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Introduction 
 
 
 
 
Ebooks are an amazing product that has multiple uses. And, it can be created at no 
cost, or for a very minimal amount. What else can you create that costs only your time 
and effort, and sells for whatever the market is willing to pay? 

There aren’t many products that fall under that category. And, along with the ‘right 
price,’ ebooks are easy to produce.  

And, as a business owner, an excellent method of establishing authority and credibility 
for you and your business is to write a book.  

You can write a simple ebook of 10 to 100 pages or more. This is an easy to distribute 
product. Anyone interested can download it from anywhere in the world. 

Then there is the book. You can use services such as CreateSpace and self-publish a 
100 or more paperback book. This is excellent for business meetings or events and so 
on. 

You can start with an ebook and turn it into a book – it’s always a good idea to have 
different formats. Some people may want to actually hold a book; others may prefer 
reading on a Kindle or other digital device. 

With these easy-to-follow instructions, you can easily write a 10 to 25 page ebook in as 
little as 3 days. 

Okay, let’s get started! 
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Creating an eBook – 5 Simple Steps 
 
 
 

1. Create content 
 
The first step is to create your content; this can be done as a simple word document. 
The content can be anything you think your readers or target market will want or need. 
In addition, it can be any length you decide upon. You can create a simple 10 page 
ebook, or a 100+ page ebook. 
 
The choice is yours, as long as it will provide your reader or target market with an 
informative product that they’ll find of value. Keep in mind that you must provide the 
answer or solution to a reader’s question, need, or desire. 
 
A number of writers decide to choose a ‘hot’ niche topic. When writing specifically for 
a niche, be aware that some topics/niches are timely. Information relevant to niches 
such as real estate, the job market, and even marketing strategies can change 
overnight. The upside to ‘hot-topic’ ebooks is that you can make a substantial amount of 
money while the topic remains hot. 
 
Another option is to choose an ‘evergreen’ topic, one that will remain relevant for quite 
a while, if not indefinitely. 
 
Whichever niche you choose, you should do keyword research to make your title 
promotionally effective. While search engines can’t pick up keywords within the body of 
the PDF, it’s still a good idea to use them. This way, if you use a blurb or excerpt from 
the ebook, it’ll be keyword ready. 
 
Keyword tools available include: 
 
http://www.wordstream.com/free-keyword-tools  
 https://www.youtube.com/keyword_tool 
 http://www.keywordeye.com/ 
 
If you are writing an ebook to sell, take advice from copywriting expert Joe Vitale in his 
book Hypnotic Writing, “Know the exact one thing your prospects want and tie 
everything you say to it.” This is especially important for the book promo content. 
 
You can also create a compilation of articles that you’ve already written on a 
particular topic. Simply organize them into an easy to read product that includes a 
Contents page.  
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Note: It’s wise to include a disclaimer explaining that you, the author, strived for 
accuracy, but cannot guarantee it due to the ever-changing nature of the internet. And, 
it’s advisable to include an “All Rights Reserved” with a copyright reference. 
 
If you’re creating the ebook as a freebie on your site and intend to allow others to pass it 
on, you will need to add appropriate text that will let the reader know.  
 

TIP: As with any work, be sure to proofread and edit the content. And, be sure the 
content will actually be of value to your readers. 

 

2. Organize Your Content 
 
Whether your product is a few pages or 100 pages, having it organized is important. 
The ebook needs to offer easy reading and clarity, along with value. If you are creating 
a longer product, divide the content or articles into sections or parts, and provide a 
Contents Page. 
 
Be sure to use a large and bold font for section headings and it’s advisable to 
include page breaks for each section. 
 
Remember, you want to provide valuable information, including resources if possible, 
that will prompt the reader to view you as an expert in your field/genre. This will help 
motivate the reader to click on the links you provide, leading back to your site/s, 
products/services, or affiliate products. 
 
Finally, be sure to add a brief bio, including your sites, books published, services, 
products, and links, on an About the Author page. 
 

TIP: Have plenty of white space. If you notice, this ebook has very short paragraphs, 
making it easy to read. 

 
3. Include Images and Tweak Your Content 
 
Once you have the content in place, add images. You can add an image at the 
beginning of each section, or where ever you see fit. This is another trick to make the 
ebook more interesting to read, but don’t overdo the images. 
 
Using your word program’s clipart function is a free way to get images. Microsoft has 
clipart in the toolbar: Insert: Pictures: Clipart. You can also input free images from other 
sources. Again, the choice is yours. 
 
Another easy way to do this is to take your own pictures. Download them onto your 
computer and then upload them into your ebook.  
 



Write That Ebook / Karen Cioffi, the Article Writing Doctor 
 7 

The images will help break up the monotony of straight content. Another technique 
for this purpose is to use different color font for headings and subheading, or for “tips,” 
or other special information. Changing the font itself is another tool to make specific 
content stand out. 
 

