
AN EDITOR’S THOUGHTS 
ON SELF-PUBLISHING
AND AMAZON-KDP

Tips on the mechanics of Publishing
(using Microsoft Office tools.)



NOT A TUTORIAL ON 
MSWORD

Low Cost Method of
Seeing Your Work in Print



◦Self-publishing:
◦ Some Ideal Situations:
◦ Writing for oneself—memoir, essays, 

collection of one’s own articles in print:
◦ An ideal vehicle – see example below.

◦ Local History:
◦ An Ideal Vehicle—see example below.

◦ Writing for family/others:
◦ An ideal vehicle.

◦ Limited financial resources:
◦ An ideal vehicle.

◦ Writing for fundraising:
◦ An ideal vehicle—see example below.









◦ Self-funded publishing:
◦ Small presses and printers
◦ Check references!!!
◦ Look for their publications at local booksellers, B & N, 

and Amazon

◦ Developmental editors and houses
◦ Do you need the help?
◦ Maybe to develop a pitch to publishers?

◦ Specialty publishers
◦ Poetry is a special case where these may be the right 

choice.

◦ Local printers
◦ You pay the whole cost up front and then do the 

marketing and fulfillment.

You’ve finished your work.
• Self publishing time or 

ability cost too high.
• Modest financial 

investment in service is 
acceptable.

• Be careful check reviews 
and services promised. 

For-Pay 
Publishing 
Services



For-Pay 
Publishing 
Services
You’ve finished your work.

• Self publishing time or 
ability cost too high.

• Modest financial 
investment in service is 
acceptable.

• Be careful check reviews 
and services promised. 









◦Publishing: 
◦ The Aspiring Novelist,  
◦ A Psychological Self 

Helper,  
◦ Financial Genius, 
◦ Next Julia Child,
◦ The Notorious (VIP).

By Robert KiyosakiSharon Lechter - https://www.amazon.com/Rich-Dad-Poor-Teach-Middle/dp/0964385619, 
Fair use, https://en.wikipedia.org/w/index.php?curid=52309319



◦ Thinking about writing fiction? Random 
Thoughts:

Write what you know—not what the market wants.
—only successful writers can game the market. 

No one else’s opinion is valid in terms of topic etc.

Beware of writing groups where you get too much positive feedback—people always tell 
me what their group says or what another editor says.

 Lots of books in your market is not a disqualifier—it only means there is a market.

The manuscript you create will be very straightforward type-centric.



◦ Thinking about writing Scholarly and Nonfiction 
publications? Random Thoughts:

 Your academic advisor will guide you. Very discipline specific. Original scholarship. Hierarchy of publishers—Oxford for 
history, Cambridge for Politics. Self publishing not a good option.

oThinking about writing Nonfiction? Random Thoughts:

 Write what you know—Market considerations more relevant than Fiction. 
 Some markets are restricted—Only on Kennedy book per year, only Obamas can do Obama, too 
many Trump books?
 Your credentials matter if you want a publishers contract.
 Time sensitive topics—nobody wants a Watergate rehash or a revival of the Psychology of Est
 Lots of books in your market is not a disqualifier—it only means there is a market.
 Better sales (longer shelf life) than novels.



Know your: 
Market! 
Market! 
Market!

Who is your reader?

Why should I read?

What else is available?

What is your hook?

Unique publication 
requirements especially 

color?













Some tried and true Research tools
On agents and publishers.















Standard Publishing Contract
1. The Author is to write, is writing, or has written a work, as detailed in the Schedule attached to and forming part of this Agreement, 

provisionally entitled:
<title>
(hereinafter called 'the Work').
Production and publication
2. The Publisher shall at its own risk and expense produce the Work and publish it throughout the world within a reasonable time of 

delivery and acceptance of the final typescript of the Work by the Publisher unless prevented by circumstances beyond its control. 

The Publisher shall have entire control of such production and publication in all 
forms and media. The paper, printing, binding, title, design, jacket and/or cover, the 
manner and extent of publicity and promotion in print and electronically, the 
number and distribution of free copies and the price and terms of sale of the first 
and of any subsequent edition shall be in the Publisher’s sole discretion.

Grant of rights
3. (a) In consideration of and subject to the terms, conditions and payments set forth in this Agreement the Author hereby grants to 

the Publisher for the legal term of copyright and any extensions thereof the sole and exclusive right and 
licence to produce and publish and itself further to license the production and 
publication of the Work or any adaptation or any abridgement of the Work in all forms and media and in all languages ….



Royalties
9.  During the legal period of copyright the Publisher shall pay to the Author:

 Hardback edition a royalty of  15 % of the Publisher's receipts from all copies sold.
 Paperback edition (if published) a royalty of 10 % of the Publisher's receipts from all 

copies sold.
 Online or eBook edition (however sold) a royalty of 10% of the Publisher's receipts from 

all sales.
 In the event of a Low-price Market Reprint of the Work, royalties shall be payable at half 

the lowest of the rates specified above for each edition, and sales of the said Reprint 
shall not contribute to the attainment of any higher rate(s).

