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Can you really write a book in 14 days?


Foreword by Nik Rawlinson





Is it really possible to write a whole book in just 14 days? Not just write it, but plan it, outline it, churn out the words, edit them, compile it and get it on sale?

Yes.

I’ve done it, more than once. After more than 15 years working in traditional publishing – at the slower, traditional publishing speeds – the majority of my time is now taken up writing books, most often at an accelerated pace.

There is no magic or mystique to writing a book. It’s not about sitting among scented candles with a herbal brew, finding a comfortable seat with a view of the countryside and waiting for inspiration to strike. If you believe it is, then the chances of everything being just so, the stars aligning and your surroundings being perfectly set up for your writing session to commence will be close to nil. Writing is a job, just like building bicycles, cleaning the streets or helping commuters get to the office by driving a train every morning.

In many ways, being a writer is simultaneously harder and less valuable than any of these alternative occupations. If you don’t write your book, does anyone really care? 


Probably not.

If the street sweeper decided they weren’t going to pick up their broom, though, we’d know about it soon enough. Rubbish would be building up in the corners, dirt in the gutter and rats in the drains. The street sweeper, therefore, doesn’t need to prove his worth. We writers do.

If you’re serious about writing a book then you need to approach the task wholeheartedly, as if you don’t care enough about it yourself to get the job done, nobody else will either. 


Dedicate yourself to the job in hand, put aside the time you need to do it properly, get your head down and get on with it. Waiting for inspiration to strike or to find the right scented candle is merely finding excuses not to get started. Drive and determination are more important than inspiration and scented candles could ever be.





This Undercover Guide
 is aimed at anyone who wants to write a book, for whatever reason – personal satisfaction, to show your friends and family that you really can do it, to finally get something out of your head that is been rattling around for years, or for profit. All of the advice in the pages that follow will be a good fit for any of these scenarios, and will also assume that you have at least a passing interest in making some money from your writing.

The opportunities for doing this in the traditional market are getting fewer and further between. As we’ll explain in the first chapter, ‘Indie author, indie publisher’, unless you’re a big-name writer already or you’ve made your mark in some other field (perhaps you have an astronomical following on Twitter or Facebook, or you are a recognised expert on a particular subject and want to write a book that you can sell at the end of the lectures you give) you’ll find it hard to get the kind of recognition you might want from traditional publishers, and without that you’ll find it even harder to make a decent wage from your craft.

That’s why I so firmly believe in the indie publishing approach. Controlling your work from end to end – from inception to sale – means not only that all of the effort required will have to come from yourself, but that all of the proceeds will also return to you in due course. Without having to share the income from your sales with anyone other than the outlet that’s advertising and shipping the book for you, you have a far better chance of making it pay.

You can only do that if you have something to sell, though, which is why the 14 day writing plan works for me – and should work for you, too. 


So why 14 days? Two reasons.

First, most of us can afford to take 14 days out of our working lives at some point each year – even if it’s in the form of two one-week breaks. That makes the 14 day plan an achievable project.

Second, the more quickly you can produce books, the more quickly you’ll build up a viable, varied library, which will give you a better chance of making sales, day-in day-out.

Many ‘traditional’ authors produce only one book every year, but doing this is like placing a very large bet on a single horse at the races and relying on it coming home ahead of the field to earn enough to support you through the next 12 months. Producing multiple books in succession is like backing multiple horses. Even if none of them comes first (and the chances of hitting the top of the bestseller charts are infinitesimally small for each of us) the cumulative income from the library of books it’s possible to build up in this manner means that you can earn a decent income over time. The more books you add to your lineup, the less you’re relying on each one, and as they can sit within the online bookstores for as long as required, they’ll deliver a passive income stream for years to come.

Sitting down to write a book does have financial implications, just like betting on horses. You could spend that time working on a regular job in an office, in which case the chance of being paid for your efforts is pretty much guaranteed. By instead writing a book, though, you’re effectively turning down the income that you could have earned had you chosen a more conventional career. You’ll be taking a punt on earning more, with the risk of earning nothing. The more quickly you can write your book, therefore, the less of a gamble you are taking.

Average wages vary from country to country, but let’s take $40,000, £40,000, €40,000 
 as a benchmark – or whatever it would be possible to live on for a year in your country while paying rent or a mortgage, buying food and clothing, supporting your children, and so on.

If you were to spend a year writing your book – as used to be the norm – you would be gambling all that money on your title being a success and paying enough to return the $40,000 investment, with sufficient interest to support you for at least another year (plus, of course, you’d need to have already had enough money to support yourself through the year of writing it).

It’s for this reason that many potentially great writers never complete even their first book. They have to cram their writing sessions into the odd corners of the day between showering, commuting, working, cooking, eating and sleeping.

If you could remove just one of those components – working – it would leave you with an enormous block of time between each of the others that you could devote to writing.

All of us can do this to some degree, since all of us are entitled to at least a certain quantity of annual leave. If you can devote two weeks of that to writing a book, then the 14 day plan outlined in this Undercover Guide
 will help you turn the spark of an idea into a fully fleshed out, publishable book.





You don’t need many resources to get started. Writing isn’t like plumbing where you need to invest in consumables that can’t be reused once the job is done.

At the most basic you need access to a computer and some appropriate software. I would recommend a regular desktop or laptop computer (it doesn’t matter whether you use Windows or a Mac), although at a push you may be able to get by with a tablet device paired to a regular keyboard. I wouldn’t recommend trying to write a whole book using a tablet’s on-screen keyboard as these aren’t particularly comfortable for extended use.

You need somewhere where you feel comfortable working and will be able to concentrate, and you need the application into which you will feed your words.

Like many writers, I use Scrivener (see www.literatureandlatte.com
 ) as it allows you to organise your work most effectively during the writing process and to concentrate on individual sections without being distracted by the rest of the book in progress. Along with some alternatives, this is covered in more detail in the chapter on Day 2: Outlining
 .

One of the biggest advantages of working with Scrivener is that it’s a complete writing studio in one, through which you can compile your book for publishing as a Kindle or EPUB file without using any intermediary software. Every step that you can cut out of the process like this contributes to saved time and increases the likelihood of you completing the project within the 14 day target.

If you’re writing a book to be printed you can export from Scrivener in a range of common formats, including Word and RTF (Rich Text Format), which in turn can be uploaded directly to various print-on-demand services, which will produce and bind individual copies each time they receive an order.

For more intricately designed print books I’d still recommend writing as much of it as you can in the application that will eventually be used to publish it. In this case, that would usually be a desktop publishing application like Adobe InDesign or QuarkXPress.

Fortunately all of these applications offer free trials, and should you choose to buy Scrivener, it’s not expensive, even at full price. You can download trials for each from:


	Scrivener: http://www.literatureandlatte.com/scrivener.php


	Adobe InDesign: https://creative.adobe.com/products/indesign


	QuarkXPress: http://www.quark.com/Products/QuarkXPress/




If you’re designing bespoke page layouts for reading on the Apple iPad then I’d recommend using Apple’s own free iBooks Author application, which allows you to integrate interactive elements, videos and audio for a more immersive experience. It only runs on Macs, and is available free from the Mac App Store.





So, if you don’t need to wait for your muse, you don’t need to set up a creative, inspiring workplace with a great view and you don’t need to pay for software, what is
 stopping you from writing that book?

The answer, of course, is nothing – nothing except yourself.

So stop thinking up excuses, put aside the time you need to do it – a fortnight’s holiday or seven weekends – and achieve something of which you can be proud.

Two weeks isn’t so long to take out of the span of an average human life, but the results of using it well could deliver rewards for years to come.





Nik Rawlinson
















Indie author, indie publisher






The publishing world has changed almost beyond recognition since the turn of the century.

Just a decade ago, if you wanted to get a book published you had little choice but to write it on the spec and, after months or maybe years of effort, submit it to an agent or publisher in the hope they might want to take it on. It was far from certain that they would, and when the almost inevitable rejection slip came back you would have to start the process of submitting it all over again to a different publisher or agent.

You could go on like this for months, and even bestselling published authors like JK Rowling, who has earned millions from her seven Harry Potter novels, initially had some trouble finding someone to publish her work. Those 12 publishers who turned her down must be kicking themselves now. Eventually she was taken on by Bloomsbury, but only after one of its editors had his eight-year-old daughter read the manuscript to see how it sat with a younger audience. Even then, the advance she earned was just £1,500 ($2,500) – not much for a series of books that went on to sell close to half a billion copies.

Anne Frank’s groundbreaking diary was repeatedly rejected until it gained traction in a newspaper – so, too, was Jack Kerouak’s On The Road
 , Joseph Heller’s Catch 22
 , Stephen King’s Carrie
 , and countless others.

But it’s not like that any more. It’s now easier than ever to publish your own work and to fairly quickly find yourself an audience.

Self publishing used to have a bad name. It was a shady side of the publishing world populated in part by less scrupulous short-run printers who would output your book for a fee. If you wanted to see yourself in print you would usually have to commit to buying a large number of books, which you would then need to store somewhere while you tried to sell them either individually or into high-street stores. This was easier said than done, since space in bookshops is at a premium, and with more and more bookshops closing down every day this approach is getting harder all the time.

Many self published authors of old therefore discovered – to their cost – that their chances of recouping that initial outlay were incredibly slim, and they would find themselves storing books in their garage or basement for years to come.

Moreover, self published authors rarely enjoyed the cachet of those who had been published by a so-called ‘professional’ publishing firm staffed by editors and layout artists. Their work was often considered to be substandard, even before anyone had read it.

Fortunately, times have changed. We no longer talk about self publishing, but now discuss indie authors
 – entrepreneurial writers who devise, produce and sell their own books.

Short run printers have revamped their services and can now produce single books at a time, so it’s no longer necessary to commission a print run of 1000 volumes that you then need to find space for in your home. They tie in with the largest online booksellers, too, which means potential customers can order printed books as and when they want them and you never need to see a physical copy yourself. The fee paid by the customer covers not only the book they will receive, but also it’s one-off cost of printing and delivery.

We also now live in a world of immediate fulfilment thanks to ebooks and e-readers, which allow you to ‘print’ virtual copies of a book that will never exist in the physical space. It’s the ultimate in green publishing, requiring the destruction of no trees, the mixing of no ink and the burning of no fuel in the process of shipping physical goods around the world.

In this guide we will show you how to publish both in print and on the screen as an ebook, and thus to make money from either your fiction or – if you’re writing non-fiction – your expertise.

We have formulated a practical, achievable, 14 day plan for producing a book that anyone can follow, and as you will see, there’s no great mystery involved in establishing yourself as a ‘real’ published author.

If you ever wanted to see your name in print (or in on-screen pixel), consider this the start of your two-week journey to achieving that goal.







 How has the publishing industry changed?


In short, it is become far more democratic.

For years, the world of publishing has been controlled by a select few. It has traditionally been a very expensive business to get into, and so those who have the resources already in place – the owners of distribution channels, printing presses and so on – had a stranglehold on the industry.

Setting up yourself as a traditional publisher would be an expensive and precarious enterprise, and it’s an oft-stated fact that very few books make much money. Authors are often lucky if they make more money than they are initially offered as an advance for their work, which means that the incentive to strike out on your own has therefore rarely existed – until now.







 The economics of publishing


It may look glamorous, particularly when you consider the fortunes and lifestyles of some of the most visible names in publishing, but being an author is rarely anything of the sort. Neither is it a fast route to riches for any but the luckiest and most talented few. Many excellent books suffer from poor marketing or poor reviews and have never earned their authors what they deserve.

Once you sign a contract with the publisher you are committing yourself to producing a book for them. That bears repeating: you’re producing it for them
 . Depending on the terms of the contract it is therefore usually up to them – not you – to decide how every aspect of the publishing and marketing process should be handled from the point you hand over your manuscript.

If the publisher decides that they don’t have the money to promote it properly, they won’t. They may choose to divert funds to one of the bigger names signed to their imprint. As a first-time author, your chances of being spotted are therefore very slim. You will be left to do much of your own marketing by interacting with potential readers on social networking services and, if you have one, your own website. In effect, you will be your publisher’s unpaid marketing department.

That hardly seems fair when you consider how much of the price of each book they get to keep for themselves and how little they’ll pass on to you.

Here’s how it works. Let’s say you sign a contract that states you will receive a rather generous 10% of all receipts for any book sold under your name. If your book costs $20, you might imagine that means you would receive $2 for each copy sold, but you’d be wrong.

$20 is what the reader pays if they buy your book at full price, but when did you last by book at the price stated on the cover? We are so used to receiving discounts of up to 50% that we all shop around and usually buy the book from wherever it’s on sale cheapest. So, that $20 book is now only selling for $10 and your 10% will have been halved.

But wait a minute. The contract said that you would receive 10% of receipts – not sales. That would mean you’d only receive one tenth of what the publisher receives from the retailer, which will need to take into account any discount that the publisher offers the retailer to take the book. The biggest retailers usually enjoy the biggest discounts, so the stores and sites through which you make most of your sales are likely to be the ones that are paying the least for each copy of your book. If they are enjoying a discount of at least 70% so that they can pass on a discount of 50% to their customers and still make a profit, the receipts of your $20 book are now only $6, of which your royalty payment will still be 10%, which now equates to just $0.60. That’s not much money for something that may have taken you months or even years to put together.

Now let’s take into account your advance.

Publishers frequently offer their authors and advance on their earnings in return for signing the contract. Often they will pay 50% of the advance as soon as you sign and the remaining 50% once you submit the manuscript. Or, they may break it down into smaller chunks, each of which will be paid upon completion of a certain proportion of the commissioned work.

This payment is not
 made in addition to your royalties. As the name ‘advance’ suggests, it comprises part of those royalties already, paid in advance of you having earned them. Any money you are paid prior to the book being published will therefore be deducted from your earnings once the book goes on sale.

Publishers are in the business of making a profit, and so they can’t afford to offer significant advances to authors whose work they can’t guarantee will recoup the initial outlay. After all, if they pay you an advance of $1 million and the book sells only 1000 copies, each of which generates for the publisher $6 after it has given the retailers their necessary discounts, it will be looking at a loss of $994,000.

As a first-time author, then, it’s likely that your advance will be very modest, and unless you have savings or another source of income, this will be not only the money that you have to live on while you’re writing the book, but also what you need to live on while it’s earning back that advance in royalties, since you won’t receive any more money in the interim.

Even if you are advanced only $1000, if your $20 book ($6 to the publisher after the discount) is earning you $0.60 per copy, you’ll need to sell 1667 copies before you will start earning anything from royalties.

You might not think that sounds like very much, but in the traditional publishing world it is.

A report in the Huffington Post (see http://www.huffingtonpost.com/bj-gallagher/book-publishing_b_1394159.html
 ), citing sources as diverse as Publishers Weekly and the New York Times, revealed that the average non-fiction book sells only 250 copies per year
 in the United States, and only 3000 copies over its whole lifetime. If your book did that, at a royalty rate of $0.60 per copy, it would take you almost seven years to start earning royalties. Could you make that $1000 advance payment last that long? Even when the book did start earning royalties, it would bring in just $150 a year. You’ll need an awful lot of books out there, each selling at that rate, to make a decent profit, and things would be even worse if you found yourself selling less than the average.

So writing a book is no guarantee of making a fast buck, and neither is it any guarantee of continued success.

It’s highly likely that any contract you sign with a traditional publisher will assign the rights to your book to them. You will still enjoy the moral right of being named as its author, but you will have given up any rights you may have had to determine how it should be handled. So, if your book isn’t selling so well after two years on the shelves, the publisher could simply pull it out of the shops, pulp it and never print another copy. You’ll have been left with just that initial $1000 and all of your hard work will have been for nothing. You may be able to buy the rights to the book back, but that hardly seems fair when you wrote it in the first place and the publisher will have made more profit out of it than you earned in royalties and an advance.







 The economics of self publishing


If you decide to go it alone, the economics are immediately rosier. Of course, you’ll have to edit the book yourself and market it, but then you would have edited it before handing it over to the publisher anyway, and you would have had to check that the proofs were accurate, too, once it had been laid out, so really the self published author’s editing tasks are barely any more onerous than those that befall anyone publishing through a traditional channel. Further, if much of the marketing for a traditionally published book is done by the author themselves through Twitter, Facebook and so on, is it really much different for the indie author who does the same? And while you’ll have to design your own cover (or, perhaps more likely, spend a little bit of money on getting someone to design one for you if you don’t have the necessary skills yourself) at least you can pick a design that you like and that you feel compliments the book, rather than simply a design chosen by the publisher purely for its marketing potential.

All in all, the level of work involved in self publishing, then, isn’t greatly different to that involved in traditional publishing, yet the rewards can be far higher.

By publishing through digital platforms like Apple iBooks, Amazon Kindle and Kobo Writing Life, you will earn up to 70% royalties on every book you sell, and this time round it’s 70% of the cover price, not 70% of a discounted price offered by the publisher as an inducement for the outlet to sell the book. So, if your book costs $20 you receive $14 for every copy sold. That’s more than even the traditional publisher was earning when it sold the book wholesale.

Of course, at $20 you might not be able to compete with rivals that are being sold at $10 after a discount, but even if you drop your price to $10 so that you can compete with them head on, you’d still earn up to $7 for every copy sold. That could be almost 12 times as much as you would have received with the traditional publisher where – let’s not forget – you might be earning royalties of just $0.60 per copy.

This means two things. First, if you sell just as many copies as an indie author as you would have done with a traditional publisher, it doesn’t matter if you sell only 250 copies per year, as you would recoup that theoretical $1000 royalty advance (which, of course, you wouldn’t receive as an indie) after selling just 142 copies (which in theory you would do within the first seven months). Second if you sell fewer copies because you don’t have the resources of a large publisher behind you, the chances are you would still make at least as much as you would if you had their logo on the spine of your book.

Better yet, you remain in control of the book yourself, so if you decide that you need to update it then you can do so whenever you want – not just when it fits in with the publisher’s schedule. You can also keep the book on sale for as long as you want. That way, even if sales start to dwindle after a few years, you can leave it on the virtual shelves for ever if you choose, and earn a passive income from it for years to come. That wouldn’t necessarily be the case with a traditional publisher, as if they commissioned a rival book in a similar area, perhaps by a better-known author, they may choose to quash your work both so that they could devote all of their resources to promoting the new title and so that there was one fewer competitor on the market cannibalising sales.







 One book is never enough


The rate at which books are published is changing, too. The falling cost of publication largely brought about through the arrival of electronic channels means that more books are being published every year. There has never been a wider choice when it comes to choosing reading material, and publishers are always on the lookout for the next big thing.

As an indie author you need to do the same. The days when a writer could afford to produce just one book a year are shortening. As competition increases, the chance of having an enormous hit that you can live off for the next twelve months decreases, and so you need to build yourself a portfolio of titles.

Further, as most successful indie authors have shown, it’s only when you start to build up a collection of books – and preferably one that could comprise a series with related characters in each title – that you start to see significant returns.

The exact number of books you need to publish before you’ll be able to live off your earnings naturally varies from author to author, but received wisdom appears to be that by the time you have published eight, subject to their topic and how well you’ve marketed them, you should be earning enough to be able to start thinking about writing as a full-time career rather than simply a sideline hobby.

When you control your route to market as you do as an indie publisher you can dictate the rate at which you release your books. If you are an especially prolific writer (and particularly if you follow our 14 day plan for writing and publishing a book) then you may be able to put out eight books in the year. That would be a great start to a writing career.

However, if you were writing to commissions from a traditional publisher then this would not, in all likelihood, be possible. Traditional publishers work to rigid publishing timetables. Often they will want to release books at regular intervals, such as before summer holidays when they know people will be buying new books at airports and train stations, and before Christmas (and in the United States, Thanksgiving) when people will be buying books as presents. If you’re writing non-fiction titles that tie-in to educational courses then it is likely that a publisher will be looking to bring your work to market shortly before the start of the new academic year. In short, as a commissioned author, you will be working to somebody else’s schedule and if they only want to put out one book a year from yourself then that’s all you can produce.

By all means, you can carry on writing even if they aren’t publishing them right away, but the books will merely stack up and gather dust while you wait for somebody else to decide when to release them.

Producing multiple books in quick succession gives you greater market visibility more quickly and greatly increases your chances of making a success of a career as an indie author. Taking control of your work in this way lets you decide how and when to release each volume, allows you to benefit right away from your efforts and will ensure you always have something fresh to promote.







 Publishing your own book


So where do you go from here? Of course, you’re still free to approach traditional publishers and agents. Many authors still crave the cachet of seeing their book in print with their name on the cover, and there’s nothing wrong with that. To say you’ve been published – in any form – is an achievement of which you can be proud, and of which your family and friends should be proud, too.

However, you need to decide why it is that you’re writing a book in the first place. If you simply want to see your name in print then by all means, go for it. If you’re serious about making a profit, though, the changed economics of the publishing world mean that for many authors indie publishing will give them a better stab at success. The only decision to make is the medium in which to output your work.







 Publishing in print


Many books on the subject of independent publishing only consider the options opened up through the emergence of e-readers. There’s a good reason for this. E-readers like the Amazon Kindle, the various Kobo devices and applications on smartphones and tablets really blew open the independent publishing marketplace. Before they came along, self publishing was both expensive and difficult (not to mention risky). Such devices therefore deserve an awful lot of credit for revolutionising the marketplace.

However, focusing solely on pixel-based publishing would be to ignore the various opportunities open to independent authors to get their work into print.

Services like Lulu (lulu.com
 ) and Createspace (createspace.com
 ), the latter from Amazon, allow you to lay out your work in the traditional manner and for the reader to order it one copy at a time. Following this route to publication means that you can steer clear of traditional publishers and agents and still see your book in print with your name on the cover.

Naturally, if you’re skilled at using a professional layout application like Adobe InDesign you will be able to produce professional looking pages such as those you might see in a richly formatted art book. However, even if your skills only stretch as far as typing out pages in Microsoft Word there are services that allow you to upload the resulting file directly for them to convert into a printed and bound document.

Your choice about the medium will therefore, to some extent, determine your choice of software. You can obviously embed images, tables and so on when using a regular word processor but for the best results you really need to use a professional page layout application. We would still recommend writing the bulk of your text using a regular text editor, though, and then importing it onto the page. In this way you will have fewer distractions while working as all you’ll need to think about is the structure of the document itself; you can handle tables, illustrations and so on later.

The 14 day plan we have outlined here allows for seven days of writing (days three to nine inclusive). If you need to produce a book that includes illustrations, tables and so on, we would recommend diverting at least one of these days – day nine – to producing the supplementary elements and embedding them within the document. This will allow you to burn through the main body text in an unbroken stream on days three to eight without interrupting your concentration to think about the other document objects. If necessary create a separate text file or use pen and paper to jot down notes about the embedded elements that you need to create and use a shorthand within the document itself – perhaps a couple of asterisks next to each other – to mark out where they should appear.







