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A	Self‐Publishing	Guide	
Tools	Used	

Google	Docs	

I use Google Docs for the bulk of my drafting and revision. Some reasons for this are: 

 Google Docs saves your document every few seconds, so I do not have to worry about hitting save often 

or making sure I have auto-save on in Word. 

 Google Docs can be accessed from anywhere with an Internet connection. 

 Google Docs has a version history feature which means I can go back to any time in my writing or 

revision process and revert to what I wrote in the past. Or just cut from a past version and paste into the 

present. 

This last feature is the overwhelming reason I have found Google Docs invaluable. Figure 1 shows you how you 

can access this feature. 

Figure 1 
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Go back to one of your chapter titles and choose a font you like. You will see your selections at the top left of 

Microsoft Word (See Figure 6). You can also choose the size of the font to the right of the font selection. 

Figure 6-Fonts 

 

 

Once you have the chapter title with the look you want, keep it highlighted and go to the Style Gallery where you 

will right click on “Heading 1.” Choose  “Update Heading 1 to Match Selection” (see Figure 7). Every chapter title 

in your book will now have the same look as the one you just modified. 
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Figure 7-Update Heading 1 to Match Selection 

 

 

Next, highlight a piece of a body paragraph and pick the font and size you want. While it is still highlighted, right 

click on “Normal,” in the Style Gallery and select “Update Normal to Match Selection.” Now all of the body of 

your book will change to look like that highlighted text. This is a great way to make changes in the formatting of 

your book and will save you hours of time. 

Page Numbers 

To add page numbers go to Insert->Page Number. You will have several options to choose from. Pick the 

number style you want for your page numbers. You may experiment with these to find what works best for your 

book. 

Figure 8-Insert Page Numbers 
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Make your alignment choice in the paragraph section of your toolbar (Home->Paragraph). 

Figure 10-Aligning Text 

 

Page Dimensions 

You will modify the dimensions of your book just before you are ready to publish it. Select Page Layout->Size 

and choose the dimensions (Figure 11). You will likely want to choose “More Paper Sizes” at the bottom where 

you can type in a custom width and height. Once you are done, click OK at the bottom. One series of books I 

wrote were 5.5”x8.5”. My second series was 5”x8”. 

Figure 11-Page Dimensions 
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Modifying Page Layout 

Since this is to be a printed book, you must give it the correct margins. This is trickier than you might think 

because on a printed book there is extra space given on the inside where the page connects to the binding. To do 
this, go to Page Layout->Margins (see Figure 12). At the bottom, select “Custom Margins.” 

Figure 12-Margins 
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