TIP: Include your head shot on your About the Author page. Readers connect more with 
a face, rather than just a name. Also, it’s advisable to center interior images. 

 

4. Create a Cover 
 
Along with the information in number 3, you might consider getting a cover designed 
through Fivver.com. For $5 to $20 you can get a professional cover done. 
 
Having a professional looking cover is an important element to a quality book, whether 
you’re selling it, using it for business purposes and promotion, or giving it away as an 
ethical bribe. 
 

TIP: Make sure your cover is centered, and after it’s done, be sure to click on Page 
Break. 

 
5. Turning Your Word Doc into a PDF 
 
Okay, you’ve created a great word document, now it’s time to magically turn it into an 
ebook. There are a number of free PDF creator software applications to do this. 
 
For those wondering, PDF is an acronym for Portable Document Format. A PDF creator 
is an application that converts documents into PDFs by creating a virtual printer that 
prints to PDF files. 
 
If you don’t already have a PDF converter, it’s time to do an online search for “free pdf 
creator.” Just be sure the one you choose is Adobe compatible. 
 
My experience is with PDF995. They offer a free version which displays a sponsor page 
each time you run the software, but I opted for paying a one time $9.95 fee for a version 
that doesn’t display promotion. You can check it out at: http://www.pdf995.com 
 
Two other free PDF convertor links are: http://www.primopdf.com and 
http://www.dopdf.com 
 
Install the software you chose, and you’re ready to go. 
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To use a PDF converter, choose Print while in the open Word document that you 
intend to turn into a PDF. In the Printer box, choose the PDF converter instead of your 
printer, and print.  
 
It’s that simple. 
 

TIP: As a precaution check the finished product. Sometimes conversion errors can 
happen and the spacing may be off or other detail that may need to be corrected. Just 
go back to the original Word doc and proof it again to make sure it’s okay. Correct any 
errors you may find.  
 
While the error may not be in the Word doc, you still need to check it. 
 
Then print the Word doc to PDF, and check it again. 

 
 
Final word of advice here: Backup ALL your work. 
 

Be sure to save and backup all your work, every step of the way, from the 
beginning to the finished ebook.  

 

I use Dropbox.com.  I like this service because it allows me to keep my 
computer and laptop in sync. And, I can save only the files I choose. It 

doesn’t backup all your files, such as everything in Documents. It just saves 
those files you add to it. 

 
This is a great feature if you have private documents you don’t want in an 

offsite ‘cloud.’ 
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Offering an eBook for Free 
 
 
 
The purposes of an ebook are multiple. First, you must decide if it is to be sold or given 
away as a freebie on your site. There are benefits to both strategies – we’ll look at the 
‘freebie’ aspect first. 
 
 

Offering the eBook for Free 
 
 
Offering an ebook on your site as a free gift, or as an enticement to get visitors to sign 
up for your newsletter or informational emails is a great marketing strategy. It is 
considered an ‘ethical bribe’ and by a number of marketing experts it is considered the 
most effective strategy to get visitors to subscribe to your email list. Giving one or two 
FREE informative ebooks, obviously pertinent to your site’s brand, will help coax that 
visitor to click on your call to action. 
 
Visitors, especially in today’s ‘speed of light attention span,’ need to be grabbed 
within a couple of seconds. So, having an opt-in box (your call to action) set up in the 
upper right hand corner of your site, preferable the first widget visible, will draw the 
visitor’s eye. You can get an opt-in from services such as iContact.com. 
 
On three of my sites, I offer two free ebooks for subscribing to my free monthly 
newsletter, A Writer’s World. I also offer two free ebooks just for stopping by. Since my 
sites are geared toward writing, writing for children, and marketing, I keep the freebie 
content in line with my branding. 
 
If you do choose to offer your ebook for free, your next decision is whether or not you 
will allow it to be used as a reprint. In other words, will you allow those who download it 
to offer it for free on their sites or pass it along to others. 
 
This option has its marketing benefits: you become viral and reach many more 
readers, and those readers may very well click on the links to your site/s, services, and 
products. It’s a win-win situation. The readers not only get the benefit from the 
information in the ebook, but they get to offer it as a free gift on their own sites, and you 
get increased visibility and traffic. 
 
In addition, you will be establishing and promoting your expertise to a wider audience. 
 
If this is the way you choose to go, you will need to add a little paragraph 
informing the reader that he/she is allowed to pay-it-forward. But, you also need 
to put a cautionary note in the ebook to make sure you are credited as the author: 
 



Write That Ebook / Karen Cioffi, the Article Writing Doctor 
 10 

This is a FREE report. You are welcome to share this report with anyone, reprint 
portions of it on your blog or website, or offer it as a free bonus, but you cannot offer it 
or any portion of it for sale or profit. If you do share this report, please keep it intact. If 
you reprint content from it, it is required that you include the author’s byline: XXXXX 
 
OR 
 
You are free to use this ebook, but it must remain intact, completely as is. 
Please note: you may not use it for sale or profit. 
 
