
. ,. 
Makin9 Everything EasIer. 

Learn to: 
• Structure }'OUf" WOrIc with index cards ar'ld 
preserve earlier dr.fts . Iong th4! w'), 

• Break )'Our IU"t into s~ions lind 
~jt them separately or IS a who, • 

• keoep tr~kof all)'Ol,l. ideas 
wilh the ColI~tjons fUlu'e 

• Compile )'Our work to send to 
a publisher Or share as I n ~book 

Gwen Hernandez 

:..., 
j-, -. • • > . -

www.it-ebooks.info

http://www.it-ebooks.info/


Scrivener ™ For Dummies® 
Visit www.dummies.com/cheatsheet/scrivener to view this book's r • 

cheat sheet . 

Table of Contents 

Introduction 

Conventions Used in This Book 
What You're Not to Read 
Foolish Assumptions 
How This Book Is Organized 

Part I: Getting to Know Scrivener 
Part II: Meeting the Inspector 
Part Ill: Starting to Write 
Part IV; Getting Your Manuscript Out There 
Part V; Customizing Your Scrivener Experience 
Part VI: Getting the Most Out of Scrivener 
Part VII: The Part ofTens 

Icons Used in This Book 
Where to Go From Here 

Part I: Getting to Know Scrivener 

Chapter 1: Getting Started in Scrivener 

Understanding What Scrivener Is (and Isn't) 
Understanding the Differences between Mac and 
Windows Versions 
Looking at Scrivener Keyboard Conventions 
Creating a PrQject 

Choosing the right template 
Naming your project 
Determining where to save your project 

www.it-ebooks.info

http://www.it-ebooks.info/


Understanding the Scrivener Interface 

Menu bar 
Toolbar 
Binder 
Editor 
Inspector 

Determining Your Writing Style 

Chapter 2: Organizing Your Work with the Binder 

Understanding Files and Folders in Scrivener 
Working with the Root Folders 
Building Your Scrivener Project 

Adding a text document 
Adding a folder 
Creating a folder at the root level 
Importing files 

Working with Scrivener Items 

Renaming an item 
Moving Binder items 
Grouping items 
Changing folder and file icons 
Splitting and merging documents 
Deleting files and folders 

Part II: Meeting the Inspector 

Chapter 3: Working with the Synopsis 

Understanding the Synopsis 
Populating the Synopsis 

Renaming an item 
Adding text 
Adding an image 
Deleting an image 

www.it-ebooks.info

http://www.it-ebooks.info/


Chapter 4: Tracking Scene Elements with Metadata 

Navigating the General Meta-Data Section 
Working with the Label and Status Fields 

Changing the field name 
Deleting existing values 
Adding new values 
Editing existing values 
Changing value colors 
Rearranging the list of values 
Setting a default value 

Assigning Label and Status Values 

Assigning a value from the Inspector 
Assigning a value with the contextual menu 

Using Label Colors to Distinguish Items 

Chapter 5: Working with Document Support Panes 

Looking at the Document Support Panes 
Taking Notes 

Comparing project and document notes 
Entering notes 
Modifying notes 
Adding an image to notes 
Managing project notes 

Getting the Skinny on References 
Linking to Reference Material 

Adding an internal reference 
Adding an external reference 
Editing and deleting a reference 
Viewing a reference 

Assigning Keywords 

www.it-ebooks.info

http://www.it-ebooks.info/


Comparing keywords to other metadata 
Adding a keyword to an item 
Applying an existing keyword to a file 
Removing a keyword from an item 

Working with the Project Keywords Window 

Applying keywords 
Finding items by keyword 
Adding a keyword to the project 
Changing the keyword color 
Modifying a keyword 
Deleting a keyword 

Creating Custom Metadata 

Adding a custom metadata field 
Adding a value 
Modifying a value 
Deleting a custom metadata field 

Looking at the Remaining Document Support 
Options 

Snapshots 
Comments and Footnotes 
Locking the Inspector 

Part Ill: Starting to Write 

Chapter 6: Introducing the Editor: Where the Magic 
Happens 

Dissecting the Editor 

The Format bar 
The Header bar 
The Footer bar 
The Ruler 

Seeing Double with Split Screen Mode 

www.it-ebooks.info

http://www.it-ebooks.info/


Splitting the screen 
Adding a file to the split screen 
Locking the Editor 
Selecting the active document in the Binder 
Locking the Inspector pane 
Splitting the Editor vertically 

Using QuickReference Panels 
Using Scrivenings Mode to View Documents Together 
Checking Your Spelling and Grammar 

Chapter 7: Getting Rid of Distractions with Composition 
Mode 

Comparing Composition Mode to the Full Screen 
Function 
Entering Composition Mode 
Personalizing the Composition Mode Experience 

Using the menu bar and control strip 
Adjusting Composition mode settings 
Changing Composition mode settings for all 
projects 

Working in Composition Mode 
Viewing the Inspector Panel 

Chapter 8: Planning Your Project with the Corkboard 

Viewing the Corkboard 
Understanding Index Card Elements 

Default elements 
Optional elements 

Working in the Corkboard 
Modifying the Corkboard Layout 
Understanding the Types of Corkboards 

Linear Corkboard 
Freeform Corkboard 

www.it-ebooks.info

http://www.it-ebooks.info/


Stacked Corkboards 

Adding a New Document in the Corkboard 
Viewing the Corkboard in Split Screen 
Modifying the Corkboard Preferences 
Printing Index Cards 

Chapter 9: Getting a High-Level View of Your Project with 
the Outliner 

Accessing the Outliner 
Arranging the Outliner 

Expanding and collapsing items 
Adding and removing columns 
Adjusting column width 
Moving items within the Outliner 
Sorting by column 
Hiding and showing the Synopsis 

Editing in the Outliner 
Viewing Your Outline in Split Screen 
Printing Your Outline 
Exporting Your Outline to a Spreadsheet 

Chapter 10: Marking Up Your Text with lnliue Annotations 
and Comments 

Using lnliue Annotations to Insert Notes into Your 
Text 

Creating an annotation 
Changing annotation color 
Splitting an annotation 
Searching for an annotation 
Editing and deleting an annotation 
Converting annotations to comments 
Stripping all notations from a document 

Using Comments to Create Linked Notes in the 
Sidebar 

www.it-ebooks.info

http://www.it-ebooks.info/


Adding a comment 
Editing and deleting a comment 
Changing the comment color 
Using comments to navigate a document 
Moving a comment 
Converting a comment to an inline annotation 

Exporting Comments and Annotations 

Chapter 11; Citing Your Sources with Footnotes 

Understanding the Types of Footnotes 

Linked footnotes 
Inline footnotes 

Adding a Footnote 

Adding a linked footnote 
Using footnote markers 
Adding an inline footnote 
Adding a referenced footnote 

Editing or Deleting a Footnote 
Stripping All Notations from a Document 
Importing and Exporting with Footnotes 

Part IV; Getting Your Manuscript Out There 

Chapter 12; Setting Up the Compile Options 

Deciding on a Format and Output Type 

Predefined compile formats 
Output types 

Accessing the Compilation Options 
Choosing which Documents to Export 

Choosing contents by individual selection 
Choosing contents by predetermined selection 

www.it-ebooks.info

http://www.it-ebooks.info/


Narrowing contents with a filter 
Overriding the contents list selections 
Adding front matter to the compilation 

Formatting the Compiled Ontpnt 

Understanding the Structure and Content 
table 
Changing the final format with the 
Formatting Editor 

Working with Some Helpful Format Options 

Forcing one font for the entire compilation 
Forcing a page break before a document 
Preserving the format of a document 
Customizing the transitions between Binder 
items with separators 
Inserting a separator when an empty line falls 
on a page break 
Adding an end-of-text marker 
Formatting your output into columns 
Removing footnotes from compiled output 
Converting footnotes to endnotes 
Exporting comments and annotations for use 
in Word 
Exporting comments and annotations as 
inline comments 
Setting the margins 
Adjusting how word and character counts are 
calculated 

Customizing Headers and Footers 

Adding or modifying a header or footer 
Using a different first page header or footer 
Starting the page count on the first page 

Making Text Conversions 

www.it-ebooks.info

http://www.it-ebooks.info/


Converting special characters to plain-text 
• verSIOns 

Changing character formatting 

Formatting Your E-Book 

Adding a cover 
Adding document properties for e-books 
Increasing the navigation dots on the Kindle 
progress bar 

Setting Up Scripts for Export 

Chapter 13: Exporting Your Project with Compile 

Compiling Your Project 
Viewing and Previewing the Output 
Saving and Resetting Compile Settings 

Saving compile settings without compiling the 
project 
Resetting the compile settings 

Creating and Deleting Compile Format Presets 

Saving your compile settings as a custom 
format 
Deleting a custom compile format 
Revealing or hiding compile presets 

Exporting for E-Books 

Compiling for ePub 
Validating your ePub file 
Compiling for Kindle 
Previewing your Kindle file 

Exporting Special Types of Output 

Creating an outline without numbering 
Compiling a list of document notes 

www.it-ebooks.info

http://www.it-ebooks.info/


Part V: Customizing Your Scrivener Experience 

Chapter 14: Setting Word Count Goals and Checking 
Progress 

Working with PrQject Targets 

Setting a draft and session target 
Resetting the session count 
Adjusting the target options 

Adding Targets to a Document 
Checking Project Statistics 
Changing Project Statistics Options 
Using Text Statistics to View Word Frequency 
Tracking Productivity 

Chapter 15: Saving Time with Custom [,ayouts and Project 
Templates 

Customizing Your Workspace with Layouts 

Saving the current layout 
Creating a new layout 
Applying a layout to your workspace 
Modifying a layout 
Deleting a layout 
Exporting a layout 
Importing a layout 

Saving Time on Future Projects with Custom Project 
Templates 

Creating and saving a custom project template 
Working with prQject templates 

Chapter 16: Creating Useful Forms with Document 
Templates 

Viewing Existing Document Templates 
Creating a Document from a Document Template 

www.it-ebooks.info

http://www.it-ebooks.info/


Editing a Document Template 
Creating a Custom Template 
Working with the Document Templates Folder 

Removing the template folder designation 
Designating a templates folder 

Changing the Default New Document Type 

Part VI; Getting the Most Out of Scrivener 

Chapter 17: Searching High and Low 

Working with PrQject Search 

Searching a project 
Choosing which elements to search 
Limiting the search results 
Examining other search options 

Using Project Replace 
Running Document Find and Replace 

Using Document Find 
Viewing recent searches 
Working with Document Replace 

Finding by Format 
Marking the Spot with Bookmarks 

Adding a bookmark 
Adding a bookmark header 
Navigating to bookmarks 

Chapter 18: Creating Collections for Quick Access to Related 
Files 

Looking at the Types of Collections 
Working with Standard Collections 

Creating a standard collection 

www.it-ebooks.info

http://www.it-ebooks.info/


Adding an item to a standard collection 
Removing a file from a standard collection 
Reorganizjng a standard collect jon 
Moving reordered collection items back to the 
Binder 
Changing the collection color 

Creating a Search Collection 
Working with the Search Results Collection 
Converting a Saved Search Collection to a Standard 
Collection 
Renaming a Collection 
Removing a Collection 
Viewing a Collection as a Container 
Showing the I ,abel and Status Columns in the 
Collections List 

Chapter 19; Saving Versions of Your Files with Snapshots 

Creating a Snapshot 
Viewing Snapshots in the Sidebar 
Creating Titled Snapshots 
Sorting Snapshots 
Comparing Snapshots 

Viewing comparisons in the sidebar 
Viewing comparisons in a split screen without 
markups 
Viewing comparisons in a split screen with 
markups 
Changing Compare settings 

Rolling Back to a Previous Document Version 
Deleting a Snapshot 
Setting Up Automatic Snapshots 

Chapter 20; Tracking Your Revisions 

Marking Text 

www.it-ebooks.info

http://www.it-ebooks.info/


Marking text with a new level 
Marking existing text 
Marking text for deletion 

Finding Revisions 
Removing Revisions 

Removing revisions by color 
Removing all revision levels 

Changing Revision Mode Colors 
Compiling with Marked Revisions 

Chapter 21: Protecting Your Work with Automatic and 
Manual Backups 

Understanding the Importance of Backups 
Setting Up Automatic Backup Preferences 
Excluding a Proj ect from Automatic Backup 
Forcing a Manual Backup 
Restoring a PrQject from a Backup File 

Part VII; The Part ofTens 

Chapter 22; Ten Awesome Features That Didn't Fit 
Anywhere Else 

Showing Invisible Characters 
Copying Files between Projects 
Taking Notes with the Scratch Pad 
Looking at the Editor in Page View 
Appending Text to a Document 
Creating Links between Documents in a Project 

Inserting a link with a title 
Converting existing text to a link 
Removing a link 
Changing link behavior 

Inserting a Table of Contents 
Sorting Paragraphs 

www.it-ebooks.info

http://www.it-ebooks.info/


Making Duplicates of Binder Items 

Duplicate with sub documents 
Duplicate without sub documents 

Naming Names 

Chapter 23: Ten Ways to Get More Help 

Getting Interactive with the Tutorial 
Using the User Manual 
Letting the Template Be Your Guide 
Watching Online Video Tutorials 
Finding Your Answers in the Forum 
Searching for Answers on the FAQ page 
Checking Out the Scrivener Support Page 
E-Mailing Technical Support 
Revving the Search Engine 
Schmoozing 

Cheat Sheet 

www.it-ebooks.info

http://www.it-ebooks.info/


Scrivener For Oummie~ 
by Gwen Hernandez 

ffiWILEY 
A Joh n Wiley and Sons, Ltd, Publication 

www.it-ebooks.info

http://www.it-ebooks.info/


Published by John Wiley & Sons, Ltd. 
The Atrium 
Southern Gate 
Chichester 
West Sussex 
P0198SQ 
England 

Email (for orders and customer service enquires): cs-books@Wiley,co,uk 

Visit our home page on www.wiley.com 

Copyright © 2012 John Wiley & Sons, Ltd, Chichester, West Sussex, 
England 

Published by John Wiley & Sons Ltd, Chichester, West Sussex 

All rights reserved. No part of this publication may be reproduced, 
stored in a retrieval system or transmitted in any form or by any means, 
electronic, mechanical, photocopying, recording, scanning or otherwise, 
except under the terms of the Copyright, Designs and Patents Act 1988 
or under the terms of a licence issued by the Copyright Licensing 
Agency Ltd., Saffron House, 6-10 Kirby Street, London ECIN 8TS, UK, 
without the permission in writing of the Publisher. Requests to the 
Publisher for permission should be addressed to the Permissions 
Department, John Wiley & Sons, Ltd, The Atrium, Southern Gate, 
Chichester, West Sussex, P019 SSQ, England, or emailed to 
permreq@Wiley.co .uk, or faxed to (44) 1243 770620. 

Trademarks: Wiley, the Wiley logo, For Dummies, the Dummies Man 
logo, A Reference for the Rest of Us!, The Dummies Way, Dummies 
Daily, The Fun and Easy Way, Dummies.com, Making Everything Easier, 
and related trade dress are trademarks or registered trademarks of John 
Wiley & Sons, Inc. and/or its affiliates in the United States and other 
countries, and may not be used without written permission. Scrivener is 
a trademark of Literature & Latte, Ltd. All other trademarks are the 
property of their respective owners. John Wiley & Sons, Ltd. is not 
associated with any product or vendor mentioned in this book. 

Limit of Liability/Disclaimer of Warranty: The publisher and the author 
make no representations or warranties with respect to the accuracy or 
completeness of the contents of this work and specifically disclaim all 
warranties, including without limitation warranties of fitness for a 
particular purpose. No warranty may be created or extended by sales 
or promotional materials. The advice and strategies contained herein 
may not be suitable for every situation. This work is sold with the 

www.it-ebooks.info

http://www.it-ebooks.info/


understanding that the publisher is not engaged in rendering legal, 
accounting, or other professional services . If professional assistance is 
required, the services of a competent professional person should be 
sought. Neither the publisher nor the author shall be liable for damages 
arising herefrom. The fact that an organization or Website is referred to 
in this work as a citation and/or a potential source of further 
information does not mean that the author or the publisher endorses 
the information the organization or Website may provide or 
recommendations it may make. Further, readers should be aware that 
Internet Websites listed in this work may have changed or disappeared 
between when this work was written and when it is read. 

For general information on our other products and services, please 
contact our Customer Care Department within the U.S. at 877-762-2974, 
outside the U.S. at 317-572-3993, or fax 317-572-4002. 

For technical support, please visit www.wiley.com/techsupport. 

Wiley publishes in a variety of print and electronic formats and by print­
on-demand. Some material included with standard print versions of this 
book may not be included in e-books or in print-on-demand. If this book 
refers to media such as a CD or DVD that is not included in the version 
you purchased, you may download this material at 
http: //booksupport.wiley.com. For more information about Wiley 
products, visit www.wiley.com. 

British Library Cataloguing in Publication Data: A catalogue record for 
this book is available from the British Library. 

ISBN: 978- I-II8-3I247-6 (pbk); ISBN 978- I-II8-31244-5 (ebk); ISBN 978-1-
II8-31245-2 (ebk); ISBN 978-I- II8-31246-9 (ebk) 

Printed and bound in the United States by Bind-Rite 

10987654321 

www.it-ebooks.info

http://www.it-ebooks.info/


About the Author 
Gwen Hernandez began working with Scrivener in 2009 and created a 
series of bJog posts to share its lesser-known features with her writing 
friends . Encouraged by her growing community of followers, she 
developed a popular Scrivener online class that's offered several times a 
year. 

With a degree in Management Information Systems, Gwen started her 
professional life as a programmer and then transitioned to teaching 
technology and business courses . She changed tack with an advanced 
degree, working as a manufacturing engineer in a semiconductor plant 
- yes, she wore a "bunny suit" - before rediscovering her childhood 
passion for writing. 

When Gwen's not teaching classes about Scrivener, she uses it to spin 
tales of romance and suspense, and every once in a while, someone 
actually likes reading them. In 2011, she was a finalist in the Romance 
Writers of America's Golden Heart® contest. 

As a military brat and Air Force spouse, Gwen isn' t sure she'll ever be 
able to settle down, but she currently resides in northern Virginia with 
her husband, two boys, and a lazy golden retriever. She loves to travel, 
run, explore, learn, and relax in her favorite recliner with a good book. 
Find her online at www . gwenhernandez . com. 

Dedication 
For my mom, who would have smiled proudly and bought me a 
houseplant . 

Author's Acknowledgments 
Many hugs to my husband and boys for their unwavering - though not 
without some eye rolling - support. I love you guys! 

Thanks to Christine Glover for introducing me to Scrivener. Bet you 
didn' t think your first mention from me would be in a technical book. 

I'd be remiss if I didn' t add my appreciation for the blog readers and 
students who've encouraged me along the way. Your support and 

www.it-ebooks.info

http://www.it-ebooks.info/


enthusiasm mean the world to me. 

lowe Keith, loa, Jennifer , and Lee at Literature & Latte a huge debt of 
gratitude for pointing out technical errors , providing examples and 
suggestions , and keeping me up to date on what's coming next. Any 
mistakes or omissions are not for their lack of effort. Their help with 
this book was invaluable. 

To Keith Blount and the whole Literature & Latte crew, thanks for your 
dedication to making - and keeping - Scrivener so fabulous. And to 
David who's always generous in spreading the word. 

Finally, I have to add my thanks to the entire Wiley team who worked so 
hard on this book, especially Laura Miller , who tweaked and questioned 
and clarified , and made this book so much better than I could have on 
my own, and Chris Webb who believed in me enough to let me tackle 
this project. 

www.it-ebooks.info

http://www.it-ebooks.info/


Publisher's Acknowledgments 

We're proud of this book; please send us your comments at 
http: //dummies .custhelp.com. For other comments, please contact our 
Customer Care Department within the U.S. at 877-762-2974, outside the 
U.S. at 317-572-3993, or fax 317-572-4002. 

Some of the people who helped bring this book to market include the 
following: 

Acquisitions and Editorial 

Project Editor: Laura K. Miller 

Acquisitions Editor: Chris Webb 

Assistant Editor: Ellie Scott 

Copy Editor: Laura K. Miller 

Technical Editors: Keith Blount, loa Petra'ka 

Editorial Manager: Jodi Jensen 

Senior Project Editor: Sara Shlaer 

Editorial Assistant: Leslie Saxman 

Cover image: © Literature & Latte 

Cartoons: Rich Tennant (www.theSthwaye.com) 

Composition Services 

Sr. Project Coordinator: Kristie Rees 

Layout and Graphics: Jennifer Creasey 

Proofreaders: The Well-Chosen Word 

Indexer: Valerie Haynes Perry 

UK Tech Publishing 

Michelle Leete, VP Consumer and Technology Publishing Director 

Martin Tribe, Associate Director-Book Content Management 

www.it-ebooks.info

http://www.it-ebooks.info/


Chris Webb, Associate Publisher 

Marketing 

Louise Breinholt, Associate Marketing Director 

Lorna Mein, Marketing Manager 

Kate Parrett, Senior Marketing Executive 

Publishing and Editorial for Technology Dummies 

Richard Swadley, Vice President and Executive Group Publisher 

Andy Cummings, Vice President and Publisher 

Mary Bednarek, Executive Acquisitions Director 

Mary C. Corder, Editorial Director 

Publishing for Consumer Dummies 

Kathleen Nebenhaus, Vice President and Executive Publisher 

Composition Services 

Debbie Stailey, Director of Composition Services 

www.it-ebooks.info

http://www.it-ebooks.info/


Introduction 
.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

If writing tools were teachers, your word processor would be the one 
who admonishes you to color within the lines and always use green for 
grass . Scrivener would be the cool teacher who encourages you to draw 
your own picture and praises your purple sun. 

Don' t get me wrong: Word processors have their place. But although 
they provide the tools to make your manuscript look pretty, they force 
you to write in a linear fashion that just doesn't match the way many 
writers work. 

Scrivener, on the other hand, is so flexible, it could teach yoga. The 
program bends over backwards to accommodate your writing needs. 
Want to write the ending first? Go for it! Want to look only at scenes 
from one character or storyline? No problem. 

Scrivener's flexibility makes it powerful- but sometimes a bit 
overwhelming, which is where this book comes in. In these pages, you 
can figure out many of Scrivener's jaw-dropping moves so that, before 
long, you too can bend like a pretzel in pursuit of writerly nirvana. 

Conventions Used in This 
Book 

This book is not a philosophical work on the theory and value of writing 
software. In my house, that kind of book would be a doorstop. 

No, this book is a hands-on, get-to-work teacher on the page. So, to try 
out any of the actions described, you have to get your hands on the 
keyboard and mouse (or trackpad). 

With that in mind, you need to have a few skills: 

"... Clicking: You need to know how to click, double-click, and right­
click with your mouse or trackpad. Right-clicking opens up a 
whole new world of contextual menus that apply to whatever 
you're working on. Also called a secondary click, you can Control­
click on the Mac if your mouse isn' t set up to right-click. 

"... Drag and drop: You' ll be dragging things around a lot in this 
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book - but I promise nothing heavy. Dragging is accomplished 
by clicking an object and holding the mouse button down while 
moving the pointer on the screen. You drop by letting go of the 
mouse button. 

Don' t know how to drag with a trackpad? While hovering the 
pointer over the selected items, click the trackpad and hold it 
down while using another finger to drag the items where you 
want them to go . (I usually click with my thumb and drag with 
my index finger, but use whatever feels comfortable to you.) 

To make reading easier, you' ll see some of the following conventions 
used throughout the book: 

""* A keyboard shortcut is represented like this: X+V. This text 
means that you press and hold the X key and type the letter V, 
then release both keys. 

Some keyboard shortcuts are combinations of more than two 
keys, such as Shift+X +S. For this one, press and hold Shift and 
X, and then type the letter S. Then release all three keys. 

""* Menu commands are written like Project :::::}New Text, which tells 
you to click Project to open the Project menu and choose New 
Text from that menu. 

""* Web addresses appear like www . literatureandlatte . com. 

""* When I want to show you a message or text that appears in the 
editing portion of Scrivener, it looks like this: Bob d i dn ' t know 
what to do ne x t . Shou l d he buy a gun or a beer? 

""* When I'm directing you to type specific text, it appears in bold. 
For example, I might tell you to type Bob didn't know what to 
do next. 

Windows users, have no fear. Although Scrivener was originally created 
for the Mac - and at this time, the Mac version is still the most 
advanced - much of this book still applies to the Windows version, 
too. 

For more on the key differences between Scrivener for Mac and 
Scrivener for Windows, check out Chapter 1. 

What You're Not to Read 
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Unless you really, really want to, you don't have to read this book from 
cover to cover. Each section and chapter is designed as a freestanding 
module so that you can dip in anywhere and get right to work. 

Foolish Assumptions 
We all know what assumptions do, but in order to write this book, I had 
to make a few anyway. For starters, I assumed that you have some 
fundamental skills with your computer, such as turning it on, starting a 
program, using a mouse, and accessing and saving files . 

In addition, I assumed you've at least used a word processor before­
whether Microsoft Word, Corel WordPerfect, Apple Pages, or something 
else - so you have some familiarity with selecting text, basic formatting 
(such as font, font size, justification, and spacing), and keyboard use. 

Not only that, but because this book is about a piece of writing 
software, I figured you write something. I know, dangerous, right? Really, 
I don't care if it's a I,OOO-page futuristic mystery about flying snakes or 
weekly letters to your grandmother. It's all writing. Academic papers, 
news articles, recipes, and diaries count, too . 

Finally, I reasoned that you actually want to find out Scrivener's secrets . 
Whether you've been playing with it for years without digging into what 
it can really do, or you just heard from a friend that Scrivener was the 
best thing to happen to writers since the ballpoint pen and you want to 
know what all of the fuss is about, there's a reason you picked up this 
book. 

When I use the word Scrivener, I'm referring to Scrivener 2 for Mac -
and specifically for Mac OS X Lion - but much of the information I 
provide applies to the Windows version, as well . And if it doesn't now, 
it will eventually. Those fabulous guys over at Literature & Latte are 
working like an army of ants to get the Windows version all caught up . 

How This Book Is Organized 
This book is organized into seven major parts that have two or more 
chapters each. The chapters are split up into even smaller sections . If 
you're a complete Scrivener newbie, don't worry, each section is written 
as a stand-alone piece that takes you step-by-step through the topic . 
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No need to read in order. You can jump right to the section about 
project templates without wading through corkboards and outlines, if 
you so desire. So, pick a topic, flip -literally or virtually - to the 
appropriate page, and try something new. 

Part I: Getting to Know Scrivener 
This part introduces Scrivener and its unique parts . You can find out 
how to create a new project, find your way around, and work with 
documents inside your project. Newbies: Start here! 

Part II: Meeting the Inspector 
This part walks you through the Scrivener Inspector pane's many 
features, from the Synopsis, to metadata, to all those buttons at the 
bottom. You can get the scoop on notes, references, keywords, and 
snapshots. 

Part III: Starting to Write 
The chapters in this part deal with getting the words down on virtual 
paper. They cover the Editor, working in Split Screen mode, 
Composition (Full Screen) mode, the Corkboard, the Outliner, 
annotations, and footnotes. 

Part IV: Getting Your Manuscript 
Out There 
This part talks about exporting your work from Scrivener. Whether you 
just need to get a few chapters into Word or the whole book into EPUB 
format, this part's for you. 

Part V: Customizing Your 
Scrivener Experience 
This part digs into some of the fun and cool features that really make 
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Scrivener shine, such as tracking your progress, custom layouts, 
creating project templates, and document templates. 

Part VI: Getting the Most Out of 
Scrivener 
The chapters in this part introduce you to functions that can make your 
writing life easier: searching, creating collections, working with 
revisions, and backing up your work. 

Part VII: The Part of Tens 
This traditional final part of any For Dummies book contains chapters 
that introduce you to cool features that didn' t fit anywhere else and 
gives you ideas on how to find more Scrivener help. 

Icons Used in This Book 

@5 Tips alert you to helpful information or timesaving shortcuts . 

~ The Remember icon calls your attention to important ideas to 
keep in mind while performing a task. 

J!!i."!'-;,. 
~W This icon points out extra tidbits for your inner computer geek. 

Helpful, but not strictly necessary to know, you can skip these if 
they make your eyes cross. 

~' 

fif) I use the Warning icon sparingly, but when you see it, take notice. 
It calls your attention to potential pitfalls. 
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Where to Go From Here 
Dig in! Unless you're new to Scrivener - and even then - you don't 
have to start at page one. I won't be offended if you don't read every 
word I wrote. Well, not too offended. 

Go on. Peruse the Table of Contents or the handy index at the back of 
the book, and find a topic that interests you . 

In need of a distraction-free desktop? Chapter 7 can help you find your 
Zen. Been dying to unravel the mystery of project templates? Investigate 
Chapter 15. Stumped by exporting and compiling? Part IV can enlighten 
you. 

If, for some reason, you want to know more about me - or contact me 
- visit my website at www . gwenhernandez . com. I'd love to know what 
your favorite Scrivener feature is or how the program helped your 
writing process. 

I hope you enjoy this book. If it helps you use Scrivener to support your 
unique approach to writing, then I've done my job. 

Good luck, and write on! 
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Part I 

Getting to Know 
Scrivener 

The 

In this part ... 

keeps 
~e11 ot"lOa.ni't.ed it. the 

When a friend first told me about Scrivener - "gushed enthusiastically" 
might be a better description - I wondered what writing software could 
possibly offer that a word processor can' t. So I downloaded the free 
trial, and three days later, I paid for it, not even waiting for the trial to 
expire. 

I knew I had to have Scrivener in my life. 
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Word processors are wonderful pieces of software, and they definitely 
have an important place in a writer's toolbox, but Scrivener opens up a 
whole new way of putting together your story, poem, screenplay, 
dissertation, epic novel, or blog post. 

Simply put, Scrivener puts you in charge of how you write. This part of 
the book introduces you to the fundamentals of this amazing program. 
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Chapter 1 

Getting Started in 
Scrivener 

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Figuring out what you can do with Scrivener 

.... Clarifying the differences between Mac and Windows 

.... Working with keyboard shortcuts 

.... Starting a project 

.... Getting familiar with Scrivener 

.... Thinking about how you write .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

Parts of Scrivener probably look very familiar to you . The Editor pane, 
for example, is essentially the built-in word processor. If you've been 
using a computer to write - and not, say, carving stone tablets or 
working in crayon - then the act of putting down words will be a piece 
of cake in Scrivener, too . At least, Scrivener makes writing easy from a 
technical standpoint. It can' t do anything about your muse. 

Outside the Editor, however, things look a little different, maybe even a 
bit confusing. If you're not already familiar with the Scrivener interface 
- and maybe even if you think you are - you can use this chapter to 
make sure you understand the basic terminology fundamental to using 
Scrivener and get to know Scrivener's many wonderful parts . 

Understanding What 
Scrivener Is (and Isn't) 

Scrivener's core purpose is to help you write. It's not intended to tell 
you how to write or force you to get the work done. Instead, Scrivener 
provides an environment in which you can keep your writing, research, 
character sketches, synopses, outlines, and images in one project file . 
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You can export your work into many formats and document 
combinations without affecting the original manuscript. So you can 
export three chapters to a word processor one minute, and then create 
an e-book file the next, all without modifying the format in Scrivener. 
You can write in green, Comic Sans text but export in black, Times New 
Roman text. 

Writing software is all about the experience of writing, not the format of 
the final text. You can write without distraction in Composition (Full 
Screen) mode, view multiple scenes at the same time, storyboard by 
using electronic index cards, or view your work as an outline. 

Scrivener was created to support all aspects of the creative process of 
writing, from inception to final revision, not just the period when you 
actually lay down the words . 

Understanding the 
Differences between Mac 
and Windows Versions 

Scrivener was originally created for the Mac, but in November 2011, 
Literature & Latte - the company behind the software - released a 
much-anticipated version for Windows . At some point, the Windows 
version is expected to match the capabilities of the Mac version, but at 
the time of this book's publication, some features still aren' t available to 
Windows users . 

Take heart, Windows users, because those features will come in time, 
and the Windows programmers have done a fabulous job of 
incorporating the most beloved functions of Scrivener. I make note of 
differences between the two versions whenever I can. 

I'm not going to talk about all the functional differences because 
program updates are frequent and the list would quickly be out of date. 
The best resource is provided by the Literature & Latte folks at 
htt p : //literatureandlatte . com/ f orum. From this page, click 
Scrivener for Windows; click Technical Support (Windows) on the 
Scrivener for Windows page that appears; and on the Technical Support 
(Windows) page that appears, click Differences between the Mac and 
Windows Versions . 
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Although the programmers s trive to put menu commands in the same 
location on both vers ions, there will always be some disparity because 
Windows and Mac each have their own rules and s tandards . For 
example, Mac software always has a program menu - in this case, the 
Scrivener menu - whereas Windows doesn' t. 

Mac also has a s tandard menu called Window. Its commands can often 
be found in the Tools menu on the Windows vers ion. Table 1-1 provides 
a lis t of commands that have different locations in the Mac and 
Windows vers ions and where to find those commands . 

Table 1-1 Menu Locations of Scrivener Commands 

Command Mac Menu Windows Menu 

Preferences Scrivener~Preferences T ools~Options 

Customize Toolbar Edit 

Layouts 

Scratch Pad 

Window 

Window 

Tools 

View 

Tools 

Looking at Scrivener 
Keyboard Conventions 

Scrivener has a lot of keyboard shortcuts, combinations of keys that 
activate a menu command when pressed s imultaneously. If you're a 
mouse hater (but they' re so cute!) or jus t dread taking your fingers off 
the keyboard, you' ll love keyboard shortcuts . 

Any command that has a keyboard shortcut lists the shortcut next to 
the item on the menu , as shown in Figure 1-1. 
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Figure 1-1: 
Keyboard 
shortcuts 
are listed 
next to 
their menu 
items. 

New Text 
New Folder 
New From Template 

New Media File 

Show Projen Targets 
Projen Statistics ... 
Text Statistics ... 

Projen Notes ... 
Show Projen Keywords 

Meta- Data Settings ... 
Auto- Complete list... 
Text Preferences ... 

XN 
"\: X N 

• 
• 

0"' 
"\:O X S 
~"\:XS 

"\: X P 
"\:O X H 

Set Selenion As Templates Folder 

EmptyTrash .. . 

The shortcut might look like a lot of gobbledygook, but it's just a series 
of keys that can get the job done. Table 1-2 shows the common shortcut 
characters and their equivalent key. 

Tlllble 1-2 Keyboard Shortcut Characters 

Characrer '" Operating Sysrem 

lI€ 
Command Moo 

D' 
Shift Mac/Windows 

ControllCtn Mac/Windows 
A 

--C 
Option Moo 

--C 
N, Windows 

~ 
,,, Mac/Windows 

@5 In Windows , the Return key is called Enter. 

Creating a Project 
Scrivener files are called projects. A Scrivener project is a collection of 
documents , some of which contain the text of your manuscript ; others 
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hold reference materials, photos, notes, and so on. Think of a project 
7 ~ I Q h l Qhters················ 

like a virtual three-ring binder: You can break up your wmmg into 
· ...................................... _ ..................................................................... . 

multiple documents, as well as include supporting notes, 
· ...................................... _ ...................................................... . 
documentation, images , and website content, all under the umbrella of a 
· ...................................... _ ................................................................................ . 
single project file. 

In order to get started in Scrivener, you must first create a project, in 
part because the program saves while you write (two seconds after 
every pause, by default!). To save your work automatically, it must 
already know the name of the file and where the file is stored on your 
computer. 

If you've never used Scrivener before, or you closed all open projects 
last time you used it, Scrivener brings up the Project Templates window 
when you open it. You can also open the Project Templates window by 
choosing File:::::}New Project. 

Choosing the right template 
A template is kind of like a new house purchased from a builder. You 
and your neighbor might buy the same model, but then you add your 
own paint colors, window dressing, flooring, fixtures, and landscaping. 
The neighbors might prefer antique furnishings, but your house is full of 
glass and steel. They might choose white siding, where you choose 
brick. They have garden gnomes, and you have a gazing ball. They ... 
well, you get the idea. 

