book. Many vanity 

presses are putting themselves out to new authors as straight publishing houses or “hybrid” 

publishers (a mix of vanity and traditional publishing). Both charge you a fee to handle all the 

details of publishing your book. Like a traditional publisher, they will take care of the editing, 

interior layout, cover design, ISBN and copyright, and most offer to do some marketing and 

distribution. Sounds like a good deal, right?  

There are several problems with going this route.  

 The first is that the upfront fees range from $3,000 to $20,000 (or more, depending on 

how cheeky/shameless the publishing house is).  

 Second, the editing is usually farmed out to low-paid contract workers, all of whom 

speak English, though maybe not as their first language. The “editing” is usually little 

more than basic proofing and spell-check.   

 Third, many of these presses own the publishing rights to your book for two or more 

years. That means that you can’t publish it anywhere else. There’s a standard clause that 

says the rights revert back to you, but oftentimes, these companies disappear and you 

can’t find them to get your rights back. In traditional publishing, the publisher pays you, 

there are no upfront fees, and they have the publishing rights for a negotiated amount of 

years. You never want to pay money to a “publisher” AND give them the rights to your 

intellectual property. 

 Fourth, they take a piece (royalty) of any books you sell, usually after you’ve earned 

back the upfront fees. Most books won’t earn back their upfront fees (see misleading 

new authors, below) but in the case of an outlier, the vanity press makes sure they get to 

dip into that revenue stream.  

 Fifth, they control your cost of author’s copies. They usually include a certain number of 

books (10 seems to be the favorite number) as part of the package cost and then you pay 

for every copy after that. The average 200 page book with a color cover and black and 
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white interior, costs about $3 to print and authors can order copies fairly cheaply. But, 

vanity presses add on a profit for themselves, so when you want to order books for an 

event, you are being up-charged anywhere from a $1 to $5 per book.  

 The worst thing they do is that many of these publishers lead the author to believe that 

their book is going to sell thousands of copies and they’ll be earning big royalties. They 

are selling the dream and taking advantage of people. Most books sell fewer than 1,000 

copies and most self-published books sell about 100 copies, tops. These self-publishers 

raise expectations and hopes and then abandon people when the books don’t sell. They 

have fulfilled their contract—they edited, designed and printed the book; they put it out 

to their distribution channels. There’s usually no marketing support beyond a press 

release. And authors, who had to pay a substantial sum in upfront fees, are left 

disillusioned by the process and out of pocket.  

The good news is you don’t need a publishing house, traditional or vanity, to publish your 

book. You don't have a lot of the upfront printing fees that you used to have. You can 

affordably outsource any of the aspects of publishing that you can’t do yourself. Print On 

Demand (POD) technology and Amazon's Kindle have totally changed the publishing game. 

We like that a lot.  

 

So you have a book that you want to publish. First you need to decide if you want an eBook 

only or a print (hard copy) book, or both.  Let’s start with eBooks and build from there. 
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eBook Only 

 

If you’re thinking about publishing only in eBook format, there are a couple of ways to go. The 

simplest form of publishing an eBook is to offer a downloadable pdf file from your site. While 

the mechanics of offering a download are a bit different depending on what platform your site 

is built on, the basic steps are the same. If you’d like to offer your book in various online 

platforms such as Kindle, Barnes and Noble, or iBook (among countless others), you will have a 

few more steps to go through, particularly with the formatting/interior layout. Let’s start with 

the simplest first.  

 

Going Low Tech 

We’ll start with the premise that your eBook is written, edited, and has been proofed multiple 

times. It is laid out so you don’t have any headings at the bottoms of pages or one lonely word 

sitting at the top of a page (widows and orphans). You’ve got the acknowledgements, foreword, 

dedication, and Table of Contents completed and correct. If you have other books or products 

(don’t forget your blog or podcast!), you might want a promotional page at the back of your 

book encouraging people to interact with your further. 

Some people have their eBooks professionally laid out by graphic designers. Depending on 

your needs and budget, you may or may not opt to do this. A professional design can make 

your eBook look stunning. But honestly, if your information is good and what people are 

looking for, they will still love your eBook.  

You definitely want to put an attractive cover on your eBook and you should have a 3D book 

graphic designed for you using that cover picture. If you need someone to do that, Fiverr.com is 

a great place to get it done cheaply. (Of course, now everything is a minimum of $6 which just 

goes to show you that you should be very careful when you choose your website URL.) The 3D 

graphic reinforces the idea that this is a real book, even if it is in electronic form.  

For a simple eBook that’s being downloaded from your site, you just need a flat version of your 

cover on the first page of your manuscript. Watch the page numbering because when you add 

that front page with the picture, it's going to knock your page numbering off. Correct that in the 

page numbering menu. Then save the document as a pdf. The more recent versions of Word 

have a pdf creator built in (Hit “Save As” and choose the pdf  option from the file type drop 

down menu). If you don't have that option built-in, you can download any number of pdf 

creators from the web. There's a free program called CutePDF that works just fine. Once your 
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book is in pdf format, you can upload it to your site. Create a page with the link, put a payment 

option on there if you want, and people can download it right from your site.  

Why not just upload a Word document? Because people can download your Word document, 

change the author’s name and put it out as their own. They can easily copy and paste your 

words into an article or website or book. Someone who is determined to steal your material will 

probably do so, whether it’s in pdf or Word format, but I see no reason to make it easier for 

them.  

If you're charging for your book, you've got to go through some additional gyrations.  For 

starters, you need a payment button. You can use PayPal or any number of payment options. If 

you don't know how to do that, hire it out. I have found that when I’m working on a website, I 

go to do one thing and there are eight other steps involved. If people are going to buy the book 

and need to access it and you don't know how to format that, you don't know to make a PayPal 

button, you don't have a shopping cart, you don't know how to do it, hire it out. There are 

people who do that and they do it very cheaply. It's not a major thing for someone who works 

in websites to do. It's a major thing for you to do if you don't know how to do it. 

I’ll walk you through the step by step for uploading an eBook to your website in “The Actual 

DOING” section of this course.  
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Publishing on Amazon and Other Online eBook Platforms 

But suppose you want your eBook on Amazon. That is the 800-pound gorilla in the field. You’ll 

need Kindle Direct Publishing. Go sign up on kdp.amazon.com and create your account.  

The beauty of KDP is that it's all menu driven. It walks you through the entire process step by 

step. And before we go too far, I’d recommend  also putting your book up through 

Smashwords. Smashwords is a distribution platform that sends out electronic books to over 20 

different sites such as Barnes and Noble, Kobo, and iBooks. While most of your sales will come 

from Amazon/Kindle, for a small, one-time formatting fee, you can have your book up on 

numerous sites. So why not?  

Before we go through Kindle’s set up, there’s an option you need to know about and that’s KDP 

Select. 

