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Introduction

Writing as a hobby or as a job can be very
rewarding but seldom monetarily. You do it because you feel you
have something to say. You may not ever desire to publish it for
others to read except family and friends. Even in this case you
will want to edit what you write to make it a pleasure for those
who will read it, even if it’s a very limited audience.

If you’re writing to publish then you must have
your work edited. You can do it yourself and you should attempt to
do everything in this book. If you do then when you hand it to a
‘real’ editor they will find only a scattering of errors. The
discouraging thing about editing is you will find errors in a Novel
length book no matter how many passes you make through the
material. If you give an editor a book which isn’t reasonably
cleaned up they will either charge you a great deal of money the
next time or will refuse to handle you in the future. Editing can
be very expensive so if you can do it yourself you will likely save
more money than you will ever make on the book itself. That’s the
cold truth.

If you have gone through the steps in this thin
pamphlet you’ll be able to give your book to selected friends to
read and have them edit it. Writers clubs, teachers and others who
do a lot of writing in their work are good candidates. If the book
is of interest to them they will probably be happy to do it and you
can reward them with a dinner, box of candy or flowers, or some
other appropriate gift. If your book is interesting and not a mess
of errors they will look forward to reading the next one.

The Chicago Manual of Style is online and it can
be very helpful tool. Some authors decide to make their own rules
and if it makes good sense for your material then maybe. Don’t
deviate from the rules too much or you will get slaughtered by
critics. Eccentric styles generally don’t get you very far unless
you are already an established author. Even then they may be
considered an experiment and most such experiments tend to end up
in history’s round file. There have been many and it would make an
interesting book.

This ebook is a work in progress. If you have
suggestions please email me: kalifer.deil (at sign) gmail.com











Consistency of Plot and
Characters

I create a text document file in which I put the
names and descriptions of my characters along with plot twists and
turns. I keep my .txt file open along with my .doc file so I can
keep the .txt file current while I’m writing. This helps make sure
my characters remain in character and are spelled the same way. It
also helps to insure that the plot develops logically and elements
are not missing. Even with this crutch I still leave out critical
elements or I don’t make some elements clear to the reader.

As a writer you have a minds eye picture of your
characters and the plot and it is easy to think this has been
transferred to your document when it hasn’t been. Your first read
through should take a good look at your characters and your story
line and make sure it all works the way you want it to. Make your
changes as you go and if they are extensive do this step all over
again.

As you’re reading, try to put yourself in the
shoes of someone who doesn’t know you or your writing. What needs
to be explained which you already know but your reader may not
know? While you’re doing this make a note of other errors you find
and fix on the way. This will be very valuable information later in
this process.

Another frequent problem in novel writing, if
you have several events going on in several different places, it is
easy to get your timeline garbled. I make a timeline chart with
dates ascending from left to right and I make a note of each event
on this line at the date/time it occurred. You need to make sure,
if one of your characters says a particular event happened six
months ago that it did, in fact, occur then. On the other hand,
your character may be lying which makes it okay. In any case, the
actual events must be in logical causal order. If one of your
characters says “Gee, that was a good dinner we had at the John’s
house.” but the dinner isn’t until next week then your reader will
likely be quite confused. Also be cognizant of different time zones
when you are dealing with events in geographically distant places
that are occurring within a 24 hour period. If Jack, in California,
is having a telephone conversation with Tom, in London, you need to
know if Jack is waking Tom up in the middle of the night.











Story Facts Check

Are places as you describe them? Go on Google
maps and take a look. This can be an invaluable resource to analyze
a location and see if it is suitable for your storyline. It will
also give you information you can inject into your story to give it
added realism. Misspelling a location is a dead giveaway that your
characters were never there.

If your story depends on some aspect of science
or technology make sure it rings true by getting details from the
Wikipedia (http://en.wikipedia.org).
This is a valuable and generally reliable resource for writers
along with your trusted dictionary and thesaurus. I use wiktionary
(http://en.wiktionary.org/wiki/main_page)
and thesaurus.com (http://www.thesaurus.com).
They are easy and quick to use.

