How to use this template
First, read through this template before using it and then complete the steps below:
Step 1: Make a backup of your manuscript.

Step 2: Activate Word’s show/hide feature. 

Step 3: Disable Word’s autocorrect and autoformat options. 

Step 4: Remove all formatting in your document. Open NotePad and cut and paste your manuscript into NotePad. This will clean up your manuscript and remove all your formatting. This is a critical step. 

Step 5: Paste your manuscript into this template. Use the Paste Special option and select the option that pastes Text only. 

Step 6: Apply the styles in this template to your manuscript.

Step 7: Create a Table of Contents using bookmarks.

Step 8: Delete all instructions and parts in the template that are not part of your eBook.
Step 9: Save your Word file as a Word .doc, not .docx (click Save as then click Word ’97-2003)

Step 10: Sign into your Smashwords account on the Smashwords website or register if you haven’t already done so.

Step 11: Fill in the Publish your book form on the Smashwords platform and publish your book!
Please watch the step-by-step video that demonstrates each step here. You can pause whenever you need to and press play when you are ready to continue.
Parts to your ebook

You have 3 parts to your book. The front matter, the body (your manuscript) and the end matter.

The front matter contains the: 

•
book title and copyright or license notes

•
linked Table of Contents

•
acknowledgements (optional) 

•
prologue (optional).
The body contains your manuscript. Chapter 1, and so on.

The end matter is the section at the back of the book and contains more information about you that will help you to market your book. For example, you can include a section: 

•
about the author

•
other books you have written

•
how people can connect with you via social media.

Remember to remove all instructions in this template, and remove the page break that follows here when you are done.
For more information, read the Smashwords Style Guide. You can download it here: Smashwords Style Guide
Instructions for this section: Enter your book title below by highlighting the text, Book Title Goes Here.  Replace Firstname Lastname with your name. The “Smashwords Edition License Notes” paragraph is optional.  
If you lose the formatting select Word’s ribbon menu, then click Home: Change Styles. Highlight the words and apply the style called BookTitle.
Book Title Goes Here
Copyright 2013 Firstname Lastname 
Published by Firstname Lastname at Smashwords

Smashwords Edition License Notes
This ebook is licensed for your personal enjoyment only.  This ebook may not be re-sold or given away to other people.  If you would like to share this book with another person, please purchase an additional copy for each recipient.  If you’re reading this book and did not purchase it, or it was not purchased for your enjoyment only, then please return to Smashwords.com or your favorite retailer and purchase your own copy.  Thank you for respecting the hard work of this author.
Table of Contents

Acknowledgements
Prologue
Chapter One
Chapter Two
Chapter Three
About Firstname Lastname
Other books by Firstname Lastname
Connect with Firstname Lastname
Instructions for this section: This is what a hyperlinked Table of Contents looks like.  Before you use this template, you should right mouse click on the links above and select “remove hyperlink,” and then click Insert: Bookmark and delete all the bookmarks that are there. The links above will not work for your book. 
Bookmarks identify the sections that your linked Table of Contents will link to. You must create the bookmark targets first, and create your Table of Contents last so that you can link to your bookmarks from your Table of Contents.

Do not use Word’s auto-Table of Contents generating feature. 
To create a linked Table of Contents, follow these steps:
Step 1: First format all the other parts of your book using the styles in this template. 
Step 2: Identify all the main headings that you want in your table of contents. Usually, this will be your chapter headings that you have styled as CustomHead and/or Heading 1. 
Step 3: Create your bookmarks for each heading.

Step 4: Type these headings here under the heading Table of Contents.

Step 5: Click Insert: Hyperlink: Place in this document: and select your bookmark to create your link. Repeat this for each heading that you have already typed in Step 4.
To create a bookmark, follow the steps outlined in the following screenshot. If you get stuck, refer to the Smashwords Style Guide
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Bookmarking made easy:

1. Click and drag mouse to highlight text you want bookmarked
2. Click "Insert" in Word's ribbon menu

3. Click "Bookmark" to insert bookmark

4. Type the name of your bookmark, one word no spaces

5. Click Add.

6. Later, in your linked ToC, you'll click Insert: Hyperlink:

Place in this document: and then you'll select your bookmark
to create your link.