KDP Select/Kindle Unlimited is like a lending library. If you opt to make your book available 

through KDP Select, Amazon/Kindle will put it in their lending library for people who belong 

to Kindle Unlimited. Their subscribers pay $9.99 a month to have access to millions of books (A 

great deal if you have nothing to do but read all day.) Amazon/Kindle pools all the money they 

bring in from their subscribers, then they total up all the pages read that month (yes, they can 

tell) by their subscribers, and calculate a per page payment amount. So, KDP Select is the 

authors’ side of it; Kindle Unlimited is the readers’ side of the program. 

If someone downloads your book within that lending library and reads 200 pages, then you get 

paid that month’s page rate for 200 pages. If someone else starts your book and only reads the 

first 10 pages and then abandons it, you only get paid for those 10 pages. If 20 people read your 

200 page book all the way to the end, you get paid for 4,000 pages. And all the variations 

thereof. All the Kindle Unlimited fees are divvied up to authors (after Amazon takes its cut, of 

course) according to how many pages are actually read. This works against you if you have a 

short book. But it also works against the people who put out crummy books of no value that 

people abandon. And yes, skeevy marketers masquerading as authors figured out how to get 

people to go to the end of their books so it looked like their books were being read through to 

the end. 

KDP Select is a great way to get your book out there. Some people are not happy with the fact 

that Amazon is now paying per page and, believe me, Amazon can change that again; nothing 

Amazon does is written in stone. If you've got a good book, one that people will read to the end, 

you don't have a problem.  

 



9 Self-Publishing Made Easy                                                       BarbaraGrassey.com 

  

 

Here’s why the KDP Select program is important to you: You need to be in this program in 

order to take advantage of free promotions. WHAT? Give my book away for free? Yep. One of 

the best marketing tools is using the Free (or Reduced Price) special promotion periods. You can 

promote your book for up to five days for every 90 day KDP Select enrollment period. The idea 

is that you will have many, many free downloads and, even though people aren’t paying for the 

book, Amazon sees that it is gaining traction—it’s attracting readers. With luck (and a bit of 

asking), those people who took advantage of your promotion will review your book. You want 

reviews—a minimum of 50 really puts you on Amazon’s map. Start with a few and work up 

from there. Free downloads of your book make people more likely to say something nice about 

your book when you ask them for a review. Why? Good ratings have an inverse relationship 

with cost. The more people pay, the higher their expectations. Free or low priced downloads 

create sales momentum for your book.  

Bonus Benefit from Giving Your Book Away: If the main goal of your book is to find new 

prospects and clients, that free promotional period will get you in front of more people. Even 

better, if you have put links in your book leading back to opt-in offers on your website,  you can 

use that free promotion to add names to your mailing list. They have indicated that they are 

interested in what you have to offer. Once you have their names and email addresses, you can 

keep marketing to them, providing valuable information and offering your products and 

services.  

If you're using Kindle, just upload your manuscript (in Word) and a cover picture. Sometimes 

when you upload the Word file, Kindle doesn't do a great job on the graphics or it doesn’t pick 

up bullet points. Other times it does. You can preview how your book is going to look on 

Kindle and see if anything looks screwy. Sometimes it takes a little bit of finagling, adding 

spaces or hard returns to move graphics around or to not leave one sentence on a page by itself.  

And of course, there are people who will format your Word file into Kindle for you. Right now, 

it runs about $80 on CreateSpace.com. (We'll talk about CreateSpace in just a minute.) Kindle 

books don’t really have a cover—you upload a flat graphic for your book. KDP will 

automatically use that cover on the first page of your book. 

Choosing Categories 

When you upload to Kindle, you can choose two categories to put your book in. You want the 

category to match your book topic, of course, but there are categories and then there are 

categories.   
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You want to put your book in at least one subcategory that doesn’t have a whole lot of 

competition. It pays to be a bestseller on Amazon—your book is promoted to some extent and 

the higher it rises in the rankings, the better your chance that Amazon will cross promote it to 

the next category up or even (and this is the Holy Grail of Amazon) put it in their email as a 

recommended read. But do NOT put your book in both a category and then one of its 

subcategories; you’re wasting one of your two marketing opportunities. Putting it in the 

subcategory automatically puts it in the larger category. Amazon will display your book in the 

subcategory that you choose but it will also show up in searches for the larger category.   

How do you choose your categories?  

Check out your competitors. What categories are they in? To find out, scroll down the book’s detail page 

to the section marked “Look for similar items under category.”   

Between eBooks (Kindle), hard copy, and audio books, Amazon has over 13,000 categories available for 

your book. (This is why it’s so easy to become an Amazon bestseller, by the way.) Choosing the right 

category is the difference between your book being seen by your true target market or having it totally 

disappear from view. 

So, yes, you will need to spend some time determining what categories you should enter your 

book in. 

Choosing the Right Category for Your Book 

1. Go into Amazon and research your competitors. Check out “the big guys” who have a 

marketing team, whether they are self-published or traditionally published. Look at the 

categories they have put their books in. You can actually see their “category string” by 

scrolling down to the section on “Product Details.” Look at the lines for Amazon Best 

Sellers Rank and you will see their categories.  

2. See if you can niche it down further. For instance, a book might be:  

 Books > Business & Money > Marketing & Sales > Marketing 

That’s a pretty niched down example. But, there are actually two subcategories below 

that: Webmarketing and Direct.  

Books > Business & Money > Marketing & Sales > Marketing > Webmarketing 

3. Look to see how many competitors there are in that sub-sub (maybe even -sub) category. 

Just type that category into the Amazon search box and see how many books come up. 

You don’t want a subcategory with thousands of books vying for attention.  

https://www.amazon.com/best-sellers-books-Amazon/zgbs/books/ref=pd_zg_hrsr_b_2_1
https://www.amazon.com/gp/bestsellers/books/3/ref=pd_zg_hrsr_b_2_2
https://www.amazon.com/gp/bestsellers/books/2698/ref=pd_zg_hrsr_b_2_3
https://www.amazon.com/gp/bestsellers/books/2702/ref=pd_zg_hrsr_b_2_4_last
https://www.amazon.com/best-sellers-books-Amazon/zgbs/books/ref=pd_zg_hrsr_b_2_1
https://www.amazon.com/gp/bestsellers/books/3/ref=pd_zg_hrsr_b_2_2
https://www.amazon.com/gp/bestsellers/books/2698/ref=pd_zg_hrsr_b_2_3
https://www.amazon.com/gp/bestsellers/books/2702/ref=pd_zg_hrsr_b_2_4_last
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4. Check to see how many books are actually selling. You’d rather be in a category with 

12,000 books that are selling only a few copies a month than a category with 500 books 

and the top 50 of those are selling thousands of copies per month. Check the first couple 

of books in each category for their rankings. Amazon is very secretive about how they 

rank books and it is very difficult to ascertain just how many copies of a book are 

actually selling. But, if the overall ranking of the book is 20,000 or less, it’s selling really 

well and will be tough to beat. You’d prefer the top selling books in your category rank 

between 50,000 and 100,000 or higher.  