If it’s an expression of something requiring a
group of words like a song or book title put it in quotes and do a
Google search. Even if you misspell it, Google does a good job of
figuring out what you want. Never use MS Words spelling
autocorrection. It can get you into a world of trouble changing
names of places or specialized words to something it has in its
dictionary. Make sure it’s turned off, it’s useless and it can
really mess up your book.











Ebook No
No’s

If you want
to have your ebook converted to all the various popular ebook
formats you have to keep your format as simple as possible. If you
want to tailor make your book for each format you can be much
fancier but this will cost you more time than it’s worth and if you
want to make changes you’ll have to repeat them in all the
formats.

To keep it simple means no tables, no tabs, no
text boxes, no multiple spaces, no exotic or colored fonts, no page
ejects and aside from the cover image JPEG embedded and centered at
the very beginning other images should be kept to a bare minimum.
Other images should have no surrounding text. Smashwords has a
technology called Meatgrinder that will take your MS Word file and
convert it to all the popular formats. They charge nothing for this
service if you publish and distribute to other e-tailers through
them. Even then their per copy sold commission is very
reasonable.

I generally use 12pt Times New Roman for a font
because it makes a book look like a book and it’s very readable.
Bold, italic and underline in addition to hyperlinks can be used. I
uses 14pt for titles. Using larger font sizes is discouraged.

Make sure you don’t do anything manually to make
your paragraphs look the way you want them to look. Don’t use tabs
for indenting and don’t put in an extra line between paragraphs.
Your paragraphs should all be under the complete control of the MS
Word paragraph format parameters. If you have tabs or blank spaces
at the beginning of paragraphs or blank lines between paragraphs
eliminate them.











Software Checking

I just recently started using a tool called
Editor made by Serenity Software.
(I have no interest, monetary or otherwise in this company.) There
are two versions. One version ($55) is a stand-alone version that
checks your MS Word file and creates a line numbered source file
and error files, all of which can be viewed in notepad. It looks
for many of the things that are referenced in this book and much
more. This version is cumbersome to use so I got the MS Word add-in
version ($75) that flags the items to look at within your MS Word
document. A couple of words of warning. It will flag everything
under the sun and you will have to look at everything carefully to
see if it really is an error. You need to proofread and run MS
Word’s spelling and grammar checker first so that you start with a
document that you believe is relatively clean. It took me three
days to go over all the flagged items on a 100,000 word novel that
I thought was a clean document. About half of the flagged items
were errors or items that could be improved.

You have to keep in mind that this Editor is not
intelligent. It is merely looking at words and word combinations
that are often misused. It also misses many potential problems such
as its that should be it’s and lets that
should be let’s. It’s also a good idea to runs the software
all over again since it often finds items to look at in the
corrected document that it missed the first time.

The software also has a feature that allows you
to look up the error type and get a small grammar lesson. I would
like to see that expanded with a few more examples since some
didn’t seem to apply to some of the possible errors in
question.











Check Verb
Tenses

Make sure your verb tenses are consistent. Be
aware of how your characters are moving through time. If they are
in the present then you can refer to events in their past using
past tense. If the characters are in the past then events prior to
that past time frame can be referred to using past perfect tense.
Dialogue is always in the present tense unless the dialogue itself
refers to an event in the future or the past.

Verb tense samples:

Present: They talk about their mother.

Present Perfect: They have talked about their
mother.

Past: They talked about their mother.

Past Perfect: They had talked about their
mother.

Future: They will talk about their mother.

Future perfect: They will have talked about
their mother.











Check Voices

You generally want to use active voice (subject
performs the action) in a novel. Active voice is more forceful than
passive voice. Passive voice (action is performed on the sentence
subject) is wordy and stodgy sounding so it might be used by a
character you wish to portray in that manner.