Same template, different results. 

The same is true in Scrivener. Each project template gives you a starting 
point from which to customize the project for your needs so that you 
don't have to start from scratch. In fact, in Part V of this book, you can 
find out how to create and save your own templates for use with future 
projects . 

The Project Templates window is organized into tabs for each template 
type, as shown in Figure 1-2. 
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Figure 1-2: 

The Project u-­
Templates _ . 
window. 

1 ---

~ _ .. , ". 

""'.... . _...... . -.. '"' ......... 

--

Click a tab to see the templates associated with that type. A pane at the 
bottom of the Project Templates window displays a short description of 
any template when you select it. Choose the template that most closely 
matches the type of project you're working on. Then, you can mold that 
template to meet your needs, with the help of this book. 

For the examples in this book, I use a project based on the Novel 
template. For those working in non-fiction, the General Non-Fiction 
template provides a close match to the figures in this book. 

Naming your project 
After you select a template, click the Choose button. Scrivener opens 
the Save As window and prompts you to enter a filename. (Windows 
users: The Save As section is in the New Project window. Select a 
filename, click Browse to choose a location , and then click Create.) 

Consider these facts when naming your file: 

"'* Scrivener uses the filename as the project name. If you select 
certain templates, the project name is automatically inserted into 
the title page and into the header when you export the project 
(to print the manuscript, convert it to an e-book, and so on). 
However, you can change the project name manually or rename 
the project file at a later time. 

""* Be sure to give the project a name that you can easily find 
again later. If your manuscript is a novel about a man who 
shape-shifts into a rabbit when he visits the planet Lotharia, you 
might not want to call it Project!. The working title doesn' t need 
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to be perfect, just something that makes the file easy to locate 
after you let it sit for a year to work on that zombie private­
investigator mash-up that was nagging at you. 

Determining where to save your 
• project 

After you figure out the project's name - at least, for now - you need 
to determine where to save your project. Because I'm excruciatingly 
organized - well, on my computer, anyway -I have a writing folder 
that contains subfolders for each major project. 

Of course, the Documents folder may serve your needs just as well . 

If your Save As window shows only the Save As text box and the Where 
drop-down list , don' t fret. You can access more locations simply by 
clicking the Expansion button (which displays an arrow pointing down if 
the window isn' t expanded) to the right of the Save As text box. Figure 1-
3 shows the Expansion button after the window expands (with the 
arrow now pointing up). Windows users , click the Browse button in the 
New Project window to choose a location. 

Figure 1-3: 
Clic king the 
Expansion 
button 
provides 
more 
options for 
locations to 
save your 
file. 

...':-' ... ---
- . 

Click ~'" ,;; .",. , ,,~d ,",,,d,. " 

. " 

=" • --. .=--______ ri __ 

-_. -~.-.", - -
Now, simply select a location by clicking the desired folder in the list on 
the left. If needed, choose subsequent subfolders until you reach your 
destination folder. Then click Create. 

Understanding the Scrivener 
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Interface 
When Scrivener first opens your new project, you can immediately see 
that this program is more than a word processor. Don' t be alarmed by 
all the stuff that appears. Hopefully, after you understand what all these 
pieces and parts can do for you, you think of them merely as more to 
love. 

The following sections provide an overview of the major elements of the 
Scrivener workspace, and the remaining chapters in this part and all the 
chapters in Part II are devoted to explaining each element in more detail. 

Figure 1-4 names the major components for yOll . Don' t worry about 
what they all mean. Unless you have a photographic memory, just keep 
a thumb, or maybe a sticky note, tucked into this page so that you can 
refer to it, as needed. 

Figure 1-4: 
Th, 
Scrivener 
workspace. 

Menu bar 

, , 

Across the top of your window is the menu bar. The menu bar, aptly 
named as it is, provides an organized menu of the program's 
commands . Although many of the menu commands have shortcuts, via 
keyboard or button, almost anything you need to do is available in one 
of the menus. 
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~ If you're using the Windows version, the menu bar looks a bit 
different, but most commands are still there somewhere. And if 
they're not now, they will be. 

Each menu is organized into groups of menus and submenus that, 
mostly, make sense. So, commands that relate to working with a project 
file in a generic sense - such as opening a new project or saving the 
current one - are listed in the File menu. 

Toolbar 
The toolbar lives below the menu bar. At the top-center of the toolbar, 
Scrivener displays the project title followed by the active document 
name. (The Windows version doesn' t display the project name in the 
toolbar, only the project title in the title bar, which appears above the 
menu bar.) Beneath the title, you find a row of colorful buttons for 
some of the most commonly used menu commands. To see the name of 
each button, hover your pointer over it for a second. A small tooltip 
pops up with the button name. 

If you find hovering tiresome, Mac users can turn on text for the button 
icons by going to View~Customize Toolbar. At the bottom-left of the 
Customize Toolbar window that appears, select Icons and Text from the 
Show drop-down list, as shown in Figure 1-5. In this window, you can 
also decide which buttons to display in the toolbar by dragging them 
from the field of buttons into the toolbar . 

Figure 1-5: 
Th, 
Customize 
Toolbar 
window 
provides 
toolbar 
display 
options. 

.... ---_ .. -
~ . - - - -:;: r:; a D D _._. _ .. _-_ ... _- - -
"". - II .. -- - -- -

t>. - • . - - - - -- -- - -• . " A V I!l iOi A" - - - - - -- -- -,. A. A' " • • oJ - - - - - --- -
~ ...f!_ II II ,.. . -.... -.. - -'" --._ .... _---_. 

• .~'o":i! N . ... ! !!.. .!.. ::.. _ g t- KlI_~ _ .. -
Chaoge too lbar disptay o~tions 
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I 

Binder 
The purpose of the Binder is to help you navigate and organize your 
documents. If it 's not visible, go to View:::::}Layout :::::}Show Binder or click 
the Binder button in the toolbar. 

Much like Finder (or Windows Explorer) does for your computer , the 
Binder provides access to all the files located within your project and 
keeps those files organized in an easy-to-see, hierarchical fashion. But 
even more, the Binder gives you an outline view of your manuscript. 

Documents can be organized into folders (which may have a folder icon 
or some other icon) and multiple levels of subfolders, if des ired. 

For example, in the Manuscript folder (which is called Draft in the 
Scrivener User Manual and goes by other names, depending on which 
t emplate you choose), you store all the documents you want to include 
in your final manuscript. If you want , you can break up your project into 
four parts in the Manuscript folder , with chapter folders within each 
part that contain the scene documents for each chapter. Try finding an 
eas y way to do that in a word processor! 

Or, within the Research folder , you might add subfolders to help furth er 
class ify your research b y type (for example, firearms , weather , period 
cos tumes, police procedure, plants) . You can store photos , PDFs, and 
webs ite archives in the Research (or another) folder , but not in the 
Manuscript folder , which is for text only. 

The beauty is that you choose how to set up your project. You can 
rearrange items in the Binder at any time to change their levels, or 
assign them to different folders . You can collapse and expand files for 
an outline-like view of your project , easily move items around , rename 
them, group them into folders and subfolders , and even color-code 
them. The Binder can al so be hidden if you find it distracting. 

Chapter 2 provides a full explanation of the Binder. 

Editor 
The Editor s its at center stage in Scrivener , and it's the part that 
probably seems the most familiar to you. It's the text-editing part of 
Scrivener - the part where you do the actual writing. Jus t like a word 
processor, it contains a formatting bar at the top , a ruler (which may or 
may not be visible initia lly), and a blank space for adding your words. 
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If you chose a template other than Blank, your new project displays a 
description of the template and how it's set up. This is a handy 
reference that sits at the top of the Binder unless you delete it, so you 
may want to keep it until you get the hang of things. 

@ If the Editor looks like a corkboard or a series of horizontal lines, 
choose View:::::}Document (called Scrivenings when multiple files­
or a container - are selected) . 

Within the Editor pane, you have access to several views: 
Document/Scrivenings (which displays the text editor), Corkboard 
(index cards), and Outliner. 

The Editor has plenty of tricks up its virtual s leeve, which are covered in 
Part III of this book. 

Inspector 
The Inspector isn' t a police detective - but for many new users, it's a 
bit of a mystery. Located at the far-right of the Scrivener window, the 
Inspector is a common feature in Mac-based programs, but exists in the 
Windows version, as well. If it's not visible, choose 
View:::::}Layout:::::}Show Inspector or click the Inspector button in the 
toolbar. 

The Inspector displays all sorts of extra information - known as 
metadata - about the items in your Binder and allows you to modify a 
lot of that information. If each scene, chapter, or section within your 
project were a cereal box, your written text would be the chocolaty rice 
puffs inside, and the Inspector would be all the information on the 
outside of the box. (Anyone else hungry?) 

When you first start Scrivener, the Inspector displays the Synopsis, 
general metadata, and notes for whichever document is selected in the 
Binder: 

""* Synopsis: The top portion of the pane. You can type a brief 
summary or outline of that scene, chapter, part, image, or 
whatever can help remind you what it's about. When you work 
with the Corkboard (which I describe in Chapter 8), you can see 
that the index card contents are pulled from the Synopsis 
section. 

""* General: Located in the middle of the Inspector pane, you store 
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other information about the file here. 

""* Document/Project Notes: This bottom section of the Inspector 
pane lets you record notes or reminders about the document. 

If you want more room to write, or just less clutter in general, you can 
hide the Inspector by clicking the Inspector button in the toolbar or 
choosing View~Layout~Hide Inspector. 

Want to investigate the Inspector's many secrets? Part II of this book is 
devoted entirely to solving the puzzle of the Inspector. 

Determining Your Writing 
Style 

Whether you sit down in front of a blank piece of paper with only the 
spark of an idea or you create an 80-page outline complete with a 
storyboard and photos of all your characters before you write, 
Scrivener accommodates you. 

The aforementioned people who write by the seat of their pants - so­
called pantsers - might start writing, get to the logical end of the scene, 
and then start a new document for another scene, whether next in order 
or not. 

Plotters, on the other hand - those who live and die by the outline-
4 hl9hl 9ht." ·························· ............................................................................ _. 
mlgm srart their process in the Corkboard (Chapter 8) or Outliner 
· ...................................... _ ..................................... _ .............................. . 
(Chapter 9), creating a title and brief synopsis for each scene, moving 
· ...................................... _ ..................................... _ ..................................... . 
the scenes around until the order is just right, and then, after setting the 
· ...................................... _ ..................................... _ .......................................... . 
storyline, begin filling in the actual text of the story. 

Perhaps, like me, you're somewhere in between. It might even change 
from one manuscript or type of project to the next. The real beauty here 
is that you don't have to stick with one style. Pantsing your way 
through and got stuck? Try playing with your scenes in the Corkboard. 
Had a perfect outline, but your characters protested your "all is lost" 
moment in the plot? Try opening a blank document and free-writing 
your way through it. 

There's no right or wrong style, only your style. And no matter what 
style works for you, Scrivener has your back. 
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Chapter 2 

Organizing Your Work 
with the Binder 

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.. Looking at Scrivener documents and folders 

.... Branching off from the root folders 

.... Putting the elements of your project in place 

.... Adjusting items in Scrivener .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

Through the Binder, Scrivener gives you total control over how you 
organize your manuscript. By using folders to separate it into chapters 
or parts - or anything else you can think of - you can quickly and 
easily navigate through your work. 

When I write, I like to get all the scenes down without worrying about 
S hlQhl Qht." -------------------------- -------------------------------------- --------------------------------------
Olvlomg them into chapters until later. Because I've recently started 
- ----------------------------------------------------------------------------------------------------------------
doing some basic outlining before I start, I now set up four folders -
- ------- ----------------------------------------------------------------------------------------------------------
one for each of the book's parts - and add the newest scene to 
- -------------------------------------------- ------------------------------------------------------------
whichever part it belongs . At the end, I go back and group the scenes 
- ------------------------------------------------------------------------------------------------------------------
into chapter folders . 

Scrivener gives you the flexibility to write (or, at least, synopsize) out of 
order, if desired . And unlike in a word processor, where you might have 
to create a separate file for those scenes you weren't ready for, or keep 
pushing the out-of-order scenes to the bottom of the word processor 
document, you can keep them all within your Scrivener project without 
creating a mess . 

This chapter shows you how to organize and manipulate your files and 
fo lders to set up the best structure for your writing process . 

Understanding Files and 
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Folders in Scrivener 
Before you dig into working in the Binder, a couple of things require 
clarification: The concept of folders and files is less rigid in Scrivener 
than you're probably used to. A Scrivener folder can contain text, just 

7 ~ I Q h Qh'"rs---------------------------------------------------­
like a document, and can be conveneo back to a document at any time. 

Document files can contain sub-files, making them a container much like 
a folder - called a file group - and can be converted to a folder at any 
time. 

~ Folders and files are essentially the same, except for their icons 
and default view modes. Files open in Document view, but folders 
open in the last-used group view (Scrivenings, Corkboard, or 
Outliner) . The distinction can help you organize your documents. 

The difference between files and folders as containers really becomes 
significant only when you compile (export) your manuscript, which I 
cover in Part IV. 

The following are definitions for the terms I use throughout this book 
when discussing the Binder: 

",.. Item: Any file or folder within the Binder, regardless of type. 

",.. Document: An item that contains text. A document could be a 
new file created within the Scrivener project or a file that's been 
imported from outside the project (for example, a Word, RTF, or 
plain text file). You can use an empty document as a placeholder 
for a future scene, with or without a Synopsis . 

",.. Folder: A container for documents and other folders. Designated 
by the folder icon - or another icon of your choosing (see the 
section "Changing folder and file icons," later in this chapter)­
folders can also contain text, such as a chapter introduction or a 
chapter title. 

Folders can be converted to a file or file group without 
s ~ I Q h l Qhte,,··· .......................................................................... . 

losing any rexr or data. They are mainly used to visually organize 
-------------------------------------------------------------------------------------------------------- ---_. 
your documents and to create chapter headings and divisions 
-------------------------------------------------------------------------------------------------------
when you export the manuscript. 

",.. File group: Much like a folder, but designated as a file, rather 
than a folder. Represented by a paper stack icon, a file group is 
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still a container, but it can also act like a document. 

",.. Container: Any Binder item that contains other files or folders, 
or is designated as a folder . 

Figure 2-1 breaks down the Binder, using an example project created 
with the Novel template. Each type of item has its own icon, and some 
folders have specialty icons . 

Figure 2-1: 
Parts of the 
Binder. 

t menu 

Working with the Root 
Folders 

Despite the fact that roots are low on a plant, a root folder is a folder at 
the highest level. Think of a plant's roots in the ground. They start from 
one central point and then branch out from there. Your files are 
organized in the same way. 

Root folders are the top of the root ball . You can't delete them, but you 
can change their names and icons . 

Every Scrivener project starts out with three root folders: 
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""* Manuscript (Draft): Where you store the files that you want 
included in your final manuscript. No matter how you have it 
organized, when you export your manuscript, Scrivener 
combines the files from this folder into one long document. (You 
do have options for exporting a partial draft, which I cover in 
Part IV.) 

H~~Y.9M~~~ -~~~- f~}-~-~-~ - f!~~~--~-~-~--~~ -~-I?-~~~!~~~- ~!!~_i_~ __ ~~~_~~~~~~~_iE~ 
JOloer; nowever, images can be inserted into text within a 
--------------------------- --------------------------------------------------------------------
document, just like in a word processor. 

Depending on the project template you chose, the Manuscript 
folder may have a different name, such as Draft or Screenplay. 

""* Research: Holds all your, well , research, including non-text files, 
such as PDFs, image files, and web archives. You can also create 
or import text files that aren' t part of your manuscript and add 
subfolders to further organize your research files. 

""* Trash: Items that you delete from your project end up in the 
Trash folder. When the Trash contains files, the icon for Trash 
looks like a full trash bin. Files in the Trash appear in search 
results (Chapters 17 and 18 cover searching), but their icons are 
ghosted - meaning they appear faded - so that you can eas ily 
tell that they're deleted items. 

#" 
~ To empty the Trash, right-click the Trash folder and 

choose Empty Trash from the contextual menu that appears. 
Just be sure you're ready to get rid of those files because after 
you empty the Trash, they're gone! 

In addition to the three root folders, you can add as many folders as 
you want at the root level. Some project templates even come 
prepopulated with additional root-level folders. 

Building Your Scrivener 
Project 

Before you can start writing, you need a document to write in. The 
following sections show you how to create new documents, add folders 
to keep them organized, and import existing writing and documentation 
into your project. 
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Adding a text document 
So, you're s ick of s taring at a blank screen , and you're ready to s tart 
writing? Firs t , you need to add a text document to your Scrivener 
project (see Chapter 1 for more on creating a project) . Jus t follow thes e 
steps: 

1. In the Binder, select the folder to which you want to add the 
document. 

The folder can be at any level, in or out of the Manuscript root folder. 

If you want the document included in the final exported 
manuscript , put it in the Manuscript folder. 

2. Click the Add button in the tool bar. 
A new file displaying the text document icon and the word Untitled 
appears below the fo lder , as shown in Figure 2-2. 

Figure 2-2: 
A Ilew text 
document 
ill the 
Clla pter 
aile folder, 

A N"".I F<>I'm~' 

""8 M.onu.u;pt 

" . Chopt« On. 

,,~ P1>< .. 
ready to be 

~ til front Mn , .. 
named. _____ ~ o::l Re,,,,,,n 

.. II T.mpl.lt< 1.11 .. " 

.. i T, .. ~ 

3. Type the name of the document and press Return. 
Your new document has been added to the selected folder. 

@5 You can add a new text document in a number of ways, in 
addition to the method in the preceding s tep lis t. Select the folder to 
which you want to add a document , and then do one of the 
following: 

",.. Click the Create New Document button (the plus s ign [ + J) at the 
bottom-left of the Binder (refer to Figure 2-1) . 

",.. Choose Project :::::}New Text. 

Y* Right-click the folder and select Add =>New Text from the 
contextual menu that appears . 
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When selecting the location for a new document, you don't have to 
choose a folder. You can instead select another document within the 
folder. In fact, you can select an existing document and simply press 
Return to create a new one, which appears below the existing one. 

Understanding document icons 
The Binder icons aren't there just to look pretty. They actually give you a lot of 
information. Scrivener uses at least three variations of the text document icon: 

",.. Blank sheet of paper: Text has not been added to this document. 

",.. Paper with lines of text: The document contains text. 

""'Index card: The document has no text, but it does have a Synopsis. You see 
this icon a lot if you start your manuscri pt by story boarding in the Corkboard or 
Outliner. Synopses are covered in Chapter 3. 

",.. Other icons: You may also encounter other icons for specialty file types, such 
as PDFs. 

If a text document has a folded upper-right corner, that means it has an associated 
snapshot (Chapter 19 covers snapshots in detaiU. 

Adding a folder 
You can organize your folders into as many levels as you can handle. 
The methods for adding a folder are similar to those for adding a file (as 
discussed in the preceding section), but depending on what's selected 
in the Binder, the new folder may end up as either a root-level folder or 
a subfolder. 

@5 If you select the Manuscript or Research folder, the new folder is 
added as a subfolder (child) of the root. If you select any other 
folder or file, the new folder is added at the same level (making it a 
sibling) of the selected item. 

Creating a subfolder 
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To create a subfolder - a child-level folder - follow these s teps: 

1. In the Binder, right·dick either Manuscript or Research. 

2. From the contextual menu that appears, select Add :::::}New Folder. 

A new folder appears with the words New Folder highlighted, as 
shown in Figure 2-3. 

3. Type the name of the folder and press Return. 

A new 
fold er 
appears, 
ready to be 
named. 

Creating a sibling folder 

To add a folder at the same level as another item in the Binder - except 
for the Manuscript or Research folders - follo w these steps: 

1. Select the Binder item, either folder or document, that's at the 
same hierarchy level as the folder you want to add. 

@)' If you want to place the new folder at a lower level than 
anything existing in your Binder, you can create it and then drag it 
into another container, as outlined in the section "Moving Binder 
items," later in this chapter. 

2. Click and hold the Add button in the tool bar to make the Add 
submenu appear. 
3. Choose New Folder from the submenu. 

A new folder appears with the words New Folder highlighted. 
4. Type the name of the folder and press Return. 

Creating a folder at the root level 
Although the Manuscript, Research, and Trash folders can' t be deleted 
or moved from the root level, there's nothing to stop you from adding 
your own folders at the root level. In fact, several templates include 
additional top-level folders, such as Characters, Places, Front Matter, 
and Template Sheets . 
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I also like to add a few folders of my own. Some folders that pop up 
regularly in my work include 

~ Unused Scenes: Stores all scenes that I removed from the 
manuscript. I frequently rummage through this folder for 
snippets of text or dialogue to add to a scene I'm writing or 
revising. You can also use such a folder to store unwritten 
scenes that are only in the idea stage, or those that have been 
written but don' t have a place yet. You may have to kill your 
darlings, but you never have to delete them. 

"'* Outlines: Holds the various incarnations of my attempts to herd 
my ideas into something resembling a story. 

"'*Ideas: A place to add notes about storyline changes, future 
scene ideas, and so on. 

I sometimes keep a file in the Ideas folder called a Change 
Log, in which I list any revisions I think I need to make to the 
manuscript. Instead of making the edits as I'm writing, I just 
make a note and continue writing as if I'd already made the 
change. This keeps me in the writing frame of mind, and saves 
me time in case I change my mind again or come up with an even 
better idea down the road. 

Follow these steps to actually create one of these root-level folders: 

1. Click in the empty area of the Binder below the Trash. 

If you have so many items that you can' t see the empty space, 
try collapsing some folders first. 
At this point, nothing in the Binder should be highlighted (selected) . 

2. Right-click and, in the contextual menu that appears, select 
Add :::::}New Folder. 

A new folder appears with the words New Folder highlighted. 
3. Type the name of the folder and press Return. 

Importing files 
In Scrivener, you can store your research right within your project. 
Importing is one of the best ways to bring it in. 

You can import text files, web pages, photos, and even videos. Not only 
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that, you can also import work done in another Scrivener project -
handy if you want to move a project from one template to another or 
transfer relevant research and notes from another project. 

And, of course, if you started - or even completed - a manuscript in a 
word processor, you can import that file into Scrivener, as well. 

Imported files, especially media files, add to your project file size. s hIQhl.Qht."··········································· ............................................... _ ... . 

If you nave a lot of research to keep track of but don't need to view 
................................ _ ............................................................................ _ .. 

it regularly, consider creating references, instead (covered in 
............................... _ ................................................................... . 
Chapter 5). 

When you import, Scrivener makes a copy of the file so that the original 
remains untouched. It doesn't create a link between the original and the 
imported copy, so changes in one don't affect the other. 

Supported file types 

Scrivener supports the following text-type file types for import: 

",.. RTF (Rich Text Format): RTF is usually the best format for 
importing from a word processor because Scrivener can convert 
the footnotes, comments, and images from this file type. Most 
common word processors can save a file as RTF. 

",.. RTFD (Rich Text Format Directory): A proprietary Apple format 
used for Mac Cocoa applications such as Pages and TextEdit. 
(Not to be confused with the chocolate stuff, Mac Cocoa is a 
programming tool for Mac OS X and iOS software developers.) 

",.. DOCjDOCX: Microsoft Word format. If you have any format 
issues when importing a Word document that contains 
footnotes, comments, or images, try saving it as an RTF file 
before importing. (In Word, choose File:::::}Save As, and then 
select Rich Text Format from the Format As drop-down list of the 
Save As dialog box that appears.) 

DOCX is compatible only with Mac OS X Leopard or newer. 

",.. ODT (Open Document Text): File created in Writer, the word 
processor component of Open Office (formerly knows as 
StarOffice). Supported by Mac OS X Leopard and newer. 

",.. TXT: Plain text format. This type of file contains little to no 
formatting and is compatible with even the most basic word 
processors. 
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"... FOX: A file created in Final Draft screen writing software version 
8 or newer. 

"... FCF: A file created in Final Draft screen writing software versions 
5 to 7. 

"... OPML (Outline Processor Markup Language): Used by outlining 
applications. Scrivener can import the outline tree into the 
Binder, with attached notes added to the main text of each item. 

"... . indexcard: Index Card for iPad format. If you're using Index 
Card but not keeping it synced with Scrivener, you can import 
cards directly into the Binder. 

"... Other text-type extensions: Files with no extension, or with the 
XML, TEX, MMD, MD, or . markdown extensions, are imported as 
text files. 

You can also import other types of files: 

'" Images: TIF, JPG, JPEG, GIF, PNG, 8MP 

"... Videos: MOV, MPG, WAY, MP3 

"... Web pages: HTML, . webarch i ve 

"... PDF: Portable Document Format. Created by Adobe to produce a 
file that's consistent in appearance, regardless of the operating 
system or application used to view it. 

r#j"~ 
-~ ~W If Scrivener doesn't support a file type, you can still import that 

b ~ I Q h Qht." ··············· ............................................................................ -
file type oy disabling Import Supported File Types Only in the 
..................................................................................................... 

Import & Export Preferences tab. When you select the item in the 
............................................................................................................ 

Binder, the file appears in the Editor as an icon, which you can click 
............................................................................................................. _ ... 
to open the file's native program. 

For Mac OS X Lion or newer, if the file type supports Quick Look, the 
Editor displays a read-only version of the file. To view the file in its 
native software program, right-click the file, and then select Open:::::}In 
External Editor from the contextual menu that appears. 

How to import files 

You can import a file in several ways . The File menu provides some 
extra import tricks, but for a super quick import, dragging and dropping 
is king. 
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The File:::::}lmport submenu lets you bring in not only research, media, 
and web pages, but also existing work from Scrivener or other sources . 
Here's a quick overview of each submenu option: 

",.. File: Allows you to import most file types straight into the 
Binder. 

",.. Web Page: Lets you enter the web address (URL) of the web 
page you want to import. You can type it in, copy from the 
address bar and paste it in, or drag the URL from the address bar 
to the Address text box on the Import window. 

This option is disabled if the selected folder is the Manuscript 
(Draft) folder. 

J!?i.Jf~ 
,~ 
W Pages that require a login don' t work with Import. You 

have to copy and paste the content or save to your computer as 
a PDF or other file type before importing. 

",.. Research Files as Aliases: Imports a fil e while retaining a link to 
the original file so that you always have the most up-to-date 
version. 

This option works only for non-text files (PDF, multimedia, and 
web pages), and the link works only when both the Scrivener 
project and the research file are located on the same computer. 

This option is disabled if the selected folder is the Manuscript 
(Draft) folder. 

",.. MultiMarkdown File: Imports a MultiMarkdown file into the 
project and splits it into files based on its structure. 

J!?i.Jf~ 
.~ .. w Scrivener creates a document from the metadata block, 
and then uses subsequent headers to create each new document 
at the appropriate hierarchy level. 

",.. Plain Text Formatted Screenplay: Works for importing 
screenplays from programs that export plain-text scripts . 

Scrivener converts the file automatically to script format. If 
you're using Final Draft, you should use the Import and Split 
option outlined in the "Splitting and merging documents" 
section, later in this chapter. 

",.. Scrivener Project: Imports another Scrivener project, grouping it 
all into one folder called Imported Project and placing it at the 
bottom of the Binder. 
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Using this option also imports keywords and project references 
from the original project, and creates a separate document at the 
top of the Imported Project folder for all project notes. 

@) If you have a project that has been corrupted and no 
longer opens in Scrivener, you can use this feature to retrieve 
whatever remains of the file. Text, Synopses, notes, and 
snapshots will be imported, but not the original structure. 

""'lmport and Split: For regular text files (DOC, RTF, TXT), you can 
specify the separator at which to divide the file into separate 
documents in the Binder. See the "Splitting and merging 
documents" section, later in this chapter, for more on splitting 
text files. 

This option also works when you want to import files from Final 
Draft. You can choose a separator and format the files with 
Scrivener's script formatting. 

~ If you're trying to import into the Manuscript folder, not all 
options in the Import submenu are available. For non-text-based 
files, choose a location outside the Manuscript folder. 

When importing, you may get a warning message about how Scrivener 
will handle the incoming file. If you don't want to see the message every 
time you import, you can select the Do Not Show This Warning Again 
check box. 

So that you can see how importing works, I explain how to import a web 
page. Just follow these steps: 

1. Select the Research folder. 

2. Choose File:::::}lmport:::::}Web Page. 

A window appears, as shown in Figure 2-4, prompting you to enter 
the web address. 

3. In the Address box, type the address of the web page (its URL). 
Be sure to include the http : / / . 

You can also very easily copy the URL from the address bar of 
your Internet browser and paste it in this text box. 

4. Type a title in the Title text box. 
5. Click OK. 

www.it-ebooks.info

http://www.it-ebooks.info/


The imported page shows up in the Research folder with a web icon 
next to it. It may take a minute or two to import the page. 

Figure 2-4: Add",, : 1 ~"p: 1I 

Tit l.: IL __ 
I 

Import a 
web pag e ] 
into ~«I I f OK 1 
Sc rivener. 

If you have trouble getting a website to import , try opening the page in 
your browser first, and then follow the steps in the preceding list. 

When you import, all ties to the original file or website are 
severed, so even if the original web page is updated, your imported 
page isn' t. 

Another way to import a file is to simply drag it from Finder (or 
Windows Explorer) into the Binder. And if you have another Scrivener 
project open, you can drag items from one to the other. 

You can also import directly from the Binder by right-clicking to open 
the contextual menu and then selecting Add :::::}Existing Files or 
Add:::::}Existing Web Page. 

Selecting multiple items 
Why bother with multiple selection (selecting more than one file at a timen 
Because you can apply many commands to a group of items all at the same time. 
Instead of spending your time performing the same operation re peated ly, you can 
be busy writing. 

Contiguous is just a fancy word for objects that are next to each other in a 
sequence. For example, in the alphabet, ABCDE is a contiguous group; ADLRY isn't. 
To select a contiguous group of items, follow these steps: 

1. Select the first item of the desired sequence in the Binder. 

For the ABCDE example, you click A. 

2. Press and hold the Shih key, and then click the last item. 

The first and la st item - and all items in between - are now selected. 

If you click E in the example, all the letters A through E are highlighted. 
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3. Release the Shift key. 

A noncontiguous group of items is made up of those that aren't next to each other 
in sequence, such as ADLRV in the alphabet. Follow these steps to select 
noncontiguous files: 

1. Select one of the items from the desired group in the Binder. 

Sticking with the alphabet theme - too much Sesame Street in my youth, 
maybe? - you'd click A. 

2. Press and hold ~ (Ctrl for Windows users), and then click the remaining 
items individually. 

Every time you click an add itional item while still holding the X key, that item is 
added to the selection. 

So, fo r the example, you'd click D, L, R, and Y in turn. 

3. Release the X (or Ctrl) key. 

Working with Scrivener 
Items 

After you populate your project with documents and folders (as 
discussed in the preceding sections), you may eventually want to 
change things: names, locations, and the organizational hierarchy. This 
section shows you how to rename, move, group, split, and merge items, 
as well as change their icons . 

Renaming an item 
Anything in the Binder can be renamed, regardless of level or type. You 
have three simple options for renaming an item: 

",.. Right-click the item and select Rename from the contextual menu 
that appears . Type the desired name when the current name is 
highlighted . 
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",.. Select the item to rename, and then press the Esc key (on a Mac) 
or the F2 key (for Windows). The current name is highlighted , 
ready for you to type over it. 

",.. Double-click the item to select the title, and then type the des ired 
name. 

Moving Binder items 
Part of the power of Scrivener is that it gives you the ability to easily 
rearrange your documents and folders. You can either drag and drop an 
item or use the contextual menu to choose a new location. 

Dragging and dropping 

Dragging and dropping is probably the quickes t and most common 
method for moving items in the Binder. Simply click and hold the item, 
and then drag it to the new location, releasing the mouse button to drop 
the item. 

Watch for the blue line that tells you where the item will drop and 
the blue box that shows which container it' ll end up in. Figure 2-5 
shows the target line and box, which des ignate where the item will 
drop. 

When moving a container, you can collapse it first so that you 
don't have to deal with all its files . Collapsing subfolders of other 
containers in the Binder can also prevent you from dropping the 
item at the wrong level. 

Collapse or expand a container in the Binder by clicking the triangle next 
to its icon. When the triangle points down, the container is expanded, 
meaning its contents are fully visible. 

When the triangle points to the right , the container is collapsed, so its 
contents are hidden. 

To expand or collapse all containers in the Binder, go to 
View:::::}Outline:::::}Expand All/Collapse All. 

To expand or collapse all the subfolders within a container, Option-click 
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(Alt-click in Windows) the triangle next to the item. 

, 
Figure 2-5: 
When 
dragging 

,,' 
dropping 
an item in 
the Binder, 
look for the , 
target line 
and box. 

Using the contextual m enu 

If the drag-and-drop method is dragging you down (see the preceding 
section) , or you have more levels and subfolders than you want to wade 
through, you can move your item by using the contextual menu. The 
catch is that you have to know your destination . After you know where 
you want to place your item, fo llow these steps: 

1. Right-click the item you want to move. 
The contextual menu appears . 

2_ Select Move To , a nd then select the location from the submenus_ 

Just fo llow the subfolders path until you get to the container you're 
looking for . Figure 2-6 shows a file being moved several levels deep in 
the Manuscript. 
The item moves to the new location. If you choose a text document , 
the selected document becomes a file group, and the moved item 
appears in that file group. 

move 
Binder 
items via 
!h, 
contextual 
menu. 

-

----- ' --,---,-
. .. ~ 
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Grouping items 
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What if you have all your scenes written and you want to organize them 
into chapters after the fact? Or maybe you have all your chapter folders 
but want to organize them into parts of the book. 

You don' t have to create the folders first and then drag the documents 
or subfolders into those folders. Instead, you can use grouping, which 
organizes the selected items into a new folder. 

Whatever organizational strategy you use, follow these simple steps to 
get it done: 

1. Select the items that you want to group. 

Shift-click for contiguous items and X-click (Ctrl-click in 
Windows) for noncontiguous items. 

2. Right-click any of the selected items to open the contextual menu. 
3. Select Group. 

A new folder appears, ready to be named, and the selected items are 
moved into the folder. 

4. Type the name for the folder and press Return. 
S.1f the items in your new folder aren't visible (meaning they're not 
expanded), click the triangle next to the folder icon to display the 
items inside. 

Changing folder and file icons 
You can change the icon of any folder, even a root folder. In fact, the 
same method works to change a file icon, as well . 

I love picking icons that convey the purpose of the item. For example, 
my Productivity file sports a chart icon. My Ideas folder icon is a light 
bulb. Very original, right? 

Procrastinate the day away playing with icons by following these steps 
for all the items you want to personalize: 

1. Right-click the desired item. 
The contextual menu appears. 

2. Point to Change leon, and then choose the desired icon from the 
submenu that appears. 

Figure 2-7 shows the submenu. 

The icon changes to reflect your choice. 
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Splitting and merging documents 
Working with a bunch of individual documents in Scrivener is great , 
right? But what if you were on a roll and you jus t kept writing without 
giving thought to scenes or chapters? Or you imported that 90,OOO-word 
tome you wrote in another program, and now it's one long document 
jus t s itting in your Binder like a useless lump? 

No worries . Splitting a document is dead easy by using either of the 
methods in the following sections . 

You call 
chang e allY 
item's icon 
by 
selecting 
from the 
contextua l 
menu. 

." 
Ou~ica!~ 
Rename 
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• 

Splitting a document manually gives you total control over how you 
break it up , but can also be time consuming if the document requires a 
lot of divis ions . Follow these s teps to split a document manually: 

L Select the document to be split 

The text appears in the Editor pane. If it doesn' t , choose 
View:::::}Oocument. 
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2. Click to insert your cursor at the exact spot where you want to 
break up the file. 

For example, you can create a split at the beginning of a new 
paragraph. 

3. Choose Documents:::::}Split:::::}At Selection. 

A new document that has the original name with a number added is 
created , as shown in Figure 2-8. The new file contains everything after 
the point at which you chose to split. 