 “Low-price Market Reprints” are defined as copies of the Work reprinted under a 
separate ISBN for sale on a territory-restricted, high-volume basis at a special low price or 
high discount to generate new markets for the Work and includes reprints undertaken for 
student markets and school adoptions outside our primary sales areas.



10. No royalties shall be paid in respect of the following:
 (a) copies of the Work presented to the Author, or to others, or to the press;
 (b) copies of the Work destroyed by fire, water, general hostilities, in transit or otherwise;
 (c) copies of the Work sold at or below cost of production.

Volume and subsidiary rights
11. During the legal period of copyright the Publisher shall use reasonable endeavours to obtain 

revenue from the sale of volume and subsidiary rights in the Work in all forms and media, such 
rights defined as those leading to a publication by a third party in which the Publisher makes 
little or no direct investment and takes little or no direct risk.  The negotiation of and final 
agreement to terms of exploitation of volume and subsidiary rights shall be in the control of the 
Publisher who shall not lease the rights under (a) and (c) below without first obtaining the 
approval of the Author, which shall not be unreasonably withheld and which shall be deemed to 
have been given if no reply has been received by the Publisher within four weeks of the date of 
despatch to the Author of the request therefor.



 The Publisher shall pay the Author the following percentages of all moneys received by it in respect of the 
leasing of the following subsidiary rights:

 (a) (i) First Serial (the right to publish one or more extracts from the Work in successive issues of a 
periodical or newspaper beginning before publication of the Publisher's first edition of the Work)    50%

 (ii) Second (and subsequent) Serial (the right to publish one or more extracts from the Work in 
successive issues of a periodical or newspaper beginning at or following publication of the Publisher's first 
edition of the Work)    50%

 (iii) Dramatisation/Documentary    50%
 (iv) Film    50%
 (v) Single-Voice Readings    50%
 (vi) Translation 50%
 (vii)  Anthology    50%
 (viii) Digest (the right to publish an abridgement or condensation of the Work)    50%
 (ix) Single Issue (the right to publish the complete Work in a single issue of a journal, periodical or 

newspaper)    50%
 



(x) Mechanical Reproduction (the right to reproduce the Work by mechanical means in audio or video or 
a combination of both except in so far as such reproduction is covered by (iv) hereof)    50%

 (b) (i) Quotation and Extract    50%
 (ii) Reprographic Reproduction    50%
 The Author understands that works published by the Publisher are included under the terms of this 

Agreement in the non-exclusive licensing schemes operated by such Reproduction Rights Organisations 

as the Copyright Licensing Agency (UK), the Copyright Clearance Center (USA) and 
the Copyright Agency Limited (Australia) and that any payments due to the Author for the copying of 
the Work under the said schemes shall be made in accordance with the licence terms then prevailing.
(c) (i) Any book club, reprint or adapted edition published in the English language by another 
publisher under licence from the Publisher for a royalty payment   50% of the Publisher’s receipts from 
such royalties

 (ii) Any book club, reprint or adapted edition manufactured by the Publisher and sold to the licensee at 
a royalty-inclusive price   10% of the Publisher’s receipts from such sales

 (d) The Author understands that the Publisher may grant permission without charge to reproduce 
the Work in Braille, large type or other format provided such use is solely for the visually impaired and 
on a non-profit basis. 



Decision Matrix for Writers:
◦Local vs National vs Amazon publishers:
◦ Local--pay up front—cost? National—publishing contract-- no cost?
◦ Local--Royalty vs flat fee National—Royalty 10%-15%?
◦ Local – Layout? Edit? Marketing? ISBN? Cover? National – Full service
◦ Printing Only and you do the rest>>>

◦ Amazon – No upfront costs 
◦ Amazon-- Author does all the work – Lots of help (design and cover templates, isbn, 

YouTube)
◦ Amazon--Print on demand, Author pays printing costs
◦ Amazon--royalty 3 X traditional publishers
◦ Amazon--Author’s MS –Word or other software printed to PDF. 

◦ My books are fund raisers….

Marketing and Print Quality are Major Amazon issues



No matter what you publishing decision, it all 
comes down to your word document.

Publishers will want a clean (no “hard returns”) 
double-spaced manuscript.

Self publishing requires formatting.

None of this should impact your finishing.







Do your formatting, structure, trim size, etc. 
research in your library, bookstore, online.



◦Bestseller Length and Trim Size
◦ Nonfiction:

◦ Prince Harry: Spare (6 x 9 Trim) 416 pages.

◦ Clear: Atomic Habits (6 x 9 Trim) 320 pages.

◦ Rubin: The Creative Act (6.25 x 8.75 Trim) 432 pages.

◦ Kiyosaki: Rich Dad Poor Dad (6 x 9 Trim) 336 pages.

◦ Obama: The Light We Carry (6.4 x 9.6 Trim) 336 pages.

◦ Fiction:

◦ Garmus: Lessons in Chemistry (6.4 x 9.5 Trim) 400 pages.

◦ Hoover: It Ends With Us (6 X 9 Trim) 400 pages.

◦ Hoover: Verity (6.4 x 9.35 Trim) 368 pages.

◦ Zevin: Tomorrow and T…. (6.4 x 9.35 Trim) 416 pages.