Go to https://kindlepreneur.com/amazon-kdp-sales-rank-calculator/ for a  really cool tool that 

will give you a good approximation of how many copies a book is selling per day. An Amazon  

rank of 100,000 equals about one book sale per day or an average of 30 per month. A rank of 

50,000 equates to about five book sales per day or 150 per month.  

 

In addition, there are HIDDEN CATEGORIES on Amazon. These don’t show up when you go 

to choose a category for your book. Sometimes Amazon/Kindle will decide to put your book 

into one of these secret categories if it looks like a good fit. You may be able to get there faster 

by putting the category in as one of your keywords.  

When you are putting your book up on Amazon, either as an eBook on Kindle or as a hard copy 

book, you are given a drop down menu of categories to choose from.  

To find the secret categories, go to 

https://kdp.amazon.com/en_US/help/topic/A200PDGPEIQX41  

Click on “Categories with Keyword Requirements” then choose Amazon.com or 

Amazon.co.UK, depending on where you are.  Choose the category closest to your book then 

choose a keyword that works with your book. It’s not a guarantee, but you could end up in a 

secret subcategory which eliminates the bulk of your competition and you can more easily gain 

a top 10 ranking. 

Here’s a sneak peek at the Business & Money Keyword List. 

 

 

 

 

https://kindlepreneur.com/amazon-kdp-sales-rank-calculator/
https://kdp.amazon.com/en_US/help/topic/A200PDGPEIQX41
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For Kindle, you just follow the online instructions, upload your Word document and cover 

image, and in 24 to 48 hours, your book is up on Amazon/Kindle.  Ta-da—you’re published! 

Smashwords, on the other hand, is very particular about the way you format your book. There 

are guidelines on the site that are very explicit and a little scary. There’s also a list of vetted 

people who know exactly how to format your Word document manuscript for Smashwords. 

Most of them charge less than $100 for books without a lot of graphics or complex formatting. 

Well worth the money to have it done right the first time. 

 

SHAMELESS PROMOTION: KDP ROCKET 

I found a REALLY COOL TOOL from Dave Chesson at Kindlepreneur. If you’re going to be 

writing more than one book, he has a product called KDP Rocket (Yep, that’s an affiliate link. IF 

you decide to buy Dave’s software, I make a small  commission or as I call it, “fairly-decent 

scotch”). The software helps you determine what categories to put your book in and makes it 

SUPER EASY to research your competition. He also has an awesome blog and podcast that 

focus on Kindle publishing. Frankly, once you’ve published one book, you are probably going 

to get the bug to publish more. At least I hope you will! KDP Rocket is one of the most awesome 

tools I’ve come across for Kindle authors. 

 

https://jvz4.com/c/934675/225041
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But what if you want a hard copy of your book, something people can hold in their hands. You 

know a REAL book, a “book” book.  

 

Print On Demand 

 

There are tons of print on demand (POD) companies. CreateSpace is highly recommended. It 

was bought up by Amazon over a decade ago, so it has had all the blessings and all the power 

of Amazon behind it. (More on that in the next paragraph.) Lulu.com is another print on 

demand company. I've used them, they are very good and their print quality is good. But 

CreateSpace has an edge because it’s directly tied in with Amazon. You’ll find other POD 

companies such as Ingram Spark, iUniverse.com and BookFuel. They all pretty much do the 

same thing. They can print one book at a time or they can print thousands of books. Some are 

better than others at various things. For instance, CreateSpace prints paperbacks but not hard 

covers. IngramSpark has high-level print standards. Some POD companies are better for “coffee 

table-style” books. CreateSpace can’t do a coil (spiral) bound book, but Lulu does. So each print 

on demand company has its strengths and weaknesses.  

 

 

Special Note: As of this writing, CreateSpace and Amazon are going through a transition. 

Kindle Direct Publishing (KDP) is testing a program to print hard copy books as well as 

publishing eBooks to their platform. The process is very similar to the steps you go through on 

CreateSpace. The buzz in the industry is that once Amazon has worked the bugs out of this 

system, CreateSpace will fade out of existence. However, until KDP’s print platform is out of 

Beta testing and is fully functional, I recommend using CreateSpace. One piece of KDP’s 

platform that is not yet in place is reduced price author copies. If you publish print books 

through KDP, you would have to pay full retail price for copies of your book as opposed to the 

author’s price on CreateSpace (in one instance, $19.95 vs. $2.65).  

 

 

On CreateSpace, an average 150 page book, 6” x 9” runs about $2.65 to print. You can order one 

book or you can order 10,000. Shipping costs will vary of course, but you can’t beat the price to 
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print a book. That’s with a color cover, by the way. Lulu.com is a bit more expensive, $4.25 for a 

150 page book. They give price breaks starting at 15 copies but they really can’t compete on 

price with CreateSpace. On the other hand, their print quality is better AND they do hard cover 

books. The same book in hard cover would run $16.25 per copy, again with price breaks starting 

at 15 copies.  

Print On Demand ensures that you don’t end up with cases of books in your garage. If you have 

a speaking engagement and there will be 20 people there, you can have 20 books printed. (I’d go 

with at least 25 though—don’t you think your book would make a great gift, too?)   

 

Outsourcing the Layout and Cover 

All of these sites, CreateSpace, iUniverse, Lulu, BookFuel, have publishing packages available. 

They have editors. They have people who will do layout, they have people who do covers, and 

they have various levels of service to fit your budget. 

Right now, I'm recommending CreateSpace and that is because they have that direct tie-in to 

Amazon. (As I said, eventually it will be phased out but until the  new Amazon software comes 

out of Beta testing, go with CreateSpace.)  It’s really easy to use.  

CreateSpace has three levels of service for laying out your interior and having your cover done.  

The first level is called “Supported” but it is really do it yourself, using their templates and a 

step by step guide. Laying out the interior of your book is very simple. It’s not very stylish, but 

it will get the job done and your interior will have proper page numbers, headings and footers, 

and the things like the dedication, copyright page, and acknowledgements will be in the right 

places. 

If you are somewhat graphically gifted, you can go in and make your own cover. They've got a 

do-it-yourself system that has a template. I am not graphically gifted and trying to use the 

template is an exercise in frustration for me. I am the proof that the templates aren’t foolproof. (I 

purposely left my cover designing flubs in the video that comes with this course. You will make 

mistakes and have frustrations, but you will be able to do this.) If you have a graphic artist who 

is doing your cover, you can give them the dimensions and they can create the cover to the right 

specifications. (A good cover designer will already know the specs or will know enough to look 

them up themselves. If they ask you for dimensions other than number of pages and what size 

book, get a different cover designer.) 
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The second level of service is Simple Interior. You are given templated interior layouts (nicer 

than the basic layout template). CreateSpace used to have a second-level cover design option 

but it no longer exists, probably a step towards shifting things over to KDP.  