The keyboard shortcut for this menu item might be worth 
memorizing if you have a lot of splits to make: X +K (Ctrl +K in 
Windows) . 

4. Type the new name and press Return. 
5. Select the new document and follow Steps 2 through 4 for each 
split you need to make. 

You can keep splitting the mos t recently created document until 
you've broken the work into the desired number of files. 

If you select a few words of text and choose 
Documents:::::}Split :::::}With Selection as Title, the file splits at the 
beginning of the selection and uses the selected text as the 
document title. This option is especially handy if you have headings 
already entered in your document but no s eparators . By us ing the 
Find by Format feature (covered in Chapter 17), you can search for a 
heading, and then s plit the document with the selection as the title, 
find the next heading, and so on. 

~Jf!.'-;. 

.~ W When you split a document , all metadata is retained by both 
documents, but any snapshots (covered in Chapter 19) s tay only 
with the original document (the one that contains all text prior to 
the split) . 
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Figure 2-8: 
The new 
document 
created 
from the 
split, ready 
to be 
named. 

-.... 

Using the Import and Split feature 

The Import and Split feature lets you import a file and split it 
automatically . What's the catch? The file already has to have a separator 
character - on its own line - to designate the division between each 
document. Every time Scrivener encounters the separator character, it 
removes the character and the blank line, and then splits the file at that 
point to create a new document. 

Follow these steps to import and split a file: 

L Select the desired location for the imported file_ 

2_ Choose File~lmport~lmport and Split 

The Import and Split window opens. 
3_ Navigate to the desired file to import_ 

4_ (Optional) Change the scene divider, if necessary, by entering the 
divider you used in the file into the Sections Are Separated By text 
box_ 

The # is a common scene divider in the publishing world. Figure 2-9 
shows the # as the separator character. But if you used another 
character or set of characters to separate the file, such as * or ###, 
enter it in this text box. 

5_ Click Import_ 

The imported file is split into individual text documents at each 
separator and added to the Binder. 
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Separator character 

Merging d ocuments 

Like a deadbeat boyfriend , you're an expert at splitting if you've read the 
preceding sections, but what about when you want to join two or more 
files together? Scrivener 's got you covered . 

Follow these s teps to get your files on their way to wedded bliss: 

1. In the Binder , select the fi les that you want to merge. 

Press Shift-click to select contiguous files . :t€ -c1ick (Ctrl-c1ick in 
Windows) for noncontiguous files . 

2. Choose Docnments :::::}Merge. 

All the selected files merge into one document , retaining the name of 
the topmos t file, as shown in Figure 2-10. 

When you merge files, the Synopses, notes, keywords, references, 
and snapshots also combine, but the resulting document has the 
Label, Status, and other metadata settings of the topmos t file. 
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Figure 2-10: 
The original 
two files 
merged into 
one, with a 
combined 
Synopsis. 

By default, Scrivener inserts an empty line between the text of merged 
documents. To change the merged documents separator, follow these 
steps: 

1_ Choose Scrivener::::>Preferences_ 

Windows users, choose Tools::::>Options . 
The Preferences (or Options) window appears. 

2_ Select GeneraL 

3_ In the Separators section, select the desired separator from the 
Merged Documents drop-down list 

Deleting files and folders 
I never delete any of my words, even if they won't end up in the final 
manuscript. I've pillaged old scenes for text and ideas too many times to 
risk permanent deletion. That said, you may really want to delete an 
item at one time or another. 

Maybe you created a file or folder by mistake. Or you made a copy. Or 
you've decided to store links to your research, rather than the research 
text. For any number of reasons, you might choose to delete an item 
from the Binder. 

If you want to go that route, follow these steps to wield the axe of death: 

L Select the offending item(s) in the Binder_ 

Press Shift-click to select contiguous files; 3€-click (Ctrl-click in 
Windows) for noncontiguous files. 

2_ Right-click, and then select Delete from the contextual menu that 

www.it-ebooks.info

http://www.it-ebooks.info/


appears. 
As a last-ditch effort to save you from yourself, the selected items 
move to the Trash folder. 

You can also select and drag items directly to the Trash. 
3.lf you're really, really sure that you don' t want the items anymore, 
right-click the Trash folder and select Empty Trash from the 
contextual menu that appears. 

A warning window appears. 

4. Click OK. 
The files are permanently removed from the project. This step can't 
be undone. 
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Part II 

Meeting the 
Inspector 

In this part ... 

Gee, "Richat'd, you'll ha"e 
l,o !,ell me ",here on 1.he H 
1.oo1ba-r you found an 
icon labeled "o"erkiU.' 

This part covers each section of the Inspector pane - located on the 
right s ide of the Scrivener window. The Inspector displays a collection 
of data about whichever item las t had the focu s in the Editor (or 
Corkboard or Outliner) . The contents of the Ins pector pane change 
depending on the type o r number of items selected. 
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Chapter 3 

Working with the 
Synopsis 

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Figuring out how to use the Synopsis 

.... Working with text and images in the Synopsis .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

The Synopsis is the virtual index card at the top of the Scrivener 
Inspector pane. It shows the title and optional description of the item 
displayed in the Editor pane. 

Think of the Synopsis just like a real index card that you might use to 
write down scene notes or for storyboarding. The Synopsis text isn' t 
the actual words for your manuscript, but rather an overview or other 
thoughts to help you keep track of which part of your story or paper 
you're working with . 

This chapter can help you understand what a Synopsis is and how to 
add a Synopsis to your items . 

Understanding the Synopsis 
The Synopsis resides at the top of the Inspector pane and looks a lot 
like an index card. In the Synopsis, you can enter a brief description of 
your scene, chapter, part, or whatever type of item you're working with . 

But don' t think of this section as simply the three-sentence recap . You 
can enter all sorts of things in the Synopsis . You might use it to track 
your timeline, point of view (POV), setting, subplot, scene purpose, or 
questions you need to answer. 

Save longer notes for the Document Notes (covered in Chapter 5), but 
for an at-a-glance view of what your document is about, the Synopsis is 
perfect. 
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When you view your project in the Corkboard (more on the Corkboard 
in Chapter 8), the index cards show whatever's written in the Synopsis 
section. So, if you're storyboarding, think about what you need to see 
for each document. 

Figure 3-1 provides an overview of the parts of the Synopsis . 

Figure 3-1: 
Tile key 
parts oftlle 
SYllopsis. 

Collapse/Expand Synops is 

Te><lllm. ge toggle 

.. __ ... _ ....... 
- ". ,,--.~,--.... _., ... -.... . ' .. , ,,_. 

Auto·Gena,.te Synopsis 

@5 If the Inspector isn' t visible, click the Inspector button in the 
toolbar. If the Synopsis isn' t displayed in the Inspector pane, choose 
View:::::} Ins pect :::::}Syn ops is . 

What appears in the Editor and what's selected in the Binder may not 
always match, but the Inspector pane always applies to the file 
displayed in the Editor. If you're viewing files in the Corkboard or 
Outliner, the Inspector applies to the selected item, or to the container if 
no item is selected. 

Populating the Synopsis 
Two parts of the Synopsis are editable: 

",.. Title: The Synopsis title is the same as the item's title in the 
Binder. If you rename an item, the title is updated in both places . 

",.. Text: Below the title is the text area, where you enter whatever 
text you want to appear in the Synopsis . 

In addition to text, the Synopsis can also hold an image. 

Renaming an item 
Just as you can rename items from the Binder {demonstrated in Chapter 
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2), you can also rename them from the Synopsis pane. Follow these 
quick and easy steps: 

1. Select the title in the Synopsis pane. 
2. Type the new item narne. 
3. Press Return. 

The new name of the item appears in the Synopsis, the header of the 
Editor, and in the Binder. 

Adding text 
The main value of the Synopsis lies in the text you enter into it -
especially if you plan to use the Corkboard feature, covered in Chapter 
8, or the Outliner, addressed in Chapter 9. You can add text in several 
ways. 

Manually adding text 

If you have a very specific idea of what you want in the Synopsis, it's 
best to add it yourself . For example, I like to use the Synopsis to track 
the POV character's scene goal, the conflict that's blocking him, and the 
outcome of the scene. 

To add your own text to the Synopsis, follow these steps: 

1. Click in the text area of the Synopsis, below the title. 

Your cursor appears in the text area. If the Synopsis already contains 
text, you can either delete and replace it, or click at the end of the 
existing text to add to it. 

2. Type the desired text. 

~ You can add, insert, delete, and select text in this area; 
however, the Synopsis section doesn' t support text formatting, such 
as italics, bold, or highlighting. 

Auto-generating the synopsis 

If you want just a few lines of text in the Synopsis to remind you of what 
the document is about when you're in the Corkboard or Outliner, you 
can let Scrivener automatically populate the Synopsis for you . 
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~ The Auto-Generate option overwrites any existing Synopsis text , 
so be sure you don't want to save anything that already appears 
there. 

The Synopsis section has an auto-fill feature that gives you one of two 
choices: 

",.. If no text is selected in the Editor and you click the Auto­
Generate Synopsis button (as shown in Figure 3-1), Scrivener 
overwrites whatever currently appears in the card with the first 
few lines of the document, as shown in Figure 3-2. 

",.. If you select lines of text from your document in the Editor 
before you click the Auto-Generate Synopsis button, Scrivener 
fills the card with the selected lines when you click the button . 

Figure 3-2: 
A synopsis 
created by 
the Auto­
Generate 
Synopsis 
button, with 
no text 
selected in 
the Editor. 
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Adding an image 
In the Synopsis section. you can add a graphical synopsis of the 
document. You know how "a picture is worth a thousand words"? Well, 
if you have a photo that perfectly represents what that document is 
about, then no typing is necessary. 

Does the car blow up? Do the lovers kiss? If you like to storyboard in 
visual mode, this feature is for you . You can use an image rather than 
text or as a supplement to the text. 

A photographic synopsis can also help you reference a photo while 
writing a visual description. You could even add a character photo 
based on whose POV the scene is in. Again, it's up to you . 

Follow these steps to add a photo to the Synopsis: 

1. Click the Text/Image toggle button (refer to Figure 3-1). 
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2. Select the Image icon from the small menu that pops up. 
The synopsis text area turns black and displays the message Drag in 
an Image File. 

3. Drag the desired image from the Binder and drop it onto the 
black space in the Synopsis pane. 

Alternatively, you can drag an image from Finder (on the Mac) or 
Windows Explorer (in Windows). 
A small version of the photo appears in the black space, as shown in 
Figure 3-3. 

Click the Text/ Image toggle button (refer to Figure 3-1) to switch 
between viewing the image and the text in the Synopsis pane. This 
button affects the Synopsis view in the Inspector and the Corkboard, as 
well. 

Figure 3·3: 
A 
photograph . . 
Ie SYIlOPSIS. 

Deleting an image 
To remove an image from the Synopsis, follow these steps: 

l.1f the image doesn' t appear in the Synopsis pane, click the 
Text/Image toggle button (see Figure 3-1) to display it. 
2. Click the Clear Picture button in the upper-right corner of the 
pane. 

The image disappears, and the Synopsis changes back to a black 
space, as it appeared before you originally added the image. 

3. (Optional) To view the text rather than the black space, click the 
Text/Image toggle button. 
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Chapter 4 

Tracking Scene 
Elements with Metadata 

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Introducing metadata 

.... Finding your way through the Meta-Data section 

.... Modifying the Label and Status fields 

.... Applying Label and Status values to items 

.... Getting the most out of Label colors .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

Metadata might sound like a character out of Star Trek, but in Scrivener, 
it's the set of data associated with each item you add to your project, 
whether the item is a document, a folder, an image, or a web archive. 

Metadata can be anything. For example, if you were an item in your 
project's Binder, some of your metadata might include your birthdate, 
your phone number, mailing address, hair color, shoe size, or favorite 
cartoon character. 

At the most basic level, metadata includes the title of an item, its 
Synopsis text, and the associated image, if any . It even includes the 
word count and word count target (which you can find out how to set 
in Chapter 14). 

In the Inspector, Scrivener provides a default set of fields, of which the 
first two - Label and Status - can be customized. Beyond that, 
Scrivener also allows you to create additional fields through custom 
metadata and keywords (boldly go to Chapter 5 for more on creating 
fields) . 

Want to track the revision status for each document in your project? 
Metadata is the answer. Or maybe you want to track the character's 
point of view in which each scene is written . You guessed it: Metadata 
works for that task, too . In this chapter, you can find out what you need 
to know to make metadata work for you . 
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Navigating the General 
Meta-Data Section 

Scrivener comes pre-populated with several metadata fields . You can 
find them in the General Meta-Data section of the Inspector pane, as 
shown in Figure 4-1. 

" section 
Figure 4-1: 
Th, 
General 
Meta-Data 
section ill 
th' 
Inspector 

toggle 
pane. 

In the Novel template, the first field, Label, is set up so that you can tag 
an item with one of the following values: Idea, Notes, Research, Chapter, 
or Subsection. 

Below Label, the Status field has a value list that lets you assign a status 
- see how brilliantly these fields are named? - to an item: To Do, First 
Draft, Revised Draft, Final Draft, Title Page, or Done. (The Title Page 
Status lets you mark your title page so that it doesn' t show up when 
you search by Status - covered in Chapter 17 - or filter by Status 
when compiling - see Chapter 12.) 

The default values in the Label and Status fields vary, depending on 
which template you choose. 

You can click the up-and-down arrow button next to Modified to toggle 
between the date the item was last changed and its creation date. 

The last three fields - Include in Compile, Page Break Before, and 
Compile As-Is - apply to compiling (exporting) your project, which is 
covered in Part IV of this book. 

Working with the Label and 
Status Fields 

The Label and Status fields are the treasure in the General section. You 
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can customize them to suit your needs by changing their names and 
their values . For the Label values, you can even change the colors. 

Not only that, but other than the item's title, the Label and Status fields 
are the most visible pieces of metadata in your project. 

The Label field is the most powerful piece of metadata because 
you can apply its associated color to icons in the Binder, index 
cards in the Corkboard (see Chapter 8), and Outliner rows (covered 
in Chapter 9) . So save it for something that you want to be able to 
discern at a quick glance - for example, character point of view. 

The Status field can appear in the Corkboard as a stamp - similar to a 
watermark - across the index cards, but you can't use it for color­
based identification. It's also available as a column in the Outliner. 

Both the Label and Status fields also show up at the top of every 
QuickReference pane. 

Two parts of the Label and Status fields are customizable: the name of 
the field itself and the set of values available in the Label and Status 
drop-down lists. 

Why would you want to customize Label and Status? Great question. 
Here are just a few of the ways you might want to use them: 

Y* Point of view (pOV): If you limit each scene/chapter to one POV, 
you can use the Label field to color-code your scenes by POV. 

",.. Location: Specify the setting of the scene, or the blog or journal 
for which a piece was written . 

",.. Day: Use Mon-l for Monday of week 1, Tue-l for Tuesday of that 
week, and so on, so that you can track your timeline in a story. 
Instructors writing lessons in Scrivener might use Day to keep 
track of when a lecture will be posted. 

",.. Species: Say what? Well, I know this paranormal author who 
writes about shape-shifters and uses Species to keep track of the 
animal that the character can shift into. This option could also 
work for science fiction and fantasy writers who have aliens or 
otherworldly races to keep straight. 

",.. Storyline: lf you have a complicated plot with several story lines 
to keep track of, the Label field makes it a cinch. 

",.. Author: lf you're co-writing a book or academic paper with other 
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authors, you can track which chapters or documents each 
person is working on. 

"... Purpose: Group scenes by their purpose (to advance the plot, 
expand on a character, and so on) . 

@5 You're limited only by your imagination and one important 
constraint: You can assign only one Label value and one Status 

7 h lQhl Qht." ······································_········· ........................ . 
value to eacn mnoer item. For example, if Bob, Fabiana, and Nigel all 
........................................... 

get a viewpoint in the same document, POV isn' t a good field choice 
because you can' t assign multiple values to the document. 

Never fear - if you want to apply multiple values, you can use 
keywords, which you get to play with in Chapter 5. 

Changing the field name 
The procedure for changing a field 's name is the same for both the Label 
and Status fields: 

1. In the General section, click to open the Label (or Status) drop­
down list and select Edit. 

The Meta-Data Settings window opens, as shown in Figure 4-2 . 

You can also access the Meta-Data Settings window by 
choosing Project :::::}Meta-Data Settings . 

2. Select Label (or Status) in the Custom Title text box, and then type 
the desired field name. 
3. Click OK to close the window. 

Your new field name replaces the Label (or Status) field in the General 
pane of the Inspector, as shown in Figure 4-3, where the Label field is 
renamed POV. 
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Figure 4-2: 
. i l ",.t._o.t. Soni"!!. l:I:..l _ ... _____ ..... _ ..... __ 

The Meta­
Data 
Settings 
window. 

--e-, ..... "'-_.- ...... -- . - 'i 

-.­.--­.­.-

Remove 

'" 

, ~ , - ::I 

.."._...,.,.... New field name 

Figure 4-3: ""''"'''''--'"''1 The Label _~ . _ , 
field - ........ 
renamed to _, "">C'""", ... 

--'- i!I 
POV. ---.-.... 

Deleting existing values 
Just like Mom always said, it's what's on the inside that counts. In the 
case of the Label and Status fields, that's the values in the drop-down 
lists. Even if you choose to keep the Label and Status fields as-is, you 
might not want all the values to appear in the lists. 

One of your co-authors could back out of the project, your characters 
might never actually take that trip to Iceland you initially planned, or 
your editor could force you to leave Nina on the cutting room floor 
(metaphorically speaking, of course). 

Anytime you want to eliminate a value from the list, just follow these 
steps: 

L Click to open the Label (or Status) drop-down list and select Edit_ 
The Meta-Data Settings window opens. 

2_ Select the value you want to delete_ 

To save time, use multiple-selection to choose all the values 
you want to remove from the list. Shift-click to select contiguous 
files, X-click (or Ctrl-click in Windows) for noncontiguous files. 
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3. Click the Remove button at the bottom-left of the window (refer to 
Figure 4-2). 

The selected value - or values - is removed from the list. 
4. Click OK to close the window. 

If you delete a value that was assigned to an item in your Binder, that 
item reverts to the default value. You can assign a new value to it by 
using the procedures outlined in the section "Assigning Label and Status 
Values," later in this chapter. 

@5 You can' t delete the No Label and No Status values. However, you 
can rename them, as demonstrated in the "Editing existing values" 
section, later in this chapter. 

Adding new values 
Just as you can remove values, you can add new ones, as needed. You 
know, when Mindy strolls onstage unexpectedly and demands a role, 
your characters hop a plane to Morocco without telling you in advance, 
or you meet a new author who's a perfect fit for the book on 
kindergarten classroom politics you and a friend are writing. 

Follow these steps to add a value to the Label (or Status) drop-down 
list: 

1. Click to open the Label (or Status) drop-down list and select Edit. 
The Meta-Data Settings window opens. 

2. Click the Add button (refer to Figure 4-2) at the bottom-left of the 
Meta-Data Settings window. 

A colored square appears next to a blank text box if you're 
working with Label values. When you add new Status values, no 
colored square appears. 

3. Type the desired name of the new value. 
4. Click OK to close the window. 

Figure 4-4 shows the Label field changed to POV, with a new list of 
values . 
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Editing existing values 
At some point during your writing, you're going to change your mind 
about the values you chose. Well, maybe not - because writers never 
change their minds , right? 

But just in case Bob gets renamed to Peter, your Regency-London 
historical relocates to India, or your editor declares that your family of 
shape-shifting wolves must now be panthers - who knew wolves were 
on the not-so-hot list? - follow these s teps to edit existing list values: 

1. Click to open the Label (or Status) drop-down list and select Edit. 
The Meta-Data Settings window opens. 

2. In the list, double-click the value that you want to change. 

Be sure to choose the text , not the colored square, if you're 
editing a Label value. If you accidentally double-click the colored 
square, just close the Colors window that appears and try again. 

3. Type the new value. 
4. Click OK to close the window. 

Changing value colors 
The Label and Status fields differ when it comes to value colors. Unlike 
in Status, which doesn' t use value colors, each Label field value has a 
color associated with it by default. If you don' t like the auto-assigned 
colors, you can change them by following these s teps: 

1. Click to open the Label drop-down list and select Edit. 
The Meta-Data Settings window opens. 

2. Double-click the colored square next to the value you want to 
change. 

The Colors window appears, as shown in Figure 4-5. 
3. Mac users, click the button at the top of the window to open the 
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color selection tool that you want to use. 
You can choose from the color wheel, color sliders, color palettes, 
image palettes , or crayons. I'm partial to crayons, myself. 

4. Choose a new color by clicking on it. 
The colored square changes to the selected color. 

5. Click the red X buHon (Mac) to close the Colors window. 
Windows users, click OK. 

6. Click OK to close the Meta-Data Settings window. 

Figure 4·5: 
Crayon 
choices in 
the color 
window. 

Color ,,''''';''" ",', 

'" -- " .... 

-. _ ...... 

Rearranging the list of values 
If you use some values more often than others. you can rearrange the 
list for quicker selection. Just follow these steps: 

1. Click to open the Label (or Status) drop-down list and select Edit. 
The Meta-Data Settings window opens. 

2. Click and drag the list item to the desired spot. 
The blue line shows where the value will end up when you drop it 
(see Figure 4-6). 

3. After you have your list arranged the way you want it, click OK to 
close the window. 

www.it-ebooks.info

http://www.it-ebooks.info/


Figure 4-6: 
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Setting a default value 
The default values for the Label and Status fields appear in bold text for 
easy identification. Initially, the default value for the Label field is No 
Label. Unless you change it, every time you create a new item in your 
project, the Label value is automatically set to No Label. The default 
value for Status is No Status . 

But suppose you change Label to POV, and you expect your studly hero 
Bob to have the most scenes . Then you can make Bob the default value. 
After he's the default, even if Bob and his curvy love interest, Fabiana, 
have an equal number of scenes, you need to change the value of a new 
scene only 50 percent of the time, rather than every time. 

Hey, I'm all about efficiency. Follow these steps to increase your own by 
changing the default value for the Label (or Status) field: 

1. Click to open the Label (or Status) drop-down list and select Edit. 
The Meta-Data Settings window opens. 

2. Select the value that you want to set as the default. 
3. Click the Make Default button at the bottom-right of the window. 

The value turns bold, as you can see in Figure 4-7. (1 do like a bold 
hero.) 

4. Click OK to accept the change and close the window. 

www.it-ebooks.info

http://www.it-ebooks.info/


Figure 4-7: 
Bob as the 
default POV 
value. 
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Assigning Label and Status 
Values 

After you set up your Label and Status fields exactly the way you want 
them (as discussed in the preceding sections), you can assign values to 
your documents and folders. 

Assigning a value from the 
Inspector 
You can choose the Label or Status value that you want to assign to an 
item in the General pane of the Inspector by following these steps: 

L Select the item in the Binder to which you want to apply the Label 
(or Status) value_ 

2_ In the Inspector, click to open the Label (or Status) drop-down list. 
The list of value options appears. 

3_ Click the value in the list that you want to apply to the selected 
item_ 

If you use Label colors in the Binder or icons (which I describe how 
to do in the section "Using Label Colors to Distinguish Items ," later in 
this chapter), the color changes to match the new value, as shown in 
Figure 4-8. The new value also appears in the Inspector. 
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Assigning a value with the 
contextual menu 
You can also change the Label (or Status) value of a Binder item by 
using the contextual menu. Follow these steps: 

1. Right-click the item(s) in the Binder to which you want to assign a 
Label (or Status) value. 

The contextual menu appears , as seen in Figure 4-9. 

Figure 4-8: 
The icon 
cha nges 
color to 
match the 
new value. 

• 

.- ~--... _ .. _. ...... ... _... _._. ~ 
... __ .--_ .. _ ... -

- ...• --- ----
2. Select Label (or Status). 

A submenu opens , listing the values . 

-

3. Select the desired value from the submenu. 
The new value appears in the Inspector, and the color changes in the 
Binder. (See the "Using Label Colors to Distinguish Items" section, 
later in this chapter, to turn on Label colors in the Binder.) 
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Figure 4-9: 
The Binder 
contextua l 
menu. 
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Move To • x No Label 
Add to Collection • 
Group Ed it ... 
Ungroup 

Conve rt to f older 
Change Icon • 
Add to Favorites 
Remove from Favor ites 

Empty Trash ... 

You can also access the contextual menu by clicking the gear 
button at the bottom of the Binder. 

Need to change several items to the same Label (or Status) value? 
Select the des ired it ems in the Binder before following the preceding 
s teps . (Shift-click to select contiguous files, X-click [Mac ) or Ctrl­
click [Windows ) for noncontiguous files.) 

Using Label Colors to 
Distinguish Items 
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The real power of the Label field lies in the fact that you can tint the 
icon of an item according to its Label value, giving you an instant visual 
reminder of its value and a way to quickly compare an item's value to 
other items . You can also view the Label color of an item in the Binder, 
the Corkboard , the Outliner, and the QuickReference panel. 

Say you're working on that masterpiece about Bob and Fabiana. If you 
make Bob's POV color blue and Fabiana's POV color pink - yeah , it's 
cliche, but helpful- it takes just a quick glance at the Binder to see in 
which POV a scene is written or to notice that the hero is getting too 
many scenes in a row. (Sometimes Bob gets pushy like that.) 

Take charge by choosing View~Use Label Color In , as shown in Figure 4-
10. 

U" 
Label Color 
In options. 

..; Do(",m~nt 
Corkboard ., 
Outline ., 
GOlD 
QulckReferen(e 
Colle(tions 
Text Bookmarks • 
Zoom • ide""" of something he didn·, 

Layout • 
Edi tor • 
Page Vi~w • 
Media • 
Corkboard Options • 
Outliner Columl'lS • 
Use Label Color In ,. Jl.inder 

I(ons 
MO\I~ Focus To 
Inspect 
Outline 

.. Index Cards 
,. Out liner Rows · \".,;,;",.......;..;.., 

Revul in Binder "'( X R 
Binder Affects ,. 

Enter F", II Screen ~ Xf 

Enter CompOSition Mode "'( X f 
Composit ion Backdrop ,. 

Hide Toolbar 
Customize Toolbar ... 

The Use Label Color In submenu provides four options: 

",.. Binder: Adds a color block around the item name in the Binder, 
as shown in Figure 4-11. 
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Figure 4-11 : 
Label 
colors in 
the Binder. 
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"'* Icons: Tints the icon in the Binder and anywhere else the icon 
appears in the Scrivener interface, such as the Corkboard (which 
I pin down in Chapter 8) and the Outliner (covered in Chapter 9) . 
See Figure 4-12. 

Figure 4-12: 
Label 
colors 
applied to 
the icons. 
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"'*lndex Cards: Tints the entire index card, as shown in Figure 4-13. 

011 illdex 
cards ill the 
Corkboard. 

If you don' t want to tint the entire index card, you can use the 
Label color as a pushpin or shaded card corner, which you can 
find out how to do in Chapter 8. 

"'* Outliner Row: Tints the item's row in the Outliner (which is 
outlined in Chapter 9) . See Figure 4-14. 
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Figure 4-14: - ',,-
Label On ...... "" ... " : 
colors in 
th, 
Outliner. 
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The four options in the Use Label Color In submenu aren' t mutually 
exclusive: You can choose one or more of them. However, you have to 
choose them from the submenu one at a time. 

@5 You can tell which options are turned on because they have a 
check mark next to them. 

To turn off an option, choose View:::::}Use Label Color In and select the 
option in the submenu to remove the checkmark. 
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Chapter 5 

Working with Document 
Support Panes 

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.. Reviewing the document support panes 

.... Adding project and document notes 

.... Creating references 

.... Applying keywords 

.... Working with custom metadata .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

The document support panes are like one of those magical expanding 
bags that holds more than it appears . That row of buttons at the bottom 
of the Inspector has a surprising number of tricks . 

The document support panes let you take notes, create links to 
reference material, tag items with keywords, create custom metadata, 
take a snapshot of a document to preserve its current version, and add 
comments and footnotes . 

This chapter covers notes, references, keywords, and custom metadata, 
so read on to learn a few tricks of your own. 

Looking at the Document 
Support Panes 

Six different options are available in the document support panes: 
Notes, References, Keywords, Custom Meta-Data, Snapshots, and 
Comments & Footnotes . Each of them has a corresponding button at 
the base of the Inspector, as noted in Figure 5-1. 

The first four options take up the lower half of the Inspector when 
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s elected , and the las t two commandeer the entire panel when selected . 

Figure 5-1: 
Eac h 
document 
support 
pane's 
option is 
accessible 
from a 
button at 
the base of 
th, 
Inspector. 

-- . ~ • - -- , _ : -,, "', ....... 
_~"- if ---_ .. 

lod Inspector 

Comments 8. Footnotes 

Snapshots 

Custom Motl·Oata 

Keywords 

References 

@5 Which options are available. and the types of information they 
can display, depends on what type of item is selected . When 
multiple items, or a container , are selected in the Binder , Corkboard , 
or Outliner , only those options that apply to the entire project -
such as project notes and project references - appear in the 
Inspector. 

Taking Notes 
The Notes section is a place to jot down thoughts, ideas, items you 
want to reference quickly, or anything else you can imagine. Think of it 
like the notepad on your desk where you scribble random items to deal 
with later so that you don' t have to get out of the writing flow. 

You can add , insert , delete, and select text in this area and - unlike the 
Synopsis pane - even format the text by us ing the Format bar (see 
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Chapter 6 for more on the Format bar) . 

Comparing project and 
document notes 
The Inspector offers two types of notes: 

""* Project notes: Apply to the entire project and are vis ible 
regardless of which item is selected in the Editor, Corkboard, or 
Outliner. 

""* Document notes: Apply only to the document selected in the 
Editor, Corkboard, or Outliner. 

If the Notes section isn' t vis ible in the Inspecto r , click the Notes button 
( refer to Figure 5-1) . You can toggle between the two types of notes by 
clicking the Notes header and selecting from the drop-down lis t that 
appears, as shown in Figure 5-2. 

Figure 5-2: 
Clic k the 
Notes 
header to 
toggle 
between 
project and 
document 
notes. 

- . ~ 

- '":c.,,"."" 

Not~$ hea~~r 

Entering notes 
The Project Notes pane lets you capture your thoughts on the whole 
project: from something as s imple as Look up re f erence to man­
eat i ng sharks, to a lis t of each character's name and occupation , to 
ideas for plot changes . 

In the Document Notes pane, you can record information that applies to 
one specific file, such as ideas for revis ions, red herrings, or alternate 
endings . 

Whatever you use them for , follow these s teps to add notes: 

L Click the Notes header, and then select either Project Notes 
(General) or Document Notes from the drop-down list that appears, 
depending on the kind of notes you want to add_ 
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If you select Project Notes (General), the header changes to Project 
Notes (General) . If you select Document Notes, the header changes to 
Document Notes . 

2. Click in the text area and type. 
That's it! Figure 5-3 shows an example of a project note . 

Figure 5·3: 
Project 
notes are 
visible 
regardless 
of which 
item has 
the focus. 

Project ,,<>!~. (G.M,.I) 

Th is is a project ""te. R 1lj>p1ies 10 tt1e 
whole Pr<.>Ject~ 

III 0-. ~ ~ n. .. 

• • 

If you add a document note to an item, an asterisk appears in the 
Notes button at the bottom of the Inspector (refer to Figure 5-4). 
The asterisk denotes that the document you're viewing (or have 
selected in the Corkboard or Outliner) has a document note 
associated with it , so you can tell even when the Notes pane isn' t 
displayed in the Inspector. 

Figure 5·4: 
Th, 
asterisk 
lets you 
know that a 
document 
h" 
associated 
document 

~o~o:"~'~. __ ' '''''" •• Notes button 

Modifying notes 
If you want to change or remove a project or document note, make sure 
the Notes pane you want to modify is visible in the Inspector. (See the 
preceding section for more.) 
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You can modify notes just like text in the Editor. Simply click in the text 
section of the note that you want to modify to make it editable. Now, 
you can delete text, insert your cursor to add text, or format text by 
using the Format bar's buttons (Chapter 6 has the scoop on the Format 
bar) . 

Adding an image to notes 
Not only can you add text to your notes, but you can insert an image. 
Why would you want to do that? Well, maybe you want to have a quick, 
easy reference to a photo of your character or setting. Or maybe you 
just want a soothing image of a waterfall to keep you happy while you 
type. 

Either way, this ability is handy if your Synopsis image pane (covered in 
Chapter 3) is occupied with a visual synopsis but you want to refer to 
another photo. 

Follow these steps to add an image to a note: 

1. Make sure the Notes pane to which you want to add the image is 
visible in the Inspector. 

You can work with either document or project notes. See the 
"Entering notes" section, earlier in this chapter, for more. 

2. Drag the photo from the Binder and drop it in the Notes pane. 
Alternatively, you can drag the photo from Finder (or Windows 
Explorer on a PC). 
The image lands wherever you dropped it, as shown in Figure 5-5. It 
can be inserted above or below existing notes text. 

If you need to delete a photo from a note, just click in the Notes 
pane to insert the cursor after the photo, and then press the Delete 
key (the Backspace key in Windows) . 
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Figure 5-5: 
You can 
add an 
imageto 
either the 
project or 
document 
Notes 
pane. 

Managing project notes 
Find yourself running out of room, but want to add more project notes? 
Or maybe you wish the project Notes pane was larger and eas ier to 
move around in. No worries. 

You can create additional project notes, and eas ily edit them, by 
following these s teps: 

L Click the Notes button in the Inspector to view the Notes pane_ 
2_ Click the Notes header and select Manage Project Notes from the 
drop-down list that appears_ 

A small window that looks like a notepad appears. 
3_ If desired, drag the edges of the window to resize it 
4_ Click the plus sign (+) button_ 
5_ Enter the desired title of the new notepad in the Notepad tab_ 

A new tab appears with the title you provided, as shown in Figure 5-
6. 

@5 To move between the notepads, click the tab of the notes that 
you want to work in. From the Project Notes window, you can edit , 
format , delete, or add text and images, just like in the Notes pane. 

You can rename any project notepad - even Project Notes (General)­
by double-clicking the tab to get a Note Title text box and entering the 
new name. 

After clos ing the Project Notes window, you can navigate between 
notepads by clicking the Notes header and choosing the des ired 
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notepad from the drop-down list that appears. 

Figure 5-6: 
Work with 
project 
notepads in 
the Project 
Notes 
window. 

Getting the Skinny on 
References 

Back in the old days - when I was, uh, five - I had to trudge to the 
library to do my research. And if the books I needed were part of the 
reference section that couldn' t be checked out, or my sources were on 
microfiche, I had to make copies to lug home, where I might or might 
not be able to find them again when I needed them. 

Now, so much is available online or in electronic format, the lugging part 
is easy - but that doesn' t always mean you can find a resource again 
when you need it. 

Scrivener solves this problem with references. References provide you 
8 ~ I Q h l qh'"rs·························· 

with quick access to research files or websites mar you want to 
............................................................................. _ ........................... . 
associate with your project or document, but don' t want to import into 
............................................................................. _ ........................................ . 
the project. 

Unlike importing (covered in Chapter 2), when you add a reference, all 
that's stored in Scrivener is the link to it. When you open a reference, 
you always get the most up-to-date version. However, if the file or 
website is moved - or the filename changes - the link doesn' t work 
anymore. 

References are also great for files that can' t be viewed within Scrivener, 
such as spreadsheets, presentations, or other files created with 
specialty software. 

Access references by clicking the References button at the bottom of the 
Inspector (refer to Figure 5-1). 

Linking to a reference is incredibly handy, but before you start, consider 
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a couple of things: 

"... Do you want the reference linked to the project as a whole or a 
particular document? 

"... Is the reference an existing file within your project , or is it on 
your hard drive or a website? 

References can either be linked to the whole project or a single 
document: 

"... Project references: Linked to the project and available 
regardless of which item has the focus in the Editor, Corkboard, 
or Outliner. 

"... Document references: Linked to the document that has the 
focus. Using document references can be especially helpful when 
preparing a bibliography. 