Active: My Aunt Nellie shot a buck. Passive: A
buck was shot by my Aunt Nellie











Check Punctuation

Let’s start off with the comma. I’ve written a
little poem that might be helpful in this regard.

The Comma

Oh mama! The poor comma,

Sometimes you find too many,

Sometimes you find too few.

Sometimes they litter the landscape,

Where usage is without a clue.

You can use it for a pause,

Before an independent clause.

If the subject it is shared,

Then the comma is not dared.

If before such clause it is to go

Use before for, and, nor, but, or, yet, so.

If you are a list or series fan,

Between each element to the final and.

That Oxford comma is not essential,

But for clarity is preferential.

A question mark can do a comma’s job,

As in: What’s the matter? thought uncle Bob.

And if the question is the latter,

Uncle Bob thought, what’s the matter?

For parenthetical and nonessential
elements,

As in: I loved, not just liked, her embellishments.

For two phrases that share a function or word,

As in: I showed him my upturned thumb, not the bird.

For omitted material understood from context, it
beckons

As in: It took her an hour to say good-bye; me, five seconds.

Introductory elements take a comma too

As in: After several hours, my house became a zoo.

Quotations or complete thoughts can be
introduced with commas,

As in: The waiter said, “That’s Campbell’s soup not Mama’s.”

An embedded quote’s a different story

Like: Saying “War is hell” is not a path to glory.

Normal punctuation rules should apply here,

The quote is just an element like a watches gear.

For adjectives of equal force,

They take a comma of course.






The Semicolon

A semicolon is used to join two relative
clauses. It is sometimes called the soft period. The idea is to
more tightly bind related thoughts together.

“She walked slowly; her purpose was clear.”
“Going to Mars is much more difficult than going to the Moon;
nevertheless, it can be done.” “The Globetrotters scored 108
points; our team, 14.” “He flipped the switch; the light was burnt
out.”






Quotation Marks

Any punctuation at the end of a quotation should
be inside the quotation marks. Also your quote marks should be
balanced. This is a bit tricky since a quote mark turned the wrong
way can easily escape attention. Left quotes which should be right
and vice versa can come about when text is imported from another
word processor, you start a quote with a space after the quote
mark, you end your quote with a space before the quote mark or when
you have edited out or changed some material.

Make sure the quote marks are necessary. Some
material may be unintentionally marked quoted. If it’s someone’s
thoughts, you might use single quote marks instead or use italics.
I generally use single quote marks since I use italics for foreign
words or phrases and I use all caps for a word I want to emphasize
in a quote. Bold can also be used in that fashion and I use it in
this document to make key words stand out. The Chicago Style Manual
says use double quotes within double quotes but in the UK they use
single quotes for quotes within quotes. I think the UK rule is less
confusing so I go by that myself.

Do a find on the string in the brackets: [.b“]
and [.”b]. (I use b to designate a blank space.) This search is to
make sure the period should be a period and not a comma or a
question mark. This is a frequent mistake of mine since I have a
subconscious desire to put a period at the end of a sentence even
though it might be followed by ‘Tom said.’ If the quoted sentence
is a question, the question mark acts like a comma as well.

Examples: “This is mine,” Tom said.

“Is this for me?” he asked. (Note: ‘he’ is not capitalized.)

He said, “This is mine.” (Note: ‘This’ is capitalized.)

“How’s your wife?” he asked, but why?

(Now turning this around) Why did he ask, “How’s your wife?” (Note:
only one question mark)

I found “To be or not to be?” to be a profound question. (Note: the
quote is just an item in this sentence.)

He said, “Martha asked, ‘Where’s my toy boy?’” (Note: The
punctuation goes before the innermost close quote and a question
mark takes precedence over a period.)











