Do the admin
Before going any further, there are a few steps you need to complete to make sure that the upload of your book to Draft2Digital is as smooth as possible. 
Fill in this document, from which you can easily cut and paste to populate the Draft2Digital online form. The guidelines are adapted from the requirements given in Draft2Digital’s online form. 
1	Metadata

	Book title
	My book title is:

	The full title of your book cannot be more than 250 characters and must not be in caps nor contain parenthetical information (like this). The title you give here must match the title inside your book and on your cover. If you have a series name, do not include it here.
	

	Series
	My series name is:

	If your book isn’t part of a series, you can leave this selection blank. If you are starting a new series, choose Add Series and give it a name. If you are adding to an existing series, select the series name. 
	

	Publisher
	My publisher name is:

	The Publisher is the label or brand name associated with your book. If you don’t have one, Draft2Digital will use your Author Name.
	

	Author name
	My author name is:

	Enter your author name. You may use a pseudonym.
	

	Language
	I have written my book in:

	Indicate the language in which your book is written.
	

	Volume number
	My volume number is:

	If your book isn’t part of a series, you can leave this blank. If it’s part of a series, type in the intended reading order (e.g. 1, 2, 3)

	

	Search terms
	My search terms are:

	Adding keywords can help readers find your title. Think about the words that your reader might use to find your book. For example, insert the language of the book and a sub-category, for example: isiZulu, Novel, Historical Romance or WPR and South Africa! Be sure to list your keywords by priority. Not all vendors are able to take an unlimited number of keywords (Amazon accepts the first seven keywords, for instance). 
	

	Prioritized search terms (tags)
	My tags are:

	What are the keywords that will help readers find your book? Don’t add more than 10 tags.
	

	Target audience age
	Yes/No

	To protect minors from viewing inappropriate material, you must declare whether your book contains language, situations, or images inappropriate for children under 18 years of age. If it does not contain such inappropriate content you can indicate that it is intended for a general audience.
	

	Filter BISACS
	

	BISAC Subjects are the categories that shoppers will browse in to find your book. Think of them like the different sections of a bookstore, such as young adult fiction, romance, or business & economics. You can type within the search box to narrow down the list. There are many sub-categories to choose from. You need to select the most appropriate sub-categorisation for your book. You will notice that some categories have a ‘plus sign’ symbol (+) next to them. When you click on these categories you will see further sub-categories that are available to choose from. 

	Genre (primary category)
	Sub-category 1
	Sub-category 2

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Prioritised BISACS
	My Prioritised BISACS are:

	Choose the categories that best describe your book, with the most important listed first. You can choose up to five, but many vendors will only support the first one or two. After selecting subjects you can drag and drop in the Prioritized BISAC list to change the list order, with the most important listed first.  
	


2	Ebook details
	Ebook release date
	My release date will be:

	Select ‘For immediate release’ or ‘Make it a preorder’. If you are a first-time author we suggest that you select ‘For immediate release.’
	

	Ebook description
	My ebook description is:

	A sales description of your book should be designed to ‘hook’ a reader and lead to a sale. This description will appear (along with the cover image) on every vendor’s sales page. It is also a good idea to include the approximate length of the book.
This description must be between 50 and 4 000 characters. Do not enter e-mail addresses, hyperlinks, prices or promotions.
	

	Short ebook description
	My short ebook description is:

	Short descriptions must be a single paragraph between 50 and 400 characters long. Do not enter e-mail addresses, hyperlinks, prices, or promotions.
	

	Collection
	Yes/No

	Check this box if your book could be described as a ‘digital bundle of more than one book’.
	

	Ebook ISBN
	Yes/No

	Choose whether you want a free Draft2Digital ISBN or will use your own ebook ISBN. 
	




3	Pricing and sampling
	What price do you want to charge?
	The price of my book is:

	What price do you want to charge?
Before you decide on your price read the section on Marketing (page 29). 
Price must be set in US dollars and not Rand. The minimum price is set at $0.99 USD. Platforms such as Draft2Digital use American dollars to make it easier to work with across the world. At the moment, $1.00 is about R18.00. The price that you set is exclusive of VAT. 
Setting your price as Free can be an extremely powerful marketing tool for building readership. 

Smashwords pricing survey
The 2017 Smashwords pricing survey reveals that:
· free ebooks had about 33 times more downloads than books that had a price.
· the highest number of unit sales were for books costing $3.99, $4.99, $0.99 and $2.99 (in this order).
· the most common price for self-published authors was $2.99.
· the worst price for your ebook, both in terms of downloads and earnings, is $1.99.
For more information you can read the full survey for 2017 here. More ebook statistics from 2017 onwards are available here. 
	



	Sample
	The percentage people can read as a sample is:

	A sample is the first few pages of your book (from page 1) that the reader can download free to see if they want to buy your book. If you are not going to make your book free, it is a good idea to offer a free sample. Decide what percentage (how many pages from the beginning of your book) people can read as a sample before they have to buy it. We suggest you choose a sample of 20%.
	




Populate the Automated End-matter 

When you turn on the Automated End-matter feature, you only need to enter the information for your end-matter once. The information is then automatically included in all your books, and any revisions will be automatically updated in all your books.

About the author

	Label
	My label is:

	If you publish in multiple genres (e.g. Romance, Science Fiction, Young Adult), it can be useful to have a different author profile for each genre. If you don’t need to specify a genre label, use “Default”. 
	

	Profile
	[bookmark: _GoBack]My profile is:

	Supply an author biography to connect with readers. You can include information about your background, career, interests and writing history. 
	

	Author image
	Yes/no

	It is optional to upload a profile picture of yourself.
	

	Website
	My website is:

	If you have a website or social media page, supply the link. 
	



About the Publisher (optional)
The Publisher is the label or brand name associated with your book. If you do not have a Publisher name, Draft2Digital will use your author name, and you do not need to fill in these details. 


	Name
	My Publisher name is:

	The name of your publishing imprint. You can use your own name or any label that isn’t already a registered trademark. 
	

	About the Publisher (optional)
	My profile is:

	Supply an author biography to connect with readers. You can include information about your background, career, interests and writing history. 
	

	Publisher image
	Yes/no

	It is optional to upload a profile picture of yourself.
	

	Publisher icon
	Yes/no

	If you have a publishing logo, upload it here. It must be a 300px x 300px PNG with a transparent background. 
	

	Website
	My website is:

	If you have a website or social media page, supply the link.
	


 


Time to go online
Now that you have prepared all the information that you need, you are ready to go online and fill in the form.
Log in to your Draft2Digital account, select MY BOOKS > ADD NEW BOOK > START EBOOK and copy and paste all the information you have just prepared in the online forms on the Draft2Digital platform. You will then need to:
1	Supply front cover art
Select and upload your cover image. Remember, you must upload your cover at the same time as your book.
2	Upload final manuscript
Select and upload your manuscript. It can be a Microsoft Word .doc, a Microsoft Word .docx file, or even a RTF, OTF or TXT. Draft2Digital will convert your manuscript into an ebook. 
3	Agree to the Terms and Conditions
Draft2Digital will ask you to tick a Rights confirmation box, meaning that you agree to the Draft2Digital Terms and Conditions. In Appendix B you will find a copy of this document with some notes we have written to help you understand these. Once you are satisfied, tick the checkbox to agree to the Draft2Digital Terms and Conditions, then click PUBLISH MY BOOK! to finalise the upload.




