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« Granting of Usage Rights »
Sharing Notice

You may alter this document however you want for use with your own work—that’s what it’s for! You can also use it to help guide you through the tutorial posted at http://victoryediting.com/how-to-pre-format-your-manuscript. If you have any questions, feel free to e-mail me at anne@victoryediting.com. 

If you find this template and the accompanying walk-through useful and would like to share it, I’m happy for you to do so. If sharing, please provide credit to Victory Editing along with a link to http://victoryediting.com/how-to-pre-format-your-manuscript, and do not alter the document. Thanks so much—happy writing!
« Chapter 1 »
Document Map
This is a caption
This is the first paragraph in the chapter. 
This is a subsequent paragraph. 
This is a scene break
Click View and Document Map to bring up the map view to the left of the text. To get around in the novel easily, click on the different chapters and scene breaks. To close the map, click Document Map again.
Tip: For easy access to the document map, record a macro to open/close the map from the keyboard.

« Chapter 2 »
Scene Breaks
This is a caption
This is the first paragraph in the chapter. 

This is a subsequent paragraph.  
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About  scene breaks. I put my  scene breaks in the document map so they can be easily found if I want to replace the common asterisks or hashtags with an image like the above rose. 

By having the  scene break as a unique paragraph style, it can be included in the document map. Then I or another formatter can easily find them all for image insertion, and it provides a touch point for moving around in the book. 
NOTE: Notice the blank space in Chapter 2 in the document map. It’s blank because the word “scene break” has been replaced by an image.
To insert an image into the  scene break: 

1. Double-click on “scene break”

2. Click Insert, Picture, then choose an image from your computer. 

I put a rose in this document. Notice the word  scene break is replaced by a blank space in the document map. You can still click on the blank space in the document map to navigate to the  scene break.

3. To put the same image in other places in the document, you can just copy and paste.

4. This method of inserting an image also works for images at chapter headings. Be sure to use Shift+Enter for line breaks to keep the image and title together.  
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If you would like  to insert a  “scene break” paragraph style into another document:

In the document you wish to modify:

Put your cursor on one of your scene break lines. In the toolbar style manager, find the Normal rectangle and click on it. (It’s probably already selected).

Do NOT click Modify. We’re going to create a new style.

Click on the little drop-down menu button to the right of the word Styles on the toolbar. At the very bottom, click on the far-left square of the three squares to the left of Options (New  Style).

Make the name “scene break” or whatever you want to call your scene breaks.
Click on Format in the lower left corner and choose Paragraph.

Make sure the Alignment is Centered and Outline Level is Level 2. 

Under Indentation, click on Special, then choose (none). 

Under spacing, choose single spacing and then what you like for the amount of white space above and below your scene breaks (6, 9, or 12 all look fine). 

Click OK and OK.

« Chapter 3 »
Chapter Headings
This is a caption
I love chapter titles. Many people just use numbers. You can just delete what you don’t want from the chapter heading.

You can modify the chapter heading to:

1. Have the chapter start on a new page. Do this instead of spacing and paragraphing, and you’ll eliminate 99% of formatting garbage that crops up in epub and mobi files. 

2. Adjust how far down on the page you want the Chapter Heading by choosing the number of “points” above. Adjust how much white space you want below your Chapter Heading by choosing the number of points below. 

3. Choose the font and size of the text.

To modify the chapter heading:

1. Put your cursor on one of your chapter titles. In the toolbar style manager, find the Heading 1 rectangle. Put your cursor on Heading 1 and right-click on it.

2. Click Modify.

3. Choose the font and size you want for your chapter headings. 

4. Click on Format in the lower left corner and choose Paragraph.

5. Make sure the Outline Level is Level 1. Under Indentation, click on Special, then choose (none). 

6. At the top of the dialog box, click on Line and Page Breaks. Click the box for Page Break Before. This will start each chapter on a new page. 

7. At the top of the dialog box, click back to Indents and Spacing. 

Under spacing, choose what you like for the amount of white space above and below your chapter titles. 

8. Click OK and OK.

 scene break
More text. 

« Chapter 4 »
Two Normal Paragraphs
This is a caption
This is the first paragraph in the chapter. I’m typing some more words here so the paragraph will take up more than one line because I want it to.
This is a subsequent paragraph. I’m typing some more words here so the paragraph will take up more than one line because I want it to. 
If you’d like to have the first chapter begin with an unindented first line, 1) put your cursor anywhere in the first paragraph, 2) click Home, 3) in the style gallery, click “FirstPara.”

You can change the paragraph back to indented by clicking the Normal style in the style gallery. Note: You have to click on the style to make it stick. If you only pass the cursor over it, it gives you a preview of what that style will look like, but it doesn’t save it until you click on the style.

 scene break
More text. 

« Chapter 5 »
Special Paragraphs
This is a caption
Captions:

Have you been noticing This is a caption at the beginning of all the chapters? This is for… drumroll… captions. Sometimes at the beginning of chapters, authors like to put the date or place or some kind of note about the chapter to come. 

It should have a separate “paragraph style” so you don’t have to reformat it every time or remember how you did it before. Just type your text in.

You can modify the caption— say, make it flush left or change the font. 

Right-click on Caption1 in the style gallery, choose Modify, and make your changes in the dialog window that comes up. The changes will be applied to all Caption1 paragraphs in your text.
 scene break
Quoted material. 
I have two styles for double-indented text, poetry and Blockquote. To use, type your text in a Normal paragraph, then highlight the text you want indented and click on either poetry or Blockquote in the style gallery. 
This is poetry: 
Antonio, Antonio 

Was tired of living alonio. 

He thought he would woo 

Miss Lissamy Lu, 

Miss Lissamy Lucy Molonio.

This is Blockquote:

Antonio, Antonio, 

Rode off on his polo-ponio. 

He found the fair maid 

In a bowery shade, 

A-sitting and knitting alonio.

To add blank lines before and after, DO NOT paragraph. A blank paragraph is ignored by epub and mobi producer programs. 

Instead: 1) Right-click on the line you want blank space above or below, 2) In the dialog window that comes up, choose Paragraph. Then modify by changing the “points” before and after in the Spacing section.
« Chapter 6 »
About the Copyright Style
This is a caption
In the front matter (the info at the very beginning of the file) I use a Copyright style to set the look apart from the normal text in the book. This isn’t necessary, but it’s there for you to use as a style choice.
 scene break
More text. 

« Chapter 7 »
How to Use This Template
This is a caption
Any way you like!

But I suggest you put in your own front matter and end matter (your “other works” ~ website address, newsletter signup link) and save it as your template. To start a new book, open it and rename it as your book. Then modify the styles for that book. That’s it!
 scene break
More text. 

« Chapter 8 »
More than 8 Chapters
This is a caption
When you need more chapters, you can just copy and paste a chapter heading then renumber/rename it.

 scene break
More text. 
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