If you choose to reprint specific content from within this ebook, please be sure to include 
the author’s byline: XXXXX 
 
Your byline can be something as simple as: Copyright 2014 Your Name. Used with 
permission. For more great content like this visit [your website url] 

 
 
There’s a bit more about this topic below, under A Bit About Copyrights. 
 

TIP: You can add a copyright symbol by clicking on Insert: Symbols, on the Word 
toolbar. It should be formatted: Copyright © 2011 Your Name 
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Offering the eBook for Sale 
 
 
 
There are a number of sites that offer free publication, such as Kindle, Smashwords, 
and Lulu. Using one of these services will broaden your potential customer base, along 
with increasing your visibility.  
 
Some of these services also provide the option of having your book accessible through 
online retailers and other distributors (you will need an ISBN for this though, some 
publishing sites will provide one, at no cost – see below for more info on ISBNs).  

I’ve published ebooks on Lulu and recently published with Kindle. And, if I can do it, 
anyone can. I won’t sugar coat it though, it does take some effort and time, but the 
results are worth it. You can have a ready-to-go product for sale within a day. If you get 
proficient at publishing on these sites, you can complete a project in a couple of hours. 

While free publishing sites do provide instructions on formatting and uploading your 
ebook, it may not be easy going. The formatting must be exact, and your cover image 
must meet their specifications. Don’t get overly frustrated though, if you run into 
problems, just keep working on it. If all else fails, ask for help. 
 
Another option is to offer the ebook for sale on your own site. You can use one of the 
many shopping carts available. Just do a search for “ecommerce shopping carts.”  
 
You might look into PayPal and Google Checkout’s “Buy Buttons” or “Shopping 
Carts,” to sell directly from your website or landing page. I have experience with PayPal 
and it is simple to create a Buy Button.  
 
How it works: You link the ‘URL to your PDF’ to the PayPal Buy Button. PayPal provides 
the HTML code for you to put on your site. You are also provided HTML code to use in 
emails. It’s amazingly easy.  
 
 
For higher-end shopping carts, there will be a monthly fee for the service.  
 
You might also do a search for “free ecommerce shopping carts,” but the providers will 
most likely NOT offer support, so be aware. 
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Get an in-depth look at shopping carts here: 
 
Internet Cash Machines – How to Pick a Shopping Cart System by Tom Antion 
http://www.karencioffi.com/wp-content/uploads/2010/12/AboutShoppingCarts.pdf 
 

 
When selling an ebook, be sure to include a paragraph noting your authorship, 
such as: 
 
All Rights Reserved 
Copyright © 2014 Karen Cioffi 
www.articlewritingdoctor.com 
 
No part of this document can be stored in a retrieval system, reproduced or transmitted 
in any form or by any means (electronic, photographic or mechanical) recorded, 
translated, or used to produce derivative works, without written permission from Karen 
Cioffi. 
 
There’s a bit more about this topic below, under A Bit About Copyrights. 
 

TIP: You can add a copyright symbol by clicking on Insert: Symbols, on the Word 
toolbar. It should be formatted: Copyright © 2011 Your Name 
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About the ISBN 
 
 
The ISBN stands for: International Standard Book Number. It uniquely identifies your 
title. 
 
ISBNs are needed if you intend to have your ebook sold through book stores, online 
retailers, distributors, supply chains, or if you want to place it in libraries. 
 
If you are selling the ebook through your own site, or directly to customers on sites such 
as Kindle, Lulu, and Smashwords, you do not need an ISBN. 
 
You can find out more about ISBNs and purchase one or more at:  
https://www.myidentifiers.com/index.php?page=home 
 
 

A Bit About Copyrights 
 
Copyright is a protection that covers published and unpublished literary, scientific, and 
artistic works. 
 
A copyright grants the author/creator exclusive right to the product. This means only the 
author can sell it, distribute, reproduce it, or take other desired action in regard to the 
product. 
 
According to WhatisCopyright.org, “Copyright protection begins when any of the above 
described work is actually created and fixed in a tangible form.”  
 
You, as the author/creator have the right to add the copyright © symbol on your product, 
next to your name, even if you did not register it with the government 
(http://copyright.gov). The proper way to format it is shown above in the TIP box. 
Obviously, the year should reflect the current year. 
 
 

Creative Common License 
 
Another option if you intend to allow others to use your work with attribution is the 
Creative Common License (cc). You keep your copyright, but give others permission, in 
varying degrees, to use your work/product. 
 