 Publishing an e-book


You can’t deny that the e-book is by far the easiest way for indie authors to publish their work and expose it to a potentially large audience. The speed with which you can take your words to market is astounding, the ease with which you can format them is truly impressive and the royalties that you can earn from the sale of each book are generous indeed.

Better yet, because the most popular e-book stores are as welcoming of indie authors as they are of traditionally-published writers your books will go up against some of the biggest names in the industry. You will be competing with them directly and, if people stop buying your books alongside theirs, you’ll appear on the part of the listing the details other books bought by the readers of that author. This will help you to sell more titles off the back of a popular author’s success.

When e-readers were first starting to appear, the books themselves were basically just long tracts of text broken into paragraphs and chapters. There were various competing formats and no large established e-book stores. It was very much a market just for the geeks.

Things have changed significantly since then. There are now two predominant formats. EPUB (short for Electronic PUBlication) is used by the majority of e-readers, including those from Nook and Kobo, and software-based e-readers from the likes of Google and Apple. Amazon uses its own format. With the exception of the Kindle Fire, its e-readers can’t open EPUB files (and the Fire can only do so by running third-party applications, not the native e-reading tools). Instead, the company is now favouring Kindle Format 8 (KF8), which allows its authors to create rich electronic documents with precisely-positioned images and embedded video and audio. (The latest revisions to EPUB also allow for this, and Apple has created its own offshoot of the standard for media-rich documents that can be opened only by its iBooks software on the iPad and in the latest versions of its OS X operating system for Macs.)

Amazon hasn’t always used KF8, though. Its standard was formerly Mobipocket, which it acquired when it took over a French company of the same name. Fortunately, with so many books published using that format it has continued to support it in even its latest devices, and later in this guide we’ll be using this format to output books for selling to Kindle users.







 Publishing plain text


Plain text is naturally the easiest format with which to work. You can start your document at the beginning, finish at the end and not worry greatly about how it’s formatted or laid out. So long as you have broken it down into logical paragraphs and chapters your reader should have no trouble finding their way around.

If you use logical styles such as headings, or you break up your project into chunks using an application like Scrivener then the e-reader conversion process will split up your document into sections that the e-reader itself will recognise as chapters. These will appear in the table of contents, allowing the buyer to skip straight to specific parts of the file by tapping on the screen or clicking.

You don’t need to worry about fonts and sizes since these are largely irrelevant in plain text e-books. Each e-reader device will have its own selection of pre-installed typefaces which it will use to render the document. You don’t know which device your audience will be using so you can’t accurately predict which typefaces will be used to lay out your work, and even if you took a punt on it being the default font on the Amazon Kindle there is no way you can guarantee that whoever purchased your book hadn’t switched to one of the alternative options.

When creating a plain text e-book, therefore, don’t worry about how it looks. Just follow the regular rules of putting a single space after each full stop and starting a new paragraph for each discrete thought within the work. Your audience should then have no trouble finding their way around. Further, by minimising the tweaks, amendments and styling adjustments you have made you will ensure that it looks the best it can on the widest possible range of devices.







 Illustrated e-books


Illustrations must be handled with care. As with the fonts that we discussed in the previous point, you really don’t know how well your customer’s e-reader can handle images.

For starters, you don’t know whether they are reading on an LCD-based tablet device, in which case they can see high-resolution colour photos just as easily as they would if they were using a computer. However, they may be using an E ink-based e-reader, in which case the resolution will be lower and images will only be displayed in greyscale. This is far less suitable as a medium for displaying photographs, so you need to think about how best to enhance the contrast and clarity of each image that you embed in your book without taking things so far that they look terrible on colour LCD devices.

Illustrations also introduce problems where layout is concerned. E-books are fundamentally top-down documents in which the text flows from screen to screen until eventually everything has been displayed. If you embed an image within the text and it can’t be displayed on a particular screen because there isn’t enough space left it will be pushed over onto the next screen and only displayed when your audience clicks or swipes forward. This may mean that it becomes detached from the text that references it, and you may also find that because it has been pushed across to the next screen you have a lot of blank space at the bottom of the previous screen.

You can get around this to some degree by making your images smaller and running the text down the side of them so that they appear side-by-side like photographs and text in a newspaper. However, this isn’t ideal, either, since most e-reader screens are fairly small, which means that you will be unable to fit much text beside the image and the image will have to be shrunk down to such a degree that it will no longer be particularly clear. At this point you may wonder whether it’s worth including an image at all.

The best policy, therefore, is usually to put up with the ugly gaps that illustrations can introduce into your text and simply embed them in-line. Don’t worry too much about resizing them since the e-reader itself will take care of this, but do bear in mind that including enormous multi-megapixel images is wasteful and expensive, since if you opt for higher royalty rates you will often end up having to pay for the delivery of your book based on its size. We will outline this fully in the plan for Day 14: Publishing
 .

The exception to this rule is where you’re creating fixed-layout EPUB documents or KF8 files in which the position of specific objects is pinned down at the point of creation. Such files allow you to create more traditional layouts, much as you would for a printed book, for display on screen.







 Interactive e-books


Interactive e-books are comparatively new, and currently Apple is leading the way with the richly formatted e-books it’s making available through its iBooks application. They encompass not only text and photos, but also video, audio and interactive elements that let you present information in a more engaging manner. With the help of bespoke ‘widgets’ it lets you embed tactile images that can be tapped and zoomed, with overlaid information callouts, interactive quizzes that let you test readers of course books on how much they have learned in each chapter, 3D rotating graphics and so on.

The only problem here for PC users is that producing books for this format requires the use of Apple’s own iBooks Author application, which is available only on the Mac. No doubt this is in part to encourage people to switch from Windows to the Mac, but it will also be in another part due to the fact that the company is able to design the two platforms – Mac and iPad – to work seamlessly together. Connecting an iPad to the Mac while designing a book in iBooks Author lets you preview your work on the device for which it is designed.

Interactive books created using iBooks Author only work on the iPad (not on the iPhone or any rival tablets or smart phones) and so immediately your audience will be to some degree it restricted. Further, although you can export your work from iBooks Author either as an iBooks file or as a PDF, you can only sell books that you create using the application through Apple’s own iBookstore. You will therefore need to set up a distributor account with Apple before you can start making money from your work. You will also have to produce other non-interactive versions of your work if you want to simultaneously sell it for reading on, say, Kindle and Kobo devices.

While you can’t deny that these books are particularly impressive (and you may be able to charge a higher price due to the additional functionality that they engender) designing solely for one platform is an endeavour best undertaken only if you have a particular reason for doing so, such as the fact that you know most of your readers will be using it or you absolutely have to use the additional on-board features. In other circumstances it may make more sense to design less interactive products that can be sold to readers using both the iPad and other devices.







 You really can do this


If you know roughly what you want to write about and you know the format you want to use to release it, it’s time to get started.

Throughout the rest of this guide we will walk you a by day through the process of planning, writing and eventually publishing your own book. In less time than most people take as annual leave you can achieve what many fail to do in a lifetime. You will go from being one of those avid readers who ‘ought to write my own book someday’ to someone who’s read by – potentially – hundreds, thousands or, if you’re very lucky, millions.

Approach the task logically and diligently. Don’t skip steps or slack along the way. Don’t expect immediate success, either. Winning the publishing game starts at the point where you first put your fingers to your keyboard, but requires that you carry on typing, carry on publishing and carry on promoting your work from that day forward.
















Day 1: Planning






Welcome to day one of the rest of your life – the first-day on which you can call yourself an author, even if only a part-time one, and the start of the last two weeks of your unpublished existence. Over the next 14 days you’ll plan, write and publish a book, and be in a position to repeat the process again and again as you build up a portfolio of titles that together will help to deliver a passive income which could one day be enough to support your day-to-day living.







 The ideal holiday project


Writing a book is the ideal holiday project, as has been proved by countless other authors already. Perhaps the most famous holiday writer is Mary Shelley, who wrote Frankenstein during a rainy break in Switzerland.

Hers is a well-known story, outlined most succinctly in the online encyclopaedia, Wikipedia:





In May 1816, Mary Godwin, Percy Shelley, and their son travelled to Geneva with Claire Clairmont. They planned to spend the summer with the poet Lord Byron, whose recent affair with Claire had left her pregnant. The party arrived at Geneva on 14 May 1816, where Mary called herself “Mrs Shelley”. Byron joined them on 25 May, with his young physician, John William Polidori, and rented the Villa Diodati, close to Lake Geneva at the village of Cologny; Percy Shelley rented a smaller building called Maison Chapuis on the waterfront nearby. They spent their time writing, boating on the lake, and talking late into the night.

“It proved a wet, ungenial summer”, Mary Shelley remembered in 1831, “and incessant rain often confined us for days to the house”. Sitting around a log fire at Byron’s villa, the company amused themselves with German ghost stories, which prompted Byron to propose that they “each write a ghost story”. Unable to think of a story, young Mary Godwin became anxious: “Have you thought of a story? I was asked each morning, and each morning I was forced to reply with a mortifying negative.” During one mid-June evening, the discussions turned to the nature of the principle of life. “Perhaps a corpse would be re-animated”, Mary noted, “galvanism had given token of such things”. It was after midnight before they retired, and unable to sleep, she became possessed by her imagination as she beheld the grim terrors of her “waking dream”, her ghost story:






I saw the pale student of unhallowed arts kneeling beside the thing he had put together. I saw the hideous phantasm of a man stretched out, and then, on the working of some powerful engine, show signs of life, and stir with an uneasy, half vital motion. Frightful must it be; for supremely frightful would be the effect of any human endeavour to mock the stupendous mechanism of the Creator of the world.






She began writing what she assumed would be a short story. With Percy Shelley’s encouragement, she expanded this tale into her first novel, Frankenstein: or, The Modern Prometheus, published in 1818. She later described that summer in Switzerland as the moment “when I first stepped out from childhood into life”. The story has been fictionalised several times and formed the basis for a number of films.





Shelley clearly had a rare talent if she was able to knock out so successful at tale as Frankenstein on the basis of a bad night’s sleep while on holiday. (Although, it must be borne in mind that Shelley published the book anonymously and subsequently there has been some discussion over exactly who wrote what.)

To do the same yourself would require some kind of genius, but setting realistic goals means that there’s no reason why we shouldn’t at least strive to produce a book during our own annual break. Whether you choose to do this at home or away really doesn’t matter. What is important is the ability to sit down and concentrate. You need to be wholeheartedly dedicated to the task, and accept that even if spending hours at a keyboard closely resembles what you do in your work day-to-day, and so may not count as a ‘proper’ holiday, the endeavour upon which you’re embarking could have long term effects and alter the course of your life.







 Taking it step by step


It’s very tempting if you already have some idea of the book you want to write to dive straight in and start tapping out chapter one.

Some authors – even many ‘professional’ commissioned authors who are published by traditional publishing companies – do just this, flying by the seat of their pants and writing the story as it’s formed in their head. Some make a great success of it, but your chances will be greatly enhanced if you plan ahead and work out before you start writing exactly what it is that you want to do – what you need to expound in a non-fiction book or where your characters need to go in a work of fiction – and map out the complete tome before you begin.

We firmly believe thorough planning is the key to successfully writing a book in just 14 days, so it’s important not to skip this first step. While you may feel that devoting day one to writing rather than planning buys you extra time for working on your book, the likelihood is that in reality you will spend more time pondering its direction while trying to write it if you don’t have a plan to work against and may therefore find that your progress is, in fact, slower. A day spent planning in advance of writing is often worth far more than a day spent on the actual writing itself.

At the very least you should sketch out the key plot points in a fiction book, and jot down important elements in your main characters’ make ups so that you know what you’re driving the story towards on each page and how your characters would realistically react to each turn of events. In a work of non-fiction you should list your main points, breaking them down into logical sections with broad ideas forming the theme for each chapter and more specific points being the subsections within it.

Spending a day creating a comprehensive outline in this manner means that when it comes to writing you will already have completed the most difficult part of the job in hand. All you then need to do is flesh out what you have already created. You will effectively be writing the parts that link each plot point or factual statement together.

This is like taking a series of notes that you have jotted down in a meeting and expanding them into minutes that accurately reflect what was discussed and agreed upon within a team. Think how much easier this is to do when you have your notes to hand, and how daunting the task would be if you had to write the minutes from scratch without any jottings to refer to.

Producing a meaningful outline, therefore, is absolutely the most important task in the whole process aside from remaining dedicated to the job in hand until it has been completed, in much the same way that building strong foundations is key to putting up an impressive building. While the foundations may be hidden from view we all know that if they were not there the building itself would not stand up. The same is true of your story or work of non-fiction.







 Choosing a subject


Ideally you will already know what you want to write about. You shouldn’t be embarking on a project such as this unless you have a particular passion. It could be that you are an expert in a technical field and wish to impart that knowledge to your readers. It may be that an interesting character has been developing in your mind for some months or years and you want to explore their fictional life in writing. Perhaps you wish to write your life story and pass it down to your children or grandchildren so that they understand more about where you – and they – came from and will remember you when you’re gone.

Whatever your reason for undertaking a project such as this there’s no point starting out without a core idea. This needs to be clearly thought out and focused, and wherever possible you should aim to encapsulate that idea in as few words as you can and the very start of the planning process. Write this at the very top of your planning document and refer back to it every time you feel you are losing your way.

For example, if we were planning the Harry Potter books then our ‘high concept’ idea may be ‘boy wizard fights for survival against evil wizard who killed his parents’. Naturally the Harry Potter series encompasses far more than just this single concept, but by keeping this core idea in mind while writing the several million words that comprise the full saga, author JK Rowling would have kept everything on track.

This doesn’t just work in books. The core concept of the television series Sex and the City
 , for example, might be ‘four women in their 30s looking for love’. Their various liaisons, breakups and marriages all serve to service this central concept and provide the backbone to the supplementary stories scattered throughout each series.

You can apply the same principle to non-fiction books, although the central premise may be less descriptive. For example, a book that shows you how to use Adobe Photoshop is likely to do so using workshops and walk-throughs that show you how to edit your photos. Although the subject of the book is Adobe Photoshop, what you’re actually selling the reader is a book on how to improve their images, or create compositions from scratch. However, picking a title such as Edit Your Photos or Create Computerised Compositions wouldn’t really tell the reader what the book is about even though it accurately explains what the benefit would be of reading it. When writing a non-fiction book, therefore, you need to think about what is most important: the subject itself or the benefit to the reader.

The most famous example of this concept in practice is that related to the hardware trade in that nobody ever really wants to buy an electric drill, but lots of people want to put holes in the wall so that they can hang up pictures, feed cables through from room to room and so on. However, while what people really want are the holes, you can’t actually sell them holes. Instead you must sell them a drill by expounding the benefits of owning such a device through your product marketing materials and by making sure that the drill in question is the best hole creator possible.

When starting work on the plan for a non-fiction book, therefore, write not only the core benefit at the top of your planning sheet, but also the benefit you will be selling to the reader and the means through which you will be doing it. Keep both of these factors in mind when working on your title and its contents, and always ensure that everything you write delivers on both of these promises as much as possible.







 Set up your workspace


To a degree you can work on this planning stage while conducting other tasks, but we would recommend devoting as much of your attention to that job as you can. Don’t be tempted to spend your time thinking about the book when you should be dropping the kids off at school, doing your shopping or working on your accounts, but you can do it while completing the other preparation tasks in advance of starting the actual writing work.

Specifically, you need to prepare your workspace.







 Make room in your room


Decide where you’re going to work and prepare the workspace so the when you sit down tomorrow to fully outline your work you won’t first have to spend an hour tidying up. Remove as much clutter is you can, putting out of reach any objects you’re liable to pick up and become distracted by when you should be keeping your fingers on the keyboard, and typing.

Set up your desk, the kitchen table, the dining table or wherever you’re going to work in such a manner that you have enough room for the computer, and some drinks and snacks if required. Gather together some pens and paper in case you need to make notes as you go so that you won’t need to be getting up and down frequently but can devote your full attention to writing your book.

Remove as many distractions as you can. Consider doing this in the online space as well as the physical world. If you understand how to configure your Internet router, now would be a good time to use any parental controls that it offers to block common social networking sites, news sites and other online destinations where you might waste half an hour without really noticing. Set it so that the only sites to which you have access while writing are those you need for reference.

If you’re being truly puritanical about it, you may consider blocking the Internet entirely while you’re writing, and forcing yourself to just plough on through any uncertainties and problems, which you can resolve by looking up missing or misunderstood facts at the end of the writing process.

There are many applications that can help you to maintain your focus when writing, both on the PC and the Mac – chief among them are distraction-free word processors.







 Distraction free word processors


When you’re writing, you don’t really need all of the formatting controls offered by advanced word processing applications. If we’re honest, many of them just get in the way and give you an excuse to fiddle around with the formatting of your document when what really matters is getting the words on the page. You don’t need to set your font face, text size and so on throughout the document. As we explained in the previous chapter
 , the font used to display the book on an e-reader is often determined by the device itself and which typefaces have been installed on it by the manufacturer. If you’re writing a book to be published in print then the formatting is usually more effectively handled by a dedicated layout application like Adobe InDesign, QuarkXpress and so on. You can therefore work with the most basic of word processors when producing the actual meat of your book and handle everything else in retrospect.

Use your preferred search engine to search for ‘distraction free text editor’ to turn up a wide range of options. If you do feel you need to use basic formatting controls such as bold, italic and so on, then instead search for a ‘markdown word processor’.

Markdown is a system in which you use basic keyboard symbols to apply formatting to your document, such as surrounding text with double asterisks to make it bold, or placing an underscore on either side of a word to indicate that it should be underlined in your document. Working this way means you can leave the mouse alone and apply these formatting controls quickly and easily as you go along without thinking too much about how they are implemented, as they require merely a press of a standard character on the keyboard.

Of course, inserting commands like this is not much more efficient than using ctrl-B on PC or command-B on the Mac to embolden a section of text, so you may wonder why you would want to work this way when it apparently delivers very little benefit. The answer is that these are just the most basic controls, and that Markdown, which it is implemented in a broad range of third-party applications, including some that run through the browser, also allows you to insert bulleted lists or various levels of heading by using single asterisks and single or multiple hash symbols. These, you would more likely have had to choose from the application menus rather than inserting them through the keyboard, so by switching to an application that lets you apply all of your formatting – not just some of it as is the case with most business-grade word processors – through the keyboard will ultimately represent a considerable time saving and be one that keeps your mind on the words rather than formatting, and your fingers on the keyboard rather than the mouse.

When working with Markdown you will mostly be peppering your document with symbols that won’t mean anything to your readers, which is why Markdown word processors generally have an export function that converts your formatting characters into regular formatting controls to style up your text in the finished document.







 Markdown commands


Markdown was developed by John Gruber, and you can find full documentation on his site, Daring Fireball (see https://daringfireball.net/projects/markdown/
 )

The syntax you’ll need to use most frequently when writing a text-based document is as follows:






Headings


Precede each line with one or more hashes, followed by a space, to format it as a header. The fewer the hashes, the more important the header. So, a main heading would be formatted as:






# Heading






A slightly less important heading would be:






## Heading






…and so on, adding one extra hash each time you want to create a sub-section of the section above it.






Lists


Precede each element in the list with a +, – or *, followed by a space. For example:






+ Cats



+ Dogs



+ Goldfish



+ Hamsters






If you want to create a numbered list, simply replace those symbols with numbers, followed by a full stop and space, like this:






1. Cats



2. Dogs



3. Goldfish



4. Hamsters






Obviously creating a numbered list this way isn’t an enormous time-saver if you are creating a word processed document, but if you later want to convert it to HTML, the conversion process will automatically add the opening and closing list tags, too, and the list element tags before and after each entry in the list.






Emphasis


Surround your text with asterisks or underscores to emphasise it in the converted text (usually converted to italics). Don’t put a space after the opening asterisk or it will be treated as a list element. For example:






*this text is italicised*



_this text is italicised_






Surround it with double asterisks or underscores to make it bold, like this:






**this text is bold**



__this text is bold__






To render text in monospace font, which is useful if you’re laying out code that should remain visible on screen, surround it with back-ticks, like this:






`this text is monospaced`






To indent it as a block quote, meanwhile, precede each line with a greater than symbol and space like this:






> Better to remain silent and



> be thought a fool than to speak



> out and remove all doubt.







Rules


You can put a horizontal rule across the page using three asterisks or dashes, like this:






***
 or ---








 All in one word processing/publishing software


The key to writing a book in 14 days is developing a smooth workflow, and while these applications can help you to produce a book that you can feed into various digital publishers’ systems for conversion on their servers, if you want to take greater control of your work then we would recommend choosing a word processor that can also handle the output of your book.

The king of all such word processors, and one that is used by a large number of professional authors, is Scrivener (see www.literatureandlatte.com
 ). It’s available for the PC and the Mac, is very competitively priced and is the application used to produce the book you’re reading right now from conception, through writing, and right on to compiling it internally as an e-book.

It has very strong outlining features, allowing you to break down your book into chapters and sections within the sidebar. Each section is contained within a separate document, but by clicking on the various different parts of the book outline you can view either just as specific part, a whole section or the whole book on one screen.

Further, because the sections are all handled individually, you can drag them around within the outline to change their order and thus the running order of the book. That means that if you later discover you need to have explained a key point before moving on to another area so that your reader can understand either the flow of your story or the concept explored in a non-fiction title, you don’t need to perform any significant edits; you merely need to drag the documents around for them to rearrange themselves as appropriate.

It offers only basic formatting controls, but covers all of the areas you should need access to when writing a book, and when you come to the end of the manuscript it allows you to export it directly either as an EPUB document or in Mobipocket format for reading on the Amazon Kindle. It also has a rudimentary distraction free view.

It’s impossible to recommend Scrivener highly enough, and we would seriously recommend downloading the trial version, which runs for long enough to see you through the 14 day process outlined in this guide. We suspect that once you get used to working within the Scrivener framework you won’t want to use anything else for long-form documents. It is without question the most important tool in any writer’s software lineup.

Scrivener isn’t the only option, though. The free Sigil (see https://code.google.com/p/sigil/
 ) has far fewer features, but uses EPUB as its native file format, which means that the whole time you’re working on your contents within the application you’re actually writing directly into the book.

Its interface isn’t nearly as attractive as Scrivener’s and it doesn’t have such extensive planning features, but it does allow you to organise each chapter into a separate file so that they can be re-ordered at will, and it builds highly compliant e-books, complete with an active table of contents.

Although the fact that it’s free will make it a very tempting option for anyone who doesn’t foresee themselves writing many books, we would still recommend Scrivener as the better option if you’re serious about producing e-books on a commercial basis – particularly if it’s something you want to do on a short turn-around.







 Engage a team of beta readers


When developing new software, coders – whether they’re working alone or as part of a large team at a multinational corporation – produce so-called ‘beta’ versions of each app (these are usually preceded by largely unstable ‘alpha’ editions).

A beta application is unfinished and still under development, but has been deemed sufficiently advanced to be released for testing purposes. Those who use the application in this state are called, logically enough, beta users. They often provide feedback and bug reports to the developers which may in turn be ironed out in subsequent revisions of the software.

