A Self-Publishing Guide
Tools Used

Google Docs

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

e Google Docs saves your document every few seconds, so | do not have to worry about hitting save often
or making sure | have auto-save on in Word.

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

e 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 | wrote in the past. Or just cut from a past version and paste into the
present.

This last feature is the overwhelming reason | have found Google Docs invaluable. Figure 1 shows you how you
can access this feature.
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When you select “See version history,” Google Docs will list the times and dates ~ Figure 2-Version History

your document was backed up. Click on any of these saved files and you will see

Varsion history

the document as it was at that time. If you want to restore your document back to

that version, simply click “Restore This Version.” Your document will be restored. Only show named versions (0

W Asfon Redshaw

Figure 3-Restore
 Manch 3, 2014, 912 AN

__.f ; N -.\. = W Asron Redshaw
O The Giftad 2-Assault fron 3¢ \
. ; . T b March 1, 2014, 12:39 PM
C ‘D‘ A Secure | hittpsy/docs.google.com/document/d/TRECT L3W Suki I o Redshew

Il GoMixit Writng & Google Drive [E] BiblicalMerncom | W [} DebtPayoff February 2014

b February 23, 2014, 3:02
& February 27, 2014, 8:30 PM RESTORE THIS VERSION P

W Asion Redshaw

February 28, 2014, 1157
A
W Axion Redshanw

February 28, 2014, 10:24
A

This feature alone has saved me from disaster more than once. On my first e Fean
book, The Gifted, | had written a scene | was particularly proud of. Yet the next b February 27, 2014, 8:30
day | deleted it, realizing it didn’t fit with the rest of the story. When | couldn’t get :':L-m Redsha
it out of my head | came up with a brilliant way to put it back into the story. The b February 18, 2014, 813
only problem was | had already deleted it. | used the version history and found a :J:'L'v“- Redshaw

time when | had the scene in the book, but | had made other additions and
corrections since writing the scene. Rather than restore it, and losing all the work | had done, | copied the scene
into another text editor and then pasted it back into the story. It is still one of my favorite parts of the book.

Note: For the remainder of this guide, | will assume you plan to publish a physical print version of your book.




Now that your revisions are complete, it is time to download your book in Microsoft Word format. You can do
this in Google Docs by clicking File->Download as->Microsoft Word (.docx).

Figure 4-Download as Microsoft Word Doc
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Microsoft Word

While Google Docs has some advantages for first draft and revisions, you will eventually be ready to format
your final version. Google Docs does not have the rubust formatting features available in Microsoft Word. Open
the document you just downloaded using Microsoft Word.

When you first open Microsoft Word, the Style Gallery is that set of squares at the top right half of the screen
which says things like “Normal,” “Heading 1,” “Heading 2,” “Title,” and “Subtitle.” By default, all of your text
should be in the “Normal” style. You will use the Styles Gallery to make changes quickly. Find your first chapter
title and then select “Heading 1” from the Style Gallery. Do the same for each chapter after that, so that all of
your titles have the style “Heading 1.”

Figure 5-Style Gallery

—
AaBbCcDr | AaBbCede AaBbC( AaBbICc Aaﬁ AaBbCe, AoBbColy ApBBCcDi AmBbCcD: AaBbCcM ApBbCcDd AoBbCcl: AABBCIDC AABBCCDL  AABBCCDC %
f Homnal | T No Spaci.. HMeading1  Heading 2 Tite Subtitie  Subtle Em..  Emphasis  Intense ... Strong Cuote Intense .. Subtle Ref., Intense R,  GookTtle - g:‘?:;'“

yles =

Styles



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.
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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.



Figure 7-Update Heading 1 to Match Selection
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Chapter 2: Men in peril

“I'll be honest with you,” yelled Brock as we lifted off. “We may not need your help at all. We
wanted to bring you to a safe place until this is all over.” Evenwith his loud voice, it was hard to hear
over the noise of the helicopter. “l wouldn’t necessarily call you government property, but. . .”