To switch between project and document references , click the 
References header and select Document References or Project 
References from the drop-down list that appears , as shown in Figure 5-7. 

Figure 5-7: 
Choose 
between 
project and 
document 
references. 
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References (whether they're project or document references) can either 
be internal or external, depending on where the original file resides: 

"... Internal references: Links to items within the same Scrivener 
project. 

Why bother if they're already in the project? Well , if you 
have a lot of files in your Research folder, internal references 
save you time by letting you link to those files that are relevant 
to the document you're working on so that you don' t have to 
wade through them all. 

"... External references: Links to items outside the project. 
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Linking to Reference 
Material 

Do you keep referring to a file in your project while writing a certain 
scene? Ins tead of hunting for it in the Binder each time you need it , you 
can create an internal reference. 

Or maybe you've been scouring the Internet and finally found the 
elusive website that has everything you ever needed to know about 
green sea turtles . It's far more information than you could poss ibly 
store, and you want to save the link for future reference and for your 
bibliography. What to do? Create an external reference! 

If the References pane isn' t vis ible, click the References button at 
the bottom of the Inspector. The References pane appears in the 
lower half of the Inspector. 

Adding an internal reference 
Internal references link to files s tored within your project. Follow thes e 
steps to create one: 

1. Click the References header to open a drop-down list, and then 
choose either Document References or Project References. 
2. Click the Add button to the right of the header. 

As shown in Figure 5-8, a menu pops up with options for adding a 
reference. 

3. Point to Add Internal Reference on the menu. 
4. In the submenu that appears, follow the hierarchy and click the 
desired item. 

The link appears in the References pane (see Figure 5-9). 
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Figure 5-8: 
Clic k the 
Add button 
to create 
an internal 
reference. 
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You can also drag an item from the Binder and drop it on the 
References pane to create an internal reference. 

Adding an external reference 
External references are links to files outside of your project. They' re 
handy for oversized files or when you want to always have access to the 
most up-to-date version of a file or website. You can link to most 
common file types with an external reference. 

To add an external reference, you can look it up , type it in , or drag and 
drop. You s tart the firs t two methods by following these s teps: 

L Click the References header to open a drop-down list, and then 
select either Document References or Project References_ 
2_ Click the Add button, and then select the appropriate option_ 

The following sections outline how to use both methods . 

Looking up to add an external reference 
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You can use this method for files stored on your computer or on a drive 
that you can access from Finder (or Windows Explorer), such as an 
online s torage site or external drive. After completing the steps in the 
preceding section, follow these steps to look up a reference and then 
link up: 

1. Select Look Up & Add External Reference from the Add drop­
down list. 

The Add References window appears. 
2. Select the file that you want to link, and then click Open. 

The link appears in the References pane. 

@5 When you create a document reference, an asterisk appears in the 
References pane to denote that the current item has a reference. 

Manually creating an external reference 

This method is best for web pages, but also works for files stored on 
your computer if you know the file path. You need to know the URL 
(web address) of the page that you want, so if you don' t know it by 
heart, pull up the page in your browser and copy the URL before 
following these steps: 

1. Select Create External Reference from the Add drop-down list. 
A line appears in the References pane with New Reference selected in 
the Description field. 

2. Type the name of the reference in the Description field. 
For example, you might enter Bob's Vacation. 

3. Press the Tab key to move to the URL field. 
4. Type, or paste in, the resource URI., and then press Return. 

The external reference you created now appears in the References 
pane. See the example in Figure 5-10. 
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A new 
external 
reference 
created 
manually. 

Dragging and dropping to create a reference 

To add any kind of external reference, you can drag the file from Finder 
(or Windows Explorer) or your Internet browser's address bar (drag the 
icon jus t to the left of the URL, or the URL itself if there's no icon) 
directly to the References pane. 

Jus t make sure you've s elected either Document or Project References 
in the References header firs t. 

Determining when to use external references 

If you read about importing files in Chapter 2, you might be wondering 
how to decide whether to import your research or use an external 
reference. 

Here's a lis t of things to cons ider when choosing between importing and 
referencing a file or webs ite (for ease of reading, I use the term file, but 
the ques tions also apply to webs ites, images, and media) : 

",.. How large is the file? Every file you import to Scrivener adds to 
the project s ize. Although you shouldn' t notice a s lowdown 
while working in the project , file s ize impacts how quickly the 
project is backed up (more on backups in Chapter 21) and how 
much space it takes up on your hard drive. 

If the file is more than 1MB or you have a lot of files to add , 
cons ider us ing external references . 

",.. How often will you need to access the file? If you plan to refer 
to a file frequently, it might be better to import it for quicker 
viewing. 

",.. Will the file's contents or location change? If you don' t need 
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access to a file's updates or you're worried that it might change 
or move, you should import it. On the other hand, if you want to 
have access to the latest version at all times, use an external 
reference. 

",.. Will you work on your project on more than one computer? If 
you open the same Scrivener project on multiple computers, 
external references to files on one computer don' t work on 
another. For research files that you need to access from all 
computers, importing makes more sense because imported files 
are saved with the project and therefore always available. 

Editing and deleting a reference 
If you give a reference the wrong name or need to edit the location, you 
can do so anytime by double-clicking the part you need to change in the 
References pane and entering the new info. 

On the other hand, you might add the wrong link or find one that no 
longer works . Or maybe you changed your topic from raccoons to 
giraffes, and you need to clean out the old research. 

Follow these steps to delete an unwanted reference: 

1. Click the References header, and then select either Document 
References or Project References from the drop-down list that 
appears. 
2. Select the reference that you want to delete from the References 
pane. 

You can use multiple selection (covered in Chapter 2) to select 
more than one reference for deletion. 

3. Click the Remove Selected Reference button (refer to Figure 5-8). 

The selected reference (or references) disappears. 

Viewing a reference 
References don' t do you any good if you can' t view them, but how 
Scrivener displays a reference depends on where it's located and the 
type of file it is. 

Viewing an internal reference 
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To view an internal reference, follow these steps: 

1. Click the References header to view the drop-down list, and then 
choose either Document References or Project References. 
2. Double-click the icon next to the reference you want to view. 

By default , the Editor pane opens to a split screen with the reference 
in the upper pane. This setup lets you refer to your research while 
you write. 

3.lt you don' t want to work in Split Screen view, click the Split 
toggle button (shown in Figure 5-11) to exit that view. 

I talk about Split Screen view in Chapter 6. 

Figure 5·11: 
An internal 
reference 
open III 
Split 
Screen 
VieW. 

" , 

- .-- --
_ .. _ .. _ ... _,-_ .. _---

Viewing an external reference 

External references open in their native program (for example, Word , 
TextEdit, or your Internet browser). Open an external reference by 
following these steps: 

1. Click the references header, and then select either Document 
References or Project References from the drop-down list that 
appears. 
2. Double-click the icon next to the reference that you want to view. 

Scrivener launches the native program and opens the reference 
within it. 

J!!i."!.*;,. 
~W For more ways to open an external reference, right-click the 

reference. The Reveal in Finder option shows you where the file is 
located on your computer. 
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Assigning Keywords 
Keywords allow you to add attributes to an item in your project. 
Keywords that have been applied to an item are visible from the 
Keywords pane, shown in Figure 5-12. 

Figure 5-12: 
Th, 
Keywords 
pane in tile 
Inspector. 

Remove Keyword 
hunan 

Add Keyword button 

If the Keywords pane isn' t visible, click the Keywords button at 
the bottom of the Inspector. 

Comparing keywords to other 
metadata 
The drawback of keywords is that you can' t use them to color code the 
Binder or apply watermarks to the index cards like you can with the 
Label and Status metadata fields (see Chapter 4 for more on metadata). 

However, keywords have their own strengths: 

",.. You can view keywords as color tabs on index cards in the 
Corkboard or as words underlined by color in the Outliner. 

",.. You can apply more than one keyword to an item. 

",.. Just like with metadata, you can track point of view (POV), 
setting, part , characters present in a scene, the purpose of the 
scene, which subplot it belongs to , and more. Again, you're only 
limited by your own imagination and needs . And best of all , you 
can have keywords for all those categories , if you want. 

Adding a keyword to an item 
When you add a keyword to a document , it automatically becomes 
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available for use within the whole project. 

@5 The keywords you create apply to your whole project but aren't 
available to other projects unless you save them into a custom 
project template (which you can read all about in Chapter 15). 

To add a new keyword to both the selected item and the project, follow 
these steps: 

1. In the Binder, Corkboard, or Outliner, select the document for 
which you want to create a keyword. 
3. Click the Add Keyword button in the Keywords header (refer to 
Figure 5-12). 

A blank text box appears in the Keywords pane. 
4. Type the desired name of the keyword, and then press Return. 

The new keyword appears with a Color box next to it, as shown in 
Figure 5-13. The color is now associated with that keyword and 
shows up on index cards when you view them in the Corkboard, if 
keyword colors are turned on (see Chapter 8 for more on the 
Corkboard) . 

The asterisk in the Keywords button denotes that a keyword is 
applied to the current item. 

After you have at least one keyword in the Keywords pane, you 
can select any keyword and press Return to add a new one. This 
shortcut gives you a quick way to add several keywords quickly. 

Figure 5·13: 
A keyword 
applied to 
the current 
item. 

Applying an existing keyword to 
a file 
When you add a keyword to an item, you also add it to the project as a 
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whole for use with other items. After the keyword you want to use 
already exists, you only need to apply it to the desired item. Just follow 
these steps: 

1. Select the item to which you want to add a keyword in the Binder, 
Corkboard, or Outliner. 
2. In the Keywords header, click the gear button. 

When you click the button, a pop-up menu appears. 
3. Choose Add Keyword, and then select the desired keyword from 
the list that appears. 

The selected keyword appears in the Keywords pane. 

Removing a keyword from an 
• Item 
What happens when you're in revisions and you decide to kill off the 
hero's girlfriend a couple of scenes early? To avoid confusion, you want 
to remove her keyword from scenes in which she no longer appears. 

You can easily remove a keyword from an item without deleting it from 
the project by following these steps: 

1. Select the desired item in the Binder, Corkboard, or Outliner. 
2. In the Keywords pane, select the keyword(s) that you want to 
remove. 

3. Click the Remove Keyword button in the Keywords header (refer 
to Figure 5-12). 

Or you can just press the Delete key. 

Removing a keyword this way affects only the selected document, 
not the whole project. 

Working with the Project 
Keywords Window 

The Project Keywords window floats over the Scrivener project window 
and lets you easily change keyword colors or delete keywords from the 
entire project. 
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Open the Keywords window by clicking the Keywords button in the 
Scrivener toolbar or choosing Project :::::}Show Project Keywords. You can 
also click the gear button in the Keywords header of the Inspector pane, 
and then choose Show Project Keywords from the drop-down list that 
appears. The Project Keywords window shows all keywords available in 
the project. (To close the window, click the X in the upper-left corner. ) 

Figure 5-14 provides an overview of the Project Keywords window. 

Figure 5-14: 
The Project 
Keywords 
window. 
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Applying keywords 
You can apply existing keywords to an item from the Project Keywords 
window eas ily. Just drag and drop the des ired keyword from the 
window onto the item name in the Binder or into the Keywords pane in 
the Inspector. 

If you want to add the same keyword to more than one file, select 
all the des ired items in the Binder , and then drag the keyword from 
the window onto any one of the selected filenames . 

Finding items by keyword 
Want to know which documents have a keyword applied? Follow thes e 
steps to find out: 

L In the Project Keywords window, select the keyword for which 
you want to search_ 

2_ Click the Search button at the bottom of the window (refer to 
Figure 5-14)_ 

A list of documents that contain the selected keyword appears in the 
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Binder pane. You can choose any item from the lis t to view it in the 
Editor. 

3. Click the X at the bottom of the Search Results list (see Figure 5-
15) to close the list and return to the Binder. 

"''";'-"-''"5"''.'':'5,- 1: ::"'" 
Sea rching .0.­
by keyword 

,- --" ._" ._ ..... " .. ,., - """ -
• • - ,.11 '0 

... - ....... _ ...... _ ... -
returns all 
items with 
th' 
selected 
keyword 
applied. 

. . .. " . _ : -

Adding a keyword to the project 
If you're really organized , you can add a keyword to the project before 
you ever apply it to an item. You can even organize keywords into 
hierarchical groups, much like your documents are organized in the 
Binder. 

To add a keyword to the project , follow these steps: 

1. In the Project Keywords window, click the Add New Keyword as 
Sibling button (refer to Figure 5-14) to add a keyword to the top level 
(or at the same level as a selected keyword). 

A text box appears in the Project Keywords window. 
2. Type the desired keyword name, and then press Return. 

The keyword is added to the lis t in alphabetical order. 

To add a child keyword (one at a lower level than the selected 
keyword), click the Add New Keyword as Child button. (See Figure 5-
14.) 

Changing the keyword color 
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If the keyword colors chosen by Scrivener aren' t to your taste, you can 
change them in the Project Keywords window by following these steps: 

1. Double-click the color square to the right of the keyword whose 
color you want to change. 

The Colors window appears. 
2. (Mac only) Click the button for your favorite palette at the top of 
the window. 

3. Select the desired color from the palette. 

The color square in the window changes to the new color. 

4. Repeat Steps 1 through 3 until all the colors are to your liking. 

5. Click the red X buHon to close the Colors window. 

On a Windows PC, you click OK. 

Modifying a keyword 
Did you rename a character? Wrongly classify an item in your 
dissertation? Conjure up a new name for your species of alien? No 
problem. Just follow these steps to modify a keyword: 

1. Double-click the text of the keyword that you want to edit. 

The keyword text is selected and ready to change. 
2. Type the new text, and then press Return. 

Deleting a keyword 
What if you kill off a character, remove a breed from your paper on the 
grooming habits of feral cattle, or eliminate a setting? Just follow these 
steps to delete a keyword: 

1. Select the keyword that you want to delete. 

2. Click the Delete button in the Keywords panel (refer to Figure 5-
14). 

If the keyword is in use, a pop-up window warns you of the 
consequences and asks you to confirm deletion. 

3. If the pop-up window appears, read it, and then click OK. 

Deleting a keyword applies to the whole project. After you 
delete a keyword, that keyword is no longer available in the 
Keywords panel, and it's removed from all documents to which 
you've already applied it. 
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Creating Custom Metadata 
Custom metadata provides a way to tag items with a piece of 
information. But how is it different from the Label and Status fields 
(Chapter 4), or keywords (see the section "Assigning Keywords," earlier 
in this chapter)? Custom metadata works best when the field value 
might be different for every document but corresponds to a theme. 

Here are some example uses of metadata: 

v Say you want to keep track of the setting for each scene in your 
manuscript, but you want to be more specific than London, 
France, or Ladies ' Underpants, and every scene takes place 
somewhere new . With custom metadata, you can create a Setting 
field and populate it with values such as John's Living Room 
Floor or Front Seat of Kerry's Car. 

",.. An anthology editor might find value in tracking the author for 
each section via custom metadata, thus freeing up Label and 
Status for other things . 

",.. Depending on how specific you want to be, a timeline can also fit 
nicely into custom metadata. For every scene or section, you 
mark it with something as high-level as the year or as detailed as 
the minute of the day . 

",.. If you're writing book reviews, you can attach custom metadata 
for the ISBN, price, or even the Dewey Decimal number of the 
book to each document. 

Here are a few of the pros of custom metadata: 

",.. After you create them, you can add custom metadata values to 
any item in the project. 

",.. You can sort documents by a custom metadata field in the 
Outliner. 

",.. Like with other types of metadata, you can use custom metadata 
fields to create a collection (see Chapter 18), with which you can 
filter items during the compile (export) process outlined in Part 
IV of this book. 

And now for the cons: 

",.. Custom metadata fields are the least visible of all metadata. You 
can see them only in the Inspector pane and the Outliner. 
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"... You can' t create a drop-down lis t of values, so you have to enter 
the values manually, which can lead to data entry errors . 

@5 Click the Cus tom Meta-Data button in the Inspector (reIer to 
Figure 5-1) to open the Cus tom Meta-Data pane. If you haven' t added 
any fields before, the pane displays No Meta-Data Fields Defined and 
includes the Define Meta-Data Fields button. 

Adding a custom metadata field 
When you create a cus tom metadata field , it is available to every item in 
the project. Follow these s teps to add a metadata field: 

1. Click the gear button (shown in Figure 5-16) in the Custom Meta­
Data header to open a submenu. 
2. Select Edit Custom Meta-Data Settings. 

The Meta-Data Settings window appears, with the Cus tom Meta-Data 
button already selected. 

You can also access the Meta-Data Settings window by 
choos ing Project :::::}Meta-Data Settings or by clicking the Define Meta­
Data Fields button in the Cus tom Meta-Data pane (only available 
when you haven' t yet defined any cus tom fields) . 

3. Click the Add New Meta-Data Field button. 
A blank text box appears in the Cus tom Meta-Data Fields lis t. 

4. Type the name of the field, and then press Enter. 
The new field name appears in the lis t. 

Don' t type the values in this text box. Think of this as the 
heading under which values are added. 

5. (Optional) Select Wrap Text to force the value to wrap, instead of 
showing just the first line. 
6. (Optional) Select Colored Text to apply the selected color to the 
values when you view them in the Outliner and the field name when 
you view it in the Custom Meta-Data pane in the Inspector. 

To choose a color, select the metadata field in the lis t , click the color 
picker box at the bottom of the Meta-Data Settings window, and 
select a color from the Colors window that appears . 

7. Click OK to close the Meta-Data Settings window. 
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The new field appears in the Cus tom Meta-Data pane in the Inspector. 

Adding a value 
You can add values to a cus tom metadata field , either in the Inspector 
pane or directly within the Outliner row. I detail working with values in 
the Outliner in Chapter 9. To add a value in the Inspector, follow these 
steps: 

1. Select the desired item in the Binder, Corkboard, or Outliner. 
2. In the Custom Meta-Data pane in the Inspector, click in the text 
box below the field to which you want to add a value. 

The text box outline turns blue, and your cursor blinks within the 
text box. 

3. Type the desired value, and then press Return. 
The new value appears in the field text box, as shown in Figure 5-16. 

A value 
addedtoa 
custom 
metadata 
field. 

Although the field is added to the whole project , the value you 
jus t entered is applied only to the current document. If you select a 
different item, the value may be either empty or different , depending 
on whether you already added a value to it. 

Modifying a value 
You can edit the value of a cus tom metadata field in either the Inspector 
pane or Outliner row. (Modifying values in the Outliner is detailed in 
Chapter 9.) To change a value in the Inspector, follow these s teps: 

1. Select the desired item in the Binder, Corkboard, or Outliner. 
2. Select the existing value in the text box below the appropriate 
field in the Custom Meta-Data pane in the Inspector. 
3. Type the desired value. 
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Alternatively, you can delete the text to remove that value. 
4. Press Return. 

The new value appears in the Inspector pane. If you deleted the 
value, the custom field 's text box is blank. 

Deleting a custom metadata field 
Did you create a custom metadata field only to find you don' t use it? Or 
maybe it's served its purpose and you no longer want to retain the data. 
Follow these steps to delete your custom field: 

1. Click the gear button in the Custom Meta-Data header to display a 
submenu. 
2. Select Edit Custom Meta-Data Settings from the submenu. 

The Meta-Data Settings window appears, with the Custom Meta-Data 
button already selected. 

3. In the Custom Meta-Data Fields list, select the field(s) that you 
want to delete. 
4. Click the minus sign (-) button, and then click OK. 

The selected fields no longer appear in the Custom Meta-Data Fields 
list or in the Inspector pane. The values are removed from any items 
to which they were applied . 

Looking at the Remaining 
Document Support Options 

The document support panes section of the Inspector offers several 
more functions: snapshots, comments and footnotes, and the Lock 
Inspector To Current Editor button. The following sections give you a 
brief overview, but each option is covered in its own chapter. 

Snapshots 
Like taking a picture before editing, snapshots allow you to keep 
multiple versions of your documents, compare them, and even revert 
back to an older version. With snapshots, you really don' t have to kill 
your darlings. You can keep them all around for years to come. 
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Can't wait to zoom in? Chapter 19 focuses on snapshots. 

Comments & Footnotes 
Ever wish you could add notes in the margin while you write, edit, or 
read your manuscript? Need to add footnotes for your works cited or 
comic asides? The Comments & Footnotes pane lets you create, modify, 
and view all linked notes associated with an item. 

For more information, beat feet over to Chapters 10 and 11. 

Locking the Inspector 
Did you notice the little Lock button at the bottom of the Inspector? No? 
Go on; look now. That Lock button binds the Inspector view to a 
specific Editor pane. This feature specifically applies to split-screen 
functionality, which you can read more about in Chapter 6. 
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Part III 

Starting to Write 

In this part ... 

This part of the book is what it's all about, folks: Writing! 

In this part, you can take a stroll with the Editor, create a distraction­
free desktop , play with your scenes in the Corkboard, and take a high 
view in the Outliner. And when you've put some words down, you can 
go back and mark them up with annotations and comments, and create 
footnotes to keep track of your sources . 
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Chapter 6 

Introducing the Editor: 
Where the Magic 

Happens 
.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Diving into the parts of the Editor 

.... Viewing multiple items in Split Screen mode 

.... Working with QuickReference panels 

.... Viewing documents in Scrivenings mode 

.... Checking spelling and grammar .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

You can play with Scrivener's crazy-cool features all day, but in the end, 
you have to plant your rear in the chair and write something, or all your 
fooling around is for naught. 

Enter the Editor. The Editor is where you actually write your novel, 
screenplay, blog post, magazine article, dissertation, class lesson, or 
memoir. It's where you make literary magic . 

Available in Document view (for an individual file) or Scrivenings mode 
(when you're working with multiple documents), the Editor is the 
default display for Scrivener. Basically, if you're not in the Corkboard or 
the Outliner, you're in the Editor. 

This chapter is a lesson on Editor anatomy, working in Split Screen 
mode, editing multiple documents at one time, and checking your 
spelling and grammar. 

Dissecting the Editor 
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The Editor is composed of these major parts: 

""* Format bar: At the top , the Format bar provides options for 
changing the font , text color, alignment , and line spacing of your 
document. 

""* Header and Footer bars: Give you information about the 
document you're viewing and provide shortcuts to several 
document options. 

""* Ruler: Lets you set tabs and indents. 

The following sections explain each element of the Editor. Figure 6-1 
starts you off with a quick breakdown of the Editor pane. Dig in! 

Header bar Format bar 

Figure 6-1: 
The Editor. 

... - ...... _ .... __ .--1 

The Format bar 
The Format bar isn' t strictly part of the Editor, but its options are 
available only while in Document view or Scrivenings mode (as oppos ed 
to the Corkboard or Outliner) or while working in the Notes pane of the 
Inspector. If you've ever used a word processor, most of the options 
should look familiar. 

The Format bar is where you go to change the font , justification, font 
color, highlighting, and spacing, and to create bulleted or numbered 
lists . All the options available on the Format bar are also access ible 
from the Format menu. 
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If you're not sure what an option does, hover your mouse pointer 
over the button or drop-down list to get a loa/tip, which provides a 
brief description of the button. 

With the exception of bold, italic, and underline, whatever font settings 
you use within the Editor may not be the same as those used when you 
compile (export) your manuscript, depending on the Compile settings 
(see Part IV for more on exporting) . 

Scrivener provides formatting options that allow you to customize your 
writing experience and to offer bold, italic, and underline. 

The good news is that if you like to type in 16-point blue Helvetica, you 
can do that and still have Scrivener export to Times New Roman or 
Courier without reformatting the entire manuscript within the Editor. 

Figure 6-2 shows the Format bar for Mac and Windows, respectively. 

Figure 6-2: 
The Format 
bar on the 
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and in 
Windows 
(bottom). 

Choosing font options 

The Format bar contains the common controls you need to format your 
text. Three buttons apply to font formatting: 

",.. Font Family: Clicking this button lets you choose which style of 
font you want, from Arial to Zapfino. 

~I1!1s,. 
,~ 
W Have you ever heard the terms serif and sans serif and 

wondered what the heck people were talking about? Here's an 
explanation: 

• A serif font is one that has the extra little projections on the 
tips of the letters . For example, Times New Roman is a serif 
font. 

• Sans comes from the French word for without. Sans serif 
means the font doesn' t have the little projections. Arial is a 
good example. 
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",.. Typeface: When you click this button, you can choose from 
available variations of the font, such as italic, bold, oblique, light 
oblique, or condensed. Fonts all have their own set of variations 
based on what the font designer chose to include. 

",.. Font Size: Click this button to choose the size of your text. The 
numbers are in points, which are roughly equal to W2 of an inch, 
which means that if you want I-inch letters, choose 72-point 
font. The standard for business and publishing is generally 12-
point. 

Font options apply to whatever text is selected when you 
make your choices. If no text is selected, font choices apply to 
whatever you type from the current cursor position forward. 

Choosing text options 

The Bold, Italic , and Underline buttons, located to the right of the font 
options on the Format bar, provide text formatting options. Bold, italic, 
and underline are generally used on small sections of text for emphasis . 

If your cursor is within text that has one of the formats applied, the 
appropriate button appears depressed in the Format bar to show 
that format application. 

Want to use italics while writing, but need to submit your 
manuscript with underlined words instead? You can! Use italics 
now, and when you're ready to compile (export) your file, you can 
convert the italicized words to underlined words. Check out Chapter 
12 for more on Compile settings. 

The Text Color and Highlighter Color buttons on the Format bar allow 
you to change text color and apply highlighting. Click either button once 
to use the displayed color, or press and hold the button (Windows 
users click the triangle to the right of the button) to reveal more color 
options in a drop-down list, where you can select the color you want to 
use. 

With all the text formatting options, you can select a block of text and 
then apply one of the options, or you can choose the desired text 
option to make that option apply to text you add from your cursor point 
forward. 

www.it-ebooks.info

http://www.it-ebooks.info/


Applying paragraph formatting options 

Paragraph formatting options are distinct from the others because they 
apply to the entire paragraph your cursor is located in, regardless of 
whether any text is selected: 

"... Text Alignment: The Text Alignment buttons let you choose left, 
center, or right alignment, or full justification, respectively. Each 
button shows a visual representation of the alignment it 
provides. 

"... [jne Spacing: Choose the amount of space between lines of text 
from this drop-down list. For even more line spacing options, 
select Other from the list (select More in Windows). 

",.. Table: Shown by default in Windows only, this button opens a 
window that allows you to modify properties of an existing table. 
For other Table options, click the arrow next to the button to 
view a drop-down list. 

Mac users who want the Table option in the Scrivener toolbar 
can add it by going to View:::::}Customize Toolbar and then 
dragging the Table icon from the window directly onto the 
toolbar above. Clicking the button when not in a table inserts a 
table and opens the Options window. If your cursor is within a 
table when the button is clicked, the Options window opens 
without inserting another table. 

Table options are also accessible via Format:::::}Table. 

"... Ust Style: The List Style button lets you apply a bulleted or 
numbered list format. With your cursor at the beginning of the 
line, press the Tab key to indent and demote the bullet or 
number line (make it lower on the hierarchy). Pressing Shift+Tab 
promotes a bullet or number line. 

When you use list styles, the styles stay active with each 
subsequent paragraph you create until you press the Return key 
twice in a row, at which point, the text reverts to the previous 
paragraph style (either a higher level bullet/ number, or normal 
paragraph text). Alternately, you can apply the list styles after 
the fact by selecting text and choosing a style. 

Creating a preset 

The very first button in the Format bar is for applying presets. A preset 
is a saved combination of formatting choices that you can apply to the 
selected text with a single button click - sort of like the button on a 
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fancy car that memorizes each driver's seat options, temperature 
preferences, and wheel tilt. 

Presets are useful when you have sections of your manuscript that you 
need to distinguish from the rest of the text in some way. For example, 
maybe your project has e-mails from one character to another, and you 
want to set them off with a different font, spacing, and alignment. Or 
maybe you use a block quote at the beginning of each chapter and don't 
want to recreate the settings each time you add a new one. 

Presets are saved within Scrivener and become available to all 
projects. 

Scrivener comes loaded with several presets, but you can also create 
your own by following these steps: 

1. Select a block of text and format it as desired, choosing from any 
of the options in the Format bar. 

Alternatively, you can select from a section of text that is already in 
the format you desire. 

2. Choose Format:::::}Formatting:::::}New Preset from Selection. 

3. Type a name for the preset in the New Style window that appears. 
Use a name that will remind you of the preset's attributes. 

4. Select Save All Formatting from the drop-down list at the bottom­
left of the window. 

Selecting this option ensures that character attributes (such as font 
color, bold, italics, and underline) are retained, along with paragraph 
styling (such as first line indents and line spacing) . 

5. To save the font family and size with the preset, select the Include 
Font and Include Font Size check boxes at the bottom-right. 
6. Click OK. 

The New Style window closes. 

7. Click the Presets button in the Format bar to see your new preset 
in the drop-down list that opens. 

Figure 6-3 shows the new preset I created called BlueScriptl4, based on 
the text in the document that I formatted as blue, Lucida Calligraphy, 
size 14. 
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Figure 6-3: 
A new 
formatting 
preset. 
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Applying a preset 

Creating a preset doesn' t do you any good if you don' t know how to 
apply it. Follow these steps to make it happen: 

L Click in the desired paragraph_ 
If you want to apply the preset to more than one paragraph, select all 
the paragraphs to which you want to apply the preset. 

t!i"!J,x. ,7.W\ 
W If a preset has only character attributes (meaning font family, 

typeface, s ize, bold, italic, underline, or color) saved , then you must 
select the des ired text before you select the preset to apply. 
Presets that have only character attributes are des ignated with an 
underlined lowercase A (so it looks like a) . The presets that have 
only paragraph formatting have a paragraph icon (backwards p). 
Presets that have both character and paragraph formatting show 
both icons . 

2_ Click the Presets button in the Format bar, and then select the 
desired preset from the drop-down list that appears_ 

The selected text changes to display the attributes defined in the 
preset. 

Deleting a preset 

If you make a mis take or realize you don' t want a preset anymore, you 
can delete it. Just choose Format :::::}Formatting=:l.oelete Preset, and then 
select the preset that you want to delete from the lis t of presets that 
appears. 

#" flJ If you delete a built-in preset, you can' t get it back without re­
creating it yourself or doing some fancy footwork. 
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J!!i."!'-;,. 
~w If you want to remove your custom presets and restore the 

defaults , choose Scrivener:::::}Reveal Support Folder in Finder. Delete 
the Styl es . p li s t file located in - / Library / Applica t i on 
Support/Scr i vener . No need to restart Scrivener, the Presets list 
reverts to the original defaults. 

Preserving formatting 

Sometimes when you give a block of text within a document special 
formatting, you want it to stay that way, even when you compile 
(export) the rest of your manuscript in Times New Roman 12-point font 
that's double-spaced. 

For example, a portion of your document might represent a handwritten 
note or contain a block quote, epigraph, or figure caption that has a 
style distinct from the rest of the text. To ensure that the formatting is 
preserved regardless of your compile settings, first select the portion of 
text that you want to preserve. Then, choose Format :::::}Select 
Formatting:::::}Preserve Formatting. The text is highlighted in pale blue 
with a dashed outline (see Figure 6-4) to indicate that its formatting will 
be preserved. 

To remove Preserved Formatting, highlight the text and choose 
Format :::::}Sel ect Formatting:::::} Pres erve Formatting . 

Figure 6-4: 
The blue­
highlighted 
text has its 
for matting 
preserved 
when you 
compile. 
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Changing the default document format 

If you have specific text and paragraph settings that you want to use for 
all the documents you create in Scrivener, you don't have to apply them 
after the fact. 

Instead, you can change the default setting by following these steps: 

L On the Mac, choose Scrivener:::::}Preferences to open the 
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Preferences window, and then click Formatting to view the 
Formatting options. 

Windows users, choose Toois:::::}Options to open the Options 
window, and then select the Editor tab to view the Formatting 
options. 

2. Click in the Main Text Style box at the top of the window to 
activate it. 

In Windows, click the Default Main Text Attributes box. 
3. Use the Format bar in the window to set your preferences for all 
new documents in Scrivener. 

These settings don' t apply to documents already created. 
In this Format bar, font settings are accessible from the A button, as 
shown in Figure 6-5. 

4. When you finish settings preferences, click the red X button to 
close the Preferences window. 

Windows users, click OK to apply settings and close the window. 
The settings are saved automatically. 

":'" __ ~:- Click 10 " ,,,,,",,m .","" 
Figure 6·5: 
Th, 
Formatting 
Preferen ce 
s window. 
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Changing the default formatting applies to all projects, not just 
the one you're working in. To change it only for the current project, 
choose Project:::::}Text Preferences to open the Project Formatting 
Preferences window, and then click the Override Text Formatting for 
This Project check box. When you set up your des ired format , all 
new documents in the current project (and only in that project) use 
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the specified settings. 

The Header bar 
Just below the Format bar in the Editor pane is the Header bar. In 
addition to providing information such as the title of the document 
being viewed in the Editor, it also offers a few handy functions. Figure 6-
6 points out the key parts of the header, which I describe in this list: 

-;;:::::-;-~ Navigation buttons 
Figure 6-6: TItle 
The Ed itor 's 
Header bar. 

Item icon 

PreliiouslNext Document buttons 

Split toggle button 

",.. Navigation buttons: The arrow buttons at the far-left of the 
header work much like the navigation buttons in a web browser, 
letting you step backward and forward through your document 
history. 

Think of your document history as a linear timeline that you can 
skip through. For example, if you're working in Scene 1, and then 
you choose Scene 3 in the Binder, you can navigate back to Scene 
1 by clicking the Back button. (Handy if you want to go back to a 
previous item but don' t remember the name of it or where it's 
located in your vast hierarchy of files.) From Scene 1, you can 
click the Forward button to reopen Scene 3. 

If you click and hold either button, a history menu appears ; make 
a selection to jump directly to a file. 

When you skip around with the Back and Forward 
buttons, the selected item in the Binder doesn' t change to 
represent the document that has the Editor focus. (The Item icon 
menu has an option to deal with that.) 

",.. Item icon: The icon in the Header bar is actually a button that 
you can click to display a shortcut menu, shown in Figure 6-7: 
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Figure 6-7: 
The Item . 
Icon menu. 

. ~.~.'~~~------~-­
Reveal in Binder 
Path • 
Co To ... 
Bookmark. ... 

Take Snap,hot 

Match Split Document(,) 
lock in Place 

• Reveal in Binder: If the selection in the Binder doesn' t 
match the document that has the focus in the Editor, click 
Reveal in Binder to synchronize them. 

• Path: Shows the hierarchical location of the current 
document in reverse order and lets you jump to a location 
on the path by clicking that location in the hierarchy. 

• Go To: Choose any file in the project by following the 
hierarchy, pointing to each folder or subfolder to open it , 
until you reach the desired item. This feature is especially 
helpful when the Binder is hidden. 

When in Scrivenings mode (viewing multiple documents 
together in the Editor), Go To displays only a list of the 
items in the group being viewed. When you choose a 
document from the menu, Scrivener moves to that 
document's position among the files being viewed in the 
Editor, instead of loading the document by itself in the 
Editor. 

• Bookmarks: Jump to a bookmark (covered in Chapter 17). 

• Take Snapshot: Takes a snapshot of the current file. Read 
more on snapshots in Chapter 19. 

• Match Split Documents: This option works only in Split 
Screen mode (see the section "Seeing Double with Split 
Screen Mode," later in this chapter, for the scoop on this 
mode). When you select this option, the document in the 
Editor pane of the Header bar you're using to access the 
menu opens in the other pane, as well, thus allowing you to 
work with the same document in both splits . 

• Lock in Place: Locks the Editor so that clicking in the Binder 
doesn' t change the document being viewed in the Editor. In 
Split Screen mode, this option locks whichever Editor's 
Header bar menu you're using. When locked, the Header 
bar turns a muted shade of red. Select the option again to 
unlock the Editor. 
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""* Title: When a single item is viewed in the Editor, the Title section 
displays the document name. In this view, you can edit the 
document title by clicking in the title area, typing your change, 
and pressing Return. 