Indie writers are increasingly doing the same with their books, gathering together a trusted group of readers who are given access to early drafts of their work in return for providing feedback and spotting errors.

Naturally, it is far easier to recruit a usually unpaid band such as this if you are writing a serial-based story, with the beta readers frequently keen to get their hands on the next book in the series in advance of its official release.

If you’re just starting out and have no history or reputation to fall back on, or if you’re writing a non-fiction book, then the clamour for your material will likely be more muted. However, it should still be possible to find a select group that is willing to read your work for you. Family members and friends are the most obvious choices.

When recruiting friends and family to this role it is extremely important to make sure that they understand what it is you want from them. You don’t want to have your ego stroked, and you don’t want a pat on the head. The worst thing they could do is claim to have enjoyed your work when they didn’t, just so they can boost your ego or because they’re afraid of hurting your feelings.

Beta readers who are unable to give painful or critical feedback are useless since they won’t provide an objective view of your work that you can use as a basis of further improvements. Indeed, they may well reinforce a belief that your work doesn’t need a great deal of editing at all, and that would be unfair on you and unkind on your future paying readers who will be spending real money on your book.

So long as they know what is required of them and can be trusted to provide this impartial feedback, however critical it may be, recruiting beta readers is an essential part of the editing process, for while you will read your work with full knowledge of what each part means and know what you wanted to say in each instance, they will be coming to it cold. Therefore, if you have assumed a certain degree of knowledge in a particular part of your book that most people simply don’t possess, it’s your beta readers who will spot this and point it out.

If you’re at all inclined to reward your beta readers or offer than inducement to help you out, make sure the inducement encourages them to find problems that need to be fixed, rather than just encouraging them to read through and offer you half-hearted, largely positive feedback. Perhaps dinner for the one who finds the most actionable problems or, if you can’t afford that, a printed, signed first edition of your book (you never know – if you make it to the big time that could well be worth an awful lot of money one day).

Don’t delay appointing your beta readers. Do it now, on day one, so that you can send them a new batch of writing at the end of each day. This will give them time to read it as you write and return it to you on day 10 when you first start work on the editing process. Waiting until later in the project will be too late as they won’t have time to properly consider what you have sent them and the feedback will be less effective.

Admitting to someone else that you’re writing a book can be daunting, but on the whole you’ll find that friends and family are almost always willing to offer you support. You should not be embarrassed to send them unfinished or sub-standard work, either. Explain to them that what they will be receiving will be raw, unedited work, and you know that you could do better. Tell them that you are sending it to them because you know you can trust them and you value their judgement. They should see it as an honour to have been asked.







 Dealing with beta feedback


Aim to sign up around four or five readers. Any fewer and you won’t be able to see where opinions correlate (where several beta readers agree on a point you know it’s something of which you need to take note). Sign up too many more, though, and on the tight schedule to which you’re working you may find that you receive too much feedback to properly consider during the four-day edit. Your readers’ time will have been wasted, and you may find yourself becoming frustrated and confused when trying to accommodate everyone’s suggestions.

Ask them to withhold their feedback until day 10 and explain that you’ll be spending the time between their appointment and that day writing, without distractions. As we’ll explain later, it’s very important that you avoid editing your work on the fly, or even reading it, if possible, so that you can maintain momentum, motivation and speed.







 Structure of Day One


Day one of your writing fortnight, then, should be spent getting everything in order. You’ll be preparing your workspace and making sure that you have the required software installed on your computer, set up and ready to go. (While you could write your book longhand it’s unlikely you’d be able to write fast enough to also have time to get it typed up within the two week deadline. The same goes for using a typewriter rather than a word processor: technically it’s possible, but you’ll be introducing an extra layer of complexity as you can’t publish multiple copies of the book from the typewriter.)

By the time you get to the end of the first day you should have a clear idea of what your story or non-fiction work is about, and be in a position where you can sit down tomorrow and start to map it out.

As you will no doubt have noticed, much of what we have achieved on day one could have been done before we even started the process of writing or planning the book. If you have already set up your workspace, perhaps because you have a dedicated home office, then much of this stage can be skipped, and so long as you have planned your subject and have a clear idea of what you need to write about you can potentially move the tasks of day two ahead by one day and start outlining your book right away. If you do that you can reassign the day you have won back either to writing or to editing the finished product. Naturally which one you choose will be determined by how quickly you write, but if you’re an efficient writer we would recommend diverting it to the editing tasks if at all possible. Keeping your writing time short will keep your mind focused, so adding an extra day into the writing cycle may actually do little more than slow you down.

Further, it is acknowledged by many authors that a truly good book is really made in its edits and revisions – not when it’s first drafted. The more carefully you rework your words after you have written that first edition, the better they will become. With every rereading you will spot more inconsistencies and areas in which you have erroneously assumed that something has been adequately explained before moving on to the next point. Diverting an extra day to the editing of the cycle will allow you to eliminate these inconsistencies and improve the work overall.

If you want to be taken seriously by your potential readers then the edit is where you need to be paying the most attention and reclaiming whatever time you can.
















Day 2: Outlining






As we explained in the previous section, outlining the structure of your book is essential to successfully getting it all down on paper within two weeks. Day two is devoted entirely to planning your book.







 Outlining methods


An outline is a very personal document. Not everyone works to the same formula, and not everyone wants to work on screen. Some authors need a physical representation of their work jotted down on sticky notes, which they can arrange and rearrange on the wall or a cork board. This allows them to restructure their work as they go. Others prefer to work with a pen and a dry wipe board, sketching out a web-like map of each element of their work so they can see how they relate to one another.

Both of these, and the myriad alternative options, are entirely valid if they happen to be the methods that work for you, but as part of the 14 day writing plan we will instead use a digital alternative, so that our outline is not only a quickly sketched map of the book that we keep by our side for future reference, but an integral part of the book itself.

The outline that we create on day two (or day one if you have been able to skip the first step because your home office is already set up and you have a clear idea of what your book is about) will in many cases remain within the work in its native state even once the book has been published. However, because by that point we will have fleshed it out to create our finished document, the reader will be unaware of the fact they’re reading not only the book, but also the outline on which it was based.

If you’re following this formula rigidly, therefore, put aside paper-based analog planning tools and launch your word processor of choice. We recommend working in Scrivener for the whole project, including the planning, but we’ll cover building your outline in Scrivener, Word, Pages, Scapple and a dedicated outlining tool in the sections below.







 Microsoft Word


Microsoft Word is one of the most popular word-processing applications available. It’s very powerful and has an enviable heritage, and it also comes pre-installed on some PCs (although not generally on Macs). You may therefore want to start planning your work within Word if you plan on using it to write the book on days three to nine.

If you do, use Word’s dedicated outlining tools rather than the regular text editing environment. Don’t confuse this with the list making tools, which allow you to apply bullets, numbers or letters to the start of lines and indent subsections using the tab key. That mode is designed for formatting documents for printing or display. The outline mode, on the other hand, is a dedicated working environment for planning documents, such as your book, which you will go on to flesh out later after switching back to the regular editing environment.

You’ll find the outline mode on the View menu or by clicking the icon on the bottom left of the application window (there are several buttons down here, so hover over them until the Outline tooltip pops up to make sure you get the right one).
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Word has a dedicated Outline View, which you can select by clicking the button at the bottom of the document window.






Switching to the outline view opens the outline toolbar through which you can select particular levels directly or promote and demote headings so that they are main titles or subtitles respectively using the on-screen arrow buttons.

The various levels in this view are numbered, with level 1 deemed the most important, level 2 being a subsection of level 1, level 3 being a subsection of level 2, and so on.

Start by noting down your main chapter headings using level 1 for each one. Don’t worry for the moment about the contents of each one. At this stage you just want to produce a high level overview of the book.

Bear in mind when sketching out your sections in this manner that you need to order them in such a way that the outline demonstrates a logical progression from the starting point to the conclusion of your work. In a work of fiction you want to see your main character develop and change over the course of those chapters. In a work of non-fiction you need to take your reader from a position of knowing very little or nothing about a subject to being well informed. Therefore, make sure that each chapter builds upon what came before it and that they are correctly ordered such that you’re not assuming knowledge of any particular element in one chapter if discussion or explanation of the element doesn’t occur until later on.

(The exception to this rule would be a work of fiction that makes use of flashbacks, in which you might dramatise the outcome of an event before taking the reader back to explain how the event came about as a means of introducing excitement and heightening tension.)

Now go back to chapter 1, position your cursor at the end of the line and hit return. You’ll notice that you’ll have created a new level 1 entry within the list. Tap the tab key once to indent this and type the first of your sub points. In a non-fiction book this would be one of the facts that you need to explore within the chapter. In a work of fiction it would be a plot point – one of the drivers within the story that motivates the changes we will see within the characters by the close of the story.

Enter each point, pressing return at the end of each one, and using the tab key where required each time you need to enter a subordinate point of any existing entry within the outline (when you want to start stepping back up the hierarchy of the outline, hold shift while tapping the tab key). Repeat this for every chapter until you have completed the outline.






Apple Pages and other word processors


Word certainly isn’t the only application that lets you create an outline in this manner. Although not all word processing apps have a dedicated outline view, most do at least have list-making tools that work in a similar manner. Use them to build a comprehensive, multilevel, hierarchical outline that will guide your writing over the next seven days.







 Scrivener


As we outlined in the section on Day 1: Planning
 , Scrivener is one of the most powerful and respected long form writing tools you can buy. A large part of this is down to the fact that it has excellent planning and document management tools built-in at its very core.

When you first fire up Scrivener it will ask you what kind of document you want to create, with preset document types for fiction, non-fiction, poetry, screenplays and so on. Many of these are tailored in such a way that any content created within them will be automatically formatted in a manner that makes them suitable for submission to a literary agent or publisher. Naturally, the whole point of being an indie author is that you don’t need to pass your work through these organisations on its way to your reader. You can write, publish and distribute all on your own, so there’s no reason why you necessarily need to conform to these industry conventions. We would therefore recommend skipping the predefined document types and instead of starting with a blank document, which once opened will consist of a draft containing one text file, plus a folder for research and a local trash folder for anything you delete within your document structure. (Scrivener doesn’t use the Recycle Bin built into Windows or the Trash built into OS X to store deleted data. Instead, each book has its own dedicated trash area, which is the repository for any documents you remove from the overall book structure. Text that you delete from within a document is not sent to the trash, but is removed in the usual manner, so it’s still necessary to be careful when removing parts of your work. By integrating a dedicated trash area within each book, Scrivener makes it easy for you to retrieve work that you have deleted and restore it to its original location within the book. If it used the operating system trash feature this would not be possible since each Scrivener work file is effectively a compiled version of the book itself and the operating system would never be able to reinsert the individual deleted document back into the compiled file in the correct location.)
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The basic project structure in Scrivener consists of a Draft folder, an untitled document, a folder for research and a trash can attached to the project itself.






As soon as you start a new Scrivener work file you will therefore notice things are quite different to what you will have been used to in a regular flat form word processor like Microsoft Word or Apple Pages.

Start by double-clicking the file within the draft section in the Scrivener sidebar and rename it, choosing whatever you want as your chapter title. It’s not necessary to include ‘chapter 1’, for example, as you can set Scrivener to do this automatically at the point where it comes to compiling your book.

You can create as many new documents as you need by clicking the large green + on the application toolbar, and create folders into which you can organise chapters-worth of documents by clicking the folder icon at the bottom of the sidebar.

Clicking on a document in the sidebar opens it in the main view to the right. This is purposefully fairly unadorned so you can largely concentrate on entering text, but you will see that there are some formatting controls at the top, which you can use to embellish it.

Although it’s tempting to start jotting down notes within the main body area of a document while building your outline you should instead make use of the information sidebar, which is opened by clicking the blue ‘i’ on the main toolbar. Do this and you’ll see that the information sidebar is split into two primary sections; one of these handles the synopsis and the other is a place you can type some document notes for referring to while doing your actual writing.
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The Synopsis box is used to populate the index cards that you’ll see when you work with your Scrivener project in the cork board view.






The synopsis section is used in the cork board view, which is opened by clicking the cork board button on the main toolbar. In this view each of your documents is represented by a lined index card, on which will be displayed anything you have entered in the synopsis box attached to the document. If you have organised several documents into a folder these will be stacked on top of one another. To view the contents more clearly while in the cork board view, select a folder in the sidebar rather than the Draft project itself that appears at the top of the project tree.

By mapping out your book in this way you will have created a structure into which you can then go on to write its contents. Clicking on the individual documents in the sidebar lets you focus on each one in turn without being overwhelmed by the enormity of the project you have undertaken. Further, should you need to reorganise the work at a later point you don’t need to manually copy and paste between different sections within a single text file as you would if you were working in an application like Word or Pages; you simply click on the document’s icon within the sidebar and drag it to its new position within the overall flow of the book.







 Scapple


Although Scrivener’s built-in tools make it easy to plan your book within the sidebar of your document, the application will also interface very easily with external tools dedicated to the tasks of planning and outlining. Literature and Latte, the company behind Scrivener, produces one such tool with its own: Scapple (see https://www.literatureandlatte.com/scapple.php
 ).
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Scapple lets you map out your book using a web-like structure simply by clicking on the canvas and dragging connections between the various elements.






Again, it’s very competitively priced, and there is a generous free trial available, which should last long enough to give you time to plan out the whole of your first book if you choose to do it that way.

It takes a free-form approach to planning, in which you start with one central idea and then branch off in all directions from there. This central idea will likely be the theme of your book, and the first level entries on each branch will probably be your individual chapters. Each of these branches can be subdivided still further so that you can pull out related points that need to be covered within each one.

If you find it difficult to plan in a linear, top-down fashion, this kind of mind-mapping approach may well suit you better. You don’t need to think in a logical manner as you can skip back and forth between your chapters and subsections in whichever order your ideas occur to you. 


You can also immediately see those areas that are running rather short, as while some branches may be well populated others might have just one or two ideas attached. This would let you see at a glance when you should start amalgamating smaller related chapters into one thematically-related section, or breaking down any that are becoming too large and unwieldy.

As Scapple and Scrivener are developed side-by-side it’s perhaps no surprise that you can export your Scapple document map directly and import it into Scrivener, to provide you with a ready-made document outline with all of your folders and sub documents in place and ready for you to populate with the contents of the book.







 OmniOutliner


Scapple is available for both the Mac and the PC, and both platforms enjoy a wide range of alternatives if it doesn’t precisely suit your needs. One of the best for Mac users, which takes a more traditional point by point approach similar to that offered by the outline view in Microsoft Word is OmniOutliner (see https://www.omnigroup.com/omnioutliner/
 ).

As its name suggests, this is a dedicated outlining application for creating hierarchical lists with main points (your chapters) and sub-points within them. Again, you can easily indent and outdent points to demote or promote them within the hierarchy so that you always know where your chapter breaks are, and the points where you’ll be moving from one key section onto another.

As a dedicated tool, it’s hard to beat for linear planning, and as with Word you can quickly and easily adjust the running order simply by dragging entries up and down the running order. You can also add notes to each one so that when it comes to writing each scene or chapter you have more than a simple header to refer to.

When you’ve finished working on your outline you can export it in a variety of formats for use in third-party writing tools. If you’re following our advice and using Scrivener as your main writing tool, selecting OPML (Outline Processor Markup Language) at the point of export will convert it to a format that you can import directly, and which Scrivener will use as a map to automatically build discrete documents within the sidebar, each of which will be pre-populated with the contents of any notes you add to the headers. (Select Import from the File menu inside Scrivener, and choose Files… as the import type.)
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OmniOutliner is a Mac-based application that focuses on creating multi-level outlines. Similar applications are available for other platforms.








 What makes a good outline?


A good outline will be both comprehensive and logical, allowing you to quickly work your way through each point in turn without wondering where you’re heading next.







 Non-fiction outlines


A workable non-fiction outline will be a multi-level point-based document in which there is a clear distinction between the main chapters and the headings that reside within each one. There should never be any question about where a chapter begins, and neither should you find yourself wondering whether a particular point appears inside of another or stands on its own.

For example, if you’re breaking down your document into sections and sub-sections, you’ll need to use slightly different formatting options for each level of heading. It should be clear to your reader from the size and weight of the text used to typeset each heading how important the section is. Consider this document structure:





Chapter 1: Dogs and cats

Dogs

Labrador

Sheep dog

Collie

Old English

Poodle

Terrier

Cats

Tabby

Persian

Berman





When the sections are indented like that we can clearly see that we’d be working to a four-level structure if we were to flesh this out into a fully developed chapter. The chapter title would be rendered in the largest, heaviest font, the ‘Dogs’ and ‘Cats’ sections would have slightly smaller or slightly lighter text. The sections labeled ‘Labrador’, ‘Sheep dog’, ‘Poodle’, ‘Terrier’, ‘Tabby’ and so on would use a smaller heading, and both ‘Collie’ and ‘Old English’ smaller or lighter formatting still – perhaps as small as the regular body text.

You can often apply these styles simply by selecting them from a drop-down menu in your editing application, but without first generating a logical and hierarchical outline like the one above during the outlining phase of the project it’s easy to get lost and apply your styles illogically while writing the text itself.

Work out how important each heading is and it will help you to keep your work properly structured when you come to write it up. It will also let you see at a glance whether you have omitted anything from one of your sections, and where you need to insert a new point that may occur to you during the writing process.







 Fiction outlines


You may think that when you’re writing fiction you have a lot more freedom to structure things exactly the way you want. Well, you don’t. Not really. If anything, the structure you should adopt when writing fiction is actually more rigid than the one you’d adopt when planning a work of non-fiction.

You have no doubt heard the adage that there are only seven (or so) stories in the world, and that every story ever told is a variation on one of those themes. Whether you buy into that or not, you can’t deny that most successful stories follow a set structure with three key moments of action off the back of which the whole of the rest of the story is hung. In short, it works like this:


	Inciting incident

	First plot point

	Second plot point

	Failure

	Success

	End



The inciting incident is the occurrence that sets off the chain of events about which you’ll write in your story. Bear in mind that every story, regardless of its theme, starts with a change, and is about the way that the change is either accommodated or overturned by the characters.

So, the change at the start of Jane Austen’s Pride and Prejudice
 is the arrival of the wealthy (single) Mr Darcy. The rest of the story is about how his arrival changes the fortunes of one particular member of the Bennet family. The inciting incident in the film Alien
 is the detection of a distress signal, which causes the star freighter Nostromo to wake up its crew so that they can go and investigate.

The first part of a work of fiction deals with how this event changes things, with the main character making up their mind that they are going to have to do something about it when the narrative reaches the first plot point.

As you’ll know from real life, people are often only inclined to do something about a particular situation when it affects them personally, so in the lead up to that first plot point, which should appear around a quarter of the way into the book, something dramatic must happen that connects your main character to the inciting incident (perhaps the inciting incident was the discovery of a dead body, and at the first plot point the main character is accused of the victim’s murder; before the end of the book she must therefore prove her innocence). In the film Alien
 , the first plot point occurred when the infant alien burst out of John Hurt’s chest and the crew realised that they were sharing their craft with a parasitic creature that wanted to eat them. They are therefore motivated to start doing something about the situation in which they find themselves. 


Between there and the next plot point, which will appear around half way through the book, things generally start to go badly for the main character so that by the time the second plot point occurs they can suddenly come to their senses and start fighting back. At this point you should be giving new hope to the reader that the character they’re rooting for might succeed after all.

As we move on from here, though, there’s usually a reversal of fortune. Things start to go awry for the main character once again. They start to fall foul of the traps laid for them by the antagonist (which could be another character or simply fate) until by three quarters of the way through the book all seems to be lost.

With only a quarter of your allocated pages left to fill this is the point at which the hero stages an impressive comeback. They will overcome the apparently insurmountable forces ranged against them (be careful not to make them so insurmountable that the reader writes off her achievement as silly and unrealistic) and from there on it’s success all the way to the end of the book. Order will have been restored, and either the change that instigated the story will have been rolled back, returning the fictional world about which you were writing to its original state, or the characters within the story will have learned to accommodate the change and, unless you’re breaking between books in a trilogy or other multi-part series, they should ideally be in a better position than when the reader first encountered them at the start of the story (nobody really likes a book or film that ends on a downer).

This may sound uncomfortably restrictive, but if you’re happy to work within it – and most authors are – it can be quite liberating. It establishes a loose framework within which you can organise your work so that it doesn’t go wandering off and your story is saved from becoming bloated and unmanageable. It also gives the book sufficient texture, with evenly spaced ups and downs, to keep the reader engaged until they turn the last page (or swipe to the last screen if you’re writing an e-book).

You may find that if you’re planning a work of fiction, sketching out the six points above is a good first step. Note down what happens when you hit each one in the flow of your story, and then start inserting the intermediate events between them. You can add as many extra lines and plot points as you need, so long as you try and keep the first and second plot points around 25% and 50% of the way through the overall manuscript, and the point of failure at about 75% for a balanced result.







 Outlines step by step


It’s impossible to overstate the importance of your outline. It will be your only companion during the writing process, and when you start to get lost in your text, as will be almost inevitable when working on a large body of work like this, it’s the outline to which you’ll return again and again.

It’s vital that you put in adequate time at this stage. Don’t be tempted to sketch out just very brief details and headline titles, but instead dig deep into each section. You have a whole day to complete this stage, so use it wisely.

Think of your outline the way you would think of notes for a presentation. The most successful presentations are those in which the slides that accompany you are just a single picture each, or a single keyword. Restricting the amount of content on the slides themselves means that your audience will have to listen to you and pay attention if they want to follow what you’re saying. 


It’s a well-known fact that slides populated with the whole of the presentation, which the presenter then merely reads out to the audience, are less effective. In these instances the audience merely reads the slide themselves, which they can invariably do far more quickly than the presenter would like, after which they tune out until the presenter moves on to the next slide. Presenting like this is a waste of the presenter’s time. They may as will print out their slides and hand them out to the audience, then sit down quietly while they read them through.

For this reason, a presenter who is working with slides should keep the slide content to an absolute minimum and instead write themselves a series of comprehensive bulleted notes either in the presenter notes area of their presentation application or on paper.

When working on the outline for your book, put yourself in the place of this presenter and imagine that he has a terrible memory. He wouldn’t want to risk stepping on stage in front of a large audience and being unable to remember what the single word or picture on each slide relates to and how he should talk the audience through them. In this instance the presenter would spend a considerable time before giving the presentation writing a comprehensive outline that would save him if and when it all went wrong in front of the audience. He wouldn’t risk cutting short this stage in the process even though it isn’t a part of the job that will ever be seen or fully appreciated by the audience.

The same is true of the outline that underpins your book. The audience won’t notice that it’s there, but without adequate preparation you can’t help but deliver to them a substandard product.