The third level of service is Custom. They have a full service, graphic artist doing your cover 

for you. They also have a custom option for your interior layout.  

 Of course, do-it-yourself is free, the semi-custom is an upcharge, and the custom is the most 

expensive. However, their rates are fairly reasonable across the board. 

Most of the POD companies have full publishing services. They have editors and proofreaders 

for you at various levels of pricing. I don’t know how good or bad the editors are, but they're 

fast and reasonably priced. (Yes, I do editing, too. For people who have bought this course, I 

have a special editing rate available for them. Just contact me via email, 

Barbara@BarbaraGrassey.com and put “Self-Pub Course Editing in the subject line.) 

Again, the advantage that CreateSpace has is that it has a direct tie-in with Amazon. They can 

proof, edit, lay your book out, design a cover, get an ISBN and publish the whole thing, 

including converting your Word doc to Kindle format. It just makes life easier. 

 

Book Sizes  

One of the decisions you’ll need to make is what size you want your book to be. Trade 

paperback size for most business books is 6 x 9 inches. Manuals are usually 8-1/2 by 11 inches. 

Some business books are smaller though, like 5-1/2 by 8 inches. Sometimes they're odd sized. If 

you do a coffee table book, you might have a larger format, maybe 12.75 by 10 inches. Some 

people have done the funny little books, five inches square. 

It depends on what you want. It depends on your audience. It depends on what your book is 

about. Take a look at the sizes of other books in your niche and see what is most common. If 

you have a library of business books, pull out a few and see what the typical sizes are.  

A little tip: Your book needs to be about 100 pages minimum. That's basically 50 pages front 

and back. Why? In order for printers to print the title and the author's name on the spine, a 

book has to be a certain thickness. If you're doing a very, very short book, you probably won't 

have your title on the spine. Is that important? It looks more like a real book to me. I like to have 

my title on the spine; it looks good. But some books are short. You don't need to add fluff in 

order to get those 100 pages. It's better to have a high quality, short book than a hundred pages 

of fluff. 

mailto:Barbara@BarbaraGrassey.com
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Your Interior Layout 

We’ve already gone over using one of the POD companies to do your layout. And yes, you can 

do it yourself. But the easiest way to do it is to hire it out to a professional. There are people 

who actually design the interior of a book. I did not know this 10 years ago. I know it well now.  

If you do it yourself: 

Download the proper size template from the print on demand company you are going to use. 

Copy and paste your manuscript into the template chapter by chapter. It takes a bit of 

massaging for things to lay out properly and if you do it chapter by chapter, you will save 

yourself massive headaches. It’s one of those things that seems slower but actually works out to 

be faster. 

Be on the lookout for widows and orphans. What are widows and orphans? Widows are single 

words or single lines that are on the other side of a page break at the top of a page all by 

themselves (so sad!) when really, they should have been with the preceding paragraph. An 

orphan is a word that is sitting all by itself on a line at the end of a page or paragraph, creating 

too much white space between paragraphs or at the bottom of a page. You never want to leave a 

line all by itself (Especially a heading!). If you have one line sitting on a page, you need to take 

the preceding line and, using hard returns, bring it past the page break so that you don't have 

just one lonely, sad little line sitting at the top or the bottom of a page. 

Justification 

This manual is written with left justification—that is, you can look down the left hand side of 

the page and every line (with a few exceptions for bullet points) starts at the same point. Here’s 

what full justification, with left and right margins justified, looks like:  

 

Justifying both left and right margins looks very professional, but when you use justification in 

some programs, sometimes the sentence stretches out and the spacing looks very strange. In 

typesetting, different letters have different widths and a good typesetter can set a page that 

doesn’t end up with weird gaps. Early word processing programs were not able to do a good 

job with full justification but they have gotten better over the years. So, in a fully justified 

document, your margins will be even on both sides. 
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Legal documents are justified on both sides. Why? It’s actually harder to read a justified page. 

People start skimming, which is just what a smart lawyer wants you to do. Lately I have seen 

more books published with just a left justification however… the industry standard is still to 

fully justify your margins (right and left) and the templates that you download from the POD 

sites should be set that way.  

Sometimes when you have the justification on, you get to the end of a paragraph where you 

have a half sentence, and for some reason, the paragraph break didn’t work and that one little 

half sentence gets strung out all across the page and looks ridiculous. When you're going 

through your layout, look for any weird justification problems. That was a long explanation for 

that, wasn't it? 

 

Your Cover 

Your cover sells your book. The old saying is that you can't judge a book by its cover, but 

people won't pick up your book to judge it unless you've got a good cover.  

You need to invest in a good cover. 

If you’re putting your book on Amazon, you need your cover to be legible in thumbnail size 

and you need it to look like a “real book” not something homemade. Most people don’t care if a 

book is published through a traditional publisher or if it is self-published, but they do notice if 

something looks unprofessional. The best investment you can make for your book is a good 

cover. 

That's not going to Fiverr, just so you know. You can cheap out on a lot of things on Fiverr. You 

do NOT want to cheap out on your cover. You want to use custom level design. You can get a 

custom level design at CreateSpace. I'd rather see you go to someplace like Upwork or 

99designs or hire an independent graphic artist.  

99designs is cool. You put out your project and select the amount of money that you want to 

pay. Right now, you can probably put your project out at about $300 (the lowest level) and get 

the amount of interest that you need for a very good cover.   

On 99Designs, people post a project that they want designed and designers compete for the job. 

You can have 10, 20, 30 designers or more all working to give you great designs for your cover. 

You’re basically running a contest and the person who wins is the one who gets paid. During 

the contest, you can give the various artists feedback like, “Oh, I really like the font on this 
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guy's, but I like the color on this other person's,” or, “I'm looking more for this kind of graphic 

rather than that kind of graphic.” The contest usually runs for a couple of days and then you get 

to choose the design you like best. You only pay the one person whose design you choose. 

Three hundred dollars is the minimum and you can go up to $1,299, but you probably don’t 

need (or want) to go that high. What about the people who did all that work and don’t get 

chosen? Well, they know that’s the deal going in. But they can also use their design as a sample 

in their portfolio to get future work. Not quite a win/win for them, but at least all their efforts 

didn’t go entirely to waste.  

You can also hire an experienced graphic designer. Now, graphic designers come in and out. 

I've had a guy I've used who does great work, but I'm never quite sure if he's going to be there, 

so I grab him when I can and sometimes he's just not there. You can't get hold of him. Or he’s 

too busy. They also change their pricing. I can say this guy will do your book cover for $500, the 

next thing you know, he's now $900. Prices go up the more work they get.  