In Scrivenings mode where a container is selected in the Binder, 
the Title section displays the container name followed by 
(Composite) and then the title of the item within the container 
that has the focus (where the cursor is). 

In Scrivenings mode where multiple items are selected in the 
Binder, the Title section displays Multiple Selection followed by 
the title of the item that has the focus. 

When in Scrivenings mode, you can' t edit the title. 

""* Previous/Next Document buttons: Click the up- and down-arrow 
buttons in the Header bar to move up to the previous document 
or down to the next document in the Binder. These buttons 
ignore the hierarchy of the items when moving within the Binder, 
moving through every item in the list in order, even if containers 
are collapsed to hide their contents. 

So, if you're in the Chapter 3 container and click the Previous 
button, you end up in the last scene of Chapter 2. Unlike with the 
History buttons , the item displayed in the Editor and the 
selection in the Binder always match. 

""* Split toggle button: Turn Split Screen mode on and off. The 
section "Seeing Double with Split Screen Mode," later in this 
chapter, has more on that subject. 

The Windows Header bar has two Split toggle buttons, one for 
vertical split and one for horizontal split. 

The Footer bar 
The available options and information in the Footer bar change 
depending on what type of document you're viewing, but Figure 6-8 
points out the elements of the Footer bar in the most common view, the 
Document view: 

Figure 6·8: 
The Editor's 
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Footer bar 

Document 
view. 

T.Xlloom 
I' 

Target button 

l"* Text Zoom: This drop-down list lets you change how large or 
small text appears in the Editor without changing the font size . 

l"* Word/Character Count: The center of the Footer bar displays 
the word and character count for the current document. If you 
have a document target set (see Chapter 14), this part of the 
Footer bar shows the count divided by the goal. 

If you don't see the Word and Character count , you may be in 
Scriptwriting mode. Choose Format~Scriptwriting . If Script Mode 
- Screenplay has a checkmark next to it in the submenu that 
appears , select Script Mode - Screenplay to turn it off and 
return to standard Editing mode. 

If you select a portion of the text in the document , the 
Footer bar changes to display the word and character count for 
the selection, adding the word Selection and turning the counts 
blue. 

You can also select the desired text and right-click to view the 
selection word and character count at the bottom of the 
contextual menu that appears. 

l"* Target button: Lets you set a word or character target for the 
current item. Chapter 14 covers document targets in more detail. 

The Ruler 
The Ruler lets you set indents and tab stops for the Editor. If it's not 
visible, click inside the Editor to give it the focus , and then choose 
Format~Show Ruler. To hide the Ruler, choose Format~Hide Ruler. 

Unlike most word processors, Scrivener doesn ' t revert to 1-2-inch tab 
stops when no tab s tops are marked on the Ruler. If no tabs are marked 
on the ruler, pressing Tab moves the cursor to the next line without a 
paragraph break. 

By default , however, most templates provide tab s tops every 1-2 inch for 
the firs t 3 inches of typing space. Beyond that , you must add your own. 

When you add , move, or remove tabs or change the indents, the 
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settings apply to the paragraph in which the cursor appears or to all 
selected paragraphs. When the cursor is in a paragraph and you press 
Return, the first paragraph's settings carry to the new paragraph, but 
not to existing text elsewhere in the document. 

Figure 6-9 shows the icons used in the Ruler . 

.."._..,..,..- Left indent 

Figure 6-9: f irst l ine indent Right indent 
Ru le r icons 
on the Mac 
(top) and in 

Left tab Center tab Dec imal tlb ~ i ghttab 

Windows 
(bottom). Left indent 

First line indent Cente r tab 

Lefttab Decimal tab 

.. , , +. • 

Right indent 

Right tab 

• • 

Tabs 

Scrivener offers four types of tab stops, each represented by a different 
icon: 

",.. Left: A left tab is the standard tab used most often. Text is left­
aligned, starting at the tab stop. 

",.. Center: The center tab center-aligns the text on the tab stop. 

",.. Right: With a right tab, text is right-aligned, with the right edge of 
the text at the tab stop. 

",.. Decimal: Generally used to create columns of numbers, the 
decimal tab aligns the text with the decimal point at the tab stop. 
Text prior to the decimal is right aligned; text after the decimal is 
left aligned. 

You can add a tab stop one of the following ways: 

",.. For a left tab, click the desired location in the ruler and drag up 
into the gray space above that location. 

",.. For all types of tabs, Control-click on a Mac (right-click on a 
Windows PC) in the Ruler and select the tab type from the 
contextual menu that appears. The chosen tab appears in the 
gray space above the Ruler (on the Mac) or within the Ruler (in 
Windows). 

To remove a tab stop, drag it up or down out of the Ruler until the icon 
disappears. 

www.it-ebooks.info

http://www.it-ebooks.info/


If you want to move an existing tab , drag and drop the icon to the 
desired location. 

Indents 

Three indent controls are available in Scrivener: 

",.. Left: The left indent specifies how far away from the left margin 
text is offset. Generally, you want this indent to be at the left 
margin - that is , zero - but if you need to make a paragraph 
stand out from the rest of the text , such as for block quotes, you 
might want to indent its left margin. 

",.. Right: The right indent specifies the offset from the right margin. 
You generally want this indent all the way to the right so that the 
text wraps automatically unless you're attempting to create a 
special format for a section of text. 

",.. First line: The firs t line indent is where the firs t line of a 
paragraph starts. If you don' t want the first line indented at all , 
place the first line indent marker at the left margin. (A :v2-inch 
first line indent is the default in Scrivener. To change the default , 
refer to the section "Changing the default document format ," 
earlier in this chapter.) 

To create a hanging indent - where the firs t line is further left 
than the res t of the paragraph - s imply move the firs t line indent 
marker to zero and the left indent marker to the des ired location ( by 
dragging and dropping the icon in the Ruler) . You might use hanging 
indents for bibliographies and pages of definitions , which generally 
indent each entry line after the first line. 

Seeing Double with Split 
Screen Mode 

In addition to the bas ic Editor layout (discussed in the preceding 
s ections), Scrivener offers an iiber-fabulous option called a split screen. 
Just like it sounds , Split Screen mode lets you divide the Editor screen 
into two separate panes. After you divide the screen , each Editor pane 
works just like a full-s ize Editor, with all the same features and 
functions , including Header and Footer bars . 
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The two Editors function independently, so if you change settings in 
one pane, they aren' t reflected in the other. For example, if you change 
the text scale or container view mode in the top pane, that setting 
doesn' t change in the bottom pane. 

In addition, Scrivener remembers your preferences for each pane and 
uses them next time you split the screen, regardless of the contents. 
However, if you have the same file open in both panes, changes to the 
text are applied in both panes because you're simply viewing the same 
file from two places at the same time. 

Why on Earth might you want to split screens? I'm glad you asked. 
Here's a short list of possible reasons: 

""* To refer to another section, piece of research, or image in one 
Editor pane while working in the other. Also, you can copy and 
paste from one to the other. 

""* To view another part of the same document you're working on 
(viewing the same document in both panes). You can refer to 
something you wrote earlier in the document or copy part of the 
document without losing your current place. 

~ When the same document is open in both split panes, 
changes made to the text in one are immediately reflected in the 
other. 

""* To compare snapshot versions (see Chapter 19 fo r more on 
snapshots) . 

""* To view the ending of the previous scene or chapter while 
writing the opening of the next one. Using the split screen in this 
way helps you maintain the tone of the piece and ensure that 
your transition makes sense. 

""* To view the Corkboard or Outliner while working on a document. 

Which of the two split screens is active determines which file's 
attributes appear in the Inspector and which text is affected if you 
invoke any menu commands. 

You can tell which pane is active by its underlined title, and by the color 
of its Header bar: 

""* Gray: The pane is inactive. 
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",.. Blue: The pane is active. 

",.. Red: If the Header bar is light red, almost pink, it indicates that 
the Editor is locked (see the section "Locking the Editor," later in 
this chapter). 

Drag the sizing handle between the two panes to adjust the amount of 
real es tate allocated to each one. 

Figure 6-10 shows an example of a split screen. The Header bars have 
different colors - the top pane is inactive (gray), and the bottom pane 
is active (blue) . Because the preferences can be different between 
panes, the Ruler is visible in the lower pane but not the upper one. 

Figure 6-10: 
Split 
Screen 
mode. 

, 

Splitting the screen 
Ready to split? You can cleave your Editor in two by following these 
s teps (no axe required): 

L (Optional) In the Binder, select one of the files that you want to 
work with_ 

The file appears in the Editor. 
Although you don' t have to s tart with either file selected , it's helpful 
to have one already open in the Editor before you split the screen so 
that you don' t have to add both of them to the Editor. 

2_ On a Mac, click the Split toggle button in the Editor's Header bar 
(refer to Figure 6-10)_ 
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Windows users, choose either the vertical or horizontal split button 
to split the Editor. 

The screen splits into two Editor panes, both containing the 
document that had the focus in the Editor before the split. The 
following section explains how to open a different file in the second 
Editor. 

To return to Single Screen view, click the Split toggle button in the 
Header bar of whichever pane you want to continue working with . 

By default Scrivener (for Mac) splits the Editor horizontally (from 
left to right), but it splits vertically if that's the setting you used 
most recently. For more on vertical split, see the section "Splitting 
the Editor vertically," later in this chapter. 

Adding a file to the split screen 
When you first split the Editor, whatever document was active in the 
single pane appears in both. If you want to view something different in 
either of the panes (or both), use one of the methods described in the 
following sections . 

Selecting an item 

It's easy to add an item to one of the Editors by selecting that item in 
the Binder. Just follow these steps: 

1. Click anywhere in the desired Editor pane to activate it. 
The Header bar turns blue to show that it's now active. 

2. In the Binder, select the item that you want to display. 
The active pane now displays the selected file. 

If you selected a container, the pane displays the last mode you used 
for a container. To change the view mode, choose View, and then 
select the desired view from the submenu that appears. 

Dragging and dropping an item 

Probably the quickest way to add an item to a split pane is to drag it 
from the Binder and drop it on the desired Header bar. 
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#" 
fif) Be sure you drop the item on the Header bar of the pane ­

otherwise, Scrivener inserts the contents of the file into whatever 
you were viewing in the Editor pane. If you do insert the contents of 
the file by mistake, click in the affected Editor pane, and then 
choose Edit :::::}Undo. 

Locking the Editor 
The ability to change the focus of a split pane by selecting an item in the 
Binder is great until you accidentally click something else and switch 
files. Locking the Editor pane - which you can do in Single Pane view, 
as well- prevents Binder selections from affecting the locked pane. 

'ti> Locking the Editor doesn' t affect the Inspector. The Inspector 
continues to display the information for whichever pane is active. 

Follow these steps to lock down an Editor pane : 

1. Click the Item icon in the Header bar of the pane that you want to 
lock. 

A menu appears. 
2. Choose Lock in Place. 

The Header bar turns dusty red (think 1980s wedding-napkin pink) to 
indicate that it's locked. 

Unlocking the Editor is as simple as following the preceding steps , 
choosing Lock in Place again to deselect it. 

@5 II you lock both panes , the Header bars don' t change color to 
indicate which one is active. However, you can still tell the active 
pane by the underlined title in the Header bar. 

As an alternative to locking the Editor, you can choose which Editor 
pane is affected by Binder selections. Just choose View:::::}Binder 
Affects , and then select one of the following from the submenu that 
appears: 

""" Current Editor: The default. Selecting this option means that any 
item selected in the Binder appears in the active Editor pane. 
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",.. Other Editor: Choose this option to have Binder selections 
appear in the inactive Editor pane. 

",.. Top Editor: Available in horizontal split only , selecting this 
option forces the item selected in the Binder to appear in the 
upper Editor pane. 

",.. Bottom Editor: Available in horizontal split only, selecting this 
option forces the item selected in the Binder to appear in the 
lower Editor pane. 

",.. Left Editor: Available in vertical split only, choosing this option 
forces the item s elected in the Binder to appear in the left Editor 
pane. 

",.. Right Editor: Available in vertical split only, choosing this option 
forces the item s elected in the Binder to appear in the right 
Editor pane. 

To cycle between the Editor panes and the Binder without using the 
mouse, press Control+Tab (Ctrl+Tab in Windows) . 

Selecting the active document in 
the Binder 
If you lock one or both of the Editor panes and then start selecting 
items in the Binder , the Binder selection no longer matches the active 
pane. It might not match either one of the panes . 

To match the Binder selection to the active document , click the Item 
icon button in the Header bar of the active Editor pane and choose 
Reveal in Binder from the menu that appears . 

Locking the Inspector pane 
In addition to locking the Editor, you can lock the Inspector, which 
forces the Inspector to continue displaying the data for the Editor pane 
that's selected at the time you lock the Inspector, even if you move the 
focus to the other pane. Think of it like handcuffing the Inspector to one 
Editor pane so that it can' t run off with the other pane. 

Locking the Inspector doesn' t tie it to a specific fil e; rather , it's 
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tied to the specific pane (upper or lower, left or right) . 

Lock the Inspector by following these steps: 

1. Activate the desired Editor pane by clicking in it. 
The Inspector reflects the data for the active file. 

2. Click the Lock Inspector button at the bottom-right of the 
Inspector (see Figure 6-11). 

Before you click the Lock Inspector button, it displays an image of an 
open padlock. After you click it, it displays a closed padlock. 

To unlock the Inspector, click the Lock Inspector button again so that it 
appears unlocked. 

Figllre 6·11: 
The Lock 
Inspector 
button. 
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Splitting the Editor vertically 
You're not just stuck with a horizontal split option: You can also split 
the Editor vertically into left and right panes (see Figure 6-12). 

To activate a vertical split on a Mac, press and hold the Option key 
while clicking the Split toggle button in the Header bar. If you're in Split 
Screen view already, it doesn' t matter which Header bar's button you 
click. (Windows users have a separate Vertical Split button that appears 
just to the left of the Horizontal Split button in the Header bar.) 

Use the same method to switch back to a horizontal split when in a 
vertical split or to choose a split type other than what's displayed on 
the button when in single pane view. 
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Figure 6-12: 
A vertically 
split Editor. 
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You can also access the split options by choosing View:::::}Layout. 

Click the Split toggle button again to return to single pane view. 

Using QuickReference 
Panels 

Want to refer to something, but don' t want to split the Editor to do it 
(or can' t because you're in Composition mode)? Or maybe you need to 
work with more than two documents at the same time. 

In either situation, try a QuickReference panel. Just like in split screen, 
you can edit the content , but the QuickReference panel has some 
advantages over the split Editor: You can move the QuickReference 
panel around and resize it, and you can have more than one open at a 
time. 

Here are some easy ways to open a QuickReference panel: 

",.. Select one or more documents in the Binder, and then press the 
spacebar. A QuickReference panel opens for each file selected. 

",.. Select the desired document(s) in the Binder, Corkboard, or 
Outliner, and then click the QuickReference button in the 
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toolbar. 

",.. Drag the des ired document(s) from the Binder , Corkboard, or 
Outliner , and then drop it onto the QuickReference button in the 
toolbar. 

This method allows you to open a QuickReference panel without 
changing the Binder selection because you don' t need to select 
the file before dragging it onto the toolbar button. Also , you can 
still use this option with a multiple selection, if des ired. 

",.. Choose View:::::}QuickReference and navigate to the desired 
document in the submenu that appears. 

You can access QuickReference panels via this method in 
Composition (Full Screen) mode, but you must open each 
QuickReference panel one at a time if you want to use more than 
one. 

If you already have QuickReference panels open , they s tay open 
and are accessible when you enter Composition (Full Screen) 
mode. 

When you open a QuickReference panel, it stays visible only as long as 
it's the active window. After you click in the Editor - or somewhere 
else within the Scrivener interface - the QuickReference panel hides 
behind the active window. 

To view a QuickReference panel again , choose Window :::::}QuickReference 
Panels , and then choose the desired panel to view from the submenu 
that appears. Choose Window :::::}Fioat QuickReference Panels to allow the 
windows to remain visible while you work in the Editor or when you 
enter Composition (Full Screen) mode. 

Within the QuickReference panel, you have access to the Label and 
Status metadata fields. You also can access other Inspector metadata by 
using the Display drop-down list at the bottom of the panel. Figure 6-13 
shows you the QuickReference panel. 
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Figure 6-13: 
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Display options 

@5 If you close a QuickReference panel during the current session, 
you can quickly access it again by choosing Window:::::}Closed 
QuickReference Panels and choosing the document from the 
submenu that appears. After you close the Scrivener project, 
however, the Closed Panels submenu is cleared. 

Using Scrivenings Mode to 
View Documents Together 

Scrivenings mode just sounds fun, doesn't it? But it's not a fancy phrase 
for sitting down to write. Scrivenings mode means viewing multiple 
documents in the Editor. 

When you select a container (a folder or file group) in the Binder, 
Scrivener displays the files within that container in whatever view you 
used last (Corkboard by default when you first use Scrivener) . 

To view the text of files together in one long document, follow these 
steps: 

1. Select a container in the Binder. 

Alternatively, you can select multiple items in the Binder. 

Scrivener can't display non-text files in Scrivenings mode. 

2. Choose View:::::}Scrivenings. 

The files appear in one continuous document in the Editor, as 
demonstrated in Figure 6-14. Note how the Header bar displays the 
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container name followed by (Composite) in front of the title of the 
active document to indicate Scrivenings mode. 

If multiple items are selected in the Binder, rather than a container, 
the Header bar displays Multiple Selection before the active file's 
name. 

While you move through the documents , the title in the Header bar 
changes to display the active file's name. 

Did you notice the divider bars (or dashed lines in Windows) shown in 
Figure 6-14? If you don' t like them, turn them off by choosing 
Scrivener:::::}Preferences and clicking the Formatting button at the top of 
the window that appears. Below Scrivenings at the bottom of the 
window, select Separate Scrivenings with Single Line Breaks. The Editor 
displays small brackets rather than bars to mark the end of one 
document and beginning of another , as shown in Figure 6-15. 

To exit Scrivenings mode, choose Corkboard or Outliner from the View 
menu (or the toolbar) , or select a single document in the Binder. 

Figure 6-14: 
Multiple 
documents 

Scrivenings 
mode. 

Figure 6-15: 
Single line 
breaks 
between 
documents 

Scrivenings 
mode. 
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Checking Your Spelling and 
Grammar 

I know you're a word whiz and probably aced all your spelling exams in 
seventh grade, but just in case you can't remember whether 
accommodation has two M's or two C's (yes to both), your favorite 
teacher will never know because Scrivener has a built-in spelling guru . 

Vou can either have Scrivener check your spelling and grammar while 
you type or only when you ask it to: 

",.. Automatic: To turn instant spell checking on or off for the 
current project, choose Edit:::::}Spelling and Grammar:::::}Check 
Spelling While Typing. (Windows users, choose Toois:::::}Options 
to open the Options window. Select the Auto-Correction tab, and 
then select Check Spelling as You Type in the Spelling section at 
the top of the window. This setting affects all projects.) 

To change the spelling and grammar settings for all projects on 
the Mac, go to Scrivener:::::}Preferences, select Corrections at the 
top of the window that opens, and select the desired options in 
the Spelling section. 

""* Manual: If you have instant spell checking turned off, then when 
you're ready to have Scrivener check your spelling, choose 
Edit:::::}Spelling and Grammar:::::}Show Spelling and Grammar 
(Windows users go to Tools :::::}Spelling). 

Ill"'" 

A window pops up - similar to the one in most word 
processors - that lets you step through the document error by 
error and add unique words to the personal dictionary. 

To spell check the entire manuscript, select the 
Manuscript (Draft) folder in the Binder and go to Scrivenings 
mode by choosing View:::::}Scrivenings . Then activate the Spelling 
and Grammar window. 

-~ W For more Spelling and Grammar options, such as auto-
capitalization, auto-completion, and substitutions, choose 
Scrivener:::::}Preferences, and then select Corrections at the top of the 
Preferences window that appears. (Windows users, choose 
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Tools:::::}Options, and then select the Auto-Correction tab at the top 
of the Options window.) These options affect all Scrivener projects. 
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Chapter 7 

Getting Rid of 
Distractions with 

Composition Mode 
.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.. Understanding Composition mode versus Mac's full screen 
function 

.. Accessing and working in Composition mode 

.... Using the Inspector panel .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

Composition mode (called Full Screen mode in Windows) can' t take 
away the kids, the neighbor's boring dog, or the guy mowing his lawn . It 
also can' t force you to turn off your e-mail.Twitter. or Facebook. 

What Composition mode can provide is a distraction-free virtual 
workspace. (You're on the hook for the babysitter and the noise­
canceling headphones.) 

This chapter shows you how to create a little spot of visual serenity in 
your hectic writing world - kind of like your own personal rock garden. 

Comparing Composition 
Mode to the Full Screen 
Function 

In Mac OS X Lion, Apple introduced a full screen function that not only 
maximizes the window, but hides the menu bar and dock (similar to 
what happens when you press Fll in Windows) . To avoid confusion, 
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the good people at Scrivener renamed the former Full Screen mode to 
Composition mode in the Mac version . On Windows, it's still known as 
Full Screen mode, so when you see Composition mode in this chapter, 
I'm also referring to Scrivener for Windows Full Screen mode. 

Whichever operating system you're using may have its own version of 
full screen, but Composition mode is more than merely an expanded 
window. Here's what you get from Composition mode: 

",.. A simple view of the Editor with no vis ible menus, status bars, 
Binder, Inspector, docks, or taskbars (except when you want 
them). 

",.. A customizable background that can be transparent or solid 
(solid black, by default) to block out the windows behind the 
screen. 

",.. Typewriter scrolling (whatever line you're editing is always at the 
center of the screen). 

",.. Quick access to Composition mode settings, Inspector metadata, 
and keywords. 

Entering Composition Mode 
Follow these steps to turn on Composition mode: 

1. Select the item(s) in the Binder that you want to work with. 

If you choose a container item, ensure that you're in 
Scrivenings mode (choose View:::::}Scrivenings) before entering 
Composition mode. Otherwise, you see only any text in the container 
item, not the text from all its subdocuments . 

2. Choose View:::::}Enter Composition Mode. 

Windows users, choose View:::::}Enter Full Screen. 

Alternatively, you can click the Composition Mode button on the 
toolbar. 
As shown in Figure 7-1 , the screen opens to a plain Editor that has a 
black background (unless you've changed it at some point). Don't 
you feel calmer already? 
The control strip pops up at the bottom for a second before 
disappearing, just to remind you that it's there. The following section 
discusses the control strip in more detail. 
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To exit Composition mode, click the Exit Full Screen Mode button in the 
control strip or press the Esc key on your keyboard . 

Figure 7-1: 
Compositio 
11 mode. 
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Personalizing the 
Composition Mode 
Experience 

Black not your color? Maybe you read about how a blue background is 
best for creativity and red is best for tasks such as editing. Or maybe 
you want a tranquil mountain scene to set the mood. 

In Composition mode, you can change more than the background color; 
you can modify the paper color, paper width, and more. The following 
sections lay it all out for you. 

Using the menu bar and control 
• strIp 

While in Composition mode, you still have access to the menu bar (in 
the Mac version only), as well as another menu called the control strip, 
which provides options to adjust the view. 
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To access the menu bar, move your mouse to the top edge of the screen 
and wait for it to appear. Then, you can simply click the desired menu 
item. (Windows users don' t have access to the menu, but keyboard 
shortcuts still work from within Full Screen mode.) 

To view the control strip, point your mouse to the bottom of the 
screen. The control strip pops up, as shown in Figure 7-1. 

Adjusting Composition mode 
• settmgs 

The control strip at the bottom of the screen allows you to modify some 
of the settings without leaving Composition mode. It also provides 
access to the Inspector and Keywords panels, as well as some 
navigation options. 

Options that you adjust in the control strip apply only to the 
current project settings, not to other existing projects or any new 
projects you might create. 

The following options are available from the control strip: 

",.. Text Scale: Adjust the size of the text (not the font size, just its 
appearance) . 

This option applies only while the document is in Composition 
mode; it doesn' t change your settings in the standard Editor. 

",.. Paper Position: Place the paper on the left, center, or right side 
of the screen. 

",.. Paper Width: Use the slider to make the paper wider or 
narrower. 

To adjust the paper height, hold the Option key (the Alt 
key in Windows) to change the Paper Width slider to a Paper 
Height slider. 

",.. Keywords: Displays the Keywords panel (1 cover keywords in 
detail in Chapter 5) . 

",.. Inspector: Displays the Inspector panel, which I talk about in the 
"Viewing the Inspector Panel" section, later in this chapter. 
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",.. Go To: From this menu, you can choose a different item to view 
without leaving Composition mode. 

",.. Words/Chars: Displays the word and character count for the 
document or for a selection of text. 

",.. Background Fade: Use the slider to adjust the level of 
background color transparency. 

",.. Exit Full Screen Mode: This button exits Composition mode and 
returns to the standard Scrivener interface. 

Changing Composition mode 
settings for all projects 
In addition to project-specific changes (which I discuss in the preceding 
section), you can modify the Composition mode settings for all projects 
from within the Preferences window's Compose tab (or the Options 
window's Appearance tab in Windows). 

Below are some of the key Composition mode settings that you can 
modify: 

",.. Hide Main Window in Composition Mode: The Scrivener 
program window doesn' t show through the background when 
your background is translucent. Instead, you see the other open 
windows on your desktop. 

",.. Highlight Current Une: Highlights the line where your cursor is. 
This setting can be especially handy when you're editing because 
the typewriter-scrolling default always moves the line you're 
editing to the center of the window. The highlighting helps your 
eye follow the cursor's jump from wherever you started typing 
back to the center of the screen. 

",.. Scroller Type: Adjust the characteristics of the scroll bar on the 
right side of the Composition mode Editor so that it's either 
visible, auto-hidden unless pointed to, or never shown. 

",.. Customizable Colors: Wanna recreate the old DOS terminal look 
with black screen and green text? Hey, it's your computer. Here's 
where you can change the colors of every element in 
Composition mode. You can find out more about customizing 
colors in the following sections . (This option appears as Colors 
in Windows.) 
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iji) Changing colors in the Compose tab (or the Appearance 
tab , Full Screen section in Windows) applies only to Composition 
mode. 

""* Default Settings for New Projects: Choose to use current 
Composition mode settings (those that can be adjusted via the 
control strip) for all projects that you create in the future. 

Changing the background color 

The background color can be anything you choose. Got a thing for 
orange? Go for it. Just follow these steps: 

1. Choose Scrivener=>Preferences to open the Preferences window. 

Windows users, choose Toois =>Options to open the Options 
window. 

2. Choose Compose at the top of the window to view the 
Composition Mode options. 

Windows users, click the Appearance tab to view the Appearance 
options. 

3. In the Customizable Colors section of the window, select 
Background, as shown in Figure 7-2. 

In Windows, click Full Screen in the Colors section, as shown in 
Figure 7-2, and then select Background from the list. 

4. Click the Background color box and select your desired color 
from the Colors window that opens. 
5. Click the red X to close the Colors window. 

Windows users, click OK to close the window and apply the selected 
color. 

6. Close the Preferences window by clicking the red X. 
Windows users, click OK to close the Options window. 

When you enter Composition mode, the background color reflects 
your choice. 

Figure 7·2: 
Changing 
th' 
backgroun 
d color on a 
Mac (left) 
and in 
Windows 
(right). 
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Changing the paper color 

In addition to the background color, which I talk about in the preceding 
section, you can also change the color of the paper in Composition 
mode. If bright white isn't to your liking, try a hint of gray, blue, yellow, 
or pink for a more soothing writing experience. 

Get your paper color on by following these steps: 

1. Choose Scrivener:::::}Preferences to open the Preferences window. 

Windows users, choose Toois:::::}Options to open the Options 
window. 

2. Choose Compose at the top of the window to view the 
Composition Mode options. 

Windows users, click the Appearance tab to view the Appearance 
options. 

3. In the Customizable Colors section, select Paper. 

Windows users, click Full Screen in the Colors section, and then 
select Page. 

4. Click the Paper color box, and then choose your desired color 
from the Colors window that appears. 

Ever wish you could return to the glory days of green text on a 
black screen or some other color combination? You can change the 
text color in Composition mode by choosing Text, rather than Paper, 
and selecting Override Text Color With Color. The text color is 
changed only for Composition mode. The color appears normal when 
you return to the standard Editor. 

5. Close the Colors window by clicking the red X. 

Windows users, click OK. 
6. Close the Preferences window by clicking the red X. 

Windows users, click OK to close the Options window. 

Now, when you enter Composition mode, the paper matches your 
chosen color. 

Adding a background image 

In addition to colors, you can now add a background image to 
Composition mode. From an energizing display of colorful hot air 
balloons to a restful beach scene, as long as the picture is accessible 
within your project or on one of your computer's drives, you can use it 
for your Composition mode background. 
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The following steps change only the background image for the current 
project , so you can use a different image for each project you're working 
on. 

Follow these steps to add or change the background image: 

1. Choose View :::::}Composition Backdrop:::::}Choose. 

2. In the window that opens, navigate to and select an image from 
your files, and then click Open. 

The File Selection window closes . 
Alternatively, you can choose from the list of images already in your 
project that appears in the Choose submenu. 

When you enter Composition mode after making the changes in the 
preceding step list , the background displays your selected photo , as 
shown in Figure 7-3. The image is stretched to fill the screen either 
vertically or horizontally. 

When you use a background image, the Background Fade option in the 
control s trip changes to Paper Fade, allowing you to adjus t the 
transparency of the paper. 

Working in Composition 
Mode 

Writing in Composition mode works jus t like in Editor mode, except that 
wherever you're typing is always at or above the center of the page by 
d efault. Called typewriter scrolling, this feature keeps you from always 
having to work at the bottom of the screen when typing. 

When you're editing, typewriter scrolling can be disorienting because 
you can click a spot at the bottom of the screen to insert or edit text , 
and suddenly you're working in the middle of the screen. 
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Figure 7-3: 
A 
backgroun 
d image ill 
Compositio 
11 mode. 

Personally, I think after you get used to it, you'll wish your word 
processor had typewriter scrolling. 

However, if you don't like it, here are two options for turning it off (or 
back on) that you can use while in Composition mode: 

"... Choose Format :::::}Options :::::}Typewriter Scrolling. 

"... Use the shortcut Ctrl+X + T (Windows +Ctrl+ T for Windows) . 

~ Typewriter scrolling is on by default in Composition mode and 
off by default in the regular Editor. You can turn typewriter scroll ing 
on or off while in the regular Editor, as well. 

What if you're typing along in Composition mode, but you need 
to access another program? No need to exit Composition mode, you 
can view a menu of all open programs on your computer by 
pressing X +Tab (Alt+Tab in Windows) . Hold down the X (or Alt) 
key and advance through the menu by one program every time you 
press Tab. 

Viewing the Inspector Panel 
Do you love working in Composition mode, but want access to the 
Inspector's metadata without leaving your virtual den of Zen? No 
worries . The control strip has Inspector access built right in, allowing 
you to view the Synopsis; change Label and Status values ; and work 
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with the project and document notes, references, keywords , custom 
metadata, snapshots, and comments and footnotes . 

To view the Inspector panel, follow these steps: 

1. If you're not already in Composition mode, choose View :::::}Enter 
Composition Mode. 

Windows users , choose View:::::}Enter Full Screen. 
2. Point to the bottom of the screen until the control strip appears. 
3. Click the Inspector button. 

The Inspector panel appears, as shown in Figure 7-4. The drop-down 
list at the top of the panel provides access to the various elements of 
the Inspector. At the bottom of the panel, the Label and Status fields 
are available, as well. (In Windows, the Inspector panel displays a 
floating version of the Inspector pane instead , much like the one in 
the standard Scrivener interface.) 

Figure 7·4: 
Th, 
Inspector 
pa nel in 
Compositio 
n mode (on 
a Mac). 
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4. View and modify any of the document's metadata from the 
Inspector panel,just like you can from the normal Editor view. 

See Part II to read all about the Inspector. 
5. (Optional) Adjust the Inspector panel, as necessary. 

You have a couple of options for modifying your Inspector panel 
experience while in Composition mode: 

• Move it. Drag the title bar of the panel to change its location . 
• Resize it. Drag the edge or corner of the panel window to change 
its size. 

6. Close the panel by clicking the X in the upper-left corner. 
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Chapter 8 

Planning Your Project 
with the Corkboard 

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Accessing the Corkboard 

.... Setting up your index cards 

.... Using the Corkboard 

.... Tailoring the Corkboard to your tastes 

.... Getting your virtual index cards onto paper .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

Do you like to storyboard? Need to follow a subplot or character from 
start to finish? Want to get a high-level view of your latest chapter? Then 
the Corkboard is for you . 

The basis of the Corkboard is the index card. Each index card represents 
an item in the Binder and displays the Synopsis, if one exists (see 
Chapter 3 for more on the Synopsis) . Index cards can also display Label 
and keyword colors, as well as Status values . 

Even if you prefer to play with your story on paper index cards first, 
you can transfer your scenes to the Scrivener Corkboard when you're 
ready to start writing. After you enter them, you always have them with 
you when working on your story, you can quickly edit them, and you 
don' t have to worry about the cards getting out of order. 

With virtual index cards, you can easily erase, edit, and modify the 
Synopsis, as well as move the index cards to try new story flows - no 
sharp pins or wall space required . 

This chapter will have you story boarding like a pro in no time. 

Viewing the Corkboard 
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The Corkboard isn' t very interesting unless you have something to look 
at. You must choose a container or selection of files if you want to see 
anything but cork. Follow these steps: 

1. Select the desired container or files in the Binder. 

Selecting a single file doesn' t show anything in the Corkboard. 
Depending on the last multiple-selection view you used, Scrivener 
mayor may not display the Corkboard. 

2.lf the Corkboard isn' t visible, choose View :::::}Corkboard. 

The center pane displays the Corkboard, with index cards 
representing each file at the top level of the container (or all files 
within the multiple selection) you chose in Step 1. 

3. To select an item in the Corkboard, click it. 
A blue border appears to designate that card as the one with the 
focus. 
As shown in Figure 8-1, the Synopsis for each file appears on an index 
card. Depending on your settings, and whether you've added 
metadata values (see Chapters 4 and 5), your index cards might also 
have colored tabs, a colored background, an image, pushpins, or a 
watermark. 

VieW. 

Understanding Index Card 
Elements 
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By default, index cards display the item icon, title, Synopsis, and color 
label or pushpin. In addition to these standard elements, you can 
choose to view card numbers, the Status stamp, and keyword 
indicators. 

The following sections take you through the default and optional 
elements of the index card. 

Default elements 
The following items are displayed on index cards (as shown in Figure 8-
2) unless you make changes to your settings: 

"'*lcon: The icon matches the item's Binder icon. If you chose to 
use the Label color in the icon (see Chapter 4), the icon is tinted. 

"'* Title: The title in the Synopsis is the document title seen in the 
Binder. Change the item title in the index card by double-clicking 
to select the title text. 

"'* Synopsis: The index card Synopsis is the same as the Synopsis 
in the Inspector panel. You can edit it in either place. 

"'* Color Label/Pushpin: If a Label value is applied to the 
document, the color shows in the upper-right corner as a corner 
swatch or in the center as a pushpin (see the section "Modifying 
the Corkboard Preferences," later in this chapter, for more on 
pushpins) . 

.."._-:-:- ltOn Color labeVPushpin 
Figure 8-2: =,---____ 1 
The default """ 
index card 
elements. 

.,-,_ ... _ ........ 

..u_ ... . " .... ,,, .. . 

Optional elements 
You can turn on the following elements, if desired. A check mark next to 
an option in the menu indicates that it's already on. Here are the 
optional elements you can add (see Figure 8-3): 

"'* Card numbers: This option numbers the cards by their place in 
the container. If you move the cards, the number changes to 
reflect the new order. 
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To turn on card numbers, choose View:::::}Corkboard 
Options :::::}Show Card Numbers . 

""* Sta tus s tamp: To display a watermark-like stamp of the Status 
value across your index cards, choose View :::::}Corkboard 
Options :::::}Show Stamps . 