If you’re working in Scrivener then the software itself will take some of the sting out of the task at hand. Your outline, which you create in the sidebar or import from an application like Scapple or OmniOutliner, represents the fundamental structure of your document. Because you’re already working in the application in which you will complete the writing tasks, the outlining stage doesn’t feel quite so onerous or detached. Moreover, you can treat each document within the outline as a subheading within your book, or like text boxes that you simply fill in as you go along.

Each point in your outline will be a different document in the sidebar. By making the outline as comprehensive and detailed as you can you will have broken down the book in a granular manner. You will be able to see at a glance how the story or non-fiction exposition develops and be able to tackle whichever part you choose at any point. 


For example, if you’re writing about a particular character and find that you have developed an easy flow you may want to carry on writing about that character rather than switching to another scene that involves others. By breaking down your outline to the scene level you will be to switch straight to the next scene involving those characters and carry on working as though you are writing just a single story that involves their thread within the larger book. This may allow you to write a more cohesive arc for that particular character before you go back to the beginning and write threads that involve one or more of your other characters. Breaking down the book this way makes it feel an awful lot less intimidating.

In a non-fiction book you can employ a similar tactic. Fact-based books can often be broken down thematically, allowing you to define ‘scenes’ on the basis of overarching ideas, theories, methods, events and so on. Often – particularly in the case of events – these will lead on one from the other, allowing you to define a route through the book that you follow while writing, which shouldn’t be obvious to the reader once they pick it up.

Identifying these threads through your work and using them as shortcuts that will help speed the writing process is only possible if you break down the book into its constituent parts while outlining the work as a whole. A day spent thinking about the structure at this stage and mapping it out can easily save more than a day when it comes to writing it.

With a comprehensive, granular outline in place you only need to fill in the blanks in each instance. Clicking on the individual scenes within the outline during the writing phase presents you with far smaller tasks at each point. When incorporated into the flow of the book itself, a sufficiently detailed outline will require only a page or so of original published text against each element within the document tree. That means that at any time you only need to consider a small part of the book at any point and need not think about what comes next since that has already been noted down. 


When you delegate responsibility for guiding the flow of the book to a written outline you’ll find you have freed yourself to not think about it any more and can devote the whole of your time to writing.

That’s the next stage in the process.
















Days 3 to 9: Writing






Finally you’re at the stage where you can start writing. It might feel like it’s taken a long time to get here, but as you’ll see when you sit down and start putting your words on the page, the preliminary work you’ve done, planning the content of your book, setting up your workspace and building a comprehensive outline will start to pay off from this point.







 Setting your daily word rate


How long is a book? It’s a bit like asking how long is a piece of string.

It’s one of those meaningless questions, since the ‘correct’ length of a book depends entirely on what its contents can sustain.

Notice that we’re making a distinction here between how long a book is and how long it should
 be – or, in other words, its ‘correct’ length. Some books are dreadfully over-written and flabby, and contain far too much content that could easily be removed without making the rest of the story or non-fiction exposition any less coherent.

As an indie author on a tight schedule you need to make sure that there is nothing to cut out. Don’t allow yourself to write flabby, useless words that don’t contribute to the overall success of the product. Each word that you write beyond what is absolutely essential is a waste of your time and will prevent you from completing the task. That’s why a comprehensive, detailed outline is so important. It keeps you focused and makes sure that you only write what you absolutely have to. You will benefit from getting further in less time, and your readers will benefit, too, as it will make your writing more relevant and snappy, and they won’t feel like they’re wading through a lot of irrelevant content looking for the parts they need to read.

So, the key to writing a book in a fortnight is working out not how long your book should
 be, but how long it needs
 to be, and then breaking it down into manageable chunks.







 How long is your book?


You have very limited time to write your book, and you can only write at a certain speed. Everyone works at a different speed, so it’s best to approach the question from the opposite direction. You have a deadline that you want to hit, so how many words can you realistically get on the page before you run out of time?

We’d seriously advocate setting yourself up with a voice recognition system so that you can dictate your book (we’ll come to this later in this chapter) but if you’re working with a regular keyboard you’ll obviously have to type every word yourself. This will almost certainly be somewhat slower than dictating.

Start by working out how quickly you can type by testing yourself at typeracer.com
 , which feeds you random sentences from sampled books and tests how quickly you can type them out yourself in a race against other anonymous users.

If you’re achieving results of 60 words per minute (wpm) or more you’re doing pretty well, but it’s unlikely that you’d be able to sustain this over the course of writing your whole book. You’ll need to take breaks, you should rest your hands periodically so you don’t risk doing yourself any harm, and you will need occasional thinking time as you move from one point to the next. Halve whatever score you achieve on Typeracer to work out what it’s possible you could sustain throughout the seven days of writing.

Don’t worry if this sounds slow. An average of 30wpm is more than enough to write a 50,000 word book in a week, and once you know the rate at which you’ll be writing you also know when you need to hit key milestones so that you can monitor your progress and check that you’re on track to complete on time.

If you know that you can only manage 50,000 words over the course of your week of writing, you know that you need to put out just over 7000 words a day (7142 to be exact). At 30wpm you’d only need to write for four hours continuously to achieve 7200 words. We wouldn’t advocate typing for four hours straight as you’d likely do yourself an injury, but it does mean that you have plenty of time to take regular breaks and still hit the 50,000 word target, or write for a little longer each day and either bank extra time for your editing at the end of the cycle or put out a longer book.

Assuming these metrics roughly equate to your own rate of writing, if you’re working on a piece of fiction and following the structure we detailed in the fiction outlining section
 , you’d be looking to reach your first plot point around half way through your second day of writing, and the second plot point at the end of the third day. That doesn’t seem nearly as daunting a prospect as the idea of writing the whole book from scratch would have done before you sat down and started mapping it out.







 Set ambitious, but achievable targets


Setting targets is important as it gives you something to aim for, and this project is all about targets – on multiple levels.

You have one overall grand target that it will take you two weeks to accomplish and, along the way, smaller daily targets that will help you to monitor your progress and should keep you motivated. At the end of each day you’ll know where things stand and can manage your workload – and expectations – for the following day, all of which brings us back to how long your book needs to be.

By calculating your typing rate you can work out how much it’s theoretically possible for you to achieve during the seven days of actual writing, and thus far we’ve been talking about a 50,000 word volume. But what if you can consistently achieve a typing rate of 80wpm, which with thinking time and breaks factored in would give you a long-term rate of around 40wpm? Conversely, what if you can only manage spurts of 40wpm, and would likely only reach 20wpm in a sustained writing session? Naturally this will have an effect on the length of book you could write.

We selected 50,000 words as it represents a fairly slim but viable book. At 350 words per printed page it would come to around 150 pages if you bound it as a regular paperback, which should be enough for an episode in a series-based story, and plenty if you’re writing a fact-based self-help book.

However, most printed commercial fiction runs to between 80,000 and 100,000, which would mean you’d need to write almost twice as fast (or for twice as long) if you wanted to put out a work of that length within the two week schedule (and you’d ideally need some extra time to complete the editing tasks, too, which means that, if anything, you’d actually need to reduce the number of days you spent writing so that you didn’t skimp on the important final step).

So is 80,000 to 100,000 words a viable option on such a short turn-around? That’s something only you can answer, but we’d urge you to aim for quality rather than quantity. Don’t cheat your readers by putting out a poorly-written saga. Instead, give them a crafted piece of work in which the effort you’ve put into it (and your talent) shines through.

At the same time, though, set your self an ambitious but realistic target. This may be your only chance to put aside enough time to write the book you’ve always felt was inside of you. Allocate yourself sufficient words to get it down on paper and don’t squander the opportunity to earn yourself an audience. If they decide they like what you write – and want more of the same – this could be the start of a whole new career.







 Take care of yourself


At this point, we need to take a step back for a moment and talk about your health.

Writing a book isn’t like digging on a building site, mending holes in the road or fixing cars. It’s not inherently physical work, but that doesn’t mean that it’s entirely harmless, either. Sitting in one position for too long isn’t good for you.

More and more of us spend long periods sitting at a desk, and ideally our annual leave would be spent doing something that breaks that cycle, even if it’s only lounging around on a beach or beside the pool. By moving from one desk to another during a two-week break you aren’t giving your body a rest, but replicating the environment in which you spend a large part of every week (unless, of course, your regular day job is not desk-based).

Sitting for too long isn’t good for your back. It doesn’t exercise your spine and if you have a poorly-designed chair or a chair and desk combination that doesn’t work well together your tendency will be to slouch, ride low in your chair or hunch over the keyboard, none of which is good for your circulation or your posture. You may strain your neck, harm your muscles by sitting for too long without moving, and on a longer-term basis risk more serious problems like heart disease, varicose veins and poor circulation. (See this info graphic at the Washington Post for an excellent exposition of the various dangers associated with sitting for too long each day: http://apps.washingtonpost.com/g/page/national/the-health-hazards-of-sitting/750/
 )

Of course, these problems might only come to the fore over a longer timeframe, not just during the two weeks you’ll spend writing your book. However, there is a more pressing issue that should be considered when trying to write a book in so short a time: Repetitive Strain Injury (RSI).

As its name suggests, RSI usually comes about as a result of performing the same task again and again and again, and something as simple as clicking around with your mouse or – in this case – writing intensively using a keyboard makes you susceptible. You should therefore ensure you take regular breaks while working on this project, and if you feel any numbness, aches or pains or have any worries that any other symptom could be an indication of a developing problem you should stop right away and seek professional advice.

Long-term issues associated with Repetitive Strain Injury are serious and can be debilitating. It’s a very serious issue and one that should not be ignored.

Therefore, make sure you build in regular breaks as part of your writing activity and consider using a system like the Pomodoro Technique to institute regular breakpoints throughout the day.

The Pomodoro Technique was developed in the 1980s by Francesco Cirillo who named it after the tomato-shaped kitchen timer that he used to use to time his work sessions while at university. (Pomodoro is Italian for tomato.)

The technique requires that you set the timer at the beginning of a work session for 25 minutes, start it going and, when the timer rings, take a five minute break. For every 30 minute session, therefore, five minutes should be spent away from your keyboard, preferably standing up, walking around and resting your fingers and hands. That would be an ideal time to do some stretching exercises and shakeout your limbs.

After every four timed sessions (so, after a couple hours) you should then take a longer break of between quarter and half an hour. Move away from your computer, try and put the book out of your mind during this time so that you return to it fresh, and once again perform some exercises to get the blood flowing again.

It’s easy to implement the technique using a kitchen timer, or the timer on your oven if you have one and it doesn’t require that you switch the oven on to use it. There are also apps for various smart phones that will apportion your working periods for you, sounding the necessary alarm at the point where you should take a break.

Delegating responsibility for your schedule to an application or a physical timer like this is a smart move as it is too easy once you get involved in the writing process – particularly if it starts to go well – for you to get your head down and just start ploughing through the work. While this would help you to achieve your prescribed word count, we would counter that doing so to the detriment of your health is an unwise move. Further, taking regular breaks will refresh not only your body but also your mind and will help you to work more efficiently overall.

It’s up to you how strict you are about breaking off at the precise second when the timer sounds, and it is tempting to carry on to the end of the current sentence, paragraph, page and so on if you’re worried that you will lose your train of thought before you return to your work. However, there is much to be said for stopping as soon as the bell rings, even if you’re in the middle of a sentence. Returning to an incomplete piece of work means that you’re not starting again from scratch at the beginning of a new sentence or section. You are merely picking up something that has already been started for you (by an earlier version of yourself, of course), and so have the benefit of an entry ramp to launch you back into the creative flow.






Legitimate hurdles


On the back of what we’ve said about dedicating yourself to the task, what we say next is going to sound like a terrible contradiction. Be sure you understand our reasoning, though, and bear in mind what we’ve said above about looking after your health, and it doesn’t seem nearly so outlandish…

Sometimes it's OK to fail.

Indeed, sometimes a failure to complete the 14 day writing process isn't actually a failure at all, so much as an acknowledgement of genuine barriers, which will almost always be related to your physical wellbeing.

As you'll see if you set out to follow the plan outlined in this Undercover Guide
 , writing a whole book in just two weeks is no small undertaking. Even if you're dictating it, which we would recommend you do if at all possible, the mental effort involved in getting so many words down in so short a time can be an exhausting process. If you find – or even merely suspect – that this is impairing your ability to do other tasks, such as driving or taking care of your children, in a responsible manner, then you should ease back on the writing, introduce more breaks, and accept that it's going to take you a little longer to complete the task. This is an entirely legitimate course of action, but try not to lose your enthusiasm altogether and give up.

Likewise, if you find that spending too long in one location or one position, or any aspect of concentrating on the task for so long is leading to any kind of physical strain, including, but not limited to, back or neck ache, pain your legs and so on, then again it is important that you listen to your body and respond to its needs. There's no point in publishing a book if it impairs your health, either short term or long term.

Stopping or slowing work for any of these reasons does not mean you have failed in any way – it means that you have done the proper, responsible thing. These are legitimate hurdles, not excuses, and they should not be ignored.







 Dictating your book


If you have any means of dictating your book you’ll not only find it a more comfortable experience since you can usually walk around while working if you have a wireless microphone or headset with a long cable, but you will also find that you can work more quickly.

Everyone talks at different speeds, but in general we average around 140 words per minute. You will have to trim this slightly when using dictation software so that you don’t confuse it, but it’s not unreasonable to expect a rate of around 100 words per minute when working this way.

At that speed, if you remain focused, you could theoretically put down around 5000 words in an hour, although in reality this would be somewhat optimistic. It would also require that you have produced a very detailed outline, since dictating your work means you need to think more quickly about what comes next. The naturally slower way of working inherent in typing your work rather than speaking it gives your mind time to consider what comes next, and if you haven’t worked with dictation software before you may find that it takes a little bit of getting used to the idea of speaking off the cuff.







 Dragon software for PC and Mac


There are several dictation applications to choose from, but we have had good experiences with the products from Nuance. Indeed, we used Dragon Dictate for Mac to write this book, which allowed us to put down 17,000 words in the first two days, thus slightly exceeding the word rate target outlined earlier for creating a 50,000 word book.

The applications are refreshingly easy-to-use and require only a short period of training during which they learn to recognise your voice and the way you speak by asking you to read a few set texts while they listen and analyse your speech patterns.

No voice dictation application is perfect, but these are undeniably very good. In our experience we regularly achieve between 95% and 100% recognition accuracy, and on those occasions when it does make a mistake it’s easy to pick an alternative from the list of suggested replacements, one of which is almost always what we had said in the first place.
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Should you find that Dragon Dictate mis-hears you the first time around, what you wanted it to transcribe can often be found in the panel of alternatives.






They aren’t particularly cheap, but they do help you to remain productive and focused on the job in hand. If you don’t speak for a while the microphone goes to sleep, and this provides an effective incentive to keep you talking and working. Further, because you can stand up and step away from the keyboard, and work with your hands in your pockets, there is less temptation to switch to the browser, look at a few web pages, check your social feeds and so on when you should be working. There is something more natural about talking rather than writing and working this way helps you to picture your reader. The resulting manuscript should flow better as it will have been written as though you are talking directly to the person who is reading it. For a non-fiction book this should result in facts, stats and ideas that are more easily digested because they have been explained in a more natural manner. In a work of fiction it should help you to compose more realistic dialogue, which is one of the aspects of a book that really helps to bring your characters to life and simultaneously one that’s all too easy to get wrong.







 Built-in speech recognition tools


Both Windows and the Mac operating system, OS X, have speech recognition tools built-in, which may be sufficient for your needs, and are certainly worth trying out before investing in a piece of third-party software.

In Windows 7 you can activate speech recognition by clicking the Start button, clicking All Programs and opening the Accessories section. Here, click Ease of Access and then click Windows Speech Recognition. On Windows 8, return to the Start screen, type ‘speech’ (without the quotes) and then click on Windows Speech Recognition in the list of matching programs.

You will need to have a microphone attached to your computer. If you do, say ‘start listening’ or click the microphone button, then switch to the application into which you want to dictate your work and start narrating your book. Windows will convert what you say into text.

Like the Dragon applications, Windows is able to offer alternatives for anything it may have heard incorrectly. These are displayed in the Alternatives panel, and you can use them to swap out misrecognised text by saying ‘correct that’ and selecting the item within the list that you want to use as a replacement for the text in your document.

Note that speech recognition is only available in English, French, German, Japanese, Spanish and Mandarin (both Chinese Simplified and Chinese Traditional).

When running an up-to-date version of OS X on the Mac, you’ll find the option to start dictating at the bottom of the Edit menu in most applications, or you can invoke it by double pressing the ‘fn’ button in quick succession on your keyboard.







 Stay focused, stay motivated


Although you’re cramming this whole project into a fortnight, of which the actual writing part takes up just 50%, it’s easy to find your mind wandering and your attention starting to wane. The first thing to do when this happens is to forgive yourself. You have embarked on an ambitious undertaking and it’s not surprising that from time to time your mind turns elsewhere.

However, at the same time don’t get complacent. Your time is limited and if you don’t use it wisely you’ll have passed your deadline without reaching your goal, and at that point you’ll likely lose momentum. Once you have already failed to complete the task within your set time it’s very easy to allow yourself another week, then another, then another as everyday life gets in the way. The idea behind the 14 day writing plan is to block out a specific and limited period in which to achieve a specific goal. If you allow the job to stretch beyond this limit there is no reason why you shouldn’t put it to one side for a while and come back to it later, except for the fact that there’s a good chance you never will return to it. Any time you have already spent on the project will have been wasted and the idea of sacrificing just one period of annual leave for the sake of achieving a lifetime’s goal will have counted for nothing. You therefore need to make sure that you employ every tactic possible to keep yourself as focused as you can on the job in hand until you reach completion.






Set targets and goals


As we have already discussed, you need to work out a realistic yet ambitious daily quota that you can work towards so that you can chip away at the overall total. Don’t hide this number while you’re working on the book. If you’re using a regular word processor, write it down on a sticky note and attach it to your monitor. Every morning, count the number of words in your book, add that to the number of words you need to write that day and then update the number on the note. So, if you need to write 7200 words per day and on the first two days you managed to put down just 12,000 in total, you’re running behind. You should be at 14,400, and by the end of day three you would need to be at 21,600 if you wanted to keep up with your schedule. That number should therefore be your target for the next day of writing, even if it means you need to write more than your quota. Write it down on the sticky note, attach it to your monitor and work towards achieving that goal.

Don’t pursue the goal in a way that would be detrimental to health. As we have already explained, it is important that you do not risk developing Repetitive Strain Injury or injuring yourself by sitting for too long in your chair.

Use the Pomodoro Technique if this works for you, or alternatively set quota-based rewards, such as making yourself a cup of coffee when you are at the end of the next 1000 word chunk, breaking for lunch after 2500 words, and so on – whichever fits with your schedule and depending on the time.

At the same time, while you’re using hot drinks or other treats as rewards (chocolate bars, fruit, biscuits or whatever you prefer) keep a jug of water nearby so that you always have something to drink to keep yourself hydrated, refreshed and alert. This will save you from having to head for the kitchen too often, but be careful when you have water near any electrical devices.






Use Scrivener session targets


If you’ve followed our advice to write your book using Scrivener, you can use the application to track your progress in an even more logical manner. The more you write each day, the less you still have to do, both of the overall project and of your daily word count. Scrivener therefore lets you specify both how much you need to write overall and how much you want to write each day and will track your progress using bars for each that grow from zero to the specified quota as you work. Not only do these get longer as you carry on writing, but they change colour, starting out red to indicate that there’s a lot of work still to be done and ending up green to indicate completion.

To set your draft and session targets (‘draft’ for the overall book and ‘session’ for how much you want to write each day), open the Project Targets panel by selecting that option in the Project menu or use the keyboard shortcut shift-command-T.
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Scrivener can keep track of your progress and display a graph that illustrates how far you are through the project, which can help keep you motivated.






You can switch between specifying how many words or how many characters you need to write, and in most cases you will want to leave this set to words – the default. Double-click on the second value in the draft target section and enter the number of words you want to produce in the book overall – say, 50,000. Now repeat this in the session target section below, entering the number of words you want to write each day. You can change how Scrivener determines what constitutes a session by clicking the Options… button and changing the option in the Session Target drop-down menu. We would recommend choosing the option to ‘Reset session count at midnight’ so that when you start working again each day it starts counting from zero in the session target section, while still being able to close Scrivener when you go to lunch, for example, without losing track of how much you have written that day.
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Setting the end of a session as midnight means you can open and close your Scrivener project as often as you want during a single day and everything that you add to your documents will count towards your project total.






You will notice that it is also possible in this panel to set an actual chronological deadline, which you can use to specify the end of the seven-day period of your writing. Do this and Scrivener will display how many days remain within your allotted time below the session target box.

Keeping these targets on display while you work is highly motivating since you can see the session target bar grow fairly quickly as you work, and as your overall document gets longer and it becomes more tricky to see just by looking at the text how much you have done each day this gives you a quick visual reading of your progress. Filling up the bar can quickly start to feel like a game.

After a couple of days of writing, the draft target bar will have encroached some way into its area within the targets dialog, so although you will be starting from scratch on the session target every morning at least you can see – and be motivated by – the fact that you have made significant headway on the book overall.






Introduce an element of jeopardy


Visual rewards like this should be enough to keep most writers motivated and focused on their work, but for some the lack of any disincentive may be their downfall. Some people need less of a visual carrot and more of a jeopardy stick.

If nothing bad is going to happen other than a sense of disappointment and failure if you don’t keep writing and complete the project, it’s too easy to convince yourself that it doesn’t really matter if you slow down or even pause for a while, maybe just to check what’s happening in the news or watch a bit of TV. For many this will be just enough temptation to see them fail entirely. They need to know that there is a more significant disincentive to becoming distracted than merely wasting time.

In such instances, take a look at Write or Die (see http://writeordie.com/
 ), a word processor that really will punish a wandering mind. It’s available for Windows, Linux and the Mac and although it doesn’t have integrated planning tools like Scrivener you can, of course, copy and paste your work out of it into a Scrivener document.

The idea is that you set a minimum number of words and a time limit. So long as you carry on typing, Write or Die will act just like any other word processor, and if you choose to use the Reward Mode it will show you pictures of kittens, dogs and so on as you progress. Alternatively, if you have a phobia of spiders you can set it to display an image of a spider if you don’t make sufficient progress.

So far, so benign.

However, Write or Die was never originally designed to be so gentle, but instead to introduce genuine jeopardy in a manner that will encourage you to carry on working regardless. Switch on Consequence Mode and the application will start to delete your words if you don’t carry on working. By default it will warn you that it is about to start doing this by changing the colour of the writing window, which acts as a reminder that you need to start working again. However, for the ultimate incentive to keep typing no matter what, you can invoke Startle Mode, which won’t give you any warning before it starts to delete your work.






Dealing with writers’ block


We wouldn’t necessarily recommend using Write Or Die in every instance, but it certainly has its uses and it is very much an incentive to carry on working. It also proves one very important point: there is really no such thing as writers block.