“We're government property,” said Tracy.

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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“Nice to see you, | mean, meet you again, Guido,” | said. Guido is not invisitne;
unnoticeable. It"s agift he has. Like Tracy's gift, and mine.

“Yeah, yeah" said Guidao, “Nice to see you too, Han,”

“Now forthe last one,” said Brock, "We need toget outof here. LA s a hard place to fly into,”




Alignment of Text

Most books have text aligned so that they are justified. This means the text is spread out on each line in such a
way that it lines up on the right and left side of the page simultaneously. See alignment examples below.
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Right Aligned

“Gin, airight,” said Andy, cieariy disappoinied.
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“Ancly, you
said Tracy. “I think you'll like this.” She walked out the
door.

had were some from the island who had wanted to join us

group. Although they saw what they were doing, many of
them felt like they didn’t have control over themselves.
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more gifted kids whose parents thought it would be good

There was a door i hadn't noticed on our way in. it was
completely black. Like the darkness of a black hole where
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“Oh, alright,” said Andy, clearly disappointed.

One of the screens had a bunch of square tiles

students could pick from. One tile said, “Visualization
Manipulation” and another said, “Perception Analysis and
Coordination”. They made no sense to me.

“Andy, you might like to see some of our other toys,”
said Tracy. “I think you'll like this.” She walked out the
door.

Andy and Guido were up by Tracy and | walked
behind. She led us back down the hallway again, talking as
she went. “When | first started here, the only students we
had were some from the island who had wanted to join us

after Abe’s influence wore off. Some of them were very
upset knowing how they had been controlled by a terrorist
group. Although they saw what they were doing, many of
them felt like they didn’t have control over themselves.
After talking to their parents, some joined us here.”
“There were only five of us to start the first week, and
then twelve the second week. From then on we got three
or four per week as the government discovered more and
more gifted kids whose parents thought it would be good
if they had training to use their newly discovered gift.”
Tracy paused for a moment and peered to the right.
There was a door | hadn’t noticed on our way in. It was
letely black. Like the dark of a black hole where
even light can’t escape.
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Justified

“Oh, alright,” said Andy, clearly disappointed.

One of the screens had a bunch of square tiles
students could pick from. One tile said, “Visualization
Manipulation” and another said, “Perception Analysis and
Coordination”. They made no sense tome.

“Andy, you might like to see some of our other toys,”
said Tracy. “I think you'll like this.” She walked out the
door.

Andy and Guido were up by Tracy and | walked
behind. She led us back down the hallway again, talking as
she went. “When | first started here, the only students we
had were some from the island who had wanted to join us
after Abe’s influence wore off. Some of them were very
upset knowing how they had been controlled by a terrorist
group. Although they saw what they were doing, many of
them felt like they didn't have control over themselves.
After talking to their parents, some joined us here.”

“There were only five of us to start the first week, and
then twelve the second week. From then on we got three
or four per week as the government discovered more and
more gifted kids whose parents thought it would be good

ifthey had training to use their newly discovered gift.”

Tracy paused for a moment and peered to the right.
There was a door | hadn’t noticed on our way in. It was
completely black. Like the darkness of a black hole where
even light can’t escape.




Make your alignment choice in the paragraph section of your toolbar (Home->Paragraph).

Figure 10-Aligning Text
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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 |
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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By default you should see something like Figure 13. Where it says “Multiple pages,” click on the drop-down
menu and pick “Mirror margins,” then experiment with margins for the look you like. You can see what | did for
one of my novels in Figure 14. Remember, the inside margins must be larger than the outside for this to

work.
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When you are done, your pages should have margins like in Figure 15.

Figure 15-Mirror Margins
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These two tools, Google Docs and Microsoft Word, are the two | use most when writing novels. There are many

other tools | use as well for the conversion to e-book format and for book cover graphics, but if you get this far

any people can say they have

Notm

ive yourself a pat on the back.

you are almost there. G
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tten a novel
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