""* Keyword indicators: If you have keywords applied to a 
document (you can read about keywords in Chapter 5) , they 
appear as color bars down the right side of the index card when 
you turn on this option. 

To view keyword colors , go to View:::::}Corkboard Options :::::}Show 
Keyword Colors . 

S!.11US stamp 
Figure 8-3: 
Optional .,-_ ... _ .. ..... , 
index card 
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Working in the Corkboard 
From within the Corkboard, you can rename a document , modify or add 
Synopsis text , and add keywords . You can make these changes in the 
Corkboard: 

""* Renaming a document: To rename a document in Corkboard 
view, simply double-click the title and type the new name. 

""* Mod ifying the Synopsis text: To add , edit, or delete the Synopsis 
text, double-click in the Synopsis area of the card to activate it . 
Note: Formatting options (such as font style and size) aren' t 
available in the Synopsis section. 

After you're in Title or Text Edit mode (by double-clicking 
in the title or text area, respectively), you can move through the 
index cards - alternating between the title and text portion of 
each card , in turn - by pressing the Tab key to move forward , 
or Shift+Tab to move backwards . 
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",.. Adding keywords to a card: You can add keywords to 
documents while in Corkboard view (for more on keywords and 
how to use them in your project, visit Chapter 5). Follow these 
steps: 

I. Click the Keywords Panel button in the toolbar. 

The Keywords panel appears . 

2. Drag the desired keyword from the panel and drop it onto the 
desired card. 

If keyword colors are turned on, the new color chip appears 
along the right side of the index card. (The "Unders tanding 
Index Card Elements" section, earlier in this chapter, 
discusses how to make keywords visible.) 

If you select multiple cards before you drag the keyword 
onto one of the selected cards, the keyword is added to all 
selected cards . 

",.. Opening an item from the Corkboard: Struck with inspiration 
for one of your documents while looking at the big picture in 
Corkboard view? No need to hunt down the des ired document in 
the Binder. When you're ready to add text to a document , simply 
double-click the index card's item icon to open the item in 
Document view (the Editor) . 

If the item is a container, the container opens in the Corkboard, 
instead. 

Modifying the Corkboard 
Layout 

When you first open the Corkboard, it displays three columns of cards, 
ordered from left to right. Depending on your screen size and 
resolution, the cards might by tiny or huge. No worries . You can adjust 
the size and spacing of the cards in the Corkboard by clicking the 
Corkboard Options button. A small menu pops up , shown in Figure 8-4. 

Changes made with the Corkboard Options menu apply only to 
the current project . 

Here's a description of each option: 

www.it-ebooks.info

http://www.it-ebooks.info/


",.. Card Size: This slider resizes the index cards, but it works only 
if the Size to Fit Editor check box is deselected. 

If you make the cards large, some of them may "disappear" 
off the edge of the screen. You can fix this problem by adjusting 
the Cards Across setting. 

",.. Ratio: The Ratio slider changes the shape of the cards (not the 
size) . The 3xS setting provides the standard index-card look, but 
if you prefer another rectangular shape, this setting is for you. 

",.. Spacing: The Spacing slider adjusts the amount of space around 
each card. 

",.. Cards Across: This option determines how many cards appear 
in each row. 

If you choose Auto, Scrivener selects the number needed 
to display all cards in the Corkboard at their current size. 

",.. Keyword Chips: Choose how many keyword colors to display 
on each card. If you set it to three but a document has five 
keywords attached, only the first three keyword colors appear. 

Show Keyword Colors must be turned on, as outlined in the 
"Understanding Index Card Elements" section, earlier in this 
chapter. 

",.. Size to Fit: Selecting this check box overrides the Card Size 
setting to ensure that all cards appear on the Corkboard. This 
option isn' t available if the Cards Across option is set to Auto . 

",.. Use Small Font: Applies the small font designated in the 
Corkboard Preferences (which are covered in the "Modifying the 
Corkboard Preferences" section, later in this chapter). 

To close the Corkboard Options menu, click anywhere outside of it. 
(Windows users, click the X button at the top-right of the menu.) 

---- -Figure 8·4: 
Th, 

-- ~ '" 

Corkboard __ , 
Options 
menll. 
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Understanding the Types of 
Corkboards 

Scrivener has three types of Corkboards: linear, freeform, and stacked. 
The Linear Corkboard is the standard one that appears when you 
choose Corkboard view . The Freeform Corkboard lets you play with the 
order of your cards without affecting their order in the Binder until 
you're ready . Stacked Corkboards allow you to view multiple containers 
in Corkboard view side by side. 

Linear Corkboard 
The Linear Corkboard is aptly named because it allows you to display 
cards only in neat rows or lines . Index cards appear in hierarchical order 
in the way they appear in the Binder. If you move cards around in this 
mode, you affect their order in the Binder hierarchy. 

@5 If you select a group of items individually (for example, through 
contiguous or noncontiguous selection, which I discuss in Chapter 
2), instead of by choosing a container, Scrivener doesn't let you 
move them because it can't be certain of the hierarchy with respect 
to the rest of the Binder. You can't move a group of items in this 
way, even if you individually select all items within a single 
container. 

The default background for the Linear Corkboard is the cork texture. 
Find out how to change the background in the "Modifying the Corkboard 
Preferences" section, later in this chapter. 

Moving a card in the Linear Corkboard is as simple as dragging it from 
one location to another . The vertical blue bar designates where the 
index card will land. After you move an item, that item's new location is 
reflected in the Binder, as well . 

To change the location, you can also drag and drop one or more cards 
from the Corkboard to the desired location in the Binder. 

'(j) If you chose a multiple selection in the Binder, rather than a 
container, you can't move the cards . 
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Freeform Corkboard 
The Freeform Corkboard is like the hippie cousin of the Linear 
Corkboard because it lets you rearrange index cards freely_ Not only can 
you place cards anywhere that you want on the board - no more rigid 
rows and columns - but moves don' t affect the Binder hierarchy 
unless you choose to apply the new card order. 

To enter Freeform Corkboard mode, click the Freeform Corkboard 
button in the Corkboard footer, as shown in Figure 8-5. The background 
changes to a gray grid to indicate that you're in Freeform mode. 

Moving cards 

In Freeform mode, you can move the cards anywhere on the field you 
want. Like circles? Go for it. Just drag each card to the desired location. 

Figure 8-5: 
Th, 
Freeform 
Corkboard. .­.-.-. . -­.--

, 

FreefQrm Corkboard bul\on 

I find it helpful to turn on card numbers in the Freeform 
Corkboard so that I can quickly see the original order of the 
documents. (I demonstrate how to use card numbers in the 
"Understanding Index Card Elements" section , earlier in this 
chapter.) Card numbers are especially useful if you like to collapse 
or hide your Binder for a clutter-free workspace. 

Committing the card order 
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After you have your index cards in an order you like, it's time to 
commit. Don't worry - you don't need an expensive ring, and you can 
always change your mind again later without hurting anyone's feelings. 

To make the new arrangement permanent, follow these steps: 

1. Click the Commit Order button in the footer. 
A window appears, providing options for how Scrivener should 
interpret your disordered mess, er, new story flow. 

2. In the Start At column, select where you want Scrivener to look 
for the first card. 

You have the options of Top, Bottom, Left, or Right. 
3. In the Order From section, choose which direction Scrivener 
should read from your starting position to determine the card order. 

Your options are Left to Right or Right to Left. 
4. Click OK. 

Your items are reordered - and renumbered, if you were using card 
numbers - in the Binder. 

You don't actually have to commit the order at all. If desired, you 
can leave your Freeform Corkboard uncommitted as an alternate 
way to view the cards in a container. 

Stacked Corkboards 
Stacked Corkboards are less of a type, and more of a way of viewing 
more than one Corkboard at a time. They're handy when you divide 
your manuscript into chapters or parts, but want to see the contents of 
more than one container at a time, while still retaining the ability to 
move cards. 

In a Stacked Corkboard, you can even move index cards between 
containers. The only limitation is that Stacked Corkboards are available 
only in Linear mode. If you're in Freeform mode and you add an 
additional container to the selection, Scrivener switches to a Linear 
Corkboard. 

To activate the Stacked Corkboard, select more than one container (for 
example, a folder or file group) by using noncontiguous selection in the 
Binder (using 3€-click on the Mac or Ctrl-click in Windows, covered in 
Chapter 2). If you're already in Corkboard view, simply add additional 
containers to the current Binder selection. 
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The contents of the containers are displayed with a dividing line 
between them and shading differences, as shown in Figure 8-6. Notice 
the image card. Chapter 3 discusses how to display a pictorial Synopsis 
instead of a text Synopsis . Image files saved in your project also appear 
as image cards in the Corkboard, even if they don't have a pictorial 
Synopsis . 

If you use contiguous selection to choose items in the Binder, 
you're selecting all the individual documents between the two 
containers , which triggers a Linear Corkboard based on multiple 
selection, not a stacked Corkboard. 

Figure 8-6: 
A Stacked 
Corkboard. 

Slacked Co,k!)oe ,(! divider 

Modifying the card arrangement 

By default , Stacked Corkboards wrap the cards for each container as 
designated in the Corkboard Options menu. However, you can also view 
them in rows or columns by clicking the Arrange Cards in Rows button 
or the Arrange Cards in Columns button in the footer. 

Figure 8-7 shows you where the buttons are and how Stacked 
Corkboards appear when laid out in columns. 

To return to the standard view, click the Wrap Cards button. 

Numbering cards by section 

To force the card numbers to start over with each container, choose 
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View~Corkboard Options~Number Per Section. This option works only 
if Show Card Numbers is already turned on, as outlined in the 
"Understanding Index Card Elements" section, earlier in this chapter. 

You can use the same procedure to change back to continuous 
numbering. 

Figure 8-7: 
Stacked 
Corkboards 
arranged in 
columns. 

SI~cked Corkboard divider 

Arrang" Cards in Rows 

Arrange Cards in Columns 

Adding a New Document in 
the Corkboard 

Want to start your story or article from scratch by creating a card and 
Synopsis for each scene before you write? You can add a new document 
to your project without leaving the Corkboard, whether you're in Linear, 
Freeform , or Stacked view. Jus t click the Add button in the toolbar. A 
new card appears , ready to be named. 

To insert a card after an exis ting card , select the exis ting card 
before clicking Add in the toolbar. 

That's it. Really. Now, go forth and multiply. 
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Viewing the Corkboard in 
Split Screen 

Say you've created index cards for your next chapter, but you haven' t 
actually written the scenes . While writing, you want to be able to refer 
to your index cards. The answer is Split Screen. It works just as I outline 
in Chapter 6, but rather than two Editor panes , you can view one Editor 
and one Corkboard pane. 

Or you can have two Corkboards visible in Split Screen, instead of using 
a Stacked Corkboard. 

You know you want to try it. Just follow these steps: 

1. If you're not already in Corkboard view, select the desired 
container in the Binder, and then choose View :::::}Corkboard. 

2. Click the Split toggle button in the header of the Corkboard (see 
Figure 8-8). 

The Corkboard splits into two panes, displaying the same container 
in both. 

3. Click in the pane in which you want to view the Editor. 

Figure 8·8: 
A split 
screen that 
includes 
Corkboard 
and Editor 
panes. 

AUloma~cally Open S"", "',,"" '''''" Ed~or bullon 

4. Select the file that you want to edit in the Binder. 
The file appears in the pane you activated in Step 3. Figure 8-8 shows 
an example of a split screen that has Corkboard and Editor panes. 

5. To exit Split Screen view, click the Split toggle button in 
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whichever pane you want to continue working with. 

If you're working in Editor mode and want a split view with a 
Corkboard, split the panes, then add a container to the active pane 
and choose Corkboard view. 

Want to use the Corkboard as a navigation tool while in Split 
Screen mode? Click the Automatically Open Selection in Other Editor 
button (see Figure 8-8) . Every time you select an index card in the 
Corkboard, the document opens in Document view in the other 
pane. With this option, you can hide the Binder (by choosing 
View:::::}Layout:::::}Hide Binder) but still quickly open documents for 
editing. 

Modifying the Corkboard 
Preferences 

You can modify the Corkboard settings for all projects, including the 
look of the cards, whether images appear, the background, font, and so 
on. Follow these steps to modify the preferences to meet your needs: 

1. Choose Scrivener:::::}Preferences. 

Windows users, choose Tools:::::}Options . 

The Preferences window appears. 

2. Choose Corkboard. 
The Corkboard options appear in the window. 

3. Select the check boxes for items that you want to enable. 

Alternatively, you can choose the desired setting from a drop-down 
list or slider bar. 

Most of the options are self-explanatory, but I'll highlight a few: 

-Index Card Theme: Called Corners in Windows. Change the shape 
and colors of the cards. The Rounded theme is the default, but the 
other two themes display the pin (Label) colors as pushpins, rather 
than squares . 

- Allow Drop Ons: In Windows , this option is Allow Dropping 
Dragged Items onto Cards . If this option is selected, you can drop 
one card onto another to create a file group. By keeping this option 
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deselected, you prevent accidental drop ons. 
- Double·Clicking on Corkboard Background: In Windows, this 
appears as the Empty Space Double Click Will option. You can 
designate the behavior triggered by double-clicking the Corkboard 
background. 
If you plan to add a lot of new index cards from the Corkboard 
view, consider selecting Creates a New Card from this drop-down 
list. 

Printing Index Cards 
Did you just get a little giddy when you saw that you could print your 
index cards? Yes, you can print index cards, and you can even do it 
without leaving the Corkboard. Index cards are set up to work with 
Avery Perforated Index Card stock, but you can print them on plain 
paper or card stock, and then cut them out, if desired. 

Follow these steps to move your virtual index cards into the physical 
world: 

L Go to File~Page Setup. 
The Page Setup window appears. 

2. In the Settings drop-down list, select Scrivener. 
The window changes to a list of margin settings . 

3. Click Options. 
The Print Options window appears. 

4. Click Index Cards in the center row of buttons. 
The window displays Index Card print options, as shown in Figure S. 
9. The sample index card in the top half of the window reflects the 
options chosen in the bottom half. Here are the options: 

-Include Titles: Prints the document title at the top of each card. 

-Include Card Numbers: Numbers the cards by their order in the 
hierarchy. 
-Ignore Cards with Titles Only: If this option is selected, Scrivener 
prints only cards that contain Synopsis text. 
- Highlight Titles with Label Color: Adds the Label value color to the 
title of the card. 
-Include Keywords: Adds underlined keywords below the title. 

- Print Cutting Guides: Adds dotted lines and corner marks around 
each card for easier cutting. 
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Print 
Options 
window. 

• Force Landscape Orientation: When this option is selected, the 
cards print on the paper in landscape - rather than portrait -
orientation, which allows you to fit more cards per sheet. 

#" 
~ Don't select this option if you're using Avery stock, which is 

always printed in portrait orientation. 
• Embolden Titles: Makes the titles bold. 
• Print Using Font: Lets you choose the desired font and font size. 

-' 

--
'- '" .. 

~ .. ~. :-.-­"' ........ - ,~.--­_____ iI __ 
s ____ . ___ _ 

........ - '-

E ....... 

5. After making your option selections, click OK to close the Print 
Options window, and then click OK to close the Page Setup window. 

Now you're ready to move on to the second part of the process: 
printing. 

6. Make sure the container (or files) for which you want to print 
index cards is selected in the Binder. 

7. Choose File :::::}Print Current Document. 

The Print window appears. 

8. Make sure the settings are as desired (the appropriate printer and 
number of copies), and then click Print. 

Image files and cards that are set up to display a pictorial Synopsis 
(such as the one shown in Figure 8-6) print as image cards. 

If you want to preview the index cards before you commit to 
printing them, click the PDF button at the bottom-left of the Print 
window, and then choose Open PDF in Preview from the drop-down 
list that appears before you click Print. If you like what you see, print 
directly from Preview, or close the Preview window by clicking the 
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red X button and then repeat Steps 7 and 8. 
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Chapter 9 

Getting a High-Level 
View of Your Project 

with the Outliner 
.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Viewing the Outliner 

.... Customizing how the Outliner appears 

.... Working in the Outliner 

.... Printing your outline .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

If you're like me, an outline makes you think of boring book reports 
from grade school. But in Scrivener, outlining can be fun and helpful. 
Want to see a hierarchical representation of your manuscript that 
includes metadata? The Outliner is what you're looking for . 

View your items and whatever combination of attributes (custom 
metadata, keywords, Label, Status) that you want. And unlike the 
Corkboard (covered in Chapter 8), you can easily view, edit, and move 
all levels of your documents in one screen. 

This chapter outlines everything you need to know to get started with 
the Outliner. 

Accessing the Outliner 
You use the Outliner to view multiple selections of files, especially 
containers, so selecting a single document shows nothing in the 
Outliner. The beauty is that you can select a high-level container, such 
as your Manuscript folder, and still be able to view all the lower-level 
folder contents, too . 
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Follow these steps to get into the outlining groove: 

1. Select a container in the Binder. 

Alternatively, you can select a noncontiguous group of files, if you 
want. 
Depending on the las t view mode you used , Scrivener may or may 
not show the Outliner view. Mos t likely, you see the Corkboard. 

2.lf the Outliner isn't visible, choose View :::::}Outline. 

The Outliner appears , displaying the files as a list. Figure 9-1 shows 
an example of a lower-level container view. Yours might look s lightly 
different , depending on the level of container you choose, additional 
columns you may have added in the pas t , and your Label color 
preferences (see Chapter 4 for more on Label colors) . 

Figure 9-1: 
The Outline 
VieW. 

, 

Arranging the Outliner 
The first time you use the Outliner , it displays the title and Synopsis for 
each item in the Binder selection. From there, you can organize and 
adjust the Outliner to suit your purpose: expand or collapse subfolders , 
add and move columns, adjust the column width , move items within the 
Outliner , and sort your list. The following sections explain how to 
customize your outline. 

Expanding and collapsing items 
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When you choose a high-level container, such as your Manuscript 
folder, the Outliner displays all top-level items within that container. 
You can expand subfolders and file groups to show their contents or 
collapse them to hide those contents. 

Figure 9-2 shows the Outliner with the Manuscript folder selected. If the 
triangle next to each folder points to the right, the folder is collapsed, so 
its contents are hidden. If the triangle points down, the folder is 
expanded, meaning its contents are visible. 

Figllre 9-2: 
An outline 
with folder 
items. 

, 
, 

: -~?,----' ..._-,-­.-'~R_ ~ __ ,---'--,--h'''' .-

Collapsed folders 

To collapse or expand a folder or subfolder, simply click the triangle. 

Note: On Windows XP and older, a plus sign (+) is used for collapsed 
folders, and a minus sign (-) is used to designate expanded folders. 

Pressing the Option key (Alt on Windows) while expanding an 
item expands all its subfolders and file groups, too. 

Adding and removing columns 
All the metadata items you can add in the Inspector - Label, Status, 
keywords, custom metadata, as well as document and aggregate targets 
for each container (called Totals) - can be displayed in the Outliner. 

Follow these steps to add or remove a column: 
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1. Click the Column Ust button at the right of the field headers, as 
shown in Figure 9-3. 

Alternatively, you can go to View:::::}Outliner Columns . 
A lis t of available metadata appears . Items that have a check next to 
them are currently vis ible in the Outliner. 
The Species field is a cus tom metadata field I added to my project (as 
covered in Chapter 5) . 

2. Select the field you want to add or remove. 
If you select a field that doesn' t have a check next to it in the Column 
lis t , the new column appears in the Outliner and a check is added. 
If you select a checked field , it disappears from the Outliner. 

3. To add or remove additional columns, repeat Steps 1 and 2. 

Figure 9·3: 
Adding 
columns to 
th' 
Outliner. .-.-

------::. -_. 
-~ -

.... ~ ,- -----

C"",m. '~" button 

Custom metadata fie ld 

Scrivener adds the columns from left to right in the order you 
choose them, but you can put them in any order you want by 
dragging and dropping the title bar of the column to the des ired 
location. 

Adjusting column width 
Is your outline getting a bit crowded? Did your columns run right off the 
page? No problem. Adjus ting the width of the columns is a piece of cake. 
You have two options: 

""* Manually adjust the column width. Place your cursor on the 
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divider bar to the right of the column title. A two-sided arrow 
cursor appears. Click and drag to resize. 

v Let Scrivener auto·fit the column width. Double-click the bar to 
the right of the column title. The column width resizes to fit the 
values in that column. 

Moving items within the Outliner 
If you want to change the order of your documents or folders while in 
the Outliner, you can. Just drag the desired item to its new location and 
drop it like a hot potato. 

The blue target lines and boxes show you where your file will land, just 
like when moving items in the Binder (see Chapter 2 for more on using 
the Binder). 

'(j) The item order is changed in the Binder, as well. 

Figure 9-4 shows the New Job file being moved from Chapter Three to 
Chapter Two. Notice the blue target bar below Bubble Brain, which 
shows where in Chapter Two the file will be placed. There's also a blue 
box around Chapter Two to designate it as the new container for New 
Job. 

Sorting by column 
One of the Outliner's many useful features is the ability to sort by 
column. Why might you do that? Here are a few reasons off the top of 
my head: 

",.. Sort by Progress, Word Count, or Status: See which documents 
need the most attention. (I talk more about document targets in 
Chapter 14.) 

",.. Sort by POV: Group each character's scenes together. 

",.. Sort by Day or Date: You can use this option if you've created a 
timeline-type field to make sure that your scenes are in the 
appropriate order. 

For example, you can create a custom metadata field and enter a 
date value in a sortable format, such as 2012-06-01. if you have 
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documents that have the same date, add a time to the value by 
using the 24-hour clock, such as 2012-06-01-1830. 

, 
Figllre 9-4: 
Moving a 
file in the 
Outliner. ---"- ". -- .-: 

.-: .-: 

'''"' '';;. location 

The sort starts over in each container. To sort by all files, use a 
noncontiguous selection (X+click on the Mac, Ctrl+click in Windows) of 
items when you're viewing more than one container. Just beware that 
you can' t move files within an outline that's based on multiple selection, 
except to drop one file on another, which turns the dropped-on item 
into a file group that contains the dropped file. 

by a column doesn' t change the item order in the Binder. 

So, now do you want to know how to sort? Just click the column header 
box - for example, to sort by word count, click the Words column 
header, as shown in Figure 9-5: a small triangle appears in the Words 
header to designate the sort, and the header box turns blue. Each 
chapter is now sorted in ascending order by word count, but the order 
in the Binder is unchanged. Here's what the triangles signify: 

",.. A triangle pointing up denotes an ascending sort (for example, A 
to Z). 

",.. A triangle pointing down denotes a descending sort (2 to A) . 

",.. No triangle means the items are in hierarchical order (Binder 
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order) . 

To toggle through ascending sort , descending sort , and no sort , keep 
clicking the header. 

Figllre 9-5: 
Items 
sorted by 
the Words 
column. 

.­.c-"_~_,_,, ,_ ... _ .... _,--. ~ .. -._-

. ~­.-.... --~,---.... --. --. _-
"-~---­•• 
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Hiding and showing the Synopsis 
If your outline is looking a bit cluttered, you can hide the synopses for a 
cleaner view. You could remove the Synopsis field through the column 
lis t (which I talk about in the "Adding and removing columns" section , 
earlier in this chapter), but you have a quicker option. 

To remove the Synopsis with one click, click the Hide Synopses button 
in the Outliner footer . As shown in Figure 9-6, the Synopses disappear 
from the Outliner , and the button changes to Show Synopses . 

To reinstate the Synopses, click the Show Synopses button. 
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Figure 9-6: 
Th, ' c,o-r"", • .. • synopses .- " hidden from . -~ - " 
th' .- " ,,- " Outliner. ' '::'0-0.'" • .-- • 1-,,- ,. 

· c o.- ..... • 1_, , 

••• o· = .'_ -
Hide/Show Synopses button 

Editing in the Outliner 
Need to add a Label value, edit the title, or modify the Synopsis for an 
item? No need to change views, you can do it right from the Outliner: 

"... Text fields: Double-click to select the text , and then type the new 
value. 

"... Fields with values: Provide a drop-down lis t that offers value 
choices (for example, the Label or Status field) . Figure 9-7 shows 
the Status field's drop-down lis t. 

The values in the drop-down lis t match those in the Inspector. 
You can even edit the values that appear right from the drop­
down lis t. (For more on modifying the Label and Status fields, 
see Chapter 4.) 

To apply the same Label (or Status) value to multiple items, 
select the des ired items and right-click. Choose Label (or Status) 
from the contextual menu that appears , and then choose the 
des ired value from the submenu. 

"... Add a Keyword : To add one or more keywords from the 
Keywords panel (covered in Chapter 5), open the Keywords 
panel by clicking the Keywords button in the toolbar, and then 
drag the keyword(s) from the panel onto the des ired file. 
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To apply the same keyword to more than one item, select the 
desired items in the Outliner, and then drag the keyword onto 
one of the selected items. The keyword is added to all selected 
items. 

@5 Want to open an item to work on it in the Editor? You don' t need 
to find it in the Binder - simply double-click the item icon. 

Figure 9-1: 
Changing 
the Status 
value in the 
Outliner. 

" 
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Viewing Your Outline in 
Split Screen 

Just like with the Editor (covered in Chapter 6) and Corkboard (see 
Chapter 8), you can view the Outliner in Split Screen mode. Follow these 
steps to split the screen and then view a single document in one of the 
panes: 

L Click the Split toggle button in the header of the Outliner (as 
shown in Figure 9-8)-

The Outliner splits into two panes, displaying the same container in 
both. 
The Outliner layout - which columns are visible, their order, and the 
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column widths - is specific to each split when you work in Split 
Screen mode (covered in more detail in Chapter 6) . 

Figure 9-8: 
A split 
screen with 
an Outliner 
pane and 
an Editor 
pane. 

I Ii in Other Ed~or button 

" " 

u_ ..... 

". ". --
• 

2_ Click in the pane where you want to view the single document 
That pane becomes active. 

3_ In the Binder, select the file that you want to edit 

The file appears in the pane that you activated. Figure 9-8 shows an 
example of a split screen with Outliner and Editor panes. 

4_ Click the Split toggle button again to exit Split Screen mode_ 

If you're working in Editor mode and want a split view with an 
Outliner pane, split the Editor and then add a container to the active 
pane. If the Outliner doesn' t appear, choose Outline from the View 
menu or the toolbar. 

If you want to use the Outliner as a navigation tool while in Split 
Screen mode, click the Automatically Open Selection in Other Editor 
button (refer to Figure 9-8) . Every time you select an item in the 
Outliner, the document opens in Document view in the other pane. 
With this option, you can hide the Binder (by choosing 
View:::::}Layout:::::}Hide Binder) but still quickly open documents for 
editing. 
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Printing Your Outline 
Yep, just like with index cards (which you can read about in Chapter 8), 
you can print your outline. It doesn't come out looking like the nice 
spreadsheet you set up on your screen (see the following section for 
how to export your outline for use in a spreadsheet), but you still get a 
hierarchical list of the items in your selected container. 

Follow these steps to print your outline: 

1. Choose File~Page Setup. 
The Page Setup window appears. 

2. In the Settings drop-down list, select Scrivener. 
The window changes to a list of margin settings . 

3. Click Options. 
The Print Options window appears. 

4. Click Outlines in the center row of buttons. 

Figure 9-9 shows the Print Options window that appears. The sample 
outline at the top of the window reflects the options you can choose 
in the bottom. 
Here are your options: 

-Include Titles: Prints the document title for each item. 
-Include Synopses: Prints the Synopsis text for each item. 
-Include Label and Status: Adds the Label in parentheses next to the 
title and highlights the title in the corresponding Label color. 
Includes the Status value in parentheses at the bottom of the entry. 
-Include Keywords: Displays keywords below the title of each item. 
-Include Custom Meta-Data: Lists custom metadata items below the 
title and any keywords. 
-Indent By Level: Indents items by hierarchy. If left unchecked, the 
list of items appears in order, but all are aligned to the left. 

- Print File Name: Adds the name of the selected container to the 
header of the printout. 
-Include Word Count: Includes the document word count on the last 
line of the item entry. 
-Include Character Count: Includes the document character count 
on the last line of the item entry. 
-Include Targets with Counts: If the target value is greater than zero, 
this option displays the target value with the word count as a 
fraction (for example, Words: 200/ 1000). For more on document 
targets, see Chapter 14. 
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• Prefix Titles with Number: Adds a number to each document title in 
order . 

• Font: Click the drop-down lists to select the font and font size for 
printing. 

Figllre 9-9: -,-
The Print 
Options 
window. 
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5. After making your option selections, click OK in the Print Options 
window to close it, and then again in the Page Setup window to 
close it. 

Now you're ready to actually print the outline. 
6. Make sure the container (or files) for which you want to print the 
outline is selected in the Binder. 

7. Choose File :::::}Print Current Document. 

The Print window appears. 
8. Make sure the settings are as desired (the appropriate printer and 
number of copies appear), and then click Print. 

Figure 9-10 shows a preview of the Chapter One outline with all print 
options selected. The documents within each chapter are indented to 
indicate their lower level in the hierarchy. 
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Figure 9-10: 
A preview 
of a printed 
outline. 
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If you want to preview the outline before you commit to 
printing it, click the PDF button at the bottom-left of the Print 
window and choose Open PDF in Preview before you click Print. If 
you like what you see, click the Print button at the bottom of the 
Preview window. 

For other ways to print an outline of select items within your 
Manuscript, check out Chapter 13. 

Exporting Your Outline to a 
Spreadsheet 

If you want the nice columns like the ones you see in the Outliner, you 
can export your outline for use in a spreadsheet program (for example, 
Apple Numbers or Microsoft Excel) . Just follow these steps: 

L Display the desired container or selection of files in the Outliner_ 

I describe how to do this step in the section "Accessing the Outliner," 
earlier in this chapter. 

2_ Choose File :::::}Export:::::}Outliner Contents as CSV_ 

The Export window opens. 
3_ Enter a filename in the Save As text box, and navigate to the 
desired location in the column at the left_ 
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4. In the Format drop-down list, choose the desired format. 
You have these options: 

• Comma Separated Values (CS'V) : The standard option recognized 
by most spreadsheet programs. It creates a text document with 
each value separated by a comma and each item on a new line. 
• Tab Separated Values (TSV) : Creates a text document with tabs 
between each value and each item on a new line. 
• Semi·Colon Separated Values (TXT) : Creates a text document with 
semicolons between each value and each item on a new line. 

5. From the Text Encoding drop-down list, select the desired 
encoding type. 

Unicode (UTF-8) is the default, and the standard. 
6. To view only the columns you currently have visible in the 
Outliner, make sure the Only Include Columns Visible in Outliner 
check box is selected. 

If the box is unchecked, the output includes all columns. 
7. Click Export. 

The file is saved to the location you specified in Step 3. 
To view the output in a spreadsheet, open the file from within the 
spreadsheet program. The values should be automatically placed in 
separate columns, with each item in its own row. 
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Chapter 10 

Marking Up Your Text 
with Inline Annotations 

and Comments 
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.... Using comments in their own pane 
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One of the biggest drawbacks to writing on the computer is that you 
can' t easily mark up your manuscript. Struggling with that paragraph 
but need to move on? Need more research here? Have to remember to 
insert a hook or transition there? 

Scrivener has a function for that - two, actually: Annotations and 
Comments . 

Annotations are embedded within the text, whereas comments are 
stored outside the text, accessible by a hyperlink or the Comments & 
Footnotes pane in the Inspector. When you're ready to compile your 
manuscript, you can either hide annotations and comments (the 
default), leave them visible, or convert them to footnotes or endnotes 
(see Chapter 11 for more on footnotes) . 

This chapter introduces you to the next best thing since the red pen. 

Using Inline Annotations to 
Insert Notes into Your Text 

inline annotations are notes inserted directly into the text of your 
www.it-ebooks.info

http://www.it-ebooks.info/


document. You can put them anywhere, even in the middle of a 
sentence, if desired. You can use inline annotations when you want the 
notes to be highly visible, right there on the page. 

Add annotations for plot notes, to mark passages for more research or 
consideration, to critique another person's work, or to provide 
reminders. 

You can even insert images and hyperlinks directly into annotations, 
which you can use while working on the file, and then remove them 
when you compile the project. 

Creating an annotation 
When you're ready to unleash your inner editor, follow these steps to 
add an inline annotation to your work: 

1. Click in the document to position your cursor where you want the 
inline annotation to start. 

2. Choose Format~lnline Annotation. 

Here's a handy keyboard shortcut: Shift+X+A for Mac users, 
Ctrl+Shift+A for Windows users. 

3. Type your annotation. 
Your text appears in a red bubble (unless you changed the color, 
which I describe how to do in the following section), as shown in 
Figure 10 .. 1. 

Notice the lack of spacing around the annotation. Extra spaces before 
or after annotations show up in your compiled manuscript after you 
strip out those annotations, so treat the spacing as if the annotation 
wasn't there. 

To add buffer spaces, make sure they're inside the annotation 
bubble. 

4. Click outside the color bubble. 

Alternatively, you can choose Format~Inline Annotation. 
Annotations are turned off, and you return to normal typing mode. 

@5 To create an annotation from an existing line of text, select the 
text that you want to convert into an annotation, and then choose 
Format~Inline Annotation. The text is encased in a colored bubble. 
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Changing annotation color 
Not so red-hot for red? You can choose any color you want for your 
annotations, and even use different colors for different types of notes . 
Jus t follow these s teps: 

1. Click inside an existing annotation. 
You don' t need to select all the text. 

2. Choose Format:::::}Font:::::}Show Colors. 

3. Choose a color that works for you from the Colors window that 
appears. 

The annotation text and bubble change to your selected color. Until 
you change colors again , all future annotatio ns use the new color. 

4. Close the Colors window by clicking the red X button. 

Windows users can change the default annotation color by 
following these s teps : 

1. Choose Tools:::::}Options. 

2. In the Options window that appears, select the Appearances tab. 
3. Choose Editor in the Colors list, and then click Annotation Text. 
4. Click the Color box to choose a new color from the Select Color 
window that appears. 
5. Click OK to close the Select Color window, and then click OK 
again to close the Options window. 

All annotations - exis ting and new - appear in the new color. 

Splitting an annotation 
If you want to convert one note into two or mo re separate annotations 
right next to each other, you can split the original note by changing the 
color of the part that you want to differentiate. Split the annotation by 
following these s teps: 
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1. Within an existing annotation, select the portion of text that you 
want to split off. 

2. Choose Format:::::}Font:::::}Show Colors. 

3. From the Colors window that appears, pick a color that's different 
from the original annotation. 

The selected text changes to the new color and gets its own bubble, 
as shown in Figure 10-2, where the text Wha t if I sk i p th i s 
part and go stra i ght to the ne x t scene ? was split from the 
original annotation. 

4. Click the red X button to close the Colors window. 

":" __ -::~ ~ . . .... Cd . 

Figure 10·2: 
0" 
annotation 
split into 
two. 

Searching for an annotation 
Having all these notes embedded in your text is n' t much good if you 
can' t find them again when you need them. Luckily, Scrivener includes a 
robus t search feature. 

Follow these s teps to find an annotation in your manuscript: 

1. Choose Edit:::::}Find :::::}Find by Formatting. 

The Formatting Finder window appears, as s hown in Figure 10-3. You 
can search not only by type of formatting, but also by text and color. 

2. In the Find drop-down list, select Inline Annotations. 
3. If you're looking for a specific string of text, enter it into the 
Containing text box. 

@)' For easy searching, cons ider adding unique s trings to your 

www.it-ebooks.info

http://www.it-ebooks.info/


annotations to help classify them, such as RRR for research, EEE for 
editing notes, and 7.7.7. for all others. Pick something that doesn' t 
appear in a common word . 

4. In the Search drop-down list, select All Documents to search the 
entire manuscript. 

Alternatively, you can choose Selected Documents if you want to 
limit your search only to documents selected in the Binder. 

5. Make a selection from the Color drop-down list. 
This list gives you three choices: 

• Any Color: Searches for all annotations, regardless of color. 