Spell Checking

The MS Word spell-checker is not great but it is
useful. I set the options to not check
spelling and grammar as I type. When you are quoting dialogue these
can drive you a bit crazy. You might also want to set up a special
dictionary for words peculiar to your novel. This can include place
names, names of people, invented words of things and acronyms that
are local to your novel. I have caught myself misspelling the names
of people I invented this way. You can put them in the main
dictionary as well but that may not be desirable. Ben Pashel from
one novel may get confused with Bob Dashel in another.

You will find many valid words are not in the
spell-checker dictionary. Look them up, then add them. Don’t trust
yourself you know how to spell a word or that it is indeed the
correct word for the intended usage. You will probably be right
most of the time but most of the time is generally not good enough.
Common prefixes like pre, re, anti, un and non are never
stand-alone (except in slang or very isolated usages) or hyphenated
but are part of compound words. Even prefixed that are themselves
words such as pro, over, under, air, space, and out are compound
word more often than you might think. Many of these have gone
through a transition from individual words to hyphenated word to
compound words in a single generation.











Contractions

To
verbs 'to be' and 'to do' are commonly used in contractions and
there is nothing wrong with using them but one has to be careful
not to use them in situations where meaning is altered or made
nonsensical by using them. The following examples illustrate
this:

“Who do you think you are?” vs. “Who do you
think you're?” “I'm as curious as you are.” vs. “I'm as curious as
you're.” “That's all I have.” vs. “That's all I've.”

“I and you are a part of this.” vs. “I and
you're a part of this.” The latter of these makes little sense,
especially when spoken, unless you are attempting to mimic speech
with a regional accent. This is principally a warning not to make
mass substitutions for word pair to their contractions. Vocalize it
first to be sure it is something desirable to do.

Word emphasis may also dictate not contracting a
word pair. “I am the one” is much more emphatic than “I'm the one.”
Capitalizing the word to be emphasized can also enforce emphasis
and in, “I AM the one!”











Reading for Errors

I've
found many errors and clumsy usage by reading my writing aloud.
It's even better to have someone else read it aloud while you are
following the text. In both cases you or the other person will
sometimes read what you intended rather than what you actually
wrote. It's easy to slip over you that should have been
your and many other such errors such as misspellings that
turn into different valid words. The way to make sure these words
are not skimmed over is to have a computer read your text. I use a
voice called Alex on an Apple Mac which does a very respectable
job. Alex has some trouble with common words that are actually
different words when pronounced differently. Examples of these
include: minute, lead, live, read, bow, present and tears. I was
quite astonished at what Alex found that I glossed over. Often this
happens by leaving out or adding a letter such as sting
instead of string or stream instead of steam.
Alex is almost good enough to read to you at bedtime.













Cover Art

Make your cover art 500w by 800h pixels for
ebooks. I generally use 100 pixels to the inch so that would come
out to be 5”x8” book cover. The cover of this book was started in
Paint and finished in Photoshop. Generally, 300 pixels per inch is
recommended for a cover of a printed book. With a little artistry,
a perfectly good cover can be made in Paint. I like to use
Photoshop since it expands your horizons with many effects and
features. It’s not really easy to use but frequently there are
courses at local community colleges teaching people to use this
tool.

Your cover is the first marketing piece which
your prospective customer will see. If it’s unattractive or doesn’t
get the customer’s attention then you probably lost a sale. At the
minimum it must contain the book title and the author’s name. If
you can get a good quote from a respected figure or publication, or
a catchy quote from one of your characters, put it on the cover as
well. The cover art should be in JPEG format. Insert a copy at the
head of your MS Word file and center it.

Look at other covers on Smashwords.com to get
ideas.











That That
Word

This may not be a problem word for you but is
with me and a number of other authors. The problem is that
gets overused. Many times it is inappropriately used and often it
can be deleted making the sentence read better. I can’t resist
making a rhyme on the subject.

Dissertation on That

What is that that that conveys,

Little or naught that omission displays.

That that is existential

but not essential?