Another good place to find graphic designers is Upwork.com (previously Elance.com). There 

will be people there who design book covers and these people will know what the formats are 

for all the self-publishing sites. Go to Upwork and see what other people are offering and 

paying for book covers. Then post your job (maximum three days—you’ll be inundated), and 

see who responds. In your job posting, ask them for samples of covers they have done (most 

will give you a link to their online portfolio).  Also, check their ratings before you choose a 

designer.  

Don't forget, you only pay them when you like what you've gotten. If somebody turns back 

crummy work and you were going to pay a lot of money, just say, “I'm sorry, this work is not 

up to standard; I need a better design.” Sometimes you'll just get some phenomenal work and 

you think, “Wow that was really surprising.” Sometimes you will go through a couple of 

designers before you find one you can work with.  

You’re also going to want a 3D graphic of your book. This is 

one for my home study course manual. It shows it in book 

format and as it would appear in an eBook reader. In fact, 

it’s never been in hard copy—it’s a downloadable course. 

But the graphic makes it seem as if there is a hard copy 

available. Even if you have an eBook, you want to have a 3D 

graphic, so ask your cover designer to make one. They have 

a program that will do this so it's really not a big deal for 

them. They might charge an extra $25 or so. Or, if you have 
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a flat graphic for your cover already, you can send your cover to a Fiverr person. There are tons 

of people on Fiverr who will make a 3D graphic for you for $6.00.  

That graphic will come in handy when you're marketing your book. You're going to have a 

picture of your book on your website. You're going to have it in any marketing materials you 

have, such as book marks or posters, as well as any sales pages. You might have it when you're 

doing a webinar or when you're doing a speech, so have a graphic of your book made.  

 

ISBNs 

Your book might need an ISBN, it might not. An ISBN is the International Standard Book 

Number. It’s a unique 13 digit number that identifies your book as yours.  

You really only need an ISBN if you're going to be selling your book in stores. However, having 

an ISBN is a professional standard and the POD platforms are using them on all print books 

these days. If you have a book that you really want to look the best it can look, you definitely 

want an ISBN. Any book without an ISBN gives itself away as self-published. While self-

publishing is becoming mainstream, there is still a bit of stigma to it. For the price of an ISBN, 

your book looks that much more professional. Just like an ISBN, the barcode is optional if 

you’re selling on Kindle or doing your own sales. But again, just like the ISBN, if you're going to 

sell your book in any store, you need the barcode. You used to have to buy/supply your own 

barcode. Now CreateSpace and other POD companies will automatically add it for you.  

All ISBNs in the US are distributed through Bowker (Bowker.com). A single ISBN is $125 and 

you can get 10 for $250 (that’s a sale price but I think the “sale” is continuous.) If you are going 

to put out a Kindle version, a hard copy and an audio version, you will need three ISBNs. If you 

plan on writing more books, grab the ten pack. You don’t have to use them all at once and they 

don’t go bad.   

If you are going with a traditional publisher, they'll get the ISBN for you and that ISBN is 

registered to them, not you. That’s fine—they paid all the upfront costs to produce your book 

and that’s industry standard.  

CreateSpace and the other POD companies will also supply an ISBN for you. HOWEVER, if 

they do so, they're listed as the publisher, not you or your company. This might not be a big 

deal to you. It might not matter that they're listed as the publisher. But it’s a tip-off that the book 

is self-published. You can also purchase a custom ISBN from them and use your company name 

or your name as publisher.  
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But if I’m self-publishing, I use my own ISBN. I want my company to be listed as the publisher. 

You can tell I'm a bit of a control freak. I like to control my own intellectual property. That 

comes from a few hard lessons.  

Do You Need a Copyright? 

All works are automatically protected by copyright when they are created. HOWEVER, you 

may want to register that copyright with the US Copyright office. If you ever have a need to 

defend the ownership of your work, the copyright will be your proof. 

Go to Copyright.gov and click on the icon that says “Register a Copyright.  

Click on the Literary Works icon.  

Choose “Register a Literary Work” (most likely the Standard Application) There’s also a great 

PowerPoint Tutorial that you can download.  

Following the instructions in the PowerPoint tutorial, fill out the online application.  

Submit the application with the fee (at this writing, $35 for a single author; $55 for more than 

one author or an entity)  

Wait 6-8 months to hear back. In the meantime, PUBLISH your book. Do not wait for the 

copyright to be approved! Providing it’s an original work, it will be approved. 

I recommend running a test copy of your book. CreateSpace and most POD publishers allow 

you to order Author’s Proofs before you finalize your book. I usually print two copies, one for 

the client and one for me. You can hand off your second copy to someone and ask them to give 

you feedback as well as circle any typos.  (I also hand them a pad of mini-stickie notes to flag 

pages with errors or anything that is unclear.)  

I do a final read-through of the printed book because any typos I have missed seem to stand out 

once they are in print. I also check to make sure the book is laid out properly. It’s easier to do 

this with a hard copy than on a computer screen. The test copies with shipping run under $15 

and ordering them is well worth it. It's a great way to check the book and a great way for me to 

have a client take one last look at the book and make sure everything looks the way it should. 

 

Now that I’ve given you a TON of background information on all the components that go into 

publishing your book, let’s take a look at how you actually DO it.  

https://www.copyright.gov/
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The Actual DOING 
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Steps to Publishing an eBook on Your Website 

You want to put an attractive cover on your eBook and you should have a 3D book graphic 

designed for you using that cover picture. Again, if you need someone to do that, Fiverr.com is 

a great place to get it done cheaply. The 3D graphic reinforces the idea that this is a “real” book, 

even if it is in electronic form.  

When you have your eBook laid out the way you want it, save it as a pdf file. If you have a 

newer version of Word, you just choose the pdf format from the “Save As” drop down menu. If 

you have an older version of Word or just don’t have that option, use a pdf maker such as 

CutePDF. It’s very easy to use.  

 

eBook on Your Website 

 

It’s time to put your eBook up on your site.  

I’ve been working online for almost two decades and one thing I have learned is that you need 

to work backwards when you’re putting something up on a website. Everything is 

interconnected so it’s best to have all your ducks in a row before you start.  

Your Website 

I upload the pdf file as well as the 3D graphic to my media library (I use WordPress). I also use 

a special button graphic for payments so I upload that as well. You don’t have to upload in 

advance but I like having things all in one place.  

Create your Thank You/Download page first. You’re going to need the URL for this page when 

you create your payment button and when you create your sales or landing page for your book. 

(Did I mention you do everything backwards on the web?) Create a little bit of thank you copy, 

add the 3D graphic of the book, and a link to the pdf. Always have a contact email for people in 

case the book doesn’t download for them for whatever reason.  

