This is Only a Template.

This template is setup especially for Word or Open Office and the Smashwords Meatgrinder. 

It's Best for Non Fictional e-books using Times New Roman Fonts)

Copyright by W.E.Powelson 2013

Chapter 1: The Objective: 

 These templates will make the task of formatting e-books much easier and faster, no matter what full featured word processor you might choose to do the job, including Microsoft Word.
 The objective here is to provide you with a free Open Office (3.0 or 4.0) template for it, and/or almost any full featured word processor.  These templates will automatically set the intricate (formatting) gears inside (most) word processing applications to a style that you may easily use as you format your books for processing at the Smashwords.com “Meatgrinder”.  The Meatgrinder converts a Microsoft Word (.doc) file into many numerous e-book file-type formats.

My free e-book, (also available at Smashwords.com) will help you do the formatting job with Open Office or almost any free (full featured) word processor; thus saving you the $109 purchase price of Microsoft Word.

Smashwords recommends the $109 version of Microsoft Word to do the formatting job.  Mark Coker at Smashwords offers a superior (and free) Smashwords Styleguide to help you with the formatting too.  But the Smashwords Styleguide is based almost entirely on using 'Microsoft Word' to do the e-book formatting.  It's totally confusing if you are using any other (free) word processor.

 That issue presents a major problem for people who do not have Microsoft Word on their computer.  Some of us can't afford to purchase 'Word' and others (like myself) flat-out refuse to buy it.  I've solved  that little problem for myself and I want to solve it for you (totally free) right here and now. I'm about to show you how to format e-books without making any expenditures.  I'll also help make the formatting job twice as easy and twice as fast, whether you are you are using Microsoft's 'Word' or some other full featured word processor.  $109 is a rather hefty expense (and gamble) for some folks these days.  It was for me too, so I worked at it until I found several ways to do the formatting job entirely for free. In the process, I've found ways to simplify the e-formatting process substantially, making the job much easier, faster and cheaper.  

If you'll continue reading, I'm hoping and betting I can save you money, time and a lot of headaches.

By using these templates, it is even faster and easier now! You'll simply load the template you need before you begin formatting.  You'll delete all this text, then paste a nuked (clean) plain-text version of your work where this text is now.  Presto; your word processor will automatically set itself to the specific Meatgrinder approved settings that are already contained within the template.  As you then save your work as a 1997/2000 Microsoft Word .doc file, those settings will remain in your document and become the permanent settings for that document.  You only need to load the templates at the beginning of each new book or piece of work.  After that, your software will remember these settings and set everything to the correct defaults each time you save then re-load your own work.  It relieves you from trying to figure-out, exactly how, when, where and why to make all those very 'intricate-fine-tuning-adjustments', before you begin formatting your soon-to-be best-seller.  

Formatting must be done in very specific ways so that the conversion process to 7 e-book formats can be performed smoothly by what Smashwords calls, “The Meatgrinder”.  It requires almost 100% perfection, concerning the font-types, sizes, heading-types, paragraph-indentation-preferences and carriage returns.  The most difficult part of formatting is trying to figure-out exactly how to tweak your ('Word' or any other full-featured) word processor to the exact Smashwords Meatgrinder requirements. 
Problem solved! With the correct template loaded into your word processor, any decent word processor sets itself automatically. Then the formatting job becomes a simple matter of bookmarking the headings, and sections and hyper-linking the 'Table of Contents' (inside your book) back to those chapter and section headings. It is relatively easy to do, once the software has been set to do the job correctly. If you can learn to set one bookmark, all the rest are the same process.  It becomes an easy and mechanical (though boring) task.  Setting hyperlinks works the same way.   After you see your first hyperlink actually work, all the rest become a matter of routine repetition.  An hour or two later (depending on the number of chapter headings and sections in your book), you'll be done!

I'm doing all this for one reason and one reason alone.  I'm hoping you'll like me enough to buy my fictional novels (at Smashwords) and read them, then give me rave reviews!  Otherwise all of this is 100% absolutely free.  I promise no gimmicks what-so-ever!  I hate some of the tactics being used by some web sites these days where they trick you into new tool bars and add-ons you furiously hate and do not want.  I will never stoop to that level just to make a buck.  Ever!

All these templates, available for free (below) were setup inside the (also free) Open Office word processor.   All my e-books (on the left) were done this way with Open Office, (though some were partially done with Word Starter).  All those books are now in the Premium Catalogs at Smashwords and for sale, all around the planet.  I do not own Microsoft Word and will refuse to buy it as a matter of principle.  (That principle is centered largely around a severely embarrassing lack of $109 that might be better spent, elsewhere.  I also have issues about making Bill Gates richer than he already is. He's one of my top-10 all time heros by the way.  I just don't want him to have any more of MY money!  Go ahead and laugh.  I know I'm a little off, in the noggin. (Aka; cheap and stubborn.)

NOTE: to click a link inside Open Office, you must also hold down the 'Ctrl' key as you click the link.