• Limit Search to Color: Searches only for annotations matching the 
specified color. Specify the color by clicking the Color Chooser box 
and then selecting a color from the Colors window that appears. 
• Exclude Color from Search: Searches for all annotations except 
annotations of the specified color. 

6. When you have all the settings to your liking, click Next. 
Scrivener highlights the first annotation after the position of your 
cursor and goes to the next instance in the manuscript or document 
every time you click Next. 

7. Click the red X button to close the Formatting Finder window 
when you're done. 

":" __ -::~ ~ . ..... Cd. 
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Editing and deleting an 
• annotatIon 

Need to change the wording of an annotation? Or maybe you've handled 
the issue and want to delete the note. 
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No problem, the process is simple for both: 

"... Modifying: Simply select the annotation text that you want to 
modify, and then type the new text. 

"... Deleting: Select the entire annotation text and delete it by 
pressing the Delete key. 

@5 The colored box around an inline annotation is just a special type 
of formatting. If you paste regular text into the annotation, you split 
it. Likewise, if you copy text from an annotation and paste it into 
your regular text, you create another inline annotation. To avoid 
adding a new annotation, choose Edit:::::}Paste and Match Style to 
paste text into - or copied from - an inline annotation. 

Converting annotations to 
comments 
Annotations and comments are two sides of the same coin. Whereas 
annotations are inserted directly into the text, comments are stored off 
to the side, out of the way, designated by a colorful link in the text. 

If you want to keep the annotations you made, but get them out of your 
way, you can convert them to comments (see the section "Using 
Comments to Create Linked Notes in the Sidebar," later in this chapter, 
for more on working with comments). 

Follow these steps to make the change: 

1. Select the item(s) in the Binder that you want to affect. 
2.lf you're in Corkboard or Outliner view, choose 
View~Scrivenings to display the Editor pane. 

3. Click anywhere within the Editor pane to activate it. 
You have to activate the Editor pane to make the menu options 
available. 

4. Choose Format~Convert~lnline Annotations to Inspector 
Comments. 

The annotations disappear, replaced by a colored link around the 
nearest word, as shown in Figure 10-4. The link color matches the 
annotation color, as does the comment color in the sidebar. 

5. Click a link to view the comments in the Comments & Footnotes 
pane. 
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Alternatively, you can click the Comments & Footnotes button at the 
bottom of the Inspector panel to open the Comments & Footnotes 
pane. 

Inline 
annotations 
converted 
to 
comments. 

...-....... _ ........ _.-•. _ ................... __ ..... I 

Stripping all notations from a 
document 
Ready to delete all the annotations or comments from a document? You 
don' t have to select and delete them one by one. You can strip them all 
at the same time - although still only one document at a time - by 
following these steps: 

1. Select the desired document in the Binder. 

2. Choose Edit:::::}Select All to select the document text. 

Alternatively, you can click and drag over the text you want to select. 

3. Choose Edit:::::}Copy Special :::::}Copy Without Comments or 
Footnotes. 

4. Choose Edit:::::}Paste. 

The copied text - without annotations or comments - replaces the 
annotated text. 

#" 
~ This procedure strips out not only annotations and comments, 

but also footnotes. Be absolutely sure you're ready to ditch them all 
before following the preceding steps . 

To keep a copy of the document with annotations, comments, 
and footnotes embedded, take a Snapshot (covered in Chapter 19) 
before removing the notes as outlined in the preceding steps . 

Using Comments to Create 
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Linked Notes in the Sidebar 
Comments are similar to annotations, but instead of being inline with 
the text, they're tucked out of the way in the Comments & Footnotes 
pane, quickly accessible via a link within the text. 

Just like annotations, comments are equally handy for making plot 
notes, marking passages for more research or revision, critiquing 
another's work, and adding reminders to yourself . 

To view existing comments in a document, click the Comments & 
Footnotes button at the bottom of the Inspector, or click a comment 
link in the Editor to open the Comments & Footnotes pane. 

Adding a comment 
To add a comment, follow these steps: 

1. Click the spot within the text to which you want to link your 
comment. 

Alternatively, select a portion of text if you want to associate the 
entire selection to a comment. 

2. Choose Format:::::}Comment. 

The nearest word is underlined and highlighted in yellow (or the 
most recently used comment color), and the Comments & Footnotes 
pane opens, displaying a new Comment text box. The author name, 
date, and time that appear automatically are selected, so any typing 
you do overwrites them. 

3. Type the desired comment, and then click outside the Comment 
text box to save it. 

Alternatively, after you enter a comment, you can press the Esc key 
to save the comment and return to your place in the Editor. 

Figure 10-5 shows a new comment and the corresponding link in the 
text. Both are the same color. The asterisk in the Comments & 
Footnotes button in the Inspector indicates the presence of a comment 
or footnote in the selected document. 

Editing and deleting a comment 
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Need to change a comment? It's as easy as double-clicking the 
comment within the Comments & Footnotes pane, and then making 
your changes . 

To delete a comment , click the X button in the upper-right corner of the 
Comment text box. 

To delete one or more comments, select the des ired comments, and 
then click the Delete Selected Comments & Footnotes button (refer to 
Figure 10-5), or press the Delete key. 

However you delete it , the comment and its link disappear. 

Figure 10-5: 
A comment 
and its 
correspond 
ing link. 

Delete Selected Comments & Footnotes .""'~ 

Comments & Foo\not$$ bunon 

Changing the comment color 
Were you dismayed to see that new comments showed up yellow, even 
if you changed the anno tation color? Never fear, comment colors are 
changeable, too , if you follow these s teps: 

L In the Comments & Footnotes pane, select the comment(s) that 
you want to change_ 

2_ Choose Format:::::}Font:::::}Show Colors_ 

The Colors window appears . 
3_ Select the desired color_ 

The selected comments change to the new color, as do their 
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corresponding links in the text. 
Any new comments appear in the new color until you change it. 

4. Close the Colors window by clicking the red X button. 

Using comments to navigate a 
document 
When you're ready to address a comment in your project, you can 
quickly jump to the corresponding location within a document by 
clicking the Comment box in the Comments & Footnotes pane. 

When viewing multiple documents in the Editor (Scrivenings mode), the 
comments for all the documents appear in the Comments & Footnotes 
pane. Just click each comment in turn to navigate to the parts of your 
project that need more work. 

Moving a comment 
Need to get a comment out of the way for easier text editing? Or maybe 
you want to move it to another place in the document. You don' t have 
to delete the original comment and create a new one from scratch. You 
can simply move the one you already have to a different location. 

To move a comment, follow these steps: 

1. Select the new text to which you want to attach the comment. 
2. In the Comments & Footnotes pane, right-dick the comment that 
you want to move. 
3. Choose Move to Selection from the contextual menu that appears. 

@5 For an even faster move, drag the desired comment from the 
Comments & Footnotes pane and drop it on the word in the Editor 
to which you want to apply it. 

Converting a comment to an 
inline annotation 
Are the comments too out of the way for your liking? Do you wish the 
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comment was embedded in the text for quick, easy reading? Then 
convert your comments to inline annotations . 

Follow these s teps to make the change: 

1. Select the document(s) in the Binder that you want to affect. 

2. If you're in Corkboard or Outline view, choose View :::::}Scrivenings 
to display the Editor pane. 
3. Click anywhere within the Editor pane to activate it. 

This s tep makes the menu options available . 

4. Choose Format:::::}Convert:::::}lnspector Comments to Intine 
Annotations. 

The comments disappear from the Comments & Footnotes pane, and 
the links are removed. The comment text appears to the right of the 
original link in a colored bubble that matches the comment color. 

Exporting Comments and 
Annotations 

Want to see all your comments and annotations in one lis t that's print­
ready? Follow these s teps: 

1. If you only want to export the comments and annotations from 
specific documents, selected those documents in the Binder. 

If you want to export all comments and annotations, skip this s tep. 

2. Choose File :::::}Export:::::}Comments & Annotations. 

A Save As window appears, as detailed in Figure l0-6. 

" 

The Save --,===, 
As window. I~ ·11 11 .~l[:~::JC. Oo<1'''''' : I'Q. ---- .. ~ 

-~" 
J;;J ,_., ..... . 

... '''''.to,L L ____________ _ 

[ _rold .. 
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3. In the Save As text box, type the name of the file. 
4. Select a location in which to save the file. 

If necessary, click the Expand button to the right of the Save As text 
box to see more location options (Windows users, click the Browse 
button). 

5. (Optional) To export comments and annotations for only the files 
selected in the Binder, click the Selected Documents Only check 
box. 
6. (Optional) To organize comments and annotations by document 
titles, select Include Titles. 

7. Click Export. 
The comments and annotations are exported to an RTF (Rich Text 
Format) file that has the name and location you specified. RTF files 
are compatible with most word processors, including Microsoft 
Word. 

Figure 10-7 shows an example of an exported comments-and-annotations 
file. The bold headings are the names of the documents in which the 
notations appear. The entries below Phone Call are inline annotations. 
The text below Trouble is from a comment. 

Figure 10·7: 
Ao 
exported 
comments 
ood 
annotations 
file. 
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If you need to add explanatory asides or copyright permissions to your 
work, or cite your sources at the bottom of each page, Scrivener offers a 
footnotes feature. Although it doesn' t visually organize footnotes the 
way a word processor might, when you export (compile) your project, 
you can include the footnotes as either footnotes or endnotes . (You can 
find more on footnote options during compiling in Chapter 12.) 
Scrivener takes care of the numbering for you . 

If you've already worked with inline annotations or comments, featured 
in Chapter 10, footnotes look mighty familiar because they actually work 
in a similar way. The main difference is that footnotes are generally 
intended to be included in the final manuscript, whereas comments and 
annotations usually aren' t. You can, however, choose to compile a 
project without including footnotes . 

This chapter shows you how to include footnotes in your work and 
outlines the available options for displaying them within your 
manuscript. 

Understanding the Types of 
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Footnotes 
Scrivener offers two basic styles of footnotes: linked and inline. Both 
styles give you the same ultimate result when you compile the 
manuscript. The choice is merely a matter of personal preference. 

Linked footnotes 
Linked footnotes appear within the text as an underlined word in a gray 
box, while the actual footnote text is relegated to the Comments & 
Footnotes pane in the Inspector, thus minimizing distraction while still 
being visible. 

Linked footnotes are especially suited for long notes that might visually 
disrupt the flow of your text while you're working, or for times when 
you want to view all footnotes in a document together in one place (the 
Inspector sidebar). 

For even less intrusive footnoting, you can set up linked footnotes so 
that they use a special marker, instead of linking to a word . See the 
"Using footnote markers" section, later in this chapter, for more 
information. 

Inline footnotes 
lnline footnotes place the footnote text in its entirety within the 
manuscript, surrounded by a gray box. lnline footnotes are best if you 
want to be able to view them immediately with the text they reference or 
don' t want to have to use the mouse to access their contents. 

lnline footnotes also have the added advantage of not needing an 
anchor, which means they can be placed anywhere within the document 
- at the beginning or end, or in a document that doesn' t yet contain 
text. 

A special type of inline footnotes - called referenced footnotes - allows 
you to use inline notes but store the text of the footnote elsewhere in 
the document for easier reading. Referenced footnotes use a reference 
word that's later stripped out. 
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Adding a Footnote 
The method for adding a footnote varies, depending on which type of 
footnote you choose. You can add a linked , linked with marker , inline, 
or referenced footnote. 

Adding a linked footnote 
If you're used to creating footnotes in a s tandard word processor or 
you're not sure where to s tart with footnotes, linked footnotes are 
probably the eas ies t to work with. 

Linked footnotes are anchored to a word or words within the document. 
The anchor becomes a link that you can click to access the footnote. To 
add a linked footnote, follow these s teps: 

1. Select the position where you want the footnote number to appear 
in your manuscript text. 

2. Choose Format:::::}Footnote. 

A gray box appears around the selected word (which is now 
underlined to denote a link) or the word preceding the location you 
chose, and the Comments & Footnotes pane appears . When you 
compile your project , the footnote number appears jus t after the 
linked word. 

3. Type your footnote text in the Footnote text box that appears in 
the Comments & Footnotes pane. 
4. To exit and save the footnote, press the Esc key to move the 
cursor back to your position in the Editor pane. 

Alternatively, you can click outs ide the footnote. 

Figure 11-1 shows a footnote added at the end of the firs t paragraph. In 
this example, when the manuscript is compiled , the footnote number 
will appear at the end of the firs t paragraph , after the period. If only the 
word speech were highlighted (and not the period), the footnote number 
would appear jus t before the period. 

Note that you can also add a footnote by us ing the Add Footnote button 
in the Comments & Footnotes pane, and you can hide the footnote text 
by clicking the Collapse button (the small triangle at the left of each 
Footnote text box) . 

Viewing linked footnotes in the sidebar 
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When you add a new linked footnote, the Comments & Footnotes pane 
opens in the Inspector. However, if you want to view footnotes at a later 
time and the pane isn' t visible or the Inspector is hidden, just click the 
footnote's link to open the sidebar and view all notes for the document 
you're working in. 

If the Inspector is visible but open to a different pane, click the 
Comments & Footnotes button to open the Comments & Footnotes 
pane. 

@5 To navigate to a footnote anchor location within your document, 
click the desired footnote in the Comments & Footnotes pane. 

Figure 11 -1: 
A linked 
footnote. 

Footnote 8nthor 
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Moving a linked footnote 

, , 

Is your footnote in the wrong place? Want to temporarily move it out of 
the way while editing text so you don' t lose it? No need to delete the 
original footnote and create a new one. Simply drag the desired footnote 
from the Comments & Footnotes pane and drop it in the location in the 
Editor where you want the anchor to be. 

Using footnote markers 
If you like linked footnotes but prefer they be even less visible, you can 
designate a footnote marker - a single character that appears where the 
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footnote number will be inserted when you compile the project. 

Be sure to stick with a character after you choose it for a project. If you 
change the marker character part way through the writing process , 
footnotes created with the old marker aren' t automatically updated to 
use the new symbol. 

Follow these steps to specify a footnote marker: 

1. Choose Project:::::}Text Preferences. 

The Project Formatting Preferences window appears. 

2. Select Use Footnote Marker. 
3. (Optional) If you want to use a marker other than the default 
asterisk (*), enter it in the text box that's enabled when you click the 
check box in Step 2. 

The footnote marker settings are specific to each project. 
4. (Optional) If you want to apply this marker to all new projects, 
click the Make Default button. 

You can turn the footnote marker off in any project by 
deselecting Use Footnote Marker in the Proj ect Formatting 
Preferences window. 

4. Click OK to close the Project Formatting Preferences window. 

iJi) If you turn oif footnote markers - or change the marker symbol 
halfway through your project - but still have them embedded in 
your manuscript , the markers show up when the document is 
compiled. However , you can mix the different types of footnotes 
within a single project. 

After you set your footnote marker , follow thes e steps to add a 
footnote: 

1. Place your cursor within the document exactly where you want 
the footnote number to appear. 

2. Choose Format:::::}Footnote. 

The gray footnote bubble appears with your selected footnote 
marker in it , and the Comments & Footnotes pane appears in the 
Inspector. Figure 11-2 shows footnotes created that use a footnote 
marker. Note the placement of the marker and its reduced footprint 
on the page. 

3. Type the text of your footnote in the Footnote text box in the 
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Comments & Footnotes pane. 
4. Press Esc to move your cursor back to the Editor and save the 
footnote. 

Alternatively, you can click outside the Footnote text box to save the 
footnote. 

Figure 11 ·2: 
You can 
.dd 
footnotes 
that use a 
footnote 
marker. 

, , 

• 

Adding an inline footnote 
lnline footnotes are embedded right in the text of the manuscript for 
quick, easy viewing without clicking a link or using the Comments & 
Footnotes sidebar. Add an inline footnote by following these steps: 

1. Select the desired footnote location or the text that you want to 
convert to a footnote. 

When you compile your project, the inline footnote bubble is 
replaced with the footnote number, so choose your location 
carefully. 

2. Choose Format:::::}lnline Footnote. 

If you selected a location but no text, nothing happens visually yet. If 
text was already selected, it's surrounded by a gray box. 

3. Type the desired footnote text. 
The text appears in a gray box, as shown in Figure 11-3. 

No corresponding entry appears in the Comments & Footnotes 
sidebar for an inline footnote. Also, no extra spacing appears 
between the text and the inline footnote. Added spacing before or 
after an inline footnote shows up in the final manuscript, even 
though the footnote text is moved to the bottom of the document. 
However, extra spaces before and after the footnote text within the 
inline footnote box are stripped out during the compile process. 

Adding a referenced footnote 
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A referenced footnote is a type of inline footnote that uses a reference 
word (anchor) that's stripped out of the manuscript when you compile. 
The anchor is placed where you want the footnote number to appear 
when the project is compiled, and also with the actual footnote text, to 
link the footnote location and text together. 

Figure 11 -3: 
An inline 
footnote. 

I .. 

Keep a couple of important things in mind when you use a referenced 
footnote so that you can avoid random words ending up in your 
outputted manuscript: 

""* Each footnote within a document must use a unique anchor, 
although you can use the same word as a referenced footnote in 
a separate document. 

""* The anchor must match exactly in both locations . 

""* The anchor and the footnote text don't have to be located in the 
same document, but if they're not, have a unique anchor for 
every referenced footnote in the project to avoid confusion when 
Scrivener compiles the project. 

""* The reference anchor and footnote text must both be encased in 
the inline footnote formatting (surrounded by the gray bubble 
that denotes an inline footnote) . 

Ready to add a referenced footnote? Follow these steps: 

L Decide on a reference word or characters for the footnote anchor_ 

The ideal anchor is something you aren't likely to use for another 
footnote. So, for a paragraph on golden retrievers, you might use 
dog, and twain might work for a reference to a quote by Mark Twain. 

2_ Place your cursor in the desired footnote location in the 
document text_ 

3_ Choose Format:::::}lnline Footnote_ 

Nothing appears until you start typing. 
4_ Type your anchor surrounded by square brackets, as shown in 
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Figure 11-4. 
The anchor appears in a gray bubble. 

5. Reposition your cursor wherever you want to put the fooblote 
text. 

You could add the text at the bottom of the document, the end of the 
paragraph, in a document set aside just for footnotes, or wherever 
you want to put it to be out of the way. 

6. Choose Format:::::}lnline Fooblote. 

7. Type the anchor in brackets, followed by the fooblote text. 

The anchor and text appear in a gray bubble. 

S. Choose Format:::::}lnline Fooblote to turn off inline fooblote 
formatting. 

Alternatively, click anywhere outside the inline footnote to turn off 
the formatting. 

Figure 11-4 shows an example of a referenced footnote setup. The order 
in which the footnotes appear doesn' t matter, only that the reference 
words match and are unique for each footnote within the document. 
During the compile process, the footnotes are added in the order the 
anchors appear within the text. 

Figure 11 ·4: 
Referenced 
footnotes. 

, 

" , 

, 

footnote text with references 

Figure ll-S shows the compiled output with footnotes included. You can 
see that the footnote number is placed exactly where the anchor bubble 
used to be, so in Footnote 1, it appears after the period, but Footnote 2 
occurs before the period. For more on footnote settings during the 
compile process, see Chapter 12. 
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Footnotes 

Editing or Deleting a 
Footnote 

You edit a footnote differently, depending on the type of footnote: 

",.. [jnked footnote : Double-click the text in the Comments & 
Footnotes pane to enter Edit mode, and then make your changes . 

",.. Inline footnote: Click in the gray bubble in the Editor and make 
changes, as needed. 

The gray box around an inline footnote is s imply a special type of 
formatting. If you pas te regular text into the footnote, you split it. 
Likewise, if you copy text from a footnote and pas te it into your 
regular text , you create another inline footnote. To avoid this split , 
choose Edit :::::}Pas te and Match Style to pas te text into , or copied 
from , an inline footnote. 

To delete footnotes, use these procedures: 

",.. A single linked footnote: Click the X in the upper-right corner of 
the footnote box in the Comments & Footnotes pane (refer to 
Figure 11-1) . Alternatively, you can delete the text anchor (the 
link) in the manuscript. 

",.. Multiple linked footnotes: Select them in the Comments & 
Footnotes pane, and then click the Delete Selected Comments 
and Footnotes button (refer to Figure 11-1) or press the Delete 
key. 
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""'lnline footnotes: Select all the characters and spaces within the 
inline footnote bubble, and then press the Delete key. 

Stripping All Notations from 
a Document 

You can choose to leave the footnotes out when you compile your 
project (Chapter 12 has more on compiling with footnotes), but if you 
want to remove all the footnotes from a document, you don't have to 
select and delete them one by one, or even have the Comments & 
Footnotes pane open. 

Strip them all at the same time - although still only one document at a 
time - by following these steps: 

1. Select the desired document. 

2. Choose Edit:::::}Select All to select the document text. 

Alternatively, you can click and drag to select a portion of text. 

3. Choose Edit:::::}Copy Special:::::}Copy without Comments or 
Footnotes. 

4. Choose Edit:::::}Paste. 

The copied text - without footnotes, annotations, or comments­
replaces the annotated text. 

#" 
fif) This procedure strips out not only footnotes, but also 

annotations and comments. Be absolutely sure that you want to 
remove everything before taking the steps in the preceding list. 

To keep a copy of the document with footnotes, annotations, and 
comments embedded, take a Snapshot (covered in Chapter 19) 
before removing the footnotes, as outlined in the preceding steps . 

Importing and Exporting 
with Footnotes 
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I cover importing and exporting (compiling) in Chapters 2 and 12, 
respectively, but here are several things to keep in mind when working 
with footnotes: 

",.. To import a file that has footnotes into Scrivener, convert it to 
RTF format first. You can usually save a file in RTF format 
through a Save As command in your word processor. 

",.. When compiling your manuscript for use in a word processor, 
the RTF format is the best at handling footnotes. Thus , you 
should compile to RTF format , even if you plan to open the 
manuscript in Word. After you open the file in Word , you can 
save it as a DOC file. 

If you don' t want to use RTF, most formats retain the footnotes 
but convert them to endnotes. 

",.. If you use a footnote marker for part of the manuscript, but 
then turn the marker setting off, the markers show up in the 
exported draft, alongside each footnote number. 

To avoid this problem, you can move the link from the marker to 
a word in the text by using one of the following methods: 

• Select the text in the Editor that you want to use as the new 
link, and then right-click the footnote in the Comments & 
Footnotes pane and choose Move to Selection from the 
pop-up menu that appears . 

• Drag and drop the footnote from the Comments & 
Footnotes pane to the spot within the text where you want 
the footnote to appear. Regular linked footnotes link to the 
nearest word , and footnote markers are placed exactly 
where you drop them. 

If you're switching from footnote markers to text links , be sure 
to delete the markers manually; otherwise, they appear in the 
compiled manuscript. 

",.. You can use any combination of the different types of 
footnotes together in one manuscript. Scrivener numbers them 
all sequentially without regard to footnote style. When compiling 
to RTF, you can even choose to have Scrivener export one type 
of footnote as end-of-page footnotes , and another footnote type 
as endnotes. You can also export comments (covered in Chapter 
10) as footnotes or endnotes. 

",.. If you have footnote markers turned on but want to create a 
standard linked note, highlight the text to link before 
choosing Format~Footnote. Instead of adding a gray bubble 
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with the marker inside it, Scrivener turns the selected text into a 
link and opens the Comments & Footnotes pane with a footnote 
text box ready for you to type in. Footnote markers aren' t turned 
off by this action, only circumvented. 
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Part IV 

Getting Your 
Manuscript Out 

There 

~::;;~~R§iCh Tennant 

on your are 5000 even, 
Ms. Holly, aM the tm>e so b1ack3M.crisp. 
I'm SU\"E! ""hate-.rer the story's a.bov!. is 
also good, but 'ri;th ce'I\~ 'headlj~ 3M. 
flush left collJn\1\S like this, Vol"e'd be fools 

\'\ot +..0 ll0+" it into l'rodvc+..ion." 

In this part ... 
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Part of the power of Scrivener is the ability to store your work in small 
chunks, whether scenes, chapters, sections, poems, or recipes. But 
what do you do when you want to turn those pieces and parts into one 
cohesive document? 

You compile them. 

This part of the book walks you through the compile settings, takes you 
through the compile process, and shows you how to save your settings 
for future use and lower stress . 
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Chapter 12 

Setting Up the Compile 
Options 

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Choosing the right format and output type 

.... Selecting the contents and structure of your compilation 

.... Formatting the elements for output 

.... Converting text for use in other programs 

.... Working with e-book and script formats .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

Scrivener is designed so that you can write in small chunks, but that 
means when you're ready to export your project, the software must 
compile all those bits and pieces of writing into one complete 
document. For this reason, the process of exporting your work from 
Scrivener is called compiling. 

Think of the Compile function as a team of specialists standing ready to 
give your manuscript a makeover. You send in the project littered with 
comments and annotations, and plagued by mismatched fonts, and out 
comes a groomed and polished manuscript. Or e-book. Or web page. 

One key thing to understand about the compile process is that it 
doesn' t change the look of the original documents in the Scrivener 
project. It essentially makes a copy of the documents you select to 
include, applies the changes you desire, and collates them into a new 
file type (or prints them out) . 

In an effort to avoid being your go-to cure for insomnia, this chapter 
doesn' t cover every possible setting available in Compile. But it does 
take you step-by-step through the must-know and often-confused 
sections, explaining what they're for, how to use 'em, and when you 
need 'em. 
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Deciding on a Format and 
Output Type 

Open the Compile window by choosing File:::::}Compile. Scrivener 
provides two compile options: 

",.. Summary: Shown in Figure 12-1. Provides a quick, easy way to 
compile your project without worrying about all the extra 
options . 

"... All Options: Presents a series of options tabs that changes 
based on which output type you choose. Options within the tabs 
allow you to customize exactly how Scrivener compiles your 
project. You can change the font, auto-number chapters, add a 
header or footer, modify the format, add a book cover, choose 
only a portion of your project to export, and so much more. 

@5 If you don' t want to deal with all the nitty-gritty details of 
formatting within Scrivener - or you'd rather handle formatting in 
your word processor - then the Summary option is for you (and is 
covered in more detail in Chapter 13). 

r:~~~~m~'~il'~~======::~ Figure 12-1: I ~ :::::.:.="'--_ ... ,. , .. 
Th, 
Compile 
willdow ill 
Summary 
mode 011 
the Mac 
(top) alld ill 
Willdows 
(bottom). 

,_" e.,_ 

--- .... -.-, ... ~ ..... 
!;jc- ....... _,._ ....... _ .... , .. _ .... 
s c-_, .. " .. ~., s .. _,,~, ""' ___ , 

----

Predefined compile formats 

www.it-ebooks.info

http://www.it-ebooks.info/


Scrivener comes preloaded with an impressive number of formats 
representing some of the most common compile setups, which you can 
view by clicking the Format As list (refer to Figure 12-1). In this case, the 
format refers to the appearance of the outputted file. Formats contain 
settings for font style and size, line spacing, chapter numbering, 
margins, page numbers, headers, and so on. 

You can use a format as-is or take it as a starting point for creating your 
own. How a document gets formatted during the compile process 
depends on how you structure that document in the Binder. Most 
formats assume that folders are chapters and documents are scenes or 
sections, but because everyone has their own preferred way to set up a 
project, a preexisting format may not work perfectly for you without 
some tweaks. 

The project template you're using determines which format is selected 
by default, but you can choose any format you want. 

Many of the formats are described in the following list, but for the most 
current and complete list of available formats, refer to the Scrivener 
User Manual. Chapter 13 discusses creating your own, and revealing 
hidden, format presets. 

The list is a bit different in each version of Scrivener, but here are some 
commonly offered formats: 

",.. E-Book: A simple format for use on electronic readers that treats 
containers as chapters and text documents as sections for 
scenes . If you have extra levels, such as Part folders, you might 
need to make some adjustments, or use the hidden format called 
E-Book (with Parts). Chapter 13 reveals how to view hidden 
formats. 

",.. Enumerated Outline: This format provides a numbered list of 
document titles in a hierarchical fashion. When you use this 
format, the All Options page allows you to add synopses in the 
Formatting tab, if desired. 

",.. Non-Fiction Manuscript Format: A common academic format 
that treats folders and top-level file groups as chapters, and 
gives titles to top-level files within those folders and file groups . 
This format is the non-fiction equivalent of Standard Manuscript 
Format. 

",.. Paperback Novel: This format is set up to produce a good result 
for PDF output, suitable for submission to print-on-demand 
(POD) services such as CreateSpace. 
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"... Plain Text Screenplay (Celtx, Movie Magic): Outputs the file 
into a plain-text format that's compatible with several screenplay 
software programs, including Celtx and Movie Magic. 

"... Proof Copy: Creates a double-spaced manuscript that allows for 
easy note taking, and includes a disclaimer in the header and 
after each chapter that says Not for Distribution. This format 
treats folders as chapters and all lower-level containers as 
sections . 

"... Script or Screenplay: This format uses settings for integration 
with Final Draft (version 8 or later), using the FDX format. 

"... Standard Manuscript Format: Outputs the manuscript in 
Courier, 12-point font, double-spaced. It adds scene separators, 
changes italics to underlines, inserts page numbers, and treats 
folders as chapters and all lower level containers as sections . 
This format is best used with RTF, PDF, or Print output. 

"... Original: This first option in the list when using a blank template 
moves to the bottom when you're working from any other 
project template. This option is basically a lack of format that 
carefully preserves your draft the way you formatted it within 
Scrivener. 

~ This format doesn' t add any page breaks, titles, or format 
adjustments. It just compiles the documents exactly as they 
appear in the Editor, with an empty line between each and a page 
break after each document that's followed by a folder. 

@) All other format presets are a modified version of OriginaL 
To experiment with Compile settings, choose Original, and then 
tryout the different options on the All Options page until you 
get the results you want. (The All Options page is covered in the 
section "Accessing the Compilation Options," later in this 
chapter.) Chapter 13 even shows you how to save your custom 
format for future use. 

"... Custom: This format represents the current settings if you've 
made any changes to the options on the All Options page. The 
bulk of this chapter is devoted to customizing the Compile 
options. 
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You may also find a preset at the very top of the list, separate 
from the others (for example, Novel) . This preset represents the 
original compile formatting created for the specific project template 
you chose. (I talk about project templates in Chapter 15.) 

Output types 
After you decide on the format of your draft (as discussed in the 
preceding section), you need to choose the type of output. How you 
plan to use the compiled project determines your choice. Want to view 
your work on an e-reader? Choose one of the E-Book options. Want to 
print your manuscript for a read-through on paper? Pick Print. 

Find the output options in the Compile For list (refer to Figure 12-1). 
Depending on which version of Scrivener you're using, your output 
options may be slightly different, but most of the options in this list 
should be available to you: 

",.. Print: Use this option to send the project to your printer. 

",.. PDF: Saves the file to PDF format. 

",.. Rich Text (.rtf - Word Compatible): Usually the best choice 
when exporting for use in a word processor, even Microsoft 
Word, because it retains more of your format options than any 
other type. The RTF file supports images, bullets, comments, 
footnotes, and tables, and it's compatible with most word­
processing programs. 

",.. Rich Text With Attachments (.rtfd): This Mac-only option 
creates an RTFD file, mainly useful for exporting to Apple Cocoa 
applications such as TextEdit or Pages, especially when your file 
contains images. Not compatible with most word processors or 
non-Apple operating systems . 

",.. Microsoft Word 97·2004 (.doc): Exports to DOC format, but isn't 
as quick as using the RTF exporter. And, depending on your 
computer setup, you may lose some formatting, such as indents, 
line spacing, footnotes, comments, and bullets. If you have 
issues with this format, try RTF, instead. 

",.. Microsoft Word (.docx): Exports to DOCX format for newer 
versions of Word, but still has the same issues as the DOC 
version. 
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This option is available on Windows if Word 2007 or higher is 
installed on your computer. Choose Tools :::::}Options, and then 
select the General tab on the Options window that appears. In 
the Import/Export section, specify that you want to use Word for 
the conversion. You may need to close and reopen Scrivener for 
the setting to take effect. 

""* Open Office (.odt): Creates an ODT file but may lose formatting 
such as line spacing, indents, bullets, comments, and footnotes. 
For best results, use the RTF format. 

""* Plain Text (.txt): Creates a plain-text file with no formatting that's 
compatible with almost any software on any platform. 

""* Final Draft 8 (.fdx): Use this option when exporting for Final 
Draft version 8 or newer. This output format converts synopses 
to scene summaries and supports scene titles and custom script­
element formatting. 

""* Final Draft 5-7 Converter (.fcf): This Mac-only option converts 
output to FCF format for use with older versions of Final Draft. 
Only maintains basic screenplay formatting. 

""* ePub eBook (.epub): Creates an EPUB file compatible with most 
e-readers . Supports formatting, table of contents, hyperlinks, and 
footnotes (converted to endnotes) . 

""* Kindle eBook (.mobi): Outputs a MOBI file for use with Amazon 
Kindle devices. Supports formatting, table of contents, 
hyperlinks, and footnotes (converted to endnotes) . Requires 
Amazon's KindleGen software. For Mac, KindleGen works only 
on Intel machines (to check yours, choose . :::::}About This Mac, 
and then look next to Processor in the window that appears). 

""* Web Page (.html): Outputs an HTML file for web publication. 

""* Web Archive (.webarchive): Exclusive to Mac, this option is 
generally compatible with only Safari and some Mac OS X 
applications. This option produces a . webarch i ve file that's 
like HTML with images bundled into a single file. 

""* eXtensible Web Page (.xhtml): This Windows-only option 
creates a single XHTML file. Good for newer web platforms. 

""* PostScript (.ps): Available for Windows only. Produces a file 
similar to a PDF that appears the same on any platform. 
Commonly used in design and publishing. 

""* MultiMarkdown: Exports a plain-text MultiMarkdown (. mmd) file 
that can be archived or modified after export. 
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",.. MultiMarkdown->LaTeX: Creates a laTeX ( . tex) file with full 
MultiMarkdown parsing. For laTeX files without MultiMarkdown 
(MMD), use the plain-text MMD exporter. 

",.. MultiMarkdown->RTF: For Mac only . Uses HTML to create an 
RTF file with partial MMD support. Features are limited , and the 
result isn' t equal to the s tandard RTF file. 

",.. MultiMarkdown->HTMLfMultiMarkdown to Web Page (.htmI): 
MultiMarkdown->HTML applies to the Mac, and MultiMarkdown 
to Web Page (. html) appears in Windows . Creates a W3C­
compliant HTML file ( . h tml) for web publication or additional 
modification. 

",.. MultiMarkdown->F1at XML (.fodt): Listed as MultiMarkdown to 
OpenDocument Flat XML (. fodt) in Windows, this option creates 
a s ingle OpenDocument flat XML file for use in Open Office. 

",.. MultiMarkdown to Outline Processor Markup Language 
(.opmI): Windows only. Produces output suitable for OPML, an 
XML format for outlines . 

Accessing the Compilation 
Options 

Compilation options are the real meat of the Compile window. These 
options let you tell Scrivener how you want your selected content to 
look after it goes through the compile metamorphosis . 

When you click All Options (on the Mac) or the Expansion button (in 
Windows) within the Compile window, a list of options tabs appears 
along the left s ide, as shown in Figure 12-2 . This list changes depending 
on which output type you selected , so yours might look slightly 
different. 

Each of the options tabs provides access to customizable settings for 
the output type that you chose. They' re loaded with defaults based on 
your selection, but you can change the settings to suit your needs. 
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Figure 12-2: 
Th, 
Compile 
window in 
All Options 
mode on 
the Mac 
(top) and in 
Windows 
(bottom). 
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Choosing which Documents 
to Export 

Are you exporting your entire project or just the first three chapters? Or 
maybe only your essays from last March. Whatever you want in the final 
output, content selection is handled on the Contents tab of the Compile 
window. 

You have several options for choosing which documents to include in 
the compilation. I outline each one in the following sections . 
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Choosing contents by individual 
selection 
In the Contents tab of the Compile window, select the Include check box 
for each item that you want to include in the final output. 

If you select a container, such as Chapter One, the items in that 
container aren't included automatically, so you must also select each 
document within if you want the entirety of Chapter One. 