That that has some hidden potential?

But that is fat,

a wordy gnat.

Press delete, zat!

And that is that!

I have found, at least in my case, I can
outright eliminate the word that about one-third of the
time. Another third can be left in and the remaining third needs to
be reworked. Some of the remaining can be replaced with who,
which, it, or so. Others were handled by
replacing the following verb with the present participle form (-ing
ending). In a few cases the whole sentence had to be reworked. In a
couple of cases that should have been than or
this.

The rules are fairly clear. You can use who if
the reference is to a particular person, group of people or a
company or entity. Use which if the reference is not to a
specific object or entity especially if a choice is involved. See
which word sounds the best in the context of your sentence. The
idea here is to not overuse the word that in your work.

Your Achilles’ heel may be another word you
overuse, so be on the lookout for any word that seems to pop up in
your work far more often than it should. It will generally be a
result of your speech patterns. I suspect many teen and young adult
writers are going to have trouble with the word like for
this reason.











Common Word Usage
Problems

You may type the sound rather than the correct
word. This generally happens when you’re on a roll and the story is
coming to you as fast or faster than you can type. The most common
ones are there when the correct word was their or
they’re, to when the correct word was too or
even two, or new when the correct word should have
been knew. Another offender is your when it should
have been you’re. This last one is mixed with another typing
problem of mine. I sometimes don’t touch the ‘r’ key hard enough
and I get you instead of your. To solve this problem
I do a Find on you to catch them all.

Using Find (under Edit) in MS Word takes a
little thought. If one just wants to find the word you and
not all the words containing you, he will need to precede
and follow you with a blank. However, he will then miss the
you at the beginning of a paragraph and before a punctuation
mark. The ones before a punctuation mark are rarely your or
you’re in common text so you needn’t worry about them. To
Find the You at the beginning of paragraphs do a search on
You with ‘Match case’ checked. (Click ‘More’ in the Find and
Replace box to see the check box.) Don’t forget to uncheck ‘Match
case’ after your search is complete.

Another area where some mistakes may be found is
with the use of a, an and and. Some uses of
a should be an if before a word starting with a vowel
sound like apple, egg, insect, orange, upper deck, and honor. Words
starting with a vowel that have a consonant sound like user,
university and unicycle (consonant y sound) take a rather
than an. Often enough to be a problem, I type an when
I should have typed and. I often drop the final ‘d’ on
and due to a lazy left hand as in the you/your case above.
If you have a long book, the find on (space)a(space) can
take a while since a may be your most used word.

There’s a tendency to go too fast in checking
the usage of a particular word and you’ll have some doubt about
your response to a match after passing it. In this case click
‘More’ then the down arrow in the box after ‘Search:’ then click on
‘Up’ and proceed using Find in reverse until you find the one you
needed to review. Don’t forget to reset Search to either ‘Down’ (if
you started your search from the beginning of the document) or to
‘All’ (if you want your search to go to the end and wrap around to
the beginning then down to your starting point or last edit).











Subjunctive ‘to be’
Usage

Here is a problem between common usage and
correct usage. I will start with a couple of examples.

“I was beautiful and I wore a bikini.” “If I
were beautiful, I would wear a bikini.”

These sentences are correct, however, the second
sentence is commonly incorrectly stated:

“If I was beautiful, I would wear a bikini.”

If you’re a novelist then you would use the
former correct form for the narrator (most of the time). Also use
the correct form for those persons or characters being quoted, if
they are reasonably erudite. Do a search on ‘I was’, ‘he was’, ‘she
was’ and ‘it was’ to see if it’s a conditional or subjunctive case
and what would be appropriate for that speaker.