Now start your landing or sales page. (If you’re just going to put the eBook on a Resources page 

or in sidebar widget, you can probably skip this step.) 

Use your book description to tell people the benefits they will receive from reading the book. 

It’s all about What’s In It For Me (WIIFM). Bullet points are great because people tend to skim 

and won’t read a lot of text. Put that nice graphic of your book up there. After your sales copy is 

written, it’s time to bring in your Opt-In Form. 
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Autoresponder  

The reason we are publishing a book is to help build our list, to find people that may be 

interested in our products and services. You want people to have to opt in, that is, give you 

their name and email address in order to download the eBook.  

If you are not charging for your eBook, create a simple opt-in form using your 

autoresponder/email company. (Don’t have one? A good place to start is with MailChimp. The 

basic service is free up to a certain number of contacts in your account and it is easy to use.)  

I use GetResponse so I will go in and create a new mailing list (some people just create a tag so 

they know where their people come from). Once I have the mailing list set up, I set up a thank 

you email to go out automatically. Then, I create the opt-in form. I ask for just a name and an 

email address. The more information you ask for, the less likely people are to opt in. 

GetResponse creates a form code for me to put on my web page. In GetResponse and most 

autoresponders, when you create the form, you will have the option to send people to the 

download/thank you page on your site after they fill in their information. (That’s why you do 

that page first.) 

Even if  you are sending people to the Thank You/Download page on your website directly 

after they fill out your opt-in form, you should also send a follow-up email, thanking them for 

downloading the book and giving them the link in case they weren’t directed to the download 

page. I also let them know that I send out a weekly blog post and have a monthly Q&A session. 

Use the email to reinforce the benefits of being on your list.  

Charging for your book? Go to the next step.  

PayPal or Your Shopping Cart 

If you’re going to charge for your eBook, you need to create a payment button. I use PayPal and 

one of the steps in creating the button asks where to send people after they have paid. That’s 

where I put in the Thank You/Download URL. If you’re using a different payment method, it 

will undoubtedly have the same option.  

You can automatically put people right onto your mailing list from the payment button. There’s 

no reason to create an opt-in form from your autoresponder but you do need to have the proper 

list or tags set up in your autoresponder so your buyers are put on the proper list.  

Once you have put in the particulars of your button, PayPal or your shopping cart will generate 

the code you need to put into your web page. Just copy that and bring it back to your page.  

http://gr8.com/pr/fKZ8g/d
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So, we have  

 The sales/landing page copy 

 An opt in or payment button leading to your list on your autoresponder 

 The thank you/download page 

Very simple, if you don’t mind working backwards.  

 

eBook on Kindle  

 

Because Kindle is the biggest player in the market, I’ll walk you through the steps of uploading 

an eBook to the Kindle platform. Other platforms will be similarly menu-driven. Kindle is the 

largest platform and will account for the vast majority of your sales, so if you’re only going to 

put your book on one online platform, Kindle is it.  

For a video of how to upload a book to Kindle, go here:  

https://s3.amazonaws.com/writeyourbook90/Uploading+a+Kindle+Book+Tutorial.mp4 
 

 

Have these things ready to go:  

 Manuscript in doc or docx format (or other acceptable format) 

 Kindle cover in JPG or TIFF Format (or plan to use Kindle Cover Creator) 

o The cover ratio should be 1.6:1. That means if your book is 1600 pixels high, it 

should be 1,000 pixels wide. Ideal dimensions for cover size are 2560 x 1600 

pixels. The minimum image size is 1,000 x 625 pixels and max is 10,000 x 10,000 

pixels.  

 Book Description 

 Keywords/Keyword Phrases 

 Categories you have chosen (or at least a good idea of where to start) 

 An idea of how much you want to charge for your book 

  

https://s3.amazonaws.com/writeyourbook90/Uploading+a+Kindle+Book+Tutorial.mp4
https://s3.console.aws.amazon.com/s3/
https://s3.console.aws.amazon.com/s3/
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Here’s the Step-by-Step*:   

1. Sign on to kdp.amazon.com 

2. Click to start a new eBook under the “Create a New Title” section. 

3. Choose your eBook’s primary language, fill in the title and subtitle (if you have one) of 

your book.  

4. If your book is part of a series, fill in the series information (if it’s your first and only 

book, you can skip this.)  

5. If you’ve published a previous edition of your book, fill in the new edition number. 

6. Then fill in the author(s)’ name(s). 

7. Fill in your book description. Remember, this is what shows up on the Amazon “detail” 

page,  so you want to make sure your description helps sell your book.  

8. Click to indicate that you own the copyright to your own work. (Note: You do NOT 

have to APPLY for a formal copyright. If you wrote the book, you automatically have 

the copyright.) 

9. Then enter your Keywords or Keyword Phrases.  You can use up to seven keywords. If 

you are trying to get into a hidden category, remember to use that category title as one 

of your keywords.  

10. Next up is choosing your Categories. You are allowed two categories. Again, do not use 

a subcategory of a category you have already chosen. Use a subcategory from a different 

main category if you can.  

11. If you’ve written a children’s book, fill in the age and grade ranges. 

12. Pre-Order: If your book is ready to go, click the top option, “I am ready to release my 

book.” If your book is not going to be out for up to 90 days, you can make it available for 

pre-orders by clicking the lower option.  

13. Hit the “Save and Continue” button which will bring you to the next screen. 

14. Now it’s time to upload your manuscript. 

15. First, choose whether you want Digital Rights Management (DRM) in place or not. 

DRM prohibits people from “loaning” your book out to other people. It also makes it a 

little harder for your book to be pirated. If your goal is to get your book into as many 

hands as possible, then click No for DRM. If you want to protect your book, choose Yes. 

16. Then click the “Upload eBook Manuscript” button. KDP will accept files in these 

formats: doc, docx, HTML, MOBI, ePub, RTF, Plain Text, and KBF. KDP will tell you if 

the file has uploaded successfully or not. 

17. Next is uploading your Kindle eBook cover. You can upload a cover that you have 

already designed. It must be in JPG or TIFF file format. Or you can click to launch 
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Kindle’s eBook cover creator. This brings you to an explanatory screen that shows you 

how the Cover Creator process works.  

a. Click continue to get to the design screen. 

b. You can choose to use a design from Kindle’s gallery of designs. Kindle will give 

you a number of designs to choose from and it will automatically fill in your title, 

subtitle, and author name(s). 

c. Or  you can upload a cover image from your computer. If you upload a cover 

with title and author already on it, you will have to go in and delete the 

automated text put on the cover by Kindle’s creator.  You want your file to have 

at least 300 DPI resolution so it will be clear in thumbnail size. 

d. Click to Preview the design. If you like it, click “Save and Submit” or you can go 

back and edit your design.  

18. You will be brought back to the screen for uploading your manuscript and cover. Check 

to see that both have uploaded successfully. 