You can get more information about cc at: http://creativecommons.org/licenses/ 
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A Bit About Promotion 
 
 
 
 
In the event you want to sell your book: 
 

Marketing 101: Create a quality product to sell and Promote, Promote, 
Promote. 
 
The first step in any marketing strategy is to have a website demonstrating your 
expertise in your area/niche. Another promotional tool is article marketing. This method 
broadens your visibility reach and brings traffic back to your website or landing page.  
 
And, don’t forget to take advantage of social networking sites, such as Twitter, 
Facebook, and Linkedin. 
 
Note: When using social networks to promote you and your product, there is an 85/15 
formula that should be adhered to. This means you should offer the reader at least 85 
percent valuable information, and preferable less than 15 percent promo. Many 
marketers argue the percent of promo should be limited to well under 10 percent – I’m 
one of those marketers. 
 
You should also have a landing page. This page must provide persuasive content 
that will motivate the reader, potential customer, to BUY your product or to OPT-IN to 
your mailing list. 
 
Essential to your landing page, and/or website, is to provide clear and decisive ‘call-
to-action’ keywords, and buttons, such as BUY NOW. The ‘call-to-action’ should be 
immediately visible to a reader/visitor. 
 

Focus on Your Product’s Details 
 
Book Category and Keywords 
 
Taking advantage of free ebook publishing services allows you to target specific 
markets through their category and keyword functions. But, before you choose a 
category or keywords, do your homework. Look over the available choices and pick a 
category that best fits your product. In regard to keywords, research those that will be 
effective – look for long-tail keywords, they have less competition. 
 
Take your time with this step, it can mean the difference between no sales, some sales, 
and huge sales. 
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Book Description 
 
Another important feature these services provide is an ample book description area. 
 
The book’s description may be a determining factor as to whether someone will actually 
purchase your book. 
 
 Again, take your time and create a ‘hook’ description. You might want to have it edited 
or at least critiqued before uploading it.  
 
A rule of thumb for writing descriptions is to take as much time as it takes to write one 
chapter. That’s how important the description is. 
 
You’ll also want relevant keywords in the description. 
 
Don’t rush through it – give it the time it deserves. Write a description that works. 
 

Other areas you can use to broaden your ebook selling reach are: 
 
Use Affiliates to promote and sell your products. Offer affiliates a commission to 
promote and sell your ebook. This is another way to increase its visibility and sales. 
Sites such as Clickbank will allow you to do this. 
 
You can also create free trailers. One True Media allows you to create your own trailer 
for free: http://onetruemedia.com 
 
Or, you can use Fiverr.com and have someone create a trailer or short video for you. 
 
Other visibility avenues are being a guest on blog talk radio shows, being a guest on 
local television or radio, doing telesminars, webinars, and workshops. All these 
avenues will increase your visibility and help establish you as an expert. 
 
You might even think about creating a how-to-course (Publicity Hound has an 89 day 
email PR course. You can buy the ebook outright, or get it in installments on her site 
through 89 daily emails – a very clever strategy to use.) 
 

These tips will help you get started promoting your book. 
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Special Marketing Tools 
 
 

 
 

Want even more in-depth instruction on creating and selling ebooks? 
 

Check out 7 Day Ebook v2.0 by Jim Edwards (the King of eBooks) 
http://karencioffifreelancewriter.com/7-day-ebook-v2-0/ 

 
(Yes I’m an affiliate of this product, so, if you decide to purchase it please use my link – it’s the 

same price whether you do or don’t. I’d sure appreciate it if you do. ☺) 
 
 

 
 

Need help moving your business away from all the internet noise, check out  
Get Website Traffic with Inbound Marketing in Just 4 Weeks. 

 
Learn about the 4 fundamental elements of inbound marketing: Website Optimization, 

Blogging, Email Marketing, and Social Media Marketing.  
It’s must-know stuff and easy to do. 

This e-class is through WOW! Women on Writing and it’s interactive. 
 

Check it out today at: 
http://wow-

womenonwriting.com/classroom/KarenCioffi_WebsiteTrafficInboundMarketing.php 
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You can connect with Karen at: 
 
 
 
 
 
 “This site from Karen Cioffi should stand as a model for other freelance writers.” 
~ Brian A. Klems, Online Editor for Writer’s Digest 
 
Linkedin: http://www.linkedin.com/in/karencioffiventrice 
Twitter: http://twitter.com/KarenCV 
GoolgePlus: https://plus.google.com/+KarenCioffiVentrice/about  
Pinterest: http://pinterest.com/karencioffi/  
 

    
Nothing ventured, nothing gained!Nothing ventured, nothing gained!Nothing ventured, nothing gained!Nothing ventured, nothing gained!    

 

 

 

“It’s not what you’ve done that matters - it’s what you haven’t done.” 

~ Mark Twain 
 

 

 
 

 