Who vs.
Whom

Here is another common versus correct usage
problem. There are two ways to find out when to use whom.
The first way is to determine whether you’re dealing with the
object of a verb in a clause in which case the proper usage is
whom. Sometimes this isn’t easy in a complex sentence. The
second way is to substitute ‘he’ and ‘him’ (or ‘she’ and ‘her’) for
who and if ‘him’ sounds better than ‘he’ then whom is
probably correct. Watch out for the verb ‘to be’ since it may be
used as a linking verb. Examples would be:

“Who are you?” or “You are who?”

A correct response would be “I am he that tends
your garden” and not “I am him that tends your garden” so who is
correct in the above questions.

Now this one gets to the crux of who vs.
whom: “You are the one for whom I crave.”

Note that whom is the object of “I crave”
and you would say “I crave him” not “I crave he.”

Again you’ll have to decide what is appropriate
for your characters to say. The narrator would likely use the
correct form but then the narrator may be one of your characters so
it depends on what literacy level you want to give him.

Some editors (especially your friends who are
helping you) might correct your character’s English so you will
have to undo or ignore those corrections if they don’t fit your
character’s personality. This is especially true if you are
building a character who is reasonably educated but still has
subtle speech mannerisms from their past local or native language.
Your readers could also balk at this unless you give some history
to your character beforehand. Of course, if this bit of speech is
what gives your character away as a foreign spy then you might not
want to say too much early on.











Doubling words

Two the’s in a row are often difficult to
pick out especially if there is a line break between them. It is
usually an unintended typo and a Find on “the the” will find them.
Spell-checker usually finds repeated words but look at it carefully
to see what the intention was before just deleting the repeated
word. It can show up in speech in several ways but in general there
should be a comma between them. Take the following sentence as an
example:

“I feel like I’m in the the fires of Hell or
something.” Rewrite as:

“I feel like I’m in the, . . . the fires of Hell
or something.”

This displays the pause and repeat giving the
sentence the proper meter.

Probably the worst offender is that. Note
the ‘Dissertation on That’ actually used it three times in a row. A
common usage would be in the following form: “What is that
that you’re holding?”

I would at least put a comma between them: “What
is that, that you’re holding?”

And then I would go a bit further replacing the
first that with it: “What is it, that
you’re holding?”

Or just drop the first that: “What is
that you’re holding?”

Or even go a bit further: “What is it
you’re holding?”

Or even further: “What are you holding?”

Now embellish this simplified question: “What is
the green thing, I caught a glimpse of, you’re holding behind your
back?

The above sentence now paints a picture

Another word sometimes doubled is there
as in: “There is no there there.” by Gertrude
Stein in a reference to Oakland, California. This actually is a
wonderful use of multiple there’s in the context of
Gertrude’s writings.

“There, there, little one.”
Comforting words to a child that brings up 8,450,000 Google
references. A bit overused perhaps.

However, multiple
there’s show up in mundane text such as: “Look there
there he goes!”

Which can be rewritten a number of ways: “Look
there! There he goes!” “Look there, . . .
there he goes!” “Look! There he goes!”

Each of the above expresses slight differences
in meaning and expression. The first one shows two different
surprises, the second a surprise at the end and the third two
exclamations of the same surprise. Simple alterations can change
meaning, emphasis and meter.











Capitalization

We all know that proper nouns are capitalized
but sometimes a word will evade us which is a proper noun or one we
think is a proper noun but isn’t. A good example is Earth and
world. Earth is the name of the world we live on so it is a proper
noun. Since we have a Solar System full of worlds, world in not a
proper noun but just another name for a class of heavenly bodies we
usually call planets and moons or even different social groups.

The name of star we orbit around is call Sun or
in Latin Sol (hence Solar System) but the word Sun has become just
a synonym for star (especially a star with a planetary system). Sun
and Solar System have become more generic with time so if you’re
talking about our Sun and our Solar System you probably should
capitalize them but not if you’re using these as generic terms for
another star or planetary system.

“The Sun rotates once every 27 days.”

In much common usage Sun it is not capitalized,
such as when it is used as a generic source of light or good
fortune:

“The sun seems to always shine on Steve. Did you
see his new car?”