It’s undeniable that from time to time you will have trouble getting words that you are happy with on to the page, and it may also be difficult even to put down relevant words, regardless of their merit. At this point it is very easy to take your fingers away from the keyboard (or to mute your mic if you’re dictating your book) and claim that you’re suffering from writer’s block.

To prove that you’re not, simply type something. Anything. It doesn’t matter what it is. If you can get any word onto the screen, you’re not suffering from writers’ block – you’re simply suffering from an inability to allow yourself to write badly.

It’s easy to confuse impossibly high standards with writers block, and to be reluctant to write anything that doesn’t meet a certain grade. When this happens, you’re suffering from merely the symptoms
 of writer’s block, even if it’s by no means certain that the phenomenon actually exists.

An application like Write or Die, which forces you to write or suffer the consequences proves that overcoming writer’s block is a simple is allowing yourself to write something that is less than perfect. It’s surprising how easy it is to start writing again once you know that if you don’t your words will be deleted. All you need to do now is keep that in mind when you’re writing in a regular application like Word or Scrivener every time you start to find the going tough. Allow yourself to write sub-optimal prose in the knowledge that you have at least three days of editing ahead of you at the end of the writing process.

During these seven days of getting words onto the page, all you are doing is working on the first draft, and nobody expects first drafts to be perfect. Every writer works in a different manner and each to a different standard, but it is almost universally accepted that nobody will produce anything close to perfection on their first attempt – even regular commissioned authors writing for large publishing houses.

Successful books, it’s said, come together not in the writing but in the re
 writing. As you work through multiple revisions in the editing stage you will iron out the kinks, bumps and imperfections in your work to produce something far better then you’ll get down on the page in the seven dedicated writing days. Allow yourself the luxury of imperfection at this stage in the knowledge that perfection (or something close to it) is your goal on days 10 to 13.







 Your writing environment


If you’re serious about writing, you need to treat it like a regular job. You can’t look upon it as a hobby or pastime that you indulge in when the mood takes you. By all means find a comfy corner, light some candles and settle down with a hot drink if that helps you to concentrate, but don’t make the mistake of believing that you can only write when you feel ‘inspired’. If you wait for inspiration to strike, it will take an awfully long time for you to get to the end of your book.

You therefore need to work out how you can keep writing at those times when you simply aren’t inspired. How do you force yourself to stay in your chair and keep putting down words as you work towards both your session target and your overall word count for the completed draft?

It takes discipline, obviously, but it also requires that you find an environment that is conducive to work. It’s unlikely that this environment would involve sitting in front of the television in an easy chair, but for some people it may well do (particularly if you live in a small house with other people and don’t have anywhere that you can call your own).

Fortunately, writing is not an activity that requires a great amount of space. Jane Austin famously wrote on a very small table at the end of a hallway, and JK Rowling, author of the Harry Potter saga, did much of her writing in coffee shops.

Although you may consider that the studious surroundings of the library are better suited to writing a book, that’s not necessarily the case, as research has shown that for many people a small amount of background noise is actually conducive to being more productive.

The team behind Coffitivity (see http://www.coffitivity.com/
 ), a free application for the Mac, iPhone, iPad and Android devices have bought into this theory, and now even if you’re not working in a real coffee shop you can feel a little less alone when working on your own at home.

Coffitivity is a simple soundtrack application. When launched it plays back one of three recordings, two of which were made in a coffee shop, and the third of which was recorded in a university library. There is just enough activity in each recording to help you zone out any noise going on around you, or to feel that you are in a slightly more buzzy, engaging atmosphere than you would be if you are typing away in a silent room. If you keep the volume down low, the theory goes, a soundtrack like one of these should help to keep you productive for longer – and to be more creative.

As you’d imagine, Coffitivity isn’t the only service in this arena, and if you’re happy to keep a browser window open while you work there’s also Soundrown.com (see http://soundrown.com/
 ), which offers a wide variety of background soundtracks, supplementing its own coffee shop option with rain, waves, a crackling fire, birds, nighttime sounds, a train, a fountain, white noise and a playground.

Either of these services is a boon for anyone using dictation software to narrate the book rather than typing it directly, since dictating in a coffee shop would be a fairly antisocial activity, not to mention making you feel rather self-conscious.







 Eliminate distractions


Of course, it’s not only noise that can be distracting when you’re trying to write. Many potential authors are poorly disciplined and so as we explained in the section on Day 1: Planning
 – it’s important to try and ensure you are working in an environment that is as free from distractions as possible.

Move trinkets and other objects with which you could fiddle out of the way (unless you need some kind of stress ball or other squeezy device to exercise your fingers and muscles), and limit your access to social networking services.

If you can’t do this of your own free will, then there are two ways you can do it electronically.

At the router level, you can often turn off your Internet access entirely or use any parental control options on the router to block access to common social networking sites that may prove to be a distraction.

If you don’t have access to the router or you don’t want to be changing settings that you don’t understand, install a blocking application on your PC or Mac. These allow you to specify a time frame during which certain sites or the whole of the Internet will be inaccessible from your machine.

If you’re using Windows, Cold Turkey (see http://getcoldturkey.com/
 ) includes a default list of sites that it will block, to which you can add your own. It’s very difficult to circumvent (you can’t quit it through the Task Manager) which means that once it’s up and running you may as well just get on with your work and forget about social networking. It even blocks the back-end entry points for each network, so you can’t use dedicated client applications instead of the browser to get around the restriction.

It’s open source and free to download, although the developer does encourage users to pay a donation and decide for themselves how much of the donation should be handed over to charity, allowing you to contribute to the greater good while writing your book.

Mac users can’t use Cold Turkey, but a similar application – SelfControl (see http://selfcontrolapp.com/
 ) – is free to download and runs on OS X 10.5 or later. You can add whichever sites you want to close off to the block list, including their back end entry points so that dedicated clients don’t work.

You can activate the block whenever you want and it will restrict your internet access until the timer expires. It’s extremely difficult to bypass, as even deleting the application or rebooting your Mac won’t be enough to disable it.







 Avoid looking up facts


You owe it to your readers to produce an accurate body of work. This is particularly true where fact-based books are concerned, but even if you’re working on a piece of fiction you should make sure that your characters live in a believable environment that obeys its own defined rules and conventions (even if that ‘world’ is fantasy, medieval or cosmic). As such, a certain amount of research is essential, but the time to do that is before
 you start writing – not when you’re sitting at your keyboard trying to put down several thousand words every day.

If you come across a blank spot in your knowledge on a particular topic point, make a note in your manuscript and then move on. Don’t break off from writing to look something up online, as it’s far too easy to get distracted and follow on from one link to another until, before you know it, you’ve lost half an hour. If you’re working on a writing rate of 20 words per minute, that half an hour will have put you 600 words behind schedule.

Set aside some time at the end of the day to check your facts if necessary, or write what you believe to be correct and annotate within [square brackets like these] so that you remember to check whether your hunch was correct during the editing phase.







 Don’t edit on the fly


While basic fact checking is acceptable, only do so at the end of each day’s writing – not the start of the next day – and discipline yourself to only inserting those facts about which you were entirely unsure.

Don’t, whatever you do, be tempted to go back and read anything that you have written during the actual writing process or you’ll also be tempted to start editing it. Editing comes later, in days 10 to 13. The seven days between day 3 and 9 inclusive, are all about writing (and outside of your writing hours they’re about getting away from the manuscript, not about polishing what you’ve written).

The trouble with editing on the fly is twofold.

First, it’s addictive. As you start to read back through your work you’ll want to read more and more, and you’ll dig further back through the manuscript, making more extensive changes. Further, because you don’t need to do the hard work of coming up with anything original – you’re simply tweaking what’s already there – it’s much easier to do that than to carry on creating something new.

Human nature being what it is, your tendency will be to want to carry on editing rather than breaking off and getting back to the hard work – the writing. Before you know it, you’ll have lost half a day of writing time and by the time you get to your editing days you won’t have finished your manuscript.

Write now, edit later.

The second reason for not editing now is that the more amendments you find you need to make, the more disheartened you might become.

You need to spend these writing days blasting out the words as quickly as you can so that you get to the end of the manuscript without starting to have doubts.

Doubting your work is a natural part of the writing process, unless you have a particularly high opinion of yourself and your talents. In the early days of a writing project, though, these doubts will have been largely stifled by the enthusiasm you have for the task you have undertaken. You therefore need to power through the workload while you’re still enthusiastic and optimistic and leave the doubts for the editing phase. By that time you’ll have got all of the words onto the page and it will be not only natural
 , but right
 that you should start to have some doubts.

Doubts during the editing phase are what drives you to make the work better. Doubts during the writing phase, on the other hand, are what will drive you to give up on the project altogether.







 Turn off spelling and grammar checking


Spelling and grammar checkers, which monitor your output on the fly and underline typos in red or green, depending on what kind of mistake they are, are a boon when you’re writing a letter or short report for work. However, they should be turned off when writing longer pieces of work like a book.

Every time you see a red or green squiggle, your software is telling you that you’re less than perfect and, as we discussed in the previous point, you don’t need your doubts to be reinforced during the writing process. You also don’t want to be tempted to start keying backwards through your document and inserting corrections – this counts as editing, and should be saved until day 10 or later.

When you’ve come to the end of your manuscript, reactivate the spelling and grammar checkers as you embark on the edit.







 Follow your outline assiduously


Finally, keep your outline close at hand at all times if you’re not working inside of it by expanding each heading into a fully-fledged section. Refer back to it regularly, and stick to its running order.

You created it for a reason: to give you a sense of direction and keep you on track throughout the writing process. You have more than enough to think about while being creative without having to make up what you’re writing as you go along. Stick to the plan for the best chance of success.

Deviating from the plan while writing means that your carefully sequenced points will no longer run on one from the other, and a small change in the first half of the book can snowball as you continue your work. You’ll need to spend much of your time either bending the story back towards its original path, or amend what follows that point so that it still makes sense, which means the day you spent outlining at the start of the process was effectively wasted and may as well have been spent writing instead.

The outline is there to free you up in days 3 to 9 to concentrate solely on writing. Don’t make the mistake of ignoring it only to discover that you end up splitting your time, attention and efforts in two directions: towards both creating (writing) and devising as you go along.

These seven days are too precious to waste through lack of discipline.







 Dispatch to your beta readers


At the end of each day, send your most recent batch of words to your beta readers. It’s up to you how you do this, but make sure that you know which formats they can receive. If you’re unsure, copy and paste it into an email in plain text or convert your work to a PDF (on the Mac you can do this from the Print dialog, but on the PC you’ll need to use an application that has PDF conversion features built in).

Avoid including complex formatting or relying on a particular selection of fonts to lay out your work as you can’t be sure that the beta readers will have these on their computers. You also can’t guarantee, if you’re writing a book to be sold as a digital edition rather than a printed product, that your eventual customers will have access to them, either.

If they prefer, you can also dispatch your work in digital format for either Kindle devices or EPUB e-readers. Many beta readers will prefer this as it means they don’t need to read it while sitting in front of their computer or print it out. If you’re writing your book using Scrivener, you can export in these formats directly using the application’s compile menu option, as we’ll explain in more detail in the section on Day 14: Publishing
 .

However, sending them your work in this format may make it more difficult for them to provide meaningful feedback unless they use their e-reader’s built-in annotation tools and export the results, so be sure to discuss with them in advance what would work best for all concerned.

If you have any doubts, stick to plain text.
















Days 10 to 13: Editing






First of all, congratulations. If you’re reading this guide as you go along, and you’ve got this far, you’ve just achieved something very special and rather significant. You’ve written a book. It might not be a book worth publishing – yet – but with four days of concentrated editing ahead, you will have improved it beyond all recognition by the end of day 13.

If you’ve played by the rules and simply kept your head down and carried on writing for the last seven days without succumbing to the temptation to go back and read it as you’ve gone along, you might not have any idea how well (or how badly) you’ve done.

Don’t worry about that now, and don’t worry if, when you come to read through it again, it doesn’t meet your expectations.

It’s only fair that at this point we try and inject a little realism into the situation. After writing so many words in so few days, you may feel a little elated, and you owe it to yourself to give in to this. However, unless you are either a genius or you have very low standards and are thus pleased with substandard results, what you have written is unlikely to be of a publishable standard at this stage. There are very few geniuses among us, so if you feel disappointed when you read back through the fruits of your seven days at the keyboard, that’s actually a good thing. It means you are realistic and you can see that it still needs some work, which means you are in exactly the right frame of mind to take it forward and make it into something truly great through focused tweaking, cutting and tidying up.

As we said at the outset, it’s during the editing phase that great books are written. Every change you make (and it’s highly likely there will be a lot of these during the first couple of edits) takes you one step further away from the raw brain dump you have created and several steps closer to a polished, publishable product.

Editing is a difficult process, made all the more tricky when you’re working on your own words rather than somebody else’s.

When a magazine editor edits someone else’s copy they aren’t emotionally attached to the words on the page. They will therefore crop and trim flabby sentences, remove obscure words, change the rhythm of the piece, rewrite whole paragraphs and so on until the text meets their own requirements, even if those requirements stray a long way from those of the original author.

An author who edits their own work, on the other hand, finds it far more difficult to make these ruthless cuts. They will have pet phrases that they use over and over, and in many instances they will have written sentences in such a way that they have a rhythm and tempo all of their own, which really only exists in the writer’s own head. They may have come up with particularly poetic paragraphs of which they are proud, and which they would be reluctant to cut even if they don’t make perfect sense.

It’s for this reason that many authors recommend their compatriots to put aside a piece of writing for several weeks – or, better, several months – before returning to it for the edit. You don’t have time for that on the 14 day writing plan. If you’re going to turn around a book in just two weeks then at this stage, day 10 and beyond, you need to be able to detach yourself from what you have written and treat it as though it had been produced by somebody else.

Be ruthless with your own work, don’t allow anything that isn’t 100% clear to remain on the page, and take control of the existing words and phrases yourself rather than allowing them to control you emotionally. Make everything justify its survival and even if you end up removing 10% or more of the book you can console yourself with the knowledge that the result will be snappier, clearer and more concise, and in the process serve your audience better.







 The benefit of a shorter book


When publishing in print rather than straight to screen, long books can seem like a more attractive proposition. Often – particularly in the case of fiction – readers like to lose themselves in a different world. They like a book into which they can retreat at the end of the day, and if they find the world it describes to be attractive and engaging then they will want to stay there longer.

A long book, with a fat spine, immediately indicates to them that choosing that particular title will do just that, providing them with a rounded, well formed world into which they can disappear for several weeks.

If you’re publishing in a purely digital realm on the Kindle, Kobo and so on, there are no spines and so thickness is far less relevant. Although the online stores indicate how many pages there are in a book at the point of purchase, without having the visual shorthand of a physical copy right in front of them this numerical stat will act as a less persuasive reason for shoppers to choose your book over anybody else’s.

You shouldn’t worry, therefore, if your book isn’t as long as those that are topping the traditionally-published bestseller lists, so long as you are still offering value for money. If your book is only 30,000 words long then it will need to provide some pretty specific and authoritative information that isn’t available elsewhere to justify you setting a price that rivals a saga 10 times its length.

However, writing shorter works that nonetheless satisfy the need of a particular audience means you can write more within the same amount of time that it would take you to write one single long book. You will therefore be able to gain greater prominence within the online bookshops more quickly and also spread the risk. If you are writing a series of books in parallel, or multiple non-fiction works on diverse subjects, you have a greater chance of coinciding with the interests of a broader cross-section of the reading public by producing multiple short works than you would in writing one longer volume.

Further, writing shorter books often reduces your costs.

We outlined at the outset that the new publishing landscape is largely free of costs for the indie author. You don’t need to pay to print or ship books around the world unless you choose to publish on paper, and if you’re not too worried about buying third-party advertising you can simply upload your titles to various online bookstores and rely on selling them as a result of user searches.

However, the bookstores naturally take their own cut of the sale price to cover their costs, and while delivery to the customer is often free if you choose to take a smaller royalty, opting for the 70% rate means that with some outlets you may incur delivery charges yourself (the price that the reader sees on-screen includes delivery so they don’t need to add this on when picking between several titles at similar prices).

Editing your book until it’s just the right length, and not too flabby, therefore means that you’ll pay less to have it delivered, allowing you to drop your price a little, and potentially bring it in just under the price of a less tightly-edited rival, which may be just enough to swing you an extra sale.

If you’re selling printed books, the same holds true. Print-on-demand services will price up your book according to its length (alongside the paper you choose, its physical dimensions and whether it’s printed in black or colour also have a bearing), so over-long tomes are, quite simply, a waste of money – your money. The production cost will be higher on a longer book, which means that if you want to make any profit you’ll have to hike the selling price, too, which will make it less attractive to your potential customers.

Always keep in mind therefore, that your vanity really can cost you sales. Retaining a sentence because it’s precious to you rather than because it’s integral to the flow of the book or the reader’s understanding of what you’re saying will increase your prices. It will also make your book look like it’s been poorly edited and sloppily put together, which means the reader is far less likely to recommend that a friend or family member buys another copy, or that they themselves go on to buy any of your other titles.







 Duplicate your work


Successful editing inevitably means that you’ll remove some of the contents of your book. Sometimes you’ll be replacing them directly with something better; at other times you’ll be excising them entirely, leaving nothing in their place.

You need to have confidence in your editing and in your ability to spot which parts of your work need improvement, but at the same time it makes sense to formulate a fallback by backing up your document at the start of each day. Simply creating a duplicate is sufficient here; you don’t need to use a dedicated backup tool.

You should be aiming for four or so thorough edits over days 10 to 13, which means that by the time you’ve finished you should have four versions of the work stored on your computer. Use logical names for each one so that you can tell which is the latest revision at the start of each day without having to refer to the timestamps set by the operating system.

Not only does this provide you with a safety valve if you need to roll back your work to a previous state, but it will also help to prove its provenance. With four versions showing logical amendments from one to the next in each instance, you should be able to prove beyond doubt that you are the originator of the work in question. Anyone who claims that they produced it – perhaps by nothing more than the simple fact of selling a knocked off copy with their name on the cover – would only be able to provide the most recent, published edition, whereas you’d be in possession of the backup copies, which would mark it as your own.







 Contact your beta readers


By now your beta readers should have finished reading all but the last day of submissions, and if they haven’t already sent back their notes, now is the time to chase them up.

Remember, they have been doing you a favour by reading through your unedited manuscript, and even if they haven’t enjoyed it or thought the writing poor, they will have been pushing themselves through it. You’ll know from your own experience of reading a book you’ve found uninteresting how difficult and dispiriting this can be.

Organise the collected notes from each beta reader so that each section is grouped with its companion pages. So, all of the notes that each reader has made about your first day’s writing are in one pile, those about the second day are in another, and so on, then spend the first few minutes of the day reading through each pile.

As was the case when you were working on your outline, when you were keen to jump ahead and start writing, it’s important not to move ahead too quickly here. It’s possible that your beta readers have reconsidered some of their early opinions once they have read some of your writing from later on in the project, in which case any amendments that you action based on the first stack of notes may have to be undone at a later point.

As you work your way through the notes, consider which points you agree with, and remember that anything other than a spelling or grammatical amendment is really just an opinion.

It helps to arm yourself with a few pens of different colours here, so that you can mark up the annotations yourself, dividing them into four categories according to type.






Category one: spelling and grammar


Choose one colour for spelling and grammar, and highlight or underline notes that point out inaccuracies of this type for immediate action as soon as you have finished reading through the notes. These amendments are among the easiest to process and will make an immediate difference to the perceived quality of your work. There’s not much that will more effectively make your work look unprofessional to your audience than leaving it peppered with errors of this type, so make sure you fix as many as you can.






Category two: structure


Next, mark up problems with sentence structure, since these run a close second when it comes to making your work look like it was written by an indie author without a team behind them. If any of your beta readers have said that one of your sentences is unclear, you can often clarify things by breaking it down into its constituent parts. Look at where the commas lie and see whether you can use any of those break points to insert a full stop instead. If you can, you’ll immediately split out complex ideas wrapped up in compound sentences into more manageable, bite-sized chunks that your audience will find easier to digest and retain.






Category three: inconsistencies and factual errors


Now mark up those notes that deal with inconsistencies. When writing at speed, it’s easy to change the spelling of a character name somewhere along the line, to have them tucking a cigarette behind their ear on one page and then stubbing it out on the next without having seemingly lit and smoked it in the interim, and so on. If you’ve written a non-fiction book and have engaged beta readers with expertise in your chosen subject to act as fact checkers, they will likely have queried certain points, and claimed that others are simply wrong. This is frustrating, but not something to get annoyed about. Although you may be adamant that you’re right and they’re wrong, each one is something that you need to check up on. Don’t just return to your original reference sources here, either. Unless you are writing up your own original research (interviews and so on), you need to have found the same point made in at least two other works to be truly authoritative. These sources should be credited in your bibliography.






Category four: opinions


Finally, mark up anything that could reasonably be considered an opinion. Here, you’re looking for comments like ‘I don’t find this realistic’, ‘why does she do this’, ‘this doesn’t sound like something he would say’, and so on.

Some of these opinions are more valid than others – particularly those that deal with characterisation in a fiction book. Even plot-, rather than character-driven books revolve around the way that their characters change in the face of adversity and opportunity, and so to buy into a book the audience needs to find them believable, and they need to do this in accordance with the book’s context and setting. If a seven year old girl is shown in your story to have the emotional maturity to talk a 50 year old divorcee down from a the ledge from which he’s about to commit suicide, for example, they might start asking questions, since in the ‘real world’ that we all inhabit, such a turn of events is highly unusual.

However, in a fantasy world, such as that inhabited by a character like Superman, we’re perfectly happy to suspend disbelief and accept that this man who arrived from outer space really can fly without any mechanical assistance and see through walls. Why? Because the creators of the character, and those who have developed it over the years, have placed him in a fictional world that, while a fantasy in itself, nonetheless conforms to certain rules. So long as your characters do the same, and they don’t act outside of the rules of the world in which you have placed them, you can treat any character-based opinions you receive back from your beta readers as helpful but not entirely critical points of view.

Other opinions, though, do need to be taken seriously – particularly those that deal with the reader’s actual enjoyment of your work.

It’s easy to get wrapped up in describing every finite detail of your characters and their setting or, in a non-fiction book, of delving too deep into a subject. Do either of these things and your prose can become heavy and flabby. Your audience won’t feel that they’re getting value for money simply on account of the fact they’ve received more words in exchange for their cash – on the contrary, they’ll likely feel cheated, since they’ll consider that you haven’t spent sufficient time trimming and honing the prose. They’ll consider that you’re wasting their time by not having dedicated enough of your own time to the task in hand, and be unlikely either to leave a good review or buy anything else that you write.







 Dealing with contradictions


It’s more or less inevitable that on some points your beta readers will disagree – particularly on points of opinion. This will most often be the case in works of fiction where different readers enjoy books that run at different speeds. Some like action and some like a slow, drawn-out saga. You can’t possibly hope to appeal to everyone, and this is just as true in your beta readers as it is in your wider audience.