19. Now it’s time to take a look. Launch the Previewer. It will take a few minutes to convert 

the file. The longer the book, the longer it takes.  

a. Using the controls on either side of your preview, “flip” through all the pages to 

make sure everything looks okay.  Click to get out of Preview mode and which 

will take you back to your set up page. 

20. Your next stop is your ISBN number. Kindle eBooks are not required to have an ISBN.  

If you have your own ISBN that you want to use, put it in along with the Publisher 

name. The publisher name must EXACTLY match the publisher name you gave to 

Bowker when you bought your ISBN. KDP will generate the bar code automatically. 

21. Click the “Save and Continue” button. 

22. The next screen is the Pricing area. 

23. If you want to maximize your royalties (70% vs. 30%), opt to put your book into KDP 

Select.  

24. Opt to put your book out to All Territories. (Why not?) 

25. Click for the royalty amount you want. If you opt for 70% royalty, you must price your 

book between $2.99 and $9.99.  Price it on the low end if you are using this book as a 

lead generator and if it’s a particularly short book; you can price it on the higher end if 

this is a longer book that has particularly valuable information in it.  

a. If you price outside of Kindle’s “sweet spot,” your royalties will be set at 30%. A 

book priced at $9.99 will earn just under $7.00 in royalties. A book priced at 

$19.95 will earn about $6.00 in royalties. Just something to think about. 

26. Kindle Matchbook is a neat program that allows people who buy your print book to 

purchase your eBook at discount. You can set the price of the eBook at $2.99 or less and 
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it’s a non-obtrusive up-sell that allows your reader to read the book immediately and 

still get the hard copy version.  If you’re just doing an eBook and not a print book, you 

won’t use this option. 

27. You can also opt your book into the Book Lending program. This allows someone who 

has bought your book and uses a Kindle reader to share it with friends who have a 

Kindle reader for a limited amount of days. If you have opted for the 70% royalty, you 

are automatically put into this program—it’s locked in. That’s part of the deal.  

28. You are down to one more step:  

 

CLICK TO PUBLISH! 

This is the part where everyone freaks out.  

Relax, you can always go back in and make changes. So hit the damn button! 

Your book is saved and is then reviewed by the invisible powers that be at Kindle/Amazon. It 

can take up to 72 hours for your book to show up on Kindle. Usually it is just a matter of a few 

hours.  

If you have everything ready to go, your manuscript, cover, description, keywords and you’ve 

done your category research, publishing a book on Kindle can take under 20 minutes.  

*And OF COURSE, Kindle/Amazon changes their stuff from time to time so some of the steps 

may vary a bit.  

Using Smashwords 

Smashwords is a publisher and distributor of eBooks. It was founded by Mark Coker to help 

authors gain distribution channels.  

Sign up for a free account.  

Download the Smashwords style guide or (MUCH EASIER) hire one of the vetted Smashwords 

formatters to format your manuscript.  

Once your manuscript is properly prepared hit Publish to upload the formatted file and cover 

file.  

Smashwords distributes your book to over 20 electronic book platforms including Barnes & 

Noble, iBooks, Kobo, Overdrive, Baker & Taylor, Brown’s Books for Students, and WH Smith.  
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How to Publish a Print (Hard Copy) Book Using CreateSpace 

 

For a video of how to upload a book to CreateSpace, go here:  

https://s3.amazonaws.com/writeyourbook90/Uploading+a+Book+to+Create+Space.mp4 
 

Putting together a print book is  just a bit more complicated than uploading a book to Kindle. 

You should choose a book trim size and lay out your book to fit that size before settling in to the 

publishing steps. If you’re going to hire out the cover design, you’ll need to be able to tell your 

designer the book’s trim size and the number of pages it will be once laid out in that size.  

 You have a few options for getting your interior layout done:  

1. Hire it out to an interior layout designer (either freelance or through CreateSpace or 

other POD platform). 

2. Download a template from CreateSpace (or your platform of choice). 

3. Download a custom template from a site like Book Design Templates 

Having the interior laid out in advance will save you time and headaches.  

Just as with the Kindle/eBook upload, have these things ready to go:  

 Manuscript in doc, docx or pdf format (or other acceptable format) in desired trim size 

 ISBN if you’re using your own. (If not, you can get one from CreateSpace) 

  Cover in pdf format (or plan to use CreateSpace’s Cover Creator) 

o If doing your own cover, have your back cover copy, author bio, and headshot 

Creating Your Print Book Step-by-Step 

1. Log in to CreateSpace.com (or sign up for a new account). You will be brought to the 

Member Dashboard. 

2. Click on “Add New Title” 

a. In the Title Information screen, type in the title of your book and the subtitle. 

Enter the author’s name and if there is a co-author or contributor, add their name 

through the Add Contributors menu.  

b. If your book is part of a series, enter the series title and volume number. If this is 

the second or later edition of a previously published book, enter the edition 

number.  

c. Choose the language the book is written in. 

https://s3.amazonaws.com/writeyourbook90/Uploading+a+Book+to+Create+Space.mp4
https://s3.console.aws.amazon.com/s3/
https://s3.console.aws.amazon.com/s3/
https://je321.isrefer.com/go/30P/Bgrassey


29 Self-Publishing Made Easy                                                       BarbaraGrassey.com 

  

 

d. If you have a publication date set, enter it. If you don’t have a set publication 

date (recommended) leave the Publication Date space blank. CreateSpace will 

automatically enter it when the book is published. 

e. Click the “Save and Continue” button. 

3. The next screen is the ISBN page.  

a. Choose one  of the three ISBN options: the free CreateSpace ISBN, a custom ISBN 

through CreateSpace, or provide your own ISBN. Warning: Once you enter your 

ISBN into this page and save it, it is locked into this book title and CreateSpace. If 

you aren’t sure, you can skip this step by clicking the “Next” button in the upper 

right area of the page. 

4. Clicking Next or, if you’ve decided on an ISBN, the “Assign this ISBN” button, will 

bring you to the Interior Page. 

a. Choose your interior type: black and white or full color.  

b. Choose your paper color, white or cream. If you choose full color, your only 

option is pure white paper.  

c. Next, choose the trim size of your book. If you haven’t laid out your book to that 

trim size, download the appropriate template, and lay out the interior of your 

book.  

d. If you want, play with the option to figure out the cost to print your book – enter 

number of pages , trim size, black and white or color interior.  

e. Now it’s time to upload your manuscript. You can upload your work in doc, 

docx, rtf or pdf format. If your book has a lot of complex formatting—charts, 

graphs, pictures, worksheets—I recommend uploading in pdf format. 

f. Once you have chosen the file from your computer, hit the Save button. 

CreateSpace will upload the file and prep it for printing.  