“The sun shines brightly on the desert plain.”

“You should get out in the sun more often, you’re very pale.”

Another frequently confused capitalization rule
deals with compass directions. The rule is simple, if you are
talking about a specific territory like the South West then it is
capitalized. If you are providing a general direction then
‘south-west’ is in lower case and usually hyphenated.

God had become the proper name for the god
worshiped by many in the Western World. Any other name for a
particular god like Jehovah, Yahweh or Apollo are, of course,
capitalized since a particular god is being referenced.

Here are some correct sample sentences:

“What god do you worship?”

“The gods are angry.”

“I think God is everywhere.”

“He’s a goddamn idiot!”

“For God’s sake Alvin, zip up your pants!” (optional here)

“Today I feel like God.” (depends on whether you mean a specific
god)

“Today I feel like a god.”

Some people capitalize the word god no matter
what, perhaps out of fear of being struck by lightning or of
insulting someone by not doing it.

In Book and Chapter titles do NOT capitalize any
articles, prepositions or coordinate conjunctions unless they are
either the first or last word.











Compound Words

Many words which begin with in,
out, over, under form compound words that
retain the meaning of the individual constituents. They are often
mistakenly written as separate words. I will give some
examples:

in: inasmuch, in-depth, inborn, inbred,
inboard, indoor, indoors, infield, in-flight, inflow, ingoing,
in-group, in-house, inmost, inroad, insomuch

out: out-and-out, outbid, outbound,
outdo, outflank, outfox, outgoing, outlast, outlive, outshine,
outsmart, outthink

over: overabundant, overachieve, overact,
overactive, overall, . . . This is a very long list of
approximately 200 words. Many of the same suffix words are used for
under as well so I recommend you copy those pages in the
dictionary and have them around for ready reference. This is
especially true when doing a Find using in, out,
over and under.

Here are some other compound words to watch
for:

eye witness => eyewitness

girl friend => girlfriend

inner most => innermost

school house => schoolhouse

some body => somebody

straight forward => straightforward

what ever => whatever

where ever => wherever

when ever => whenever

which ever => whichever

who ever => whoever

whom ever =>whomever






Many compound words have different meanings than
the use of the individual words such as in the following
examples”

“He worked several
hours overtime.” vs. “Over time, his hair turned
gray.”

“Overall, he is a good man.” vs. “I’m looking over
all his work.”











Miscellaneous Words

accept (consent to receive) vs.
except (exception)

affect (to influence; emotional expression) vs.
effect (result; efficacy)

anymore (any longer) vs. any more (something
additional)

ascent (move up) vs. assent (to agree)

assure (to say with confidence) vs. ensure (to make
sure) vs. insure (to issue an insurance policy)

ball (a sphere) vs. bawl (to cry loudly)

biannual (twice a year) vs. biennial (every 2 years)
vs. semiannual (twice a year)

bring (bring things here) vs. take (take things
there)

canvas (cloth; tarp) vs. canvass (to poll)

capital (assets; main city) vs. capitol
(statehouse)

desert (dry area; to abandon) vs. dessert (sweet
treat)

discrete (individual, distinct) vs. discreet
(careful, confidential)

hoard (stockpile) vs. horde (crowd)

its (possessive form of it) vs. it’s (it is or it
has)

know how (I know how to . . .) vs. know-how
(knowledge)

lacks (is deficient in) vs. lax (slack;
permissive)

lay (to put or place; past tense of lie{recline}) vs.
lie (to recline; to tell a falsehood)

lets (allows; re-serves in tennis) vs. let’s (let
us)

may (permission to) vs. might (possibility of)

plane (airplane; wood plane) vs. plain (level tract
of treeless land; simple)

regard (in or with regard to; in this regard) vs.
regards (best regards; as regards)

toward (preferred over towards) vs. towards (often
used in conversation, instead)

wear (your clothes) vs. ware (as in hardware;
dishware)

who’s (is ‘who is’ whereas) vs. whose (is the
possessive form of ‘who’)











Typos

One’s typing style (or lack thereof) can lead to
particular kinds of typos that won’t be caught by the spell
checker. These is a list of mine that I look for but you might have
some to add to this list. I note they are all left handed errors. A
left hander may be more error prone to err on the right side of the
keyboard.