You therefore need to consider contradictory feedback from two beta readers as a matching pair and arbitrate between them, deciding which to take forward (if either) when editing your work. Clearly, you can’t incorporate both.

In an ideal world you would revert back to each reader and explain to them the opposing point of view brought up by the other reader and ask them to argue the case for their amendment. This won’t always be possible, though. If you’re writing your book during annual leave then there’s a good chance that your beta readers, if they’re not unemployed, retired or are on holiday with you, will be at work. They may not have the time or ability to talk you through their points. 


You must also recognise that in reading and commenting on your work these people have already contributed greatly to the success of your book and may feel that their job is done. They may consider further queries from yourself so soon after they have submitted their notes to be bordering on pestering – especially if you’re asking them to justify something they may consider they have already explained very clearly in writing. Such approaches therefore need to be handled with tact.

A third opinion might therefore be a more diplomatic solution. Assuming at least one of your beta readers has not picked up on the point in dispute between the other two, approaching them with both points of view will allow them to add their own into the mix. So long as they are able to clearly come down on one side or the other they will be able to add weight to one of the disputed arguments, allowing you to afford that one greater prominence in your deliberations.

Deciding for yourself which point of view is more valid should be the last option. At this point you are still too close to the work to have any objective opinion on it, and so your tendency would always be to choose the one that validates your own existing opinion, or at least comes closest to matching it. While this is comforting it’s not necessarily helpful, since at this stage you want to be identifying problems and their potential solutions rather than having your ego inflated.

There is another kind of dispute, of course, which is where your beta readers have flagged up something with which you fundamentally disagree. Your political views, for example, may be more extreme than the norm, or perhaps what you have written is somewhat politically incorrect. Such views are frequently held with great fervour and so should anyone tell you that you’re wrong, it’s more likely to get your back up and put you on the defensive than to immediately change your mind. You’ll know this much from doorstep canvassers looking for votes at election time. Assuming you’re not a floating voter, still undecided on where to place your ‘X’, you will likely give those from parties you don’t support fairly short shrift. Your knee-jerk reaction to political criticism of your work is likely to be similar, which is why a neutral third party is always the most effective arbiter and is where you should turn when you fundamentally disagree with one of the suggestions from one of your beta readers.

However, if two or more beta readers have made the same point then you already have that input from your neutral third-party. If only one had flagged up an issue in your work then you could conceivably claim that their opinion is just as valid as your own. With several readers offering broadly similar points of view, though, you need to take them more seriously. Whenever you find yourself in the minority you need to ask yourself why. Almost always, the simplest answer is that you’re wrong. If several beta readers find an area of concern in your work then it’s highly likely that a paying audience will do the same. At the point of publication you need to ensure that, unless you are looking to provoke a particular response, there is nothing in your work that would give them cause for criticism.

It’s no good arguing that your beta readers didn’t understand a point or that they aren’t respecting your artistic integrity. Artistic integrity doesn’t drive sales, and if you’re serious about publishing this book for money then sales – and how to generate them – should always remain at the forefront of your mind. Save artistic integrity for niche titles and free books.







 Incorporating amendments


Now that you have categorised each item of feedback you can work your way through the manuscript and incorporate those with which you agree or with which you disagree but do feel are justified (arguably, these are the more important since they reflect the will of your readers rather than your own personal foibles).

Strike through each note as you apply it to the work, or use a highlighter marker to colour over it so that you can more easily keep your place within the feedback stream and you will have a manual check that everything has been incorporated into the document.

This initial sweep will make an enormous difference to the quality of your work since your beta readers will have come to it fresh and therefore picked out things you won’t have noticed yourself. This will also be the first time you have read through the manuscript, of course, so it’s likely that you’ll spot a few amendments yourself.

Once you have finished working through the notes, reactivate the spelling and grammar checkers on your word processor and run a manual check through the complete document.

By the time you have completed both of these steps your work should be fairly clean and you can start to perform your first thorough edit.







 Use text to speech


In just the same way that we recommended dictating your book wherever possible – both for speed and to save your fingers – we’d recommend doing the reverse when it comes to editing and, for the first run through after you’ve integrated your beta readers’ comments, having your computer read back the manuscript to you as you read along on screen.

It’s very difficult to spot errors in your own work because you read what you want to see and what you believe is there rather than what actually exists on the page. Tasking your computer with reading it aloud using its accessibility controls means that what you hear will be the actual text as it stands, not just what you think it says. If you’re reading along on-screen as your computer reads it aloud this makes it much easier to spot typing errors that have been ignored by the spellcheck because technically they are correct words, just used in the wrong manner.

Although professional writing tools can spot problems with your grammar, the text-to-speech features built into your operating system are designed to assist those with a visual impairment. They therefore read whatever text is fed to them verbatim, without making any allowances for errors or mistyping.







 Text to speech on the Mac


Text to speech can be activated through the Edit menu of most applications on the Mac. Towards the bottom of this menu you’ll find a submenu under the Speech heading, with two options inside it: ‘Start Speaking’ and ‘Stop Speaking’.

To have your Mac read a document to you, position the cursor at the start of the file and then select the Start Speaking option. After a brief pause your Mac will begin reading out the contents of the file using whichever voice has been specified within System Preferences. (To change the voice, click the Apple logo in the top left corner of the screen and select System Preferences. Open the Dictation & Speech subsection and select an option from the System Voice drop down menu. Alex is the most realistic of these, but you can preview any of the others by selecting them from the list and clicking the Play button.

Use the Speaking Rate slider to specify how quickly the speech system should read out your documents, slowing it down if necessary so that you can make amendments while it goes along.

This latter point is important, as changes that you make to the file, even if you make them before the operating system gets as far as reading out the section in which they appear, will not be spoken. That’s because the computer buffers the file into its memory prior to starting, and will only recognise any later amendments if you first select Stop Speaking from the Speech section of the Edit menu and then use the Start Speaking option again.

This is needlessly fiddly, and if you want to start from a particular place within the document when it resumes reading, you’ll have to position the cursor there before picking the Start Speaking option, meaning that to make small amendments may require that you spend a lot of time clicking around the file. It is more effective, therefore, to slow down the dictation rate within System Preferences so that you can make amendments as you go along without stopping the speech sub-system unless you need to make a more extensive change.







 Text to speech on a Windows-based PC


Windows XP and later includes a text to speech utility called Narrator. It’s activated in different ways depending on which version of Windows you’re using.


	On Windows XP, click the Start button and select All Programs | Accessories | Accessibility. Click Narrator in this menu and then choose what you’d like Narrator to read.

	On Windows Vista, navigate to the Accessories area and select Ease of Access, followed by Narrator.

	On Windows 7, open Control Panel and click Ease of Access followed by Ease of Access Center. Here, click Start Narrator then select what you want Narrator to announce.

	On Windows 8, when using a keyboard, hold the Windows logo key and press Enter. If you’re using a tablet, press the Windows logo button and the volume up button together.



As with the Mac, Narrator allows you to choose between different voices in recent versions of the operating system and change the speed at which it performs its task.

The various keystrokes used to instruct Windows to read your document vary between the different versions of the operating system, too. In Windows 7, hold insert and press F8. In Windows 8, hold caps lock and press H to read the whole document, or caps lock and close brackets – ) – to start reading from the current cursor position.







 Print your work


You should only perform your first edit on-screen. After that, resort to editing on paper. Print out your complete manuscript, preferably double-spaced so that there is plenty of room for you to make notes between each line, and work through it word by word with a contrasting-coloured pen.

Editing on paper generally allows you to spot more errors than working on screen, and it also allows you to take the work wherever you find most comfortable. Often, you will find that a change of scenery – even if that just means moving to a different room with more comfortable chairs – is enough for you to see the work in a different light. You have already been sitting in front of your computer for at least 10 days, after all.

Editing on paper necessarily removes you from the keyboard and mouse, which means that you will be more inclined to work your way through the complete document before integrating your amendments into the written file. This will give you a better overall impression of the work with each read through, rather than the fragmented view you will have of it if you stop reading every time that you need to incorporate a change into the text.







 Editors’ proofing marks


For the most efficient editing experience, it pays to learn a few of the most common proofing marks used in newspaper, magazine and book production. These are a standardised shorthand that is used by editors, sub editors and production editors around the world to annotate written work, so once you have learnt how to use them you will have another transferable skill under your belt. Further, if your indie writing activities lead to a paid commission, particularly for a print-based product rather than one that will only be published digitally, you will likely be asked to proofread the laid-out pages of your book prior to them being signed off for printing. In this instance you would need to use industry standard proofing marks to return your feedback to the publisher.

The following graphics summarise the most common marks with which you should familiarise yourself. You can find the full set, should you wish to take things further, by using a search engine to look up ‘editors proofing marks’.

It is common practice on a line that includes just one required amendment to position many of these marks within the margin, indicating in the text where the amendment should be applied.
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Used to denote that an indicated word would be struck out of the text. Usually placed on the word itself and optionally within the margin on the same line to make it clearer where the removal is located.[image: Image]
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Denotes the point at which a word or letter needs to be inserted. If there is no room for the missing word to be positioned beside the mark itself it can be positioned in the margin, with the mark repeated beside it.[image: Image]
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Tells the editor that a space needs to be inserted in the indicated position.[image: Image]
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Indicates that a space within the text needs to be removed and the two words on either side should be joined together to form a single longer word.[image: Image]
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Negates a previously inserted amendment that no longer applies. In the example below, the instruction to remove the word ‘wrong’ should be ignored due to the ‘stet’ at the end of the line.[image: Image]
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Insert a paragraph break at the point indicated by the position of this mark within the text.[image: Image]
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Set the underlined text in capital letters.
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Insert a comma at the space indicated within the text.
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Insert an apostrophe at the position indicated within the text.
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Insert a full stop at the position indicated within the text.
 [image: Image]
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When the start of a line is not in the same position as the other lines that surround it, this mark in the margin indicates that they should all be straightened up to commence at the same horizontal position.[image: Image]









 Online proofreading services


Working on your own can be a lonely business, but more importantly it also means you need to be a Jack or Jill of all trades. That’s not something most of us can claim to be with absolute honesty.

That’s why editorial teams on magazines, newspapers and in book publishing organisations, are broken down into sections with different people possessing expertise in different areas.

Not all writers, for example, are technically good
 writers. Many know their subject but need help getting it onto the page. Others are master plotters and can quickly and reliably pull together an engaging and exciting thread of fiction time after time. That doesn’t mean, though, that they can build entirely realistic characters or that there aren’t lapses of continuity within their books.

For these reasons, publishers employ editors to oversee the general content of a piece and sub editors who, among other things, make the writer look good by ironing out inconsistencies, correcting spelling and polishing grammar. In many organisations sub editors are dreadfully under-appreciated and some publishers are experimenting with cutting them out of the production loop entirely. In many writers’ opinions (this one included) this is a shortsighted and ill-advised move that will likely result in a decrease in the overall quality of published work, whether it be fiction or non-fiction.

As an indie writer you have effectively bypassed all of the assistance that such a team could offer. You don’t have an editor to fall back on and the closest you’ve got to a sub editor is your team of beta readers, but if they aren’t trained or experienced within the field of publishing they will be unable to match the high standard of work turned out by a professional subeditor.

You therefore need to look for external assistance wherever you can find it. Fortunately there are several online resources that can help for free.







 Online spelling, grammar and style checker


After the Deadline is a free plug-in for web developers who can add language style tools to their sites quickly and easily. It’s built and maintained by the same team as the WordPress blogging tool and is rolled into that application’s online proofing tools for checking users’ posts prior to making them live.

Fortunately you don’t need to integrate it into a site yourself just to proof your book as you can use the demonstration at polishmywriting.com
 to highlight spelling errors (in red), grammar suggestions (in green) and style points (in blue). The latter of these should make your writing snappier and more authoritative even through they aren’t technically corrections for writing mistakes.

It’s extremely simple to use, requiring only that you copy the text you want to use out of your manuscript and paste it into the box on the site. Click the Check Writing button and the pasted content will be analysed by the server, with the various issues highlighted in the appropriate colour.

Hovering over any of the underlined portions provides a reason for it being flagged up, with the style suggestions making for particularly interesting reading, since these act as a check on flabby and cliched prose. So do some of the points underlined in green, which picks out uses of the passive voice, which routinely robs your writing of any hint of dynamic flair.

Clicking on an underlined section calls up an explanation of the issue, usually with a list of suggested replacements. Clicking one of these replacements on the list swaps it in for the original text.
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polishmywriting.com makes suggestions that will help you to smarten up your written work, with more effective verb use, spelling corrections and highlighting of passive voice.








 Simplicity guide


The most powerful writing is often simple and unadorned. Making your work flowery and long-winded is fine if you’re writing something in the style of an 18th century novelist, but it’s not what you should be aiming for in contemporary fiction or non-fiction writing. In these instances you should be aiming for a far more direct approach.

American journalist and author Earnest Hemingway was a master when it came to writing this way, and his work is widely praised for its direct yet powerful style. As Cliffs Notes explains in its critique of his novel For Whom The Bell Tolls
 , ‘From almost the beginning of his writing career, Hemingway's distinctive style occasioned a great deal of comment and controversy. Basically, his style is simple, direct, and unadorned, probably as a result of his early newspaper training. He avoids the adjective whenever possible, but because he is a master at transmitting emotion without the flowery prose of his Victorian novelist predecessors, the effect is far more telling.’ (see http://www.cliffsnotes.com/literature/f/for-whom-the-bell-tolls/critical-essays/hemingways-writing-style
 ).

It takes a lot of skill to write in so direct a manner as Hemingway, and often a skill such as that can only be attained through experience and practice. If you don’t have a history in journalism you might therefore want to fall back on the online Hemingway App (see http://hemingwayapp.com/
 ), which analyses your writing and suggests ways in which you can make it simpler and more powerful.

It uses five different colours to highlight sentences that are hard or very
 hard to read, adverbs (words such as ‘fast’ or ‘extremely’ that describe the way actions (verbs) are performed; Hemingway tended not to use these), phrases that could be simplified, and over-use of the passive voice.

Once again, it’s very easy to use, requiring either that you paste in your text or you type it in directly. It has two modes: ‘Write’ and ‘Edit’, with the former behaving like a regular distraction-free text editor and the latter applying the colours to your text so that you can see where the problems lie. When you’ve fixed them all you can then copy and paste your edited text back into your manuscript, ready for a further edit.
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Ernest Hemingway is recognised as having demonstrated a simple, direct but powerful style of writing. The Hemingway web app can help you work towards achieving something similar.








 Break down your document


Expresso (see http://www.expresso-app.org/
 ), which remains in beta at the time of writing, breaks down your writing into constituent parts. Some of these are fairly benign, such as the words for which it known synonyms, whether they would improve it or not, while other selections are more important and point to potential problems. For example, it picks out weak verbs and suggests more impactful replacements, identifies areas where you’ve used the passive voice or clustered nouns, highlights rare words, and sentences that are either extra long or extra short, among others.

You can type directly into the online app, or paste in text that you have copied out of your manuscript, and highlight each issue in turn (or several at once) by clicking the headings for each one in the sidebar.

Like Hemingway, this can help to make your writing a lot stronger and give it more impact, removing fillers, flabby prose and words that have been needlessly extended.
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Expresso will perform a thorough analysis of your document, breaking it down into constituent parts so that you can focus on each one in turn.






When used with care, these online proofing tools can do much to improve the style of your writing, regardless of your subject. It’s easy to try and prove yourself to be very clever by writing tortuous, convoluted sentences, particularly if you’re working on your first piece of long-form fiction. The trouble is, very few writers – only those with a rare talent – can pull it off convincingly.

In almost every instance, you would do better to write simpler, more direct prose that engages with your reader directly.







 Edit, edit and edit again


You have four days within this project cycle to edit your work. When you consider that you are writing a product you will probably want to leave on sale for years, four days isn’t really all that long in the grand scheme of things.

However, it should be enough time to read your book – carefully – three or four times over. You will get sick of it, that’s a given, but repeating the process several times is an essential part of finding and eliminating every mistake, typo, slip of logic or reason, transposition, missing word and so on.

Read every word individually, look for any improvement you can make to each sentence, however small, and make sure that each one says what it needs to – no more and no less.

If you aren’t sick of your work by the time you’ve finished reading it and reading it and rereading it, you haven’t edited it enough. If there’s any time left in the schedule, we’d urge you to go back to page one and start reading again.
















Day 14: Publishing






It’s quite possible you didn’t think you’d make it this far. Day 14: the day it all comes together and you can finally send out your book to the masses.

If this is your first book and you’re feeling a little nervous, that’s fair enough. It takes a lot of courage to put yourself out like this, revealing something you’re passionate about and opening yourself up to criticism. However, you should also be excited.

There are lots of people who claim they would write a book ‘if only they had the time’, and the vast majority of them will never actually get around to doing it. By putting aside just two weeks you have achieved something they won’t do in a whole lifetime, and you probably accomplished a long-term goal in the process. That’s something that should be celebrated.

Before you do, though, you need to compile and publish your work.







 Where should you publish?


If you’re publishing digitally, the choice of publishing outlets is getting broader all the time. That’s great news as it means you have a better chance of attracting a larger audience, whatever e-reader they are using. Further, the ease with which you can now print one-off copies of a book and sell them to individual readers means that you can also attract those who prefer to read on paper rather than a screen. It is never been as easy to do that before as it is right now.

You should therefore aim to publish to as many different outlets as you can, but in the first instance we would recommend that, at a minimum, you target Amazon, Kobo and Apple.

The process for doing this with each of them differs slightly, but the first step is always to export your work.







 Compiling your book in Scrivener


If you’ve followed our advice and written your book using Scrivener then you have given yourself a head start when it comes to compiling it, over those who have used a regular word processor.

The process of compiling the work creates chapters out of your various folders, and individual sections out of the documents within each one. You can control how the gaps between them are handled, how the book should be formatted and what should appear in the table of contents. You can also specify the various meta data, which are the extra bits of text that identify your book both on an e-reader and in an electronic bookstore. All of this is done using a simple drop-down panel with different sections to handle each part.






Adding a cover


Naturally you will want to provide a bespoke cover for your book. The cover is a very important sales tool, and will be one of the first things that any reader sees in a list of search results that includes your title. You therefore need to make it engaging, suitable for the subject matter, and easy to read when displayed as a thumbnail on the electronic storefront.

If you are lacking design skills then this is one area in which it really does pay to employ somebody who has experience of cover design to produce one for you. Knocking together and amateurish design yourself will almost certainly harm your sales. It will not give your book the professional edge that readers will be looking for and it will not encourage them to part with their money, since they are more likely to be attracted by something that seems to be far more competent, even if it will cost them a little more.

It is not unreasonable to spend $300-$500 on a cover design, and although this isn’t cheap (especially if you’re working on a budget) if you are writing a book because you want to sell it and make money from it rather than simply for the satisfaction of having achieved a life goal, you have a better chance of recouping that much money and more by spending a little now and earning it back over time.

If you cannot afford to have the cover designed by somebody else then respect the limits of your own abilities. Don’t try and do something too clever, don’t use too many fonts, avoid applying too many effects and go for something simple but striking. Even a plain background with some easy-to-read text on it will likely be better than the placeholder covers provided by some online stores, and will say so little about your design skills (or lack thereof) that the reader may be able to look past them.

Make sure you design a cover that is appropriate for the size and shape of the device to which you will be publishing. If you are creating a book to be read on a tablet such as the Apple iPad then work to an aspect ratio of 4 to 3, such as 1024 x 768 pixels, or 2048 x 1536 pixels. If you’re designing for the Kindle then Amazon recommends an aspect ratio of 1 to 1.6, with the optimal dimensions being 2500 along the longest side and 1563 along the shortest.

If you want, you can often provide different covers for use in the book and on some online stores.

Scrivener will ask you which cover you want to use at the point where it compiles the book, and if you plan on producing books of different formats for the Kindle and its competitors you can import several covers at once and switch between them during the compile process as you select the different output formats.

In order to specify a cover you need to have already imported it into your Scrivener project, which is easily done by dragging it from the operating system into the project sidebar within the Scrivener interface.






Working through the compile screen


You’ll find the compile function on the main application toolbar. Its button icon looks like a piece of paper with the blue arrow pointing into it. Click this and then select the format you want to use for the export from the drop-down menu at the bottom of the dialog. If you choose the Kindle .mobi format you’ll need to tell Scrivener where it can find the KindleGen software that it uses to define the actual book contents and how they are laced together. If this is the first book you’ve compiled then you won’t already have this on your system, but clicking on KindleGen at the bottom of the compile dialog sidebar will provide you with a link from which you can download it, and a button that lets you locate it on your machine once you’ve installed it.

Regardless of whether you’re creating a book for the Kindle or a rival e-reader, there are several steps involved in the process for each one, and the best practice is to work your way through the various sections in the compile sidebar one by one. In particular, pay attention to:


	Contents: check that each of the sections you want to include in your book is ticked within the table and that any you want to leave out, such as notes you have written for yourself or sections that should be included only in a specific version of the book but not this one are un-ticked.

	Separators: use this section to tell Scrivener what it should do when it encounters a new folder or document in the project sidebar. Naturally your choice will be determined by the way you want the book to flow, but if you have divided your work so that you have one folder for each chapter with the various sections inside each chapter split out into separate documents it makes most sense to specify that between a folder and a folder, or a document and a folder, it should insert a section break so that the e-reader will recognise it as a new chapter, and that between two documents it should insert a blank line as this will keep all of the sections within their associated folders but give the reader a visual cue that you are moving on from one idea to the next.

	Cover: use the drop down menu to select the cover image that you want to use from those that you have already imported into the document. If you have imported several potential cover images for use on different books, be sure to select the correct one here.

	Meta-data: enter at the very least the title of your book and your own name, although the more you can add on this screen, the better, since it’s written into the very fabric of your book, which means that if copies are passed around the data will be passed around with it.



When you’ve completed as many sections as you can, click the Compile button and choose a name for your book. Although it makes good sense to choose something that would help you tie together the manuscript and compiled book should you need to come back to it in the future, there’s no compulsion to do so.







 Compiling from alternative applications


If you haven’t used Scrivener to produce your book you’ll need to use an alternative method to compile your manuscript into a fully-linked e-book. Fortunately there are a couple of free options.


Sigil
 (https://code.google.com/p/sigil/
 ) is an EPUB-native word processor, which we mentioned at the start of the project. It lets you break down your manuscript into separate documents by placing your cursor at the start of each chapter and using the keyboard shortcut command-return on the Mac and control-return on the PC. Each document will be individually linked in the book’s contents list when it’s been imported to an e-reader device.

If you want to publish a Kindle-compatible book rather than EPUB, you can go on to convert Sigil’s output using the free Calibre
 (http://calibre-ebook.com
 ) application, which can take a range of common input formats and output them as EPUB or Mobipocket.






Compiling through Apple Pages


Mac users can use Pages, Apple’s own word processor, to create EPUB-based books. The company even produces its own blank template to help here, complete with the required headings already set up in the document style sheet so that all you need to do is select them to have the application use them as the chapter headers when you export it. You can download a copy of the document at http://support.apple.com/kb/ht4168
 . 