It is now possible to format and publish your e-books entirely for free at Smashwords.com, with these templates and my free 'Open Office' guide.  You will also need a free word processor (like free Open Office).  I do recommend Open Office. However; if you know any word processor well enough and if it will recognize these .doc file templates, it may work okay for you.   It will also need the ability to do the Bookmarks and Hyperlinks functions as well; then 'Save as' a .doc file. Without those things it's a thumbs down situation, I'm afraid.  So, download Open Office <http://www.openoffice.org/download/> and get started.  WATCH CLOSELY AS YOU DO THE DOWNLOAD.  Don't fall for the tricks.  Wait for the small gray popup and read the file type <apache_open_office-4.01_xxxxx> before you click okay.  It takes a while for the download popup to appear, (on purpose).  They sometimes take you to a screen with 'other add-on downloads' to fool you into things you may not want. Also; as you install Open Office, choose to do a 'Custom' installation and opt out of any extras you do not want.  

Hey!  They work hard and the software is free.  They DO deserve donations.  Open Office is a great application.  
NOTE:  The free version of jarte (word processor) will not work, but the full version may.  I've tried the free Jarte version.  It failed miserably; so don't waste time on that.  I'm not positive though about the full version, I haven't tried it. 

##########

Why use these templates?
The most difficult part of e-book formatting is the process of setting-up (any full featured) word processor to the specific font types, acceptable font sizes, and appropriate headings (to match those in this template).  

The beauty of using a template is that it automatically simplifies everything to a point where you will not need to know all the intricate details of how the word processor works, versus what (exactly) the Meatgrinder wants and needs to see, in order to perform its very special little miracle.  The template automatically sets the fonts, font sizes, paragraph-indents, and acceptable heading-types automatically for you.  These templates preset everything to the Smashwords Meatgrinder 's requirements.  The correct settings occur automatically as the template loads.  
Word Starter Users:  if you plan to use Word Starter, you will also need to download Open Office to do the bookmarks anyway.  It sorta negates the purpose of using Word Starter!  But, I've done three different books that way myself. I know it can be done.  Word Starter does not have a bookmark function. I assumed that the hyperlink function would suffice for both.  I was totally wrong! You will need a special way to set the bookmarks if you use Word Starter.  Think about it before you begin.  I'm always standing by to help with your questions when/if you run into trouble.  I've been there and done it.  <billp@studydrums.com> 
Warning:  If you plan to make changes to this or any of the templates, be especially careful to stay within the Smashwords specific guidelines.   If you change this to something unapproved by Smashwords, you can expect havoc as your book goes through the Meatgrinder.  Get a copy of Mark Coker’s Smashwords Styleguide. It offers in absolute detail, everything you will need to know.

These templates are preset to please the Smashwords Styleguide and the Meatgrinder.  Too many changes may thwart that objective.  As a result you may wind up hanging by your thumbnails for 10-years in a Gulag at an undisclosed coordinate in lower Siberia.

Chapter 2:  Examine this Heading.

This (above) is the chapter heading style I prefer for my books when I'm formatting to Smashword specs.  Set your cursor somewhere in the text of the Chapter 2 heading above.  Notice the Heading number (up on the top menu of Open Office) as it changes.  It will change to 'Heading 1' as you click and set your cursor (above) where it says, “Chapter 2: Examine this Heading.”  We're allowed to decide whether we prefer to center our chapter headings or have them left oriented as I have done above.  

If you are writing fiction and if you like this particular font style, then this template is for you.  Check all the other headings in ths template.  They're all different heading numbers, but they are what the Meatgrinder likes to see and will accept, without throwing a red-flag and subsequently rejecting your file.
NOTE:  Headings 1, 2, 3 and Default (or 'Normal' in Word Starter), are the ONLY headings that will be accepted by the Meatgrinder and Smashwords.  Use the other headings at your peril, or your e-book may experience problems before it becomes approved for the Premium Catalogs.

Note:  Default in Open Office and Normal in Word Starter mean essentially the same thing.

If this template isn’t exactly what you are wanting, download and look at some of the others.  Only three font types are allowed by Smashwords.  You do have your choice of the three (Times New Roman, Garamond and Arial).  
If you are writing Fiction you should have (an approximate) .25 to .30 indent at the beginning of each paragraph.
If you are writing Non-Fiction you will want one of the (block paragraph/non-fiction) templates.  Non-Fiction is best when written with block paragraphs and (an approximate) .05 or .06 space below each paragraph.  

Each template is set to Smashwords specs.  The objective here is to (hopefully) make all this very easy for you, while also (and more importantly) making the Smashwords Meatgrinder smile.  You'll need to watch those carriage returns between paragraphs!  They're also a no-no.  More than four carriage returns in a row, may get your book rejected.  I use two at the bottom of each chapter to serve as a quasi page break.  