◦ Kingsolver: Demon Copperhead (6 x 9 Trim) 560 pages.
◦ Picture is Spare Fact or Fiction?



“Leather 
Stamped Case,” 
Smyth-Sewn, 
stamped using 
gold foil.

The gilding on the pages was 
to protect the paper from 
dust & damp in addition to it’s 
decorative aspect.

Note the paper size is smaller 
than the cardboard covers



Some things to look for when examining the books
and their effect on Word document:

◦ Trim Size & Length (6 x 9 most common)
◦ Type size/font – 11pt  Garamond works
◦ Page layout, one column justified
◦ Margins: MIRRORED MARGINS—ROOM IN GUTTER
◦ TOC/Chapters: Short bites—chronological vs topical
◦ Subsections: help your readers navigate
◦ Headers/Footers: Hardest part!
◦ Art and Captions: Critical for modern readers
◦ Index: make a topical word list as you go—then use Word search.



Printing prices for BW paper-hardback vs color



Book writing templates are 
available in Word, with 
integrated formatting, 
contents, etc.



Amazon 
templates 
for various 
trim sizes.



YouTube
On-demand 
tutorials



I prefer to do my 
own formatting 
with Natalia’s help:

Use Layout tab for trim size, 
margin, columns, page 
breaks (very important) etc.



Mirror Margins are 
critical! Need extra 
space in the gutter.

Amazon’s margin 
recommendations



Fonts and font 
sizes: Note 
differing sizes and 
clarity.

Avoid using too 
many fonts!













Monotype Corsiva



Frontmatter 
structure, new right 
hand pages, no 
header or page 
number



Preface, chapters, toc, dedication all open on new 
right hand page.



Finish your 
typescript 
before fine-
tuning 
formatting and 
inserting 
pictures.



Pictures, Page Numbers, Contents,
   Come Last



Insert pictures after you have done basic layout. 
Note page and section breaks. Chapter opener 
design? No header or footer (page number.)



Tips to inserting image:
• Use insert function.
• Use layout to finely 

place.



Resolution
Resolution
Resolution



Image 
scanned 
from book.



Image 
scanned 
from Old
Newspaper.



Improved 
image.



Adapting 
art using:

MSPhotos 
or 
MSPaint:







Formatting pictures
with Windows Photos



BW edited w/ MSPaint



Headers and 
page numbers 
(folios) are tricky 
and last…



Indexing tips, !#**!#*ZZ!!!.



Final Check:

Review pages in multipage view to spot anomalies!

Save (Not print to) your MSWord file as a PDF. 
 PDF insures stability!

Review every PDF page, caption, chapter title, TOC etc.!







Paperback Submission Guidelines - 
kdp.amazon.com

https://kdp.amazon.com/en_US/help/topic/G201857950
WebFile specifications. 

Ensure file size is not more than 650MB.
Embed all fonts and images in your native file prior to submission.

Flatten transparent objects and layers in the native file before 
publishing. 

Submitted files should not contain crop marks, trim marks, 
bookmarks, …

https://www.bing.com/ck/a?!&&p=2dde3c04d499bc6cJmltdHM9MTY3MTQ5NDQwMCZpZ3VpZD0wNWY2MjVlOS0wODBjLTY1MDktMTI2ZC0zNGFmMDk4MzY0MmMmaW5zaWQ9NTE3Nw&ptn=3&hsh=3&fclid=05f625e9-080c-6509-126d-34af0983642c&psq=amazon+kdp+maximum+file+size&u=a1aHR0cHM6Ly9rZHAuYW1hem9uLmNvbS9lbl9VUy9oZWxwL3RvcGljL0cyMDE4NTc5NTA&ntb=1
https://www.bing.com/ck/a?!&&p=2dde3c04d499bc6cJmltdHM9MTY3MTQ5NDQwMCZpZ3VpZD0wNWY2MjVlOS0wODBjLTY1MDktMTI2ZC0zNGFmMDk4MzY0MmMmaW5zaWQ9NTE3Nw&ptn=3&hsh=3&fclid=05f625e9-080c-6509-126d-34af0983642c&psq=amazon+kdp+maximum+file+size&u=a1aHR0cHM6Ly9rZHAuYW1hem9uLmNvbS9lbl9VUy9oZWxwL3RvcGljL0cyMDE4NTc5NTA&ntb=1


Publishing with 
Amazon 
Kindle Direct 
Publishing 
(KDP)



Standard 
Account 
creation/login.



I am going 
straight to the 
paperback tab – 
but you can 
explore …





Amazon’s 
decision 
tree for 
manuscript 
progress. 

I prefer to 
do it 
myself.



Your text here

Initial 
information 
page on 
Amazon 
KDP – Have 
your bank 
acct info 

d !



Your Ad 
Copy – Back 
cover copy –
Critical!!!

Same as 
agent pitch?



Keywords are 
critical!!!!



Free ISBN!



Have Fun with the Cover!















If you design 
your own 
cover Amazon 
will give you 
or your 
designer 
specifications.



Step by step instructions on using the template



Color Printing Costs $9.00



Black & White Print costs $3.55











THANK YOU
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