The benefit of working with Apple’s own source documents is that the output will be compliant with its requirements for selling the resulting book through its online store. This is important, as every book will be individually checked and approved before it goes on sale, so it’s vital that you make sure you do everything you can at this stage to ensure publication won’t be delayed any longer than absolutely necessary once it’s been submitted.







 Compiling and submitting through Smashwords


Although you can’t export a native EPUB or Kindle file from Microsoft Word, signing up with Smashwords will let you upload a Word document for automatic conversion, and from there upload the book to a whole range of e-book stores, including Kobo, Barnes and Noble, Apple and Amazon.

It’s an extremely easy process, but there are several caveats, including:


	You need to follow Smashwords’ rules, which include the way that you must format the opening pages of your book. Smashwords has produced an extensive style guide (free from http://www.smashwords.com/books/view/52
 ) that tells you exactly what you need to do. 


	Smashwords only publishes original works, so if your book has been published elsewhere under a different name or is a public domain work you won’t qualify to use its services.

	You can’t use exotic fonts, extremely large text, columns and other advanced formatting, as you might in a fixed-format EPUB file, such as the ones you would create using iBooks Author.

	Your source file must be 10MB or less, so you will probably need to compress or remove some images if you have produced a heavily illustrated book.



However, so long as you work within its parameters you can very quickly and easily format your book using Microsoft Word to a standard where it’s ready for uploading to the various online bookstores via Smashwords, at which point it will also be given its own ISBN so it can easily be found through online book catalogs.

Smashwords will handle the collection of any royalties you’re owed from sales of your book and pay you 60% of the list price for each book sold. That is slightly lower than the maximum royalty rate you can earn through outlets like Amazon and Apple (which each stand at 70%) but considering the process is greatly simplified and you don’t need to set yourself up as a publisher we consider it a fair cut.







 Uploading your book to Amazon


The number of electronic book stores through which you can sell your digital novel is growing every year, but Amazon remains one of the most popular and best known. It is essential, therefore, that wherever else you might choose to sell it you include Amazon among them.

Naturally, there may be some exceptions, such as if you have used Apple’s iBook’s Author application to produce an interactive book that only works on the iPad; in that instance you can only sell it through the Apple iBookstore. However, for novels and general non-fiction, the Kindle and the Amazon site should be considered Tier 1 outlets for your work.

The process of getting your book onto the Kindle is largely automated, and greatly simplified if you have exported your work in Mobipocket format from Scrivener.

Start by logging in at http://kdp.amazon.com/
 using your regular Amazon login details.

Before you can start selling books on the Kindle system you need to complete what Amazon calls a Tax Interview, in which it will ask you a series of questions about your status, where you are based and how you pay taxes, and from that work out whether you need to also pay taxes to the US revenue service, or can opt out on the basis of a reciprocal agreement between the US and your own country (naturally, if you are an American or an American-based company then you will likely be subject to US taxes).

This isn’t a step you can skip, and neither is completing details regarding your account, address, bank details into which Amazon can pay royalties, and so on.

Fortunately, the process is well thought out and doesn’t take long to complete. There is also plenty of assistance in the form of hover-over tooltips and linked help.

Once you have completed the setup process you can start adding books to your account.







 Publishing Kindle books


Click the Bookshelf link near the top of the Kindle Direct Publishing page, and then click the yellow Add New Title button.

Amazon needs to know certain details related to your book so that it can accurately catalogue it on the site. Chief among these, of course, is the book name and the name of the author.

The upload page is broken down into sections, and of the first section only these two details plus the language in which the book is written (the default is English) absolutely has to be entered. Every thing else is optional, although as ever the more you are able to provide, the better, since it would help your book to perform better in site searches.

If you want to use your own ISBN (see more on this in the section ISBN or not ISBN?
 ) you should enter this in the ISBN box.

Once you have entered the specific details about your book you must specify whether or not the contents belong to you or have been released into the public domain.

Public domain books are those that were written sufficiently long ago that the copyright on them has expired. The duration of copyright varies from country to country, but in many cases the copyright in a creative product such as a book will belong to the originator not only for the duration of their lifetime, but also for 70 years after they die (50 years in Canada, or works published prior to 1923 in the United States). Once this expires the work is usually free to be republished by anybody else who chooses to do so (it is important that you always check the exact legal implications of publishing anything that you have not created yourself from scratch rather than relying on this or any other definition since the legal situation can change). In theory that would allow you to download the contents of a public domain book, put your own cover on the front, convert it to a Kindle file and sell it through Amazon. If you do, you will only be able to earn royalties at a rate of 35%, regardless of the price and not benefit from the 70% royalty rate offered at some price points (for more about choosing a price, see the section Royalty rates
 ).

Don’t try and fool the system by claiming that the book is your own work when in actual fact it was written by Jane Austen or Charles Dickens: you’ll almost certainly be found out.






Subject categories


You will have noticed that not only can you find books on Amazon by searching for them directly, but you can also navigate through the various categories into which the site has been broken down to find groups of books on specific themes.

Those themes are selected in section 3 of the upload page by clicking the Add Categories button and selecting from the pre-populated lists. Although your book may fit into five, six or more of the available categories, you can only select a maximum of two, so choose carefully and make sure that you pick the ones in which your closest competitors currently reside, since that is likely to be where your audience will already be looking if they are browsing the site rather than searching directly.

You can help it perform even better by adding up to seven keywords in the box below this section. Doing this means you will benefit from the best of both worlds, with your potential audience being able to search for specific subjects by typing in words that may well relate to your keywords, and then filter the results down so that only those books within the list that also appear in specific categories – the ones you chose above – remain available for consideration.

It therefore pays to spend a few minutes thinking about how best to market your book in this manner. Choose highly specific keywords rather than more generalised terms, so if, for example, your book is about border collies, then be sure to include that in the keywords box and not simply the word ‘dogs’, which won’t be so effective at directing your potential readers to your book.

As we have stated before, a well-designed cover is an essential element if you want your book to sell well, and we would urge you to contract the services of a designer if you don’t have the skills to produce one yourself. Make sure they are aware of Amazon’s cover guidelines, which you can find by clicking the Cover Guidelines link in section 4 of the upload screen. If you already have a cover that you want to use, click the Browse for Image… button to locate it on your computer.

If you don’t have a cover and can’t afford to pay someone to make one for you, you can create one using the cover creator tool.

Although this runs through the browser it is surprisingly sophisticated, and produces covers that are already the correct dimensions for displaying on a Kindle. You can upload images from your own computer if you have any you already want to use or browse through Amazon’s library of several thousand royalty-free images, which you can use on the front of your book without paying a fee. They are broken down into logical sections to make them easier to find, such as animals, industry, education and so on. You can also search directly using keywords.

When you have chosen your cover image, the Cover Creator tool will place it on a dummy cover, allowing you to change the wording and the style of the text overlaid on top of it until it meets your own specific requirements.

You can preview the results as you go, and when you’re happy with what you have achieved click save and then add it to the publishing form.






Digital Rights Management


You have almost completed the process. Now all you need to do is decide whether or not you want to enable digital rights management on your file and then to click the Browse button and upload the book itself.

Digital rights management is a system whereby Amazon is able to mark each book in such a way that it can’t be shared between readers except in-line with the terms agreed as part of Amazon’s limited lending service.

This will ensure that if someone has not paid for your book they won’t be able to keep a copy on their device, so in theory it will inhibit piracy and copyright theft.

However, you should think carefully about whether or not you want to take this option before applying it to your work. Once you have enabled digital rights management on a book you can’t change that without removing the book from the store and then uploading another version without the protection applied.

You might be wondering why you would ever want to upload a book in such a manner that it could be pirated, but there is much to be said for a publisher ignoring digital rights management entirely. For example, if you are uploading your first book, you may be more interested in getting it into the hands of as many readers as possible, and the financial kickback for doing so may be only a secondary consideration, perhaps because you consider this first book to be a marketing tool that will be used to sell subsequent titles. In that instance you wouldn’t want to apply digital rights management because it would prevent you from achieving your goal.

Further, although for most readers the existence or absence of digital rights management will not even figure in their calculations when they’re choosing whether or not to buy a book, some are fundamentally opposed to such tools and will choose not to read your work if you have employed it.

In fairness, these will be few and far between, but if you are intent on reaching the broadest possible audience, whatever the cost, then it is certainly something worth bearing in mind.

Once you have uploaded your book Amazon just needs to know how much you want to sell it for, and this is handled in the second (and final) page of the upload process.

We will cover choosing a price in the sections that follow.







 Uploading your book to Kobo


Amazon isn’t the only game in town. We’ve already discussed Smashwords, which will help you get your book into a broad selection of leading e-book stores, but it’s worth handling Kobo in the same way as you do with Amazon, since it’s an extremely important channel through which to publish in large parts of the world, in part because it has built up excellent relationships with high street retailers like WHSmith in the United Kingdom and Fnac in France. It also produces excellent hardware e-readers that are a pleasure to use.

Kobo’s self publishing service is called Writing Life (see http://www.kobo.com/writinglife
 ), and the process of uploading your book is broadly similar to that involved in publishing on the Kindle platform.

As with Amazon, you need to provide a series of basic details about yourself when signing up, agree to the terms and conditions, and then provide banking details so that Kobo can pay you your royalties. It processes payments twice a year, so you’ll need to make sure that you can earn enough in the interim to live on if you were planning on using your writing as a source of income (Kindle payments are made monthly).

Adding your book to the Kobo catalogue is a simple case of filling in the various fields on the Writing Life forms, detailing the ebook title, series name, author name and so on. The only compulsory fields in the opening sections are, as with Amazon, the ebook title and author name, but we would recommend that you add an ISBN if you have one. You’ll also need to upload your own cover as Kobo doesn’t have its own integrated Cover Creator like the one offered by Amazon.

Once again you can publish public domain books as well as your own creations, and you’ll need to select that before uploading your book into the system. However, where Amazon pays 35% royalties on every public domain book it sells, Kobo pays only 20%. Although it’s lower, though, we still consider it a fair amount when you take into account how much less work it takes to produce a book of this sort rather than write your own.

Again, you’ll need to select the categories into which your book should be filed, with Kobo allowing you to choose three from its carefully structured lists. If you try and add more you’ll first need to remove one of the ones you have already added to make space.

When it comes to adding the content of your book, Writing Life lets you upload an existing EPUB document (Kobo’s native format) or else upload a Mobipocket (Kindle), .doc, .docx or .odt file for conversion. This makes it one of the most flexible platforms available, and the fact it also incorporates a built-in text editor so you can write your book directly into the system means that anyone who’s just starting out can work on their book wherever they have access to a web browser. (We wouldn’t recommend trying to work your way through the 14 day writing system using this direct writing interface if you have any alternative, as an external editor like Scrivener will afford greater flexibility – especially when it comes to editing and reorganising your work.)

You can set different prices for the various territories in which Kobo operates, and you’ll naturally need to provide bank details so that it knows where to send your payments. You’ll need your SWIFT or IBAN number to set this up. This is usually detailed on your bank statements, if you receive them, but if not you will be able to get the details either from your branch, online or telephone banking service.

If you’re publishing print and digital versions of your book simultaneously, Kobo requires that the digital version is at least 20% cheaper than the print edition. Otherwise, things are fairly simple, and Kobo is generous when it comes to paying royalties, too, allowing you to qualify for 70% with lower priced books than Amazon does, and paying 45% (as opposed to Amazon’s 35%) for all other publications.

To qualify for 70% royalties, you need to price your book within these bands:


	Canada: $1.99 – $12.99 CAD

	US: $1.99 – $12.99 USD

	UK: £1.99 – £7.99 GBP

	Australia: $1.99 – $11.99 AUD

	Europe: €1.99 – €12.99 EUR

	Hong Kong: $15.99 – $99.99 HKD

	New Zealand: $1.99 – $12.99 NZD



You can either set prices to be calculated automatically on the basis of your preferred ‘native’ currency, or set individual prices for each currency in which your book is sold.







 Setting a price


It’s very easy to get this bit wrong. After all, you know how long it took you to put your book together, and you know what it’s worth to you. You also know how much you’d like
 to earn from it. In the best case scenario it would generate sufficient income for you to quit your job and take up writing full time (hint: very few books do this, so temper your expectations now and you won’t be disappointed later on).

It’s therefore very tempting to set a fairly high price. After all, when selling at a higher price you will need to sell fewer books to turn a tidy profit. That’s true, but you may be surprised quite how many fewer you sell when you are priced considerably higher than your competition. You’d probably do better to reduce your price somewhat in the hope of shifting more copies. After all, it doesn’t cost you anything to produce them and there’s no ecological cost, either, since there’s no paper, ink or transport to consider.

On the other hand, you may go too far in the other direction and decide to compete entirely on price by heading straight for the lowest price that your chosen outlet will allow you to set (often around 79p/$0.99). While this will attract people who are willing to take a punt on your book because they haven’t lost much if it’s no good, it isn’t necessarily any better a tactic than heading for the top end of the market.

Outside of those risk takers will be the risk-averse purchasers who will find themselves wondering why your book is so cheap. Almost certainly, the conclusion they come to will be that it simply doesn’t justify a higher price on account of the fact that it’s probably not very good. As soon as they’ve come to this conclusion it really doesn’t matter how good your book actually is, as they probably won’t buy it and so will never find out.







 The perils of under-pricing yourself


We’ve had experience of this ourselves, having initially published a book at £9.99 and, to see what effect it would have on sales, dropped the price to £4.99 for a couple of weeks. You might have expected that halving the price would have doubled the sales, but in the event it actually had the opposite effect. The subject matter of the book and its length easily justified the original £9.99 asking price, and at £4.99 it was neither cheap enough to be considered ripe for an impulse purchase nor expensive enough to likely be considered much good. The book was stuck in the retail doldrums and after the trial period the price was returned to its original £9.99 and sales picked up once more.

Now, when we put a book of that size on sale at £4.99 we make it clear in the accompanying text on the bookstore either that the price is an introductory offer that will run for a limited period, or it is a special seasonal sale that will come to an end. We are always careful to detail the usual price alongside this statement so that the reader is aware that we have confidence in the title and that the cheap price is not a sign of desperation or lack of confidence.







 How much is your book worth?


You should therefore think carefully about the price before uploading your book to any bookstore and consider how much the content is worth – not just to you as the author, but to the potential audience. Click through various stores, looking at equivalent books in the same field as yours and see both how they are promoting themselves and the price at which they are selling. If you have some time to spare it will also pay to take a trip to a physical bookstore and do the same there.

If you are producing a digital-only product you can obviously change the price whenever you want, so you can trial different price points over several months to see which one delivers the greatest revenue by balancing sales numbers and price per copy. This is the price at which you should settle for the longer term.

Unfortunately it’s rarely possible to set different prices through different outlets since the agreement that you sign with each will usually state that you won’t undercut a particular store by selling your book more cheaply elsewhere. To comply with your contract you should therefore make sure that, where required, you always update the price on any other stores to match a price drop elsewhere.







 The value of free


If you are producing a series of books – particularly if you’re writing fiction – you should also seriously consider giving away the first volume in the run as a marketing tool.

If you’re just starting out on your writing career then you won’t have built-up a reputation yet, and convincing potential readers to buy your book will therefore be more difficult than it would for a well-known author. Without a significant marketing budget, increasing your profile means you will need to spend a lot of time on social networks, building your site and relying on word-of-mouth, none of which will have guaranteed results.

However, you do already have one incentive with which you can attract an audience: your first book.

The problem you have as a first-time author is convincing people to part with their money when you are an unknown quantity. By giving away your first book, though, you will encourage sampling. There is no risk involved in the reader downloading a copy and seeing what it’s like. If they don’t like it they can remove it from the device without having lost anything. If they do like it, however, they will be more inclined to buy other books in the same series, and this time pay for them.

However, you do need to employ a few smart tactics.

First, it’s really not worth while giving away your book for free if you don’t have several other books ready to roll at the same time. If you give away your first book too far in advance of the other books becoming available then your readers will probably have forgotten about you – and the nascent series – by the time you publish the second volume. You should therefore have at least two, and preferably three or four books in the bag, all of which can be published simultaneously, with only the second, third, fourth and so on charged for.

Second, not all online bookstores allow you to publish a book without setting at least a minimum price (when publishing Kindle books, for example, Amazon states that you must charge a minimum of $0.99 in the US, Canada and Australia, 75p in the United Kingdom, €0.86 in the European Union, and so on).

However, you can’t fail to have noticed that there are nonetheless free books available on the Kindle. So how did they get on the store?

It all comes down to that clause in the contract you have signed when you published your books that stated that you would not undercut anything you sell on the Kindle store when selling it through any rival outlet. The key, then, is to set the price on another store to free. Amazon’s automated systems should pick up this price change and update the price of the book in its own catalogue to match, although it may take a little while to action.

The effectiveness of this approach to drumming up sales is currently up for debate. Many serial authors have had great success with it in the past, but several are now claiming that it is becoming less effective. They are finding that a lot of people are downloading the books but that they then sit idle on their e-readers, sometimes being left unread for months and then deleted to clear space without ever having been opened. Naturally, that is far from ideal, since you could have made money from that book if it had not been available as a free download. You therefore need to decide whether this particular tactic is worth pursuing as you’ll be sacrificing some potential revenue right now for a possible greater gain in the future.

Only you can make that decision.







 Setting the price of a printed book


If you are producing a printed book using a print-on-demand publisher you can also trial different prices and change them at will just as you can in the digital realm. That’s because by not printing a stack of books at once, with the price incorporated within the barcode, you are free to amend it whenever you want. This is one of the primary benefits of being your own boss and not having to order a batch of books as you would have done when using a self publishing company, as was common prior to the days of digital printing and digital publishing.

If you are using an outlet like Lulu or Amazon CreateSpace to produce your physical books then the price of the printed product will be updated in the associated online store automatically. However, if you are also selling your printed books through your own website then be sure to update this to reflect any change in price you institute following its debut.







 Royalty rates


The price at which you choose to sell your book will often affect the rate at which you earn royalties. By that we don’t just mean that selling a book at $5 rather than $10 will bring in half as much money, but that you may find yourself falling below the minimum rate at which you can earn a higher percentage of the price of each book.

Amazon, for example, offers royalties of either 35% or 70% on each book, and you’re free to choose between them. However, it isn’t quite as simple as deciding that because you’d like to earn more money you will opt for 70%.

When earning royalties of 70% you will have to cover the cost of delivering the book to the reader. This cost is worked out based on the size of the book (in megabytes), with larger books naturally costing more to deliver. This covers the costs involved in running the mobile phone contracts that are used to deliver books to Kindle e-readers over 3G, but will also be charged to you even if your audience only ever downloads your books over Wi-Fi. If you opt for the 35% royalty rate you won’t need to pay this delivery charge.

However, there are threshold values at play, too. If you want to earn royalties of 70% when selling to Kindle users then in the US your book will have to be priced between $2.99 and $9.99. If you want to sell at, say, $10.99 then your cut of each sale will fall to just 35%. That’s a significant reduction. To put it into context, if you sold a single book at $9.99 while earning royalties of 70%, you would earn $6.99 before Amazon took off any charge for the delivery of each one. However, increasing the price by just one dollar to $10.99 would see you earn just $3.85 for each book. Although the price would be higher you would actually need to sell almost twice as many books to make the same money. Or, to put it another way, to earn the same amount on the 35% royalty rate as you would when selling books at $9.99 on the 70% royalty rate you would need to increase the price of each book to $19.97, and would still end up earning a couple of cents less after Amazon had deducted the delivery charge.

In the example above it therefore makes more sense for both you and your readers to keep the price within that 70% band. Exceeding the upper limit by too much will make your book less attractive and probably damage your sales without delivering sufficient revenue to offset the lost earnings.

In other territories, Amazon’s 70% band covers:


	Canada: $2.90 to $9 99

	United Kingdom: £1.40 to £7.81

	European Union: €2.60 to €9.70

	Japan: ¥250 to ¥1250

	Mexico: $34.99 to $149.99

	Australia: $3.90 to $11.99



Playing at the lowest end of the market is unlikely to deliver the kind of revenue you would be happy with unless you shift an enormous quantity of books. In the United Kingdom you can sell titles of 3MB or less for 75p, in the United States and Australia for $0.99 and in the European Union for €0.86 (the 3MB limit should be sufficient for most text-based books with few or no illustrations, but make sure that if you have included a cover image this has been suitably compressed using your image editing application’s Save for Web feature).

Our recommendation would be to aim for the lower end of the 70% royalty rate if you’re selling on a store that offers multiple bands, and to price match this through other sites so that there is a uniform price for your book wherever it’s on sale.







 Royalties and print editions


If you’re selling your book as a print product then you are playing in a whole different arena. Although your personal costs will be lower since you’re not paying for a large initial print run, with each book being printed as it is ordered, the price of producing a single copy rather than a large batch will often be higher.

This production cost will need to be factored in to the price of the book, which will generally make it look fairly uncompetitive when compared to its rivals if it contains anything other than just plain text with basic formatting.

So does that mean you should forget about publishing in print? Not at all. Some people won’t want to read your book on screen, as not everyone has seen the light where e-books and e-readers are concerned. Some might never give up their addiction to print. Making your book available in print will only make it less competitive than mass-produced books in that one specific format. It won’t have any effect on the affordability of your digital editions. Further, depending on the service you use, making print versions of your books available means that they can be sold through regular bookstores, which won’t be possible with your digital copies. This may therefore be your only opportunity to see your book on a real shelf in a mall or on a high street.

There is another reason why you might want to consider publishing in print if you’re selling your book on the Kindle, though, and that is that it can make the Kindle version look like far better value for money.

If you produce the print version using Amazon’s own CreateSpace service you can link the two together so that they are listed alongside one another on the same page in the Amazon catalogue. You will have seen this for other books where the hardback, paperback, Kindle and audiobook versions are all listed side-by-side within a small table at the top of the page.

Almost universally you will notice that the Kindle edition undercuts each of the others (unless one of the print versions is available second-hand in the New and Used section). Doing the same with your book is a smart marketing move, because even if a potential reader would never have considered buying the print product anyway, the fact that it is available at a higher price will reinforce the impression that you have confidence in your product, and that the Kindle edition, at its comparatively low price, is good value for money.

This tactic may be sufficient for you to be able to increase the price of your book so that it sits at the top of the 70% royalties price range, while without a more expensive print edition on offer you may have found it difficult to have justified charging any more than half as much.







 Should you use your own ISBN?


ISBN stands for International Standard Book Number. It’s a unique number that identifies both a single book and its publisher. You are technically the publisher of your own book, so should you use your own ISBN? It’s a good question.