Page breaks do not always process well either.   We're told to use them sparingly.  I've had bad luck with them, so I've stopped using them altogether.  You're on your own with that issue.  Sometimes they work perfectly in some applications and terrible in others.  To be totally safe, I use two carriage returns as a page break compromise to what I'd actually rather see.  The objective is to get into the Premium Catalogs on the first attempt.  It does involve some compromising on our part.

Chapter 3:  Success?  Success! 

Set your cursor inside the heading above.  Look to see which heading is in use, (over on the headings text-box on the top Menu).  The heading for Chapter 3 (above) 'should' be showing Heading 3.

  If you like your chapter headings to be centered in a larger font, use heading 3.  I could have used headings 1 or 2, but I chose Heading 3 for the above demonstration.  You should seeing be a size .14 font (centered).  

As you are setting up your book you may choose whatever headings you prefer to see (for your title, copyright notice, acknowledgments, preface, epilog, chapter headings or whatever). 
Important!
Headings 1, 2 and 3 MUST be used if you want to see your headings appear in the NCX (Navigation panel).  A working NCX is required by most e-book formats, especially the extremely important epub files. Only headings 1, 2,and 3 are acceptable to the Meatgrinder.  Your software probably offers multiple heading types.  Don't use anything other than Headings 1, 2 and 3, (after loading the template) if you hope to pass through the Meatgrinder without errors.  

My free e-book “Open Office through the Meatgrinder” will show you how to choose and set the headings, if you are worried about that.  It will (hopefully) show you everything you need to know when using Open Office as your e-book formatting word processor.  If not, I absolutely want to hear about it.

The NCX is usually on the far left panel in most applications.  However; it builds itself automatically if we do our Headings, bookmarks and hyperlinks correctly.  The NCX is explained very well in the Smashwords Guide and I cover it in my Open Office guide as well.  All we really have to do is keep an eye on it to be sure it's building properly as we setup each heading in our book.  
Are you happy with this font type and the indents?  If you DO like this template you may want to follow along VERY carefully for this next part.  This next step is totally and completely optional.

Do not do the following unless you are certain this this is your best template choice for your books.  However, this maneuver below is reversible by following these same steps, should you decide on something different at a later time. 
 NOTE:  If you keep the template handy and always load it before you begin a project, you will not need to set this as your default setting.  (It's your call.)  If you are the least bit confused by the instructions below, ignore them.  Just load the template you need (one time only) before starting each new project or book. After the project has been 'Saved As' your book's name, the settings will be set in stone.
Right now: (if you are happy with this template) and if you are choosing to set this as your default (personal favorite setting), follow the instructions below. That way, you won't need to load and delete this template each time before you begin formatting a new book project.  The choice is yours to make. Load this template into Open Office . . . and:

To Set This Template as the Default for Open Office:
1. Save this document by choosing File - Templates - Save and saving the document in the My Templates category.

2. Choose File - Templates - Organize.

3. Double-click My Templates in the list on the left. You will see the user-defined templates in the user directory specified under Tools - Options - OpenOffice.org - Paths. Select the template you have just saved and open the context menu or open the submenu of the Commands button.

Choose Set As Default Template. The next time you open a new text document, the new document will (or should) be based on this new default template.

Word Starter Users will need to consult the Smashwords Styleguide to set this template as the default.  It's a bit tricky. 

##########
All done?  Now you can call and cancel the appointment with the Shrink.  You won’t need the sessions any longer. 

You are now ready to start formatting and we've just saved you from having to read an entire 600 page Open Office manual that probably doesn’t even exist.  Have fun!

This is all free.  It took me 72-years to get it done. As I worked at it, 7 of my 12 cats died of starvation  in the yard.  (They like the wet cat food and the hunger strike proved fatal.)  I made the survivors subsist on lizards so I could accomplish all this just for you. Please help save my other five cats.  Buy my other books! See the icons immediately to your left at the site where you got this dumb template.  Or; buy them at Smashwords, PLEASE!)  

Download my free e-book: “Open Office through the Meatgrinder”, while you are there.  You'll benefit greatly from it.  It's my gift to you because I don't want anyone to go through the headaches I went through, to learn all this. Valuable knowledge should be shared freely. To withhold valuable knowledge for selfish reasons is a 'Crime Against Time', as I see it.

Buy just one of my books and in 200,000 years after Crimes Against Time becomes an American classic, your (100 X) great grandkids will be able to sell your first edition copy to Rick Harrison at Pawn Stars, for exactly 27 centavos.

By the way; I love to help people via e-mail.  If you are having problems with all this, it’s totally okay to e-mail me at <billp@studydrums.com>.  If I can help, I will! I love e-mail.
If you are finished reading, delete all this text:

HOW TO:

(Ctrl/a) will Select it, then hit the delete key.  Whoosh!  It'll be gone, but the settings will remain.
Immediately after that, Paste (or write) your Pulitzer winning novel where this text was.  

You didn’t read a dang word of this, did you?  I didn’t either!  See ya at the Gulag! ~ W.E. Powelson