Desired and, typed an (finger
didn’t hit d hard enough)

Desired or, typed of. (f and r keyboard
neighbors)

Desired our, typed out. (t and r keyboard
neighbors)

Desired your, typed you. (finger doesn’t hit r hard
enough)

Desired so, typed do. (s and d keyboard
neighbors)

Desired she, types he. (finger didn’t hit s hard
enough)











No Such Words

a lot – is not ‘a lot’ unless you really
wanted allot

impactful – Say ‘will have a great impact’ instead.

irregardless – The word is really ‘regardless.’

nevermind – is ‘never mind’ (two separate words) unless you
are talking about a CD from Nirvana.

orientated - The word is ‘oriented’ unless you also
say bonnet and boot for a car hood and trunk. The confusion
probably arises from the word ‘orientation.’ The verb for this
process is ‘orient’ not ‘orientate.’ If you speak British English,
orientated is proper.

verticality – Something is either vertical or it isn’t. You
could you say the Leaning Tower of Pisa has a ‘verticality’ problem
in jest but if you do put it in quotes.

There are many words that are classified as
nonwords today that will become words tomorrow because the English
language is defined by its use. In twenty years the bulk of the
nation will be speaking in a variation of Hip-Hop and us old-timers
will be wincing on every third word.






Hyperlinking
Chapters

This must be done carefully or it will cause
trouble for automatic re-formatters. I put a bookmark before each chapter heading in the body of the book.
You would like the bookmarks to stay in order so I bookmark the
Table of Contents (TOC) with the label c00toc so it sorts first.
Then I bookmark each chapter heading numbering them starting with
c01name where the name strongly resembles each chapter
title. There can be NO spaces in these bookmark names and the names
CANNOT start with a numeric digit.

After all the bookmarks are completed, select
(highlight) the first chapter name in the TOC and click Hyperlink
in the Insert menu. Click bookmark and select the c01name
bookmark and click OK to get out of each selection box. Your
chapter reference in the TOC should now be blue and underlined.
Cntl-click it and it should go to that chapter heading.

If the preceding went well, now select
(highlight) the chapter heading itself and using the same hyperlink
procedure select the bookmark c00toc then click OK on the selection
boxes. Now the chapter heading should be highlighted. Cntl-click it
and you’ll go to the TOC header.

Repeat this procedure for the next chapter name
in the TOC to the last one. If you follow this procedure, you’ll
have tested each hyperlink in the process of making them so they
should all be fine.











Editing Checkoff
List






Edit Pass

___ Story flow and consistency
check

___ Story facts check

___ No tables, tabs, text boxes, exotic fonts, multiple spaces,
colors, extra images

___ Paragraph and line spacing check

___ Voices and Tenses Check

___ Punctuation check

___ Thorough spell and word usage check






Cover Art

___ Create cover Art

___ Make sure 500w x 800h pixels (Smashwords recommended
size)

___ Should contain Title, Author, grabber quote or content
teaser






Book Integration

___ Cover JPEG centered at beginning of book
file

___ Possible short testimonial blurb if available

___ Title, publisher/author, copyright, license, disclaimer, other
titles hyperlinks

___ Table of Contents (hyperlinks to chapters)

___ Content

___ Ending ### centered

___ Short Author bio and other titles with hyperlinks






For Publishing

___ Determine good free sample percentage

___ Determine a reasonable price

___ 400 character synopsis






After Publishing checks

___ AutoVetter results Okay (Smashwords)

___ EPUB Check

___ Kindle Check











###
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