The first thing you need to know is that ISBNs aren’t free. You need to sign up with an issuing authority and buy a bunch of numbers before you can get started. Once you’ve used up your initial batch you need to buy some more if you want to carry on publishing books under your own publisher name. In the United Kingdom registration is handled by Nielsen (http://www.isbn.nielsenbook.co.uk/
 ); in the United States, by Bowker (http://www.isbn.org/
 ); in Australia, by Thorpe Bowker (https://www.myidentifiers.com.au/
 ); in Canada by the Canadian ISBN Service System (http://www.collectionscanada.gc.ca/ciss-ssci/index-e.html
 ).

This can add considerably to your start-up costs, although it does mean that by being named as the publisher you will immediately look more professional than if you are identified using the imprint of one of the common e-book or print-on-demand publishing services.

However, if you consider this to be nothing more than a vanity point then you can sidestep it entirely in most cases and use an ISBN assigned by the outlet, or a bespoke serial number for that store if you prefer. This will allow you to get your books to market right away without waiting for your numbers to come through, or spending any money.

It may make your books more difficult to find using traditional means, but as most customers source their new reading material simply by using the built-in search tools in each store this is now far less of an issue than it was when books were only available in print from major publishers. Back then, bookstores needed to use ISBNs to order copies when they needed to restock their shelves.

In most cases, therefore, setting yourself up as a publisher is probably only worthwhile if you want to retain not only ownership of your titles (which you should be doing anyway) but also the appearance of being a professional publishing outlet. Few readers will care about this latter point, and using an ISBN assigned by the store, or a bespoke serial number, is unlikely to harm your sales.







 Selling through your own website


Although selling through one of the established online stores has many benefits, not least of which is the fact that they will handle all of the payment processing (and, if necessary, refunds), marketing, indexing and so on, it’s certainly not the only way to sell your book.

Print products can be sold through bookstores and on markets, in person, at your child’s school (with the necessary permissions, naturally) and so on, while digital products can just as easily be sold through your own website using a payment processing system such as PayPal.

This is another area in which things have been greatly simplified the last several years. Had you tried to sell an e-book through your own site a decade ago you would have had to steel yourself for a considerable amount of manual intervention. Not only would you need to design your own website – a task that has since been greatly simplified with publishing tools like WordPress – but you would also have to set up a mechanism by which someone could pay you and then receive the book.

Although each of these elements was in place back then it wasn’t so easy to tie them all together. So, you would need to direct somebody from your website to PayPal so that they could send you the required payment. You would receive notification of this by email and would then have to manually send them the file or point them to its location online. If there was any problem with the email or the download you would then have to provide them with another version or another link, and they would have to wait until it came through. That’s not exactly a recipe for happy customers.

Now it’s far easier. Dedicated services allow you to upload your book to their own servers. They will then provide you with shopping cart buttons that you can embed on your own site. When your potential reader clicks on these it adds the book to a cart and redirects them to PayPal automatically. Once they’ve logged in and sent you a payment the system will detect the transaction and automatically email them a link to the book. You receive the money and they can then download the book at their leisure.

Working this way, once you have set up your site, you don’t need to interact with the customer any more than you would if you are selling the book through an established store like Amazon, Apple’s iBookstore or Kobo. Further, because most of these services charge a flat monthly fee based on how many products you are hosting with them, you will receive the full value of any transaction without 30% to 65% of the value being deducted by the store. This means you can either keep your prices the same and thus earn more on each sale or reduce your prices to encourage a greater number of sales, which could potentially earn more in the long run anyhow.







 e-junkie


e-junkie (see http://www.e-junkie.com/
 )is one such service and is among the easiest to get to grips with. It handles every aspect of processing payments and serving the downloads, with a one week free trial available to new users. Once the trial has expired the monthly ongoing cost starts at $5, for which you receive 50MB of server space to store your files and a maximum of 10 products. You can increase this over time until you hit 7999 products consuming up to 7999MB of storage.







 Clickbank


Clickbank (see http://www.clickbank.com/
 ) is a good choice if you want to make your books available for sale through affiliate websites. It already has a large number of affiliate sites signed up and looking for content to sell. It manages not only the serving of your product but also the payments you need to make to your affiliate partners so you can make sure that everyone receives payment when it is due. 


Rather than charge you a flat fee the way that e-junkie does, Clickbank takes a cut of the price of each sale equivalent to 7.5% of the asking price, plus $1. So, if you’re selling a book for $9.99 Clickbank will charge you $1.75 (which is made up of $0.75 from the price of the book plus a flat dollar, leaving you with $8.25). If the sale was made through an affiliate website, Clickbank will then deduct any payment that is due to that site. If you’ve agreed to a rate of 50%, the site would get $4.12 while you would get the remaining $4.12. 


When selling through affiliates this way it pays to increase your prices slightly, although not necessarily so that you earn more money – rather so that your product becomes an attractive sales proposition for the affiliate market. If your sales partners know that they’ll only receive a couple of dollars from each of your books that they sell, they’ll spend more time promoting a rival title that would earn then $10. Increasing your prices – and the percentage you’ll hand over for each sale – therefore makes your books more appealing to your affiliates and more or less guarantees that they’ll spend more time promoting them on your behalf.






Other options



	Content Shelf: http://contentshelf.com/


	Digital Product Delivery (DPD): http://getdpd.com/


	Gumroad: http://gumroad.com/


	Payloadz: https://www.payloadz.com/


	Sellfy: http://sellfy.com/


	SendOwl: http://www.sendowl.com/










 Selling books in print


Once you’ve written and edited your book you have an asset that you can re-purpose, and produce in several different editions – including a printed version.

There are several reasons why you might want to do this, and there’s no shame in admitting that one of them is the fact that you simply want to see your name in print, which isn’t technically possible if you’re only selling digital editions.

As we have already discussed, though, there are other more valid reasons, including the fact that not all of your potential readers will have an e-reader, and that publishing print and digital editions side by side often makes your digital books look comparatively inexpensive, potentially encouraging additional sales.

We would recommend avoiding paying for a large print run. This was once the only way to effectively self-publish, but it’s an approach where, today, the disadvantages considerably outweigh the benefits:


	You often have to pay for 100 or more books to be printed up front

	You’ll need somewhere to store the books

	You will be responsible for all of the marketing and sales, without appearing in online stores’ search results

	You can’t make amendments without paying for another print run

	The financial burden is all your own, rather than your reader’s



By uploading your manuscript to a print-on-demand service you neatly sidestep each of these issues, and can target a whole new audience with minimal initial outlay.







 Publishing a print book with CreateSpace


CreateSpace (see https://www.createspace.com/
 ) is owned by Amazon, so it’s the ideal choice if you want to publish print and digital books side-by-side since it means both titles will be listed together on a results page. It is US-based but offers global distribution, with printing in America, Britain and continental Europe. Physical bookshops can even order titles from it to stock on their shelves, which means publishing this way would allow you – in theory, at least – to appear on the High Street or in a mall.

As with all print on demand services, the fact that your book is only produced when somebody orders a copy means that it will always be on sale. However, turnaround times will naturally be a little longer than it would take for Amazon to dispatch a copy of a book that already exists on the shelves of its warehouse, so delivery times on its site will naturally be extended, which could discourage some readers from ordering your title in print (although, of course, if time really is of the essence then they should be opting for the digital version anyhow).

CreateSpace is more than just a print shop, though. It also has a wide range of services built-in that will be useful to the first time publisher. You can create a cover for free within the site if you don’t already have your own artwork, or you can pay the CreateSpace team to produce one for you. This service starts at $399 and runs up to $1199 depending on how much input you want, how much you want to interact with the team and whether or not you want to commission a unique illustration that won’t appear on any other titles.

You can upload your book in Word format or, if you are able to lay it out yourself, upload it as a PDF file, which will allow you to produce a professional-looking result. If you don’t have design skills yourself you can download templates to use with the service. A basic one starts at $199, templates for kids books run to $449 and more complex books such as you might use to lay out highly illustrated recipes start at $679. You can also pay ($79) to have the title converted to a Kindle book at the same time. This sounds expensive if you’re only producing a text based book that you could export yourself from Scrivener, but if you are producing something more complex for which you would like to use a print-like layout on an e-reader it makes sense to use this service, since the results will be a closer match for the original and you will save considerable time in passing it off to a third-party.

You can print either colour or black-and-white books, which are perfect for novels and general non-fiction, with matt or glossy covers in 12 different sizes, or a size of your own, although if you go for the latter option you may find that you have more difficulty convincing shops to stock your book since it won’t fit neatly on their shelves. More complex titles can be printed in full colour, although naturally enough this will cost more.

There’s a calculator on the CreateSpace site that will let you work out the overall cost of producing your book and how much you can expect to receive in royalties (see https://www.createspace.com/Products/Book/Index.jsp#content6:earningRoyaltiesVideo
 ).

Costs and earnings are likely to fluctuate over time, but selling a black-and-white paperback, 5in x 8in for $9.99, £9.99 or €9.99 would earn you $3.34, £3.79 or €3.59 respectively when sold through the Amazon online store, and $1.34 when sold through what Amazon calls Expanded Distribution, but could otherwise be termed ‘regular bookstores’.

Selling through Amazon, therefore, will earn you around the same for a print book as the 35% royalty rate when selling a Kindle book at this price, and is calculated as a combination of a percentage of the list price for the book plus a fixed charge and a further charge per page depending on the store through which you’re selling it. If you are selling through Amazon.com or one of Amazon’s European sites it will take a 40% cut of your stated price before adding its fixed charges and per page charge. Although this sounds like a hefty chunk you have to consider that if you were a traditional publisher selling your books through Amazon you would have to offer it a discount on the list price anyway as an inducement to take your book (as you would with any regular bookstore or other book site), so that would be the percentage part of the fee already explained away. 


As for the fixed charge and per page charge, you need to remember that you aren’t paying to produce the book in the first place. If you were publishing it separately from CreateSpace and then selling it on to Amazon you would have to pay a setup fee to have your book made ready for publishing and then a per-page cost for printing it, just as you do in this print on demand scenario. The difference here, though, is that technically your audience members are paying for each title at the point where it is being printed. They are footing the bill and you are earning a royalty for each copy they buy. This turns the economics of print publishing on its head and makes any other form of paper based indie publishing look entirely uncompetitive.
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Amazon-owned CreateSpace lets you sell printed editions of your books alongside Kindle versions in the various Amazon stores. It can also make your work available to regular stores.








 Publishing a print book with Lulu


Lulu (see http://www.lulu.com/
 ) has been helping indie authors publish their work since 2002, and at the time of writing had processed over 1.6 million books. It can distribute Kindle, iPad, Nook and Kobo books through Amazon, Barnes and Noble, iBooks and its own store, and offers volume discounts on printed books for orders as small as 15 units if you want a few physical copies to give away or sell personally.

Like CreateSpace it offers a range of professional assistance on both the publishing and marketing side of the business, and the cost of these can be rolled into the cost of producing the book itself.

It has drawn up three bundled packages that let you buy a range of services in one go so you don’t need to pick them piecemeal. These start at $999 and run to $3199, but if these are a little too rich for your budget you can, of course, simply start out by uploading your manuscript and putting it on sale with no upfront costs.

Lulu’s cover design services start at a very reasonable $275, and you can also employ an experienced editor through the site to give your work a thorough going over. For anyone who has been unable to attract friends or family to the role of beta reader, who has doubts that even after four days of editing they have managed to eliminate every glitch from the manuscript, or who simply wants to guarantee that what they are putting out is the best it can be, this is a very valuable service, and at 2.3 cents per word (subject to a minimum 5000 word quota) it isn’t expensive, either. On a 50,000 word book the overall cost would be around $1150. That’s not exactly pocket change, but it’s less than you’d pay to keep an editor on staff. It also means that, if you chose, you could spend the time they’re editing your book to start work on the next one, or start thinking about how you’re going to market this one once it’s launched, potentially recouping some of the cost.

Lulu books can be hardback or paperback, and depending on the number of pages you can choose perfect binding (a square edge, like a regular novel), saddle stitched (staples) or coil (spiral) bound. It prints in a range of industry standard sizes, on a choice of paper types, and in colour or black and white, depending on your preference and the contents of your book. Naturally, all of these aspects will have a bearing on the overall price, which you can work out at http://www.lulu.com/calculators/bookCalc.php?cid=publish_book


Using the same example book as we did for CreateSpace, a black and white paperback of around 200 pages would cost £3.55 to manufacture, and with Lulu taking a 20% cut of the profit on whichever price you chose you would earn around £5.15 if you priced it up at £9.99 per copy.

If it was to distribute your book through bookstores like Amazon and Barnes and Noble it would obviously need to deduct a greater share to cover the profit earned by the retailer.
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Lulu is one of the oldest and best-known online print-publishing options. It can also help you distribute e-books.








 Publishing a print book with Blurb


Blurb (see http://www.blurb.com/
 ) specialises in beautiful, highly illustrated books printed on luxurious paper and with good, thick covers, so it’s maybe not the first choice for novelists. However, if you are producing a book of recipes or a travel guide it will help you to ensure that the results look great.

It has its own BookSmart application for helping you lay out your pages, but can also accept PDF files, and gives away a plug-in for Adobe InDesign that helps you to produce the pages in the first place.

Discounting it as an option for your novel or non-fiction book simply on account of the fact that what it majors in is more attractive coffee table books, though, would be a mistake. It can produce books in seven different sizes on five different kinds of paper, with one or four colour printing, with three types of cover (and three choices of finish if you choose a hardcover) and even gives the option to produce magazines and brochures, which means you could use Blurb to produce promotional literature for your product once it’s been printed.

As well as producing printed books, Blurb can create fixed format e-books, in which you can reliably predict how the page will look when opened on an e-reader. Naturally this will be less important if what you have produced is a regular work of fiction, but even some non-fiction works will benefit from being published this way if you have the time within your schedule to design the necessary layouts.

Producing a black-and-white novel-style book with 160 pages costs $8.19 in paperback and $21.19 if you’re putting together a hardback book with the cover image printed directly onto the cover itself. These prices will naturally change over time. You can add extra pages at $0.03 each, but if you want to remove the Blurb logo from the book you will have to pay an additional 25% on top of the overall price, which increases the price of the paperback to $10.24 and the hardback to $26.49.

If you sell your books directly through Blurb it will pay you your royalties either by PayPal (in which case a processing fee of £1/€1/US$1 will apply) or cheque (in which case the fee is US$5), and make payments monthly on earned balances of over £12.50, €17.50 or US$25).

You can set your own prices and keep 100% of the markup you apply to the production cost of a print book and 80% of the price you set for ebooks.
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Blurb is known for producing good looking illustrated books, but is also a good option when it comes to publishing a novel or text-based book.

















Promoting your book






In many ways, writing your book was the easy part. It was entirely under your own control, and although you were working to a tight schedule, at least you knew where you stood at all times. The effort you put in translated directly into a measurable benefit, bringing you one step closer to completing your book or getting it out to your audience.

Now begins the difficult part: promoting your book.

The outcome here is far less certain since you need to rely on a broad range of third-parties if you’re going to effectively raise awareness and drive sales.

Your first port of call should naturally be friends and family. Either encourage them to buy a copy, or offer them free editions and ask them to tell their friends about your achievements in the hope that they’ll buy a copy themselves. At the same time, ask them to post reviews of the book to the various online stores through which you’re selling it.

Don’t insult their intelligence and ask them to post only favourable reviews. If they don’t like it, ask them to come and talk to you and suggest ways that you can improve it; they’ll have far greater respect for you if you take this grown-up, mature approach rather than asking them to lie.

Use social media, too, to publicise your work. Include details (and a link) on your Facebook, Twitter, Google+ and LinkedIn profiles, and try to post relative content to each one that relates to your subject. Resist the urge to spam your timeline, though. You’re more likely to lose followers that way – not to attract potential readers.

There are several legitimate means by which you can promote your work aside from advertising.







 Amazon Author Central


It’s one of the biggest online bookstores, so it makes sense to start your promotional activities at Amazon.

The company allows authors to maintain their own dedicated pages in its Author Central area, through which they can write a little about themselves and promote their books. This is a great tool as it allows readers who have enjoyed one of your books to quickly and easily find others, as Author Central pages are linked from the main Amazon search results when potential readers dig down into the entry for an individual title.

Set up your Author Central page by pointing a browser at http://authorcentral.amazon.com/
 and logging in with your regular Amazon account credentials.

Once your account is up and running, you need to add some books, so use the search tool to enter a few details drawn from the title and then, if Amazon finds a matching result in its catalogue, click the yellow ‘That’s my book’ button to add it to your page.

Naturally, Amazon will need to know about your book to be able to do this, so if you haven’t yet published it either through CreateSpace or to the Kindle, you’ll need to do that before you can complete the process.

Adding your books to an Author Central page is only half of the job, though. Author Central is the ideal place to add a little bit of extra information about yourself that will help your readers to identify with you. The more your readers feel they know you, the greater the chance they will buy one or more of your books.

Click the Profile link on blue menu bar the runs across the top of the Author Central pages and then click the buttons to edit your biography and, if you have any, add some photos.

Amazon also lets you add details of your Twitter account, if you have one. Think carefully about whether you want to do this, though. Twitter is a great promotional tool when used properly, but if all you do is post gossip and use language that wouldn’t be acceptable in your book, it may be better not to add a link to your feed here, since your Author Central page will automatically display your latest tweet on your profile. If you tweet only infrequently that could mean that a flippant or poorly considered remark remains on your profile page for a long time, and this could be enough to put off potential purchasers.
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Author Central is a space on the Amazon site where an author’s books are gathered together and the author – or their publisher – can write a little about themselves.








 Shelfari


Shelfari (see http://www.shelfari.com/
 )is a social network for readers, which is owned by Amazon. It’s free to join (you sign in with your regular Amazon username and password) and you can use it to track what you have read, what you’re reading right now and what you plan on reading in the future. In an age when we increasingly don’t buy books but download files to be accessed through e-readers, Shelfari lets each recreate a traditional bookshelf in digital form, with a graphical set of shelves populated by thumbnails of each book cover that you add to your account.

For readers it also offers an opportunity to engage with their favourite authors, and so for those authors it represents an opportunity to publicise their latest work. Shelfari frowns on authors over-promoting their work in its forums, and effectively spamming the forums and other Shelfari readers is likely to see you banned from the network.

However, you should nonetheless keep an eye on what is going on there. Make sure the site has all of the necessary details about your books in its catalogue, and keep an eye on who is reading them. See what else these readers enjoy reading and use that as casual market research, allowing you to learn more about your audience and see which other creative areas you should explore for future writing projects.

The more you know about your readers, the better you will be able to satisfy their needs, and so if you find yourself able to spare another 14 days at some point in the future to put a second book together, you won’t be shooting in the dark so much as you were the first time around.

The secret to success with social networks like Shelfari is to be engaged with the whole community, not just a subset. Join in with conversations – even if they don’t relate to your book – and people will visit your profile, where you can talk about your work. If they find you interesting and engaging in the forums then there’s a good chance they will also sample what you have written by downloading a free chapter and, if they like what they read, go on to purchase the complete book. This kind of passive advertising is often far more effective than more direct self-promotion.
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Shelfari lets you keep track of which books you have read and is also a good place to engage with your readers.








 Goodreads


Goodreads (see http://www.goodreads.com/
 ) offers a similar service to Shelfari, allowing you to keep track of the books you’re reading, engage with other readers of the same or other titles, and, as an author, link your profile to your own books. Doing this lets you promote your titles, connect with your readers and add extra information such as photos and biographies that will help your potential readers identify with you more closely.

The Author Program is free to join and requires first that you set up a Goodreads account and then search for your books. The easiest way to do this is to enter your name in the author search box at the top of the page. When it pulls up a list of suggested results, if your book is included, click on your name and then scroll to the bottom of the list of books associated with that author name and click the link to tie them to your account.

You will need to apply to Goodreads to complete the process, and your application will be vetted. You will also need to make sure that your book appears in the Goodreads database for your application to be successful.

If your book is already listed by Amazon, Barnes and Noble, Lulu and so on there is a good chance that it will already exist within the database, but if not you can add it manually as part of the process and effectively leap ahead.

Like other reading-focused social networks, Goodreads can offer recommendations based on books that are similar to others within its database. This allows you to perform basic market research when planning your next book in the same way that you would on Shelfari. However, for the recommendation system to work you need to add at least 20 titles to your profile. These don’t need to be books you’ve written yourself, but it pays to add books that you consider to be similar, in terms of style and genre, to the title you have written, and which you would consider that your readers are likely to buy alongside your own book. This way the Goodreads algorithms will be able to pair up your style of writing with other books that it already knows about to build a more accurate match.






[image: Image]




Goodreads provides a similar service to Shelfari, allowing you to track your reading and identify similar subject areas, which can be valuable when researching your next book.








 Word of mouth


Perhaps the most effective promotional tool of all, though, is word-of-mouth. You know more than anybody what your book is about, why you wrote it and what you were hoping to achieve. You should know what you want your readers to get out of it and why you feel they should pick up a copy. You are therefore the best-placed agent when it comes to promoting your work verbally.

Don’t pass up any opportunity to talk about your book. When people ask what you did on your two weeks off, don’t be too shy to admit that you spent them writing. After all, rather than spending them sitting about doing nothing you achieved a lifetime’s goal. How many of your work colleagues can do the same thing?

Some of them might think that all sounds like too much hard work, but you will have the satisfaction of having produced something of real value – and you will get other holidays, after all. You don’t need to spend them all writing. Even if this turns out to be your one and only book, at least you know you gave it a go, and if you succeeded in getting all of those words down on the page in just seven days, polishing them over four days and then making them available to the world at large, you have achieved a great thing.

You also deserve a rest. After so much work in so short a period you should step away from your book for a while. By all means talk about it, promote it and encourage others to do the same, but don’t tweak and play with it any more. Let it rest and if you want to come back to it in a few months you will see it with fresh eyes. If there are any imperfections, ugly sentences and tortuous paragraphs that ought to be tidied up, that is when you will see them – not when you’re basking in the afterglow of your achievement.

So put that afterglow to good use. Don’t worry about boring your friends and family by droning on about your book. Involve them, ask them to help bring it to others’ attention and slowly but surely it should gain traction.

Crucially, don’t use sales as your only measure of success. While making some money from your writing should be considered a bonus, you rob it of all of its value if that is the only metric by which you judge it.

At the very start of this guide we explained that the reason for writing a book so quickly is, in part, because spending your time doing this is a financial gamble. If you want to make it work you have to be able to reliably and repeatedly write quality material in whatever time you have available to you. We stand by that, but writing is about far more than simply financial gain. It’s an artwork, even if what you’re writing is a technical manual or non-fiction guide to software, car mechanics or medicine. Choosing the right words and arranging them in the most effective order is a work of art, in which the word ‘work’ should always be considered at least as important as the word ‘art’.




 Undercover Guides


Undercover Guides are targeted, digital publications that take you from beginner to expert without using jargon or technical language. To find out more about our latest releases, and to sign up for our low-volume mailing list where we’ll publish information about discounts and new publications, visit:






www.undercoverguides.com







If you found this guide useful, don’t forget to leave a review on your favourite online bookstore.
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