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Format Your Manuscript (eBook and Paperback) 
Version 1.0* 

(*Please make sure you’re using the latest version) 

 

When formatting your manuscript, make sure the information in it (e.g., book title, author name) 

exactly matches the book details you entered. 

1. After downloading and installing Kindle Create Add-in for Microsoft Word, open your 

manuscript in Word. 

2. Click the Kindle tab. 

3. Click Get Started (it’s at the far left). This will set up trim size, margins, font size, and 

indentations. 

Note: You have two trim size options when using the add-in: 6” x 9” (the most 

common paperback size in the U.S.) and 8.5” x 11”. You can choose by clicking 

Trim Size in the “Getting Started” section. 

 

4. Apply formatting elements to your title page: 

 Place your cursor next to your book title, click Title Page Elements (it’s in the 

section “Apply Elements by Type”), and select BOOK TITLE. This will format 

your title. 

 Place your cursor next to the author name, click Title Page Elements and select 

Author Name. This will format the author name. 
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5. Apply elements to book body: 

 Place your cursor next to your first chapter title, and click Chapter Title (this is 

in the “Apply Common Elements” section). This will format your chapter title. 

 Place your cursor before the first word of your first chapter and click Chapter 

First Paragraph. This will apply a drop cap (a large capital letter) to the first 

letter of the first word in the chapter. 

 Repeat these two steps for each chapter. 

6. Add your table of contents: 

 In the “Navigation” panel on the far left, click on the page that will follow your 

table of contents (it’s usually the first chapter). 

 In the “Insert into Book” section, click Insert Template Page and choose “Table 

of contents page.” 

7. Apply a theme to your book by clicking Choose Theme (it’s in the “Getting Started” 

section in the top-right corner). Choose one that fits your books content. For example, if 

you’ve written a sci-fi novel, you might choose Cosmos. 

8. Add a header by clicking Prep for Publish and select Insert Headers. This will add 

your author name and book title to the tops of your pages. 

9. Add page numbers by clicking Prep for Publish and select Insert Page Numbers. This 

will add page numbers, beginning with your first chapter. 

10. When you’re satisfied with your book, save your .doc(x) file. You’ll upload this file to 

KDP later. If you want to publish an eBook, you can use the same Word file you created 

for your paperback. 

After you upload your book, it will go through our review content and quality review. If it 

doesn’t pass our review, you’ll have to edit your file and resubmit it. 