5. You will be brought into the Interior Reviewer screen. Launch the reviewer. Go through 

your book page by page, checking for widows and orphans, anything that looks out of 

place. CreateSpace’s software detects any images that don’t have a high enough 

resolution and it removes any non-printable markups that your word processor may 

have placed in the file. If everything looks good, click the “Save and Continue” button. If 

you need to make changes, click the “Go Back and Make Changes” option.  

6. The next step is to create your cover.  

a. First, select a finish for your cover, matte or glossy.  

b. Then choose how you are going to submit the cover of your book.  

i. The first option is to create your own cover using the Cover Creator. The 

cover creator automatically sizes and formats your cover for your chosen 

book trim size. 
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ii. Your second option is to pay CreateSpace $399 to create a cover for you.  

iii. The third option is to upload a print-ready pdf cover, either designed by 

you or a professional cover designer.  

7. Launch the Cover Creator 

a. Choose a design. Don’t worry about the background colors; look for the layout 

that you want, specifically, choose a design that gives you the option to have the 

book title and author’s name on the spine. Click on the design you like and then 

hit the “Okay” button on the bottom right. 

b. You’ll be taken into the design screen. Down the left hand side of the page are all 

the elements of the design that you can customize.  

c. Click on each one and make any changes. For example, the Title will 

automatically be filled in. The subtitle probably will be there, too, but if not, fill it 

in. If you don’t have a subtitle, there’s a a check box labeled “visible.” Toggle it 

off.  

d. Whenever you make a change in an individual element, remember to click the 

“Apply” button.  

 

Note: The “Visible” check box is in a couple of options, You must uncheck the box for 

any element that you don’t want to include in the design. 

 

e. When you finish making your changes to a design element, click Apply, then 

Next and you’ll be brought into the next element step.  

f. Add your Back Cover text. 

g. Add your author picture and bio. 

h. If you are using your own publishing company, you can upload your company’s 

logo.  

i. The last two elements allow you to change the background color and the font 

color.  

j. When you are happy with your design, click the Submit Cover button.  

8. It’s time to complete your setup.  

a. If you have not made your decision on your ISBN, now is the time. You cannot 

move forward without this being done. 

b. The Complete Setup page gives you a synopsis of all your choices. Check to 

make sure everything is correct. Check the spelling of your title, author name, 

make sure the cover finish is what you want, the trim size and paper color are 

correct. You can edit everything except for the ISBN. That is locked in. 
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c. When everything is the way you want it, click the “Submit Files for Review” 

button.  

9. CreateSpace reviews your files. It can take up to 24 hours for the review; it usually takes 

less. CreateSpace will come back and let you know that everything looks good or they 

will point out  issues with your files and recommend changes.  

10. At this point, you can order an author’s proof of your book, a step I highly recommend. 

When you get the book, check it closely. Things pop out at you that you may have 

missed in the interior review or the cover layout, in particular the spine, may not have 

worked as well as you hoped.  

a. If you need to make any changes, get back into the files and make them.  

11. Once set, you are ready for the final step: Get Ready to Sell 

a. Select sales channels. Depending on your book’s eligibility, you can use the 

Expanded Distribution Channels. Choose either Standard or Expanded and click 

to Save and Continue. 

b. Next, decide on your price. CreateSpace can help you by suggesting a price 

range. You need to factor in the cost of printing and the royalties that are paid to 

Amazon/CreateSpace. When you enter in a price, CreateSpace will figure your 

royalty for you. You can change your price at any time. 

c. Now, add your book description. Remember, this is what people will read on the 

various platforms where the book is sold. Your book description should entice 

people to buy your book. Let them know not only what the book is about, but 

how the book will help them. You also add your author bio in this step. 

d. Choose the categories to put your book in and enter your keywords.  

12. When you hit PUBLISH, CreateSpace will put it up on Amazon (again, up to 24 hours, 

usually less) and they will also fill in the publication date of your book in their files.  
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Take a Breath 

 

No, don't! 

Scream, yell, run around in circles because 

guess what? You did it. You finished your 

book! It's getting published. Where's that 

bottle of champagne? Let's crack that baby 

open, okay?  

Let’s look at all you’ve done. You’ve decided 

on publishing a hard copy or eBook or both. I 

recommend doing both because, for some 

reason, if you have a hard copy version of 

your eBook, you sell more of both. People see 

you as more legitimate if you have a hard 

copy of your book.  

You have put your entire book together:  the manuscript, all the charts, graphs, images, your 

table of contents, covers, layout… EVERYTHING IS DONE!  (Well, once you’ve checked off all 

the points on the Self-Publishing Action Steps, of course). And there you are, smiling from the 

back (or maybe the front!) cover.  

You have WRITTEN and PUBLISHED your book.  Congratulations! 

Please send me an email, Barbara@BarbaraGrassey.com and let me know that your book is 

published so I can send you my personal congratulations and  give a shout out about you and 

your book to my social media followers. (A little publicity never hurts.)  

 

  

mailto:Barbara@BarbaraGrassey.com
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Self Publishing Action Steps 

 

_________ Decide which Print on Demand company to use  

_________ Decide what formats you will use  (ebook, hard copy, straight pdf)  

 

If you are publishing an eBook on your site: 

_________ Lay out your eBook in an attractive, easy to read format. Make sure charts, 

graphs, etc. are positioned correctly.  

_________ Create an eye-catching cover for your eBook. You can have this professionally 

designed or do it yourself if you have a good eye for graphics.  

_________ Save the file in pdf format 

_________ Upload it to the media library of your website 

_________ 3D graphic made and uploaded to the media library of your website 

_________ Create a sales or landing page for your eBook 

_________ Have an opt-in form that is connected to your autoresponder/list 

_________ Create the download/thank you page 

_________ If you are selling the eBook, create your sales button, either through PayPal or 

your shopping cart. 

_________ Let people know your book is available. Time to MARKET!  
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If you are publishing an eBook on Kindle or Smashwords: 

_________ Interior Layout Completed 

_________ ISBNs and Bar Codes bought (if using) 

_________ Cover Designed  

_________ 3D graphic made 

_________ Book description with keywords written 

_________ Book Categories researched and chosen 

_________ Book uploaded to Kindle  

_________ Book uploaded to Smashwords 

_________ Create Author Page on Amazon 

_________ Link to Amazon (or other online sites) from your website, social 

media accounts, send out an email, etc.  
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If you are publishing a Print Book Using a POD Publisher: 

_________ Interior Layout Completed 

_________ Cover Designed (with space for ISBN and Bar Code) 

_________ ISBNs bought (if using your own) 

_________ Book uploaded to POD Publisher 

_________ Author’s Proof ordered, received, and checked 

_________ Book finalized 

_________ Book description with keywords written 

_________ Book Categories researched and chosen 

_________ Create Author Page on Amazon 

_________ Link to Amazon (or other online sites) from your website, social 

media accounts, send out an email, etc.  