Acknowledgements

Write any acknowledgements here. An acknowledgements section is optional. You could have just as easily labeled this section Chapter One. Notice how the style of this paragraph is NoIndent. Remember to make the first paragraph of each chapter or major section a no-indent paragraph. If you pick up any print novel, you’ll see the same technique used.

Here’s the second paragraph. Note the first line indent. This paragraph uses the Normal paragraph style. In Microsoft Word’s ribbon, click to Home: Change Styles: and then hover your mouse over Normal or click the down arrow then click Modify to view the settings for the Normal style.  

CustomHead is the name of the paragraph style for the heading. To apply the style, highlight the heading, click Change Styles and then click CustomHead.  

Prologue

Write your prologue here. A prologue is optional.  This section just as easily could have been labeled Chapter One, Chapter 1, Chapter 1 or the name of any other section.  CustomHead is also the name of the paragraph style for this heading. To apply the style, highlight the heading, click Change Styles and then click CustomHead.  Remember to also apply the NoIndent style to this first paragraph.
Note that this paragraph is first line indented, as will be all subsequent body paragraphs in this section. This paragraph uses the Normal paragraph style.
Chapter One

Put your chapters or sections here.  I typed in “Chapter One” above, highlighted the text by clicking and dragging my mouse, and then applied my “CustomHead” style to it as I did for the Acknowledgements and Prologue sections above.  Do this for every new chapter or section headings that you create. Use the NoIndent style for this first paragraph of the chapter. This is the body style you must use at the beginning of a chapters or section when you are using the first line indent method for the main body of your work.
Now see how this paragraph is first-line indented? This paragraph uses the Normal paragraph style. This will usually be the style that is applied to most of your text. When you paste your manuscript into this template as Text Only all your text should automatically be styled in the Normal paragraph style.
Chapter Two

Your first paragraph goes here.
Your next paragraph goes here.

And so on …

And so on …

Chapter Three

Your first paragraph goes here.
And so on …

When you get the end of the book, added centered hashtags to let the reader know they’ve reached the end. Or, enter the words, “The End.”  
Highlight the text and then apply Centeredtext style to centre it. It’s important to let the reader know they’ve reached the end and it also separates your book from the end matter section that comes next.
###
About [Firstname Lastname]
Instructions for this section: Put a short bio here.  Apply the NoIndent style to this section just like the style of the front matter. Here is an example:
Via Afrika, established in 1949, produces and packages educational content and learning experiences to be enjoyed in any desired format. We are well known in the South African and Botswana school, AET and TVET markets for our excellent curriculum-aligned products in print and digital format. The Via Afrika Digital Education Academy offers teachers courses to develop their e-learning skills and knowledge and also focuses on facilitating change management processes related to the implementation of digital education. Watch an interview with Via Afrika’s CEO, Christina Watson for more info about WritePublishRead at https://www.smashwords.com/profile/view/ViaAfrikaZA 
Connect with [Firstname Lastname]
Instructions for this section: Provide links to your social media pages for your readers to follow or connect with you, replacing the hyperlink examples shown below. Use the NoIndent paragraph style. Remember to test the hyperlinks (Ctrl + Click to follow link) to make sure they work.
I really appreciate you reading my book! You can:

Friend me on Facebook: https://www.facebook.com/ViaAfrika/
Follow me on Twitter: https://twitter.com/ViaAfrikaZA
Favorite my Smashwords’ author page: https://www.smashwords.com/profile/view/ViaAfrikaZA 
Visit my website: http://viaafrika.com/
Before you publish your book, remember to remove all instructions in this template and to save your Word file as a Word.doc, not .docx. Click Save as: and then click Word ’97-2003.