@5 To select or deselect all items in the Contents pane, Option-click 
(Alt-c1ick in Windows) one of the boxes . To toggle only a portion of 
the list, select the items, and then Option-click (or Alt-c1ick in 
Windows) one of the check boxes within the selection. 

Choosing contents by 
predetermined selection 
Click the drop-down list at the top of the Content tab - which shows 
the Manuscript (Draft) folder by default - to select from high-level 
containers, saved searches (covered in Chapter 17), collections (see 
Chapter 18), and the current selection in the Binder. 

Choosing something other than the root folder narrows down the items 
available for selection. For example, if you add a filter (which I talk about 
in the following section), it applies only to those items within the 
selection you make in this list. 

Narrowing contents with a filter 
A filter lets you narrow your list of files to those that match the criteria 
you select. For example, you might limit your output to only those 
scenes written from a specific point of view, essays written about the 
same topic, or scenes that take place in a particular setting. 

'(i) The filter applies only to the list of items already selected. 
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To apply a filter, follow these steps: 

1. Select the Filter check box. 

2. Select Include or Exclude from the first drop-down list to specify 
whether you want to filter by including files or excluding them. 
3. Select which criteria you want to filter by from the middle drop­
down list. 

You can choose Documents with Label, Documents with Status, 
Documents in Collection, or Current Selection. 

1j) When you filter by a collection, only those collection items 
located in the Manuscript (Draft) folder are available for compile. 
Files in the collection that are located outside the Manuscript (Draft) 
folder aren't included. 

4. If you picked one of the first three criteria in Step 3, select the 
desired value from the last drop-down list. 

The list in the Contents pane changes based on your selections . 

As an example, the filter settings shown in Figure 12-3 compile all 
documents with the Label value of Bob. The Contents list reflects the 
choices made in the filter section so that you can check your results 
before compiling. 

Overriding the contents list 
selections 
The Compile Override drop-down list (refer to Figure 12-2) changes how 
the Contents list is handled, depending on which option you choose: 

"... Included Documents: Outputs items with a check mark. This is 
the default setting. 

"... Excluded Documents: Outputs only those items not checked. 

"... All: Compiles all items on the list, regardless of their Include 
status . 
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Adding front matter to the 
compilation 
You can include front matter items (a title page, table of contents, 
dedication, acknowledgements, and so on) by selecting the Add Front 
Matter check box in the Contents pane. 

The Add Front Matter drop-down list lets you choose from items 
outside the Draft folder, as shown in Figure 12-4. Some project templates 
(such as the Novel template used for this example) come with 
predesigned front matter items, but you can also create your own. 

You can organize different types of front matter into folders, and then 
select the folder appropriate for the type of output you're creating. For 
example, a submission to an agent needs a title page complete with 
contact information, but you probably don' t want to include the same in 
an e-book for public distribution . After you make a selection, the front 
matter items are added to the Contents list. 

If you choose a subgroup of the draft from the Predetermined 
Contents drop-down list, you must select Treat Compile Group as 
Entire Draft from the Compile Group Options drop-down list that 
appears; otherwise, the Add Front Matter option is unavailable. The 
same is true if you choose Current Selection for your contents . 

www.it-ebooks.info

http://www.it-ebooks.info/


Selecting Treat Compile Group as Entire Draft forces Scrivener to 
renumber the chapters like they're the only ones in the manuscript. 
Leaving the option unchecked is useful if you want to print only a 
portion of the manuscript but use the correct chapter numbering. 
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Formatting the Compiled 
Output 

Looking at the Formatting section often makes people cross-eyed, but 
it's not as bad as it appears . I promise! Plus, if you master this section, 
you can fix almost anything. In the Formatting pane, you can control the 
font, font size, line spacing, chapter numbering, title format, and more. 

Figure 12-5 points out the two sections of the Formatting pane: 

",.. Structure and Content table 

",.. Formatting Editor 

The two sections work together. In the Structure and Content table, you 
choose the level that you want to work on, and you make the desired 
changes in the Formatting Editor. 

Before getting started, think about how your project is laid out and how 
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you want to format each level of your project. For example, do you want 
part numbers and part headings, or should they be left out altogether? 
Do you want each chapter to start a third of the way down the page and 
be automatically numbered? Do you need to include document titles or 
not? 

After you have an idea of your desired layout, you can easily make the 
necessary styling decisions. 

Slructure , .,eom,?",,"" 

Figure 12-5: ,----;,--,,-----------1-, 
The Compil~ 

Formatting ~ ~-.--- .. --..... - ••• ---. 
pane. -,- , 

• • ~ ~ ... 0 

--... " .... -. '"""'" _ ...... ,,_. 

Understanding the Structure and 
Content table 
In the Structure and Content table, you can choose the content elements 
that you want to include for each type of item in the Binder (for 
example, folder, subfolder, file group, document, and subdocument) . 

Levell items are those at the top of the hierarchy. Level 2 items are 
those contained within Levell items. Level 3 items are contained within 
Level 2 items, and so on. 

The elements selected for inclusion - and the formatting set up in the 
Formatting Editor - can be different for each hierarchy level. So Level I 
folders might include only a title, whereas Level 2 folders could include 
a title and any text within the folder that serves to introduce the 
section. 
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You also use the Structure and Content table to select items whose 
formatting you want to customize in the Formatting Editor (in the lower 
half of the pane). 

The following list explains the levels in the Structure and Content table 
that appears in Figure 12-6: 

Figure 12-6: 
Remove Selected Formattiog 

• . .. ~ ... ~ 

, , 
",.. Level 1+ folder: Represents all folders at the top level or lower. 

Item type 
levels in 
th' 
Structure 
" d 
Content 
table. So, if your book had Part folders and Chapter folders, this option 
----applies to all of them unless you create a lower level (which I 

cover in the following section). 

",.. Level 1+ file group: Represents all file groups (text files that have 
subdocuments) at or below the top level. 

",.. Levell text document: Applies to all text documents at the top 
level of the hierarchy (just below the Manuscript or Draft folder). 

",.. Level 2+ text document: Applies to all text documents at level 2 
or lower. 

Figure 12-7 shows how Binder items match up with the levels in the 
table. Level numbers are relative to the root (Manuscript) folder, which 
you can think of as level O . 
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For each item type, you can choose to include one or more elements of 
content. In the final output, each element is included in the order listed. 
When you make changes, the Format Editor at the bottom of the 
Formatting pane shows an example of the final output for the level 
selected in the table. Here are the elements you can include: 

",.. Title: Displays the title of the item. If only this option is selected, 
the compiled output is a list of titles. Note that certain templates 
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are set up to automatically number the folders CHAPT ER ONE and 
so on, which is added separately from the title. For more on 
auto-numbered chapters, see the section "Working with chapter 
titles and subtitles," later in this chapter. 

"... Meta-Data: Displays the Created date/ time, Modified date/ time, 
Status and Label values, keywords, and custom metadata. 

"... Synopsis: Adds the Synopsis . For a printable Synopsis list, select 
Title and Synopsis in the table for text file types. 

"... Notes: Adds notes from the Document Notes pane. 

"... Text: Includes the text of the item (what's in the Editor pane 
when the item is selected in the Binder). 

Want to include chapter or section headings, subheadings, 
or introductions? No problem. Folders and file groups can 
contain text just like a text document. Simply add the desired 
text to the folder or file group in the Editor. Then, in the 
Structure and Content table on the Formatting tab of the Compile 
window, select the Text element for the appropriate level. 
Scrivener then includes the heading, subheading, or introduction 
in the final output. 

Using levels 
How you use levels depends completely on how your project is set up. For 
example, if you use folders for each chapter and have documents for each scene 
within a chapter, you need only a Level 1+ for each item type and can select the 
Title element for the folder item and the Text element for the text item. 

If you have part folders with chapter subfolders that contain documents for each 
scene, you might want a Levell folder item to handle the part headings, a Level 2+ 
folder item to select and set up the chapter headings, and a Level 1+ text item for 
the documents. (See the section NAdding and deleting levels,N in this chapter, to 
find out about adding levels .~ Deselect all elements in the Levell folder item to 
leave out part headings, select Title for the Level 2+ folder row to include chapter 
headings, and select Text in the Levell + text item row to include only the text from 
each document. 

For a project in which each chapter is a text document and no folders are used, 
deselect all elements for the folder and file group levels, and include Title and Text 
for the Levell + text item. 
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Adding and deleting levels 

If you have a project that has several layers for the same item type­
for example, part, chapter, and section folders - creating additional 
levels in the Structure and Content table allows you to format each level 
differently. For example, your manuscript could have part headings 
centered in all caps and 16-point font , chapter headings centered in title 
case with 12-point bold font , and section headings left aligned and 
italicized in 12-point font. 

Add a level by following these steps: 

1. Select the row of the desired item type (folder, file group, or text 
file) in the Structure and Content table. 
2. Click the Add Another Formatting Level button. 

A new row appears, as shown in Figure 12-8. The higher-level folder 
no longer has a plus s ign (+) next to it, which means the settings for 
that row apply only to that level in the hierarchy. (Settings applied to 
the Level 2+ item affect all items at level 2 and below.) 

The new item has the same settings as the original item. If the 
levels will be fairly similar in format , save time by formatting the 
top-level item before adding lower levels. 

,;;;;;;;: 
A new 
fol de r level. 

""""', ,,, level 

If all levels of each item type have the same settings, you can delete 
extra levels from the table to simplify the view. Follow these steps: 

1. In the Structure and Content table, select the level(s) that you 
want to delete. 
2. Click the Remove Selected Formatting Level button. 

The selected level(s) disappears from the table. 

Copying settings from one level to another 

If the thought of tweaking the settings for every level individually has 
you contemplating a nap or worse, keep your eyes open for one more 
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second. You can adjust the settings for one level and then copy the 
settings to the other levels . Then, all you have to do is make a few minor 
changes for any differences between levels, and you're done. 

To copy all settings (from both the Structure and Content table and the 
Formatting Editor) from one level to another, follow these steps: 

1. In the Structure and Content table, select the formatted level that 
you want to copy. 

2. Press X+C (Ctrl+C for Windows) to copy the formatting. 

Alternatively, you can choose Edit :::::}Copy. 

3. Select the row to which you want to apply the formatting. 

4. Press X+V (Ctrl+V for Windows) to apply the formatting. 

Choosing Edit :::::}Paste works, too. 
5. Repeat Steps 3 and 4 until you've applied formatting to all desired 
levels. 

After you apply the formatting, you can tweak that formatting for each 
level, as needed (covered in the following section). 

Changing the final format with 
the Formatting Editor 
No matter what font and layout you've been using to write, you can 
change the appearance of the compiled output to something entirely 
different in the Formatting Editor. You can also set up the format for 
headings, titles, and subtitles . 

The Formatting Editor is directly tied to the Structure and Content table. 
(See the section "Understanding the Structure and Content Table," 
earlier in this chapter.) When a row is selected in the table, a sample 
appears in the Formatting Editor that shows how the format and 
contents of items of the selected type and level will look. (Windows 
users, click the Modify button to access the Editor.) 

The Notes and Text sections in the Formatting Editor may be grayed out 
and inaccessible, but the other elements selected in the Structure and 
Content table can still be modified in the Editor. (See the following 
section for how to make the grayed-out sections accessible.) 

To adjust the appearance of each type of content, click in that area 
within the Editor and use the Format bar and ruler (covered in Chapter 
6) to adjust font settings, alignment, color, line spacing, tab stops, and 
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indents. 

For example, to underline the title, as shown in Figure 12-9, you click the 
word Title and then click the Underline button in the Format bar. 

To exempt a specific Binder item from global formatting, select 
the As-Is check box in the Contents pane (see the "Preserving the 
format of a document" section, later in this chapter) or select 
Compile As-Is in the general Meta-Data section of the Inspector 
(covered in Chapter 4). 

Figure 12-9: 
Use the 
Format bar 
to modify 
element 
formats. TitL. 

Several options may appear in the header of the Formatting Editor, 
depending on the chosen output type: 

""'lnc1ude in RTF Bookmarks: This option appears when you're 
exporting to RTF, and it's turned on for every level by default. If 
it's selected for a certain level, every item at that level in the 
Binder is given a bookmark (using the title for a name), which 
you can use in compatible word processors and to create a table 
of contents. 

If you add a table of contents to your project by choosing 
Edit~Copy Special~Copy Documents as ToC (covered in 
Chapter 22), be sure this option is selected for every item level 
included in the table of contents. 

If you prefer not to have every level bookmarked, uncheck the 
Include in RTF Bookmarks box for each level that you want to 
exclude. 

",.. HTML Elements: When outputting to an HTML format (including 
e-books), a drop-down list appears next to the Section Layout 
button in the header of the Formatting Editor. 

For each level in the Structure and Content table, you can assign 
an HTML heading style from this drop-down list. 
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""* Page Padding: This option, located at the right of the Formatting 
Editor header, lets you designate how many lines to insert at the 
top of a new page following a page break. 

In most books and manuscript submissions, it's standard for 
each chapter to start about a third of the way down the page. 
Page Padding is how you add that extra space automatically. 

Windows users, click the Modify button to access the Page 
Padding. 

This option doesn' t preview in the Formatting Editor, and it's 
not available for MultiMarkdown output types. 

Your output has approximately six lines per inch when 
you use a 12-point font size (72 points per inch divided by 12 
points per line). To figure out how much page padding you need, 
determine how many inches down the page you want to start, 
subtract the top margin, and then multiply the remaining inches 
by the number of lines per inch. 

For example, if you're using a 12-point font and I-inch margins, 
and you want your chapters to start one-third of the way down 
the page, choose 16 lines of padding (as shown in the following 
list): 

• 72 points per inch + 12 points per line " 6 lines per inch 

• 11 inches per page + 3" 3.7 inches (dividing by 3 to start 11.3 
of the way down the page) 

• 3.7 inches - 1 inch top margin " 2.7 inches 

.2.7 inches x 6 lines per inch " 16.2 lines, rounded to 16 

Overriding text and notes formatting 

If you've been writing in pink Comic Sans 16-point font but want the 
final manuscript in black Times New Roman 12-point, you can override 
the format you've been using. 

To enable the Editor so that you can format the Text and Notes 
elements, select the Override Text and Notes Formatting check box in 
the Structure and Content table; otherwise, the text area of the Editor is 
inaccessible (although the other fields are always accessible in the 
Formatting Editor) . 

For Windows users, all elements are accessible in the Editor pane; 
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however, changes to the Text and Notes formatting aren' t applied unless 
the Override Text and Notes Formatting check box is selected. 

After you select the override option, simply click in the Text or Notes 
area of the Formatting Editor and make your changes by using the 
Format bar. 

~11!!!. 
.~ W If you're outputting to e-book format, the font you choose may 

not appear on an e-reader because each reader has its own preferred 
font settings . 

Inserting subtitles between elements 

If you select more than one element - other than the Title - for a level 
in the Structure and Content table, you can add predetermined subtitles 
before each text-type element selected (for example, Synopsis, Notes, or 
Text) . 

This option operates on all levels in the Structure and Content table, 
regardless of which level is currently selected. To insert subtitles, click 
the Options button on the Formatting tab, and then select Insert 
Subtitles between Text Elements from the menu that appears. The 
subtitles are visible in the Formatting Editor and can be formatted like 
any other element. 

This function is most useful for rough drafts where you want to see 
extra elements alongside the title and text of your scenes or chapters. 

Displaying notes after the main text 

By default, when you choose to include notes for an item type, they 
appear before the main document text. This option allows you to move 
the notes text below the main text. Click the Options button on the 
Formatting tab, and then select Place Notes after Main Text from the 
menu that appears. 

Removing first paragraph indents 

Book formatting often has the first paragraph after a title or subheading 
not indented. To remove first paragraph indents from your manuscript, 
click the Options button on the Formatting tab, and then select Remove 
First Paragraph Indents from in the menu that appears. These three 
options are enabled: 
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"... On New Pages Only: When a page break has been forced either 
in the Contents pane or the Separators pane. 

Choose this option when you want to remove the indent from 
the first paragraph of a chapter. 

"... At the Start of Each Document: On the transition to a new 
document. 

If you're using titles at the beginning of each scene - or prefer 
not to indent the first scene paragraph - choose this option to 
remove the first paragraph indent for each document. 

"... After Empty Unes and Centered Text: This option works within 
a document, stripping the paragraph indent after a blank line or 
after centered text, such as a heading or the # separator. 

Use this option if you have large documents that contain 
multiple scenes or sections separated by a blank line or by 
centered text on its own line. 

Working with chapter titles and subtitles 

Many Compile presets, such as Standard Manuscript Format, are set up 
to number your chapters automatically. But what if you want to use 
chapter names rather than numbers? Or you want to add subtitles? Or 
part numbers? 

In the Formatting Editor header, the Section Layout button (formerly 
Level Settings on the Mac and Title Settings in Windows) provides 
options for changing the text and appearance of headings. You can 
create auto-numbered sections, add prefixes or suffixes to a heading, 
and change the formatting. 

The Section Layout menu has three tabs: 

"... Title Prefix and Suffix: Shown in Figure 12-9, this tab lets you 
designate text to appear before or after the Binder item title. You 
can customize the text for every level, which allows different 
prefixes for parts, chapters, and sections . 

"... Title Appearance: Called Case in Windows, this tab provides 
options for changing the case of the title elements . 

"... First Page: Formerly called Text, this tab lets you designate a 
number of words to make uppercase at the beginning of a new 
section. 
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If you're getting strange output - such as two titles for each 
chapter or chapter numbers for each scene - check the settings for 
each level. Even if you have Title turned off for a level, a prefix or 
suffix designated for that level still appears in the compilation. 

If a paragraph (carriage return) character is present in the Prefix text 
box on the Title Prefix and Suffix tab of the Section Layout menu (see 
Figure 12-10), the prefix text appears on the line above the item title in 
your compiled output. To put the chapter number and title on the same 
line, delete the paragraph mark. You can also add tabs, and you must 
include any spacing desired between the prefix or suffix, and the title. 

Figure 12-
10: Setting 
up prefixes 
" d 
suffixes. 

Pr~fi . : (j) 
C h ... ptef·<$t> -----------=-

Suffix : 

1 C .. nul ) &- OK d 

Auto-numbering chapters, parts, and sections 

To auto-number your items, you can use placeholder tags such as <$n> 
(for Arabic numbers, such as Chapter 1) or <$t> (for words, such as 
Chapter One) . So, if you wanted output like Chapter One : Per f ect 
T itle (where Perfect Title is the title of the chapter in the Binder), type 
Chapter <$1>: (with a space after it) into the Prefix text box on the Title 
Prefix and Suffix tab of the Section Layout menu. 

Auto-numbering is done sequentially by tag, so if you're trying to 
auto-number two different levels (for example, parts and chapters), 
you can either use a different tag type for each or refer to 
Help:::::}Placeholder Tags List for more options. The list also has 
options for restarting chapter numbering at the beginning of each 
book part. 
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Windows users can visit 
https : llscrivener . tenderapp . com/help/kb/windows/ placeha 
Ider-tags-list if the Placeholder Tags List doesn' t appear in the 
Help menu. 

@5 To use auto-numbering, but not item titles, deselect Title for that 
level in the Structure and Content table. 

Removing auto-numbered chapters, parts, and sections 

By default, certain templates come preloaded with compile settings that 
add auto-numbered chapter titles to the compiled output. 

If you want to use only the item titles you've used in the Binder - for 
example, because you have Prologue and Epilogue chapters - delete 
any text or characters in the Prefix or Suffix text box on the Title Prefix 
and Suffix tab of the Section Layout menu. 

You can also exclude the prefix or suffix from specific documents, 
which I talk about in the "Excluding the prefix or suffix from the header 
of specific documents" section, later in this chapter. 

Changing the letter case of titles 

The Title Appearance tab (the Case tab in Windows), illustrated in 
Figure 12-11, lets you specify the case of each element of the title by 
selecting an option from the drop-down list next to each. Setting the 
letter case here means that you can use whatever case you want in the 
Binder. 

You can choose from four case options: 

",.. Normal: Uses the title as it appears in the Binder 

",.. Uppercase: All capital letters 

",.. Faked Small Caps: Mimics the look of small caps 

",.. Lowercase: All lowercase letters 

~11!1s. 

"~ W If you choose the Fake Small Caps option, the title appears in the 
Formatting Editor as full caps. Because many fonts don' t have a 
small caps option, this setting mimics the look by reducing font s ize 
and capitalizing the text. 
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Figure 12-
11 : 
Choosing 
the case 
for titles. 
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Creating run-in headings 

It might sound like a nasty collision, but a run-in heading is simply a 
heading that's on the same line as the main text , like the example shown 
in Figure 12-12. To create a run-in heading, follow these steps: 

L Click the Section Layout button in the Formatting tab to open the 
Section Layout window_ 
2_ Click the Title Appearance tab at the top of the window_ 
3_ Select Insert Title as Run-In Head at the bottom of the window_ 

When the Insert Title as Run-In Head option is checked, any text 
immediately following the title (in Text , Notes , or Synopsis elements 
only) appears on the same line - unless the heading is too long­
with a space between the title and text. 
The title retains all its character attributes, but the Text settings are 
used for paragraph-level settings such as indents and alignment. 

Run-in headings don' t appear in the Formatting Editor. 

CIWTI .... U 

Figure 12-
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Run ·in heading 

Adding uppercase words at the beginning of a new 
section 

Many novels capitalize the first word - or several words - of a new 
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chapter or section. You can get the same effect in your compiled output. 
To start off each new section of text after a page break (for example, a 
new chapter) with uppercase words, follow these steps: 

1. From the Formatting tab of the Compile menu, click the Section 
Layout button. 

The Section Layout window appears. 
2. Click the First Page tab at the top of the window. 
3. In the Number of Words to Make Uppercase text box, type the 
number of words you want to capitalize. 

For example, if you type 3 in the text box, the first sentence of a new 
section appears like T HE SHR I LL R I NG o f the phone woke Bob 

f rom a deep s l eep . 

Excluding the prefix or suffix from the header of specific 
documents 

Certain documents or folders might work best without the defined 
prefix or suffix. For example, if you have a Prologue or Epilogue chapter, 
you might want to forgo the auto-numbering and use just the document 
title for that chapter. 

To leave off the prefix or suffix for one or more items, follow these 
steps: 

1. Click the Title Adjustments tab in the Compile window. 
This tab is available only if at least one of your levels in the 
Formatting tab has a title prefix or suffix specified. 

2. Click the Choose button next to Do Not Add Title Prefix or Suffix 
to Documents. 
3. From the drop-down list that appears, select the item to which you 
don' t want the prefix or suffix to apply. 
4. To pick more than one item, repeat Steps 2 and 3. 

@5 To deselect a file , click the Choose button and click the item to 
remove the check mark. 

Working with Some Helpful 
Format Options 

www.it-ebooks.info

http://www.it-ebooks.info/


You can find a nearly endless list of formatting options in the Compile 
window. The following sections highlight some of the commonly sought 
or misunderstood features. 

Forcing one font for the entire 
compilation 
Want to quickly change the entire compilation to a single font family (for 
example, Times New Roman) when you export? The quick font override 
lets you do just that, applying the chosen font to every element and 
level in the Formatting tab, the header and footer settings, footnotes, 
and even those documents marked to compile As-Is (which I talk about 
in the section "Preserving the format of a document," later in this 
chapter). 

Overriding the font is especially useful if you like nearly everything 
about a Compile preset except for the font. Using this option saves you 
from having to make adjustments in the Formatting Editor and Page 
Settings just to change the font family. 

Only blocks of preserved formatting remain unaffected. (1 talk about 
preserving formatting in Chapter 6.) 

The quick font override does not affect the font size or typeface (for 
example, italic or bold); therefore you may still have to adjust font size 
and typeface in the Formatting tab (see the section "Formatting the 
compiled output," earlier in this chapter). 

To globally change the font for your final output, select Override All 
Fonts with Face in the Quick Font Override tab, and then select the 
desired font family from the drop-down list that appears. 

Forcing a page break before a 
document 
For non-repeating items that need to start on their own page, such as a 
title page, table of contents, or other front matter, follow these steps to 
insert a page break before the document: 

1. Click the Contents tab. 
2. Select the Pg Break Before check box for the desired list item. 

www.it-ebooks.info

http://www.it-ebooks.info/


To control the behavior for recurring items, such as chapter folders and 
text documents, use the Separators Option tab (covered in the 
"Customizing the transitions between Binder items with separators" 
section, later in this chapter) . 

~ It's best to force the page break only if you can' t get results by 
using the Separators options (covered in the "Customizing the 
transitions between Binder items with separators" section, later in 
this chapter). If you save your compile format for use with other 
projects, the Pg Break Before settings aren't included. 

Preserving the format of a 
document 
If you have special formats applied to a document - for example, a 
table of contents or title page - selecting the As-Is check box on the 
Contents tab prevents the formatting in that item from being changed 
when you compile. 

The one exception is if you override the font by using the Quick Font 
Override option (see the "Forcing one font for the entire compilation" 
section, earlier in this chapter). 

~ This option tells Scrivener to ignore all the settings in the 
Formatting tab , so it's not intended for the entire manuscript. 

@) You don' t have to use this method for documents that have 
Preserve Formatting applied to a section. Scrivener doesn' t override 
preserved formatting when you compile (see Chapter 6 for more on 
preserving formatting) , even if you choose the Quick Font Override 
option. 

Customizing the transitions 
between Binder items with 
separators 
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The Separators tab lets you choose what type of separator to include 
when your project transitions from one item to the next. By making 
selections in this tab, you only need to use the Pg Break Before option 
in the Contents pane for exceptions to these rules (see the "Choosing 
which Documents to Export" section, earlier in this chapter, for more 
information). 

The Separators tab offers four transition types, depicted in Figure 12-13: 

, 

",.. Text Separator: Specifies the separator for a text-type file 
(including file groups - text files with subdocuments) followed 
by another text item. For example, two scene documents in a 
row might require a custom character between them. 

",.. Folder Separator: Designates the separator for a folder followed 
by another folder. A project might have a part folder followed by 
a chapter folder, which you want to separate with a page break. 

",.. Folder and Text Separator: Lets you choose the separator for a 
folder followed by a text-type item. For example, a chapter folder 
followed by the first scene might require the seamless transition 
of only a single return. 

",.. Text and Folder Separator: Sets up the separator for a text-type 
file followed by a folder. For example, the last scene in a chapter, 
followed by the next chapter folder, is often separated by a page 
break. 

Each of the four transitions lets you choose the separator type from 
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their drop-down lists. The drop-down lists offer four options: 

",.. Single Return: Adds a single paragraph return, which provides a 
seamless transition from one item to the next with no visual 
break of any kind. 

",.. Empty Une: Adds two paragraph returns, adding one blank line 
between the two items. 

If Remove First Paragraph Indents after Empty Lines and 
Centered Text is chosen in the Formatting options (see the 
"Removing first paragraph indents" section, earlier in this 
chapter), this option starts the second item with a non-indented 
paragraph. 

",.. Page Break: Inserts a page break between the two items so that 
the following item starts on a new page. 

",.. Custom: Centers the chosen character(s) on its own line 
between the two items. 

To add the # symbol between scenes of a book, select the 
Custom transition for the Text Separator, and then type # in the 
text box. 

If you select the Insert Page Break Before Text Documents With 
Subdocuments check box at the bottom of the Separators pane, 
Scrivener inserts a page break before all file group items (meaning text­
type files with subdocuments) . This option is handy if you're using file 
groups for sections within a chapter because it allows you to force each 
section to start on its own page. You can also select this option if 
you're using file groups, rather than folders, to organize chapters or 
book parts, because it allows you to treat the file groups as folders, 
forcing a page break before each new file group. 

Inserting a separator when an 
empty line falls on a page break 
Sometimes, a scene separator falls on a page break, making it difficult to 
distinguish the scene break when you're using an empty line. For PDF 
and Print output, you can set up Scrivener to automatically insert 
characters on the empty line to make the scene break obvious (as 
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shown in Figure 12-14). In the Layout tab , select Replace Empty Line 
Separators that Fall across Pages, and then change the characters in the 
text box, if you want. 

Sceoe break separator 

Figure 12· 
14: Three '_OM • . --_0< -_ .... -.. _-
asterisks ....... -..... 
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Adding an end-of-text marker 
It's common practice to add some kind of marker to the end of your 
output. For a magazine article, you might use Ends . Scrivener's Novel 
format adds ««»» to the end of a manuscript. 

If you want to use a character or set of characters to denote the end of 
the exported file, click the Layout tab (Transformations in Windows) , 
select Mark End of Text With , and then enter the desired character(s) in 
the text box. 

To remove an existing marker , deselect the Mark End of Text With check 
box. 

Formatting your output into 
columns 
Want your compiled document to be displayed in columns , much like a 
newspaper or magazine? If you're exporting to Rich Text (.rtf - Word 
Compatible) or Microsoft Word 97-2004 (.doc) output types , you can 
add columns by following these steps: 

1. Click the Layout ta b , a nd then select Use Columns. 
2. Click the Sta rt Columns drop-dow n lis t a nd select w here to s ta rt 
columns within your compila tion. 

You can choose from one of the following options: 
• On First Page: Start columns from the very first document. 
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• After First Document: If your first document is a title page or other 
text that shouldn't be in columns, select this option. 

• After Front Matter: Select this option to start columns after the 
items in your Front Matter folder. 

3. Click the Number of Columns drop-down list, and then select the 
desired number of columns. 
4. Click the Space between Columns drop-down list, and then select 
the desired amount of spacing between each column. 

Removing footnotes from 
compiled output 
To remove footnotes (covered in Chapter 11) when compiling your 
manuscript, click the Footnotes/Comments tab (Footnotes/Annotations 
in Windows), and then select Remove Footnotes. 

For output types that don't support footnotes, footnotes are converted 
to endnotes - or something approximating endnotes - when you 
compile, unless you remove them first. 

Converting footnotes to endnotes 
For output types that support it, you can convert footnotes of either 
type (inline or linked) to endnotes during the compile process. In fact, 
because they're treated separately, you can convert one type to 
endnotes and leave the other as footnotes (see Chapter II for more on 
footnotes). You might want to convert footnotes to endnotes if you 
want to use a word processor that doesn't support footnotes. 

Converting footnotes affects only the compilation, not the footnotes 
within your Scrivener project. Convert them by following these steps: 

1. Click the Footnotes/Comments tab. 
You click the Footnotes/Annotations tab in Windows. 

2. If necessary, deselect Remove Footnotes to enable the footnote 
options. 
3. Choose an option, depending on which type of footnotes you used 
and what operating system you use. 

Here are your options: 
• Export Inspector Footnotes as Endnotes: Mac only. For linked 
footnotes (those appearing in the Comments & Footnotes pane of 
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the Inspector) . 

• Export Inline Footnotes as Endnotes: Mac only. For inline footnotes 
(those embedded in the text in gray bubbles). 

• Endnotes: In Windows, select Endnotes in the Export to RTF drop­
down list. 

Exporting comments and 
annotations for use in Word 
If compiling to Rich Text (.rtf - Word Compatible) or Microsoft Word 
97-2004 (.doc) output types, you can turn linked comments and inline 
annotations into comments that are visible when in Microsoft Word . 
(See Chapter 10 for more about comments and annotations.) 

~"!.*;,. 
-~ ~~) For this conversion to work properly with the Microsoft Word 

97-2004 (.doc) output type, the Microsoft .doc setting in the 
Scrivener Preferences Import/Export pane must be set to Export as 
RTF-Based .doc File, which is the default. 

Make comments and annotations - which can be treated separately -
compatible by following these steps: 

1. Click the Footnotes/Comments tab. 

Windows users, click the Footnotes/Annotations tab. 

2. In the Comments and Annotations section, deselect the check 
boxes for the items that you want to retain. 

Deselecting these options prevents the comments or annotations 
from being deleted from the final output during the compile process: 

• Remove Inspector Comments: Mac only 

• Remove Inline Annotations: Mac only 

• Remove Annotations: Windows only 

3. From the Export To RTF As drop-down list, select Margin 
Comments. 

This option appears as simply Comments in Windows . 

If for some reason the preceding steps don' t work for you , try exporting 
as inline comments, as described in the following section. 

Exporting comments and 
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annotations as inline comments 
Generally, you want Scrivener to strip the inline comments and 
annotations from your final output, especially for submissions, but if 
you want to include them, you can embed them directly into the text, 
surrounded by your choice of characters to set them off from the rest of 
the text. 

For output types that support text color, the comments are colored to 
match the annotation or comment color in the manuscript. 

To export inline comments and annotations, follow these steps: 

1. Click the Footnotes/Comments tab. 
Windows users, select the Footnotes/Annotations tab. 

2. Deselect the check boxes for the items that you want to retain. 
Deselecting these options prevents the comments or annotations 
from being deleted from the final output during the compile process: 

• Remove Inspector Comments: Mac only 
• Remove Inline Annotations: Mac only 
• Remove Annotations: Windows only 

3. From the Export to RTF As drop-down list, choose Inline 
Comments. 

Windows users, choose Comments . 

Don' t want comments and annotations inline with the text or 
in the margin, but still want them in your final output? Export them 
as footnotes or endnotes by choosing either Footnotes or Endnotes 
from the drop-down list. 

4. In the Enclosing Markers text boxes, enter the characters that you 
want to use to enclose the comments. 

Windows users don' t have this option. The comments are 
surrounded by square brackets and colored, if color is supported. 

J!?i.Jf~ 
,~ 
W If you're using Web Page (.html) or MultiMarkdown :::::}LaTeX 

output types, you can insert open and close syntax for HTML 
comments as the enclosing characters. 

Setting the margins 
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You can set the compilation's page margins as part of the compile 
settings if you're using one of the following output types: Print, PDF, 
either of the Rich Text options, both Microsoft Word options, or Open 
Office (.odt) . Follow these steps: 

1. Click the Page Settings tab. 
2. If necessary, deselect Use Project Page Setup Settings. 

This option appears only in the Mac version. When you deselect it, 
the Margins section is enabled. 

3. Enter the desired value for each margin in the corresponding text 
boxes: Top, Bottom, Left, and Right. 
4. Select your measurement type from the drop-down list next to 
each margin text box. 

In Windows, select from the Units list at the bottom of the Margins 
section. 
You can choose from centimeters, inches, or points. 

Adjusting how word and 
character counts are calculated 
Some project templates include a title page with a placeholder tag (see 
the following section for more on placeholder tags) that tallies the 
manuscript's word count when you compile. To adjust the text 
elements that are included in the word count, click the Statistics tab, 
and then select accordingly from the menu of elements to include. 

Customizing Headers and 
Footers 

Need to add a header or footer to your compiled file? Want to edit or 
delete one that's already specified by the compile format you chose? 

The Header and Footer settings are available as long as you've chosen 
an output type that supports them: Print, PDF, Rich Text (.rtf), or 
Microsoft Word 97-2004 (.doc) . 

In addition to regular text, the header and footer allow the use of special 
character tags that are replaced with a value during the compile process. 
Here's a sampling of the special tags available for use (for more tags, 
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choose Help :::::}Placeholder Tags List or consult the Scrivener User 
Manual): 

v <$p>: Inserts the page number 

v <$pagecounb: Inserts the total number of pages 

v <$projecttitle>: Uses the title specified in Project Properties 
(shown in Figure 12-15), or if none is specified, uses the name of 
the Scrivener project file 

v <$surname>: Takes the surname from the Project Properties or 
the author's Address Book entry 

v <$fullname>: Inserts the full name from the Project Properties or 
the author's Address Book entry 

For character-based tags (including Roman numerals), you can 
type them in all caps to get an uppercase result (for example, 
<$PROJECTTITLE, produces EPIC NOVEL). 

Some of the information is pulled from the Project Properties window 
(shown in Figure 12-15), which you can access by choosing 
Project :::::}Meta-Data Settings:::::}Project Properties. Scrivener displays the 
default values in gray text, but you can click in any text box to overwrite 
the default. The tag next to each text box is the one that you can use in 
the Header/Footer section, if desired. 

The benefit of using a tag in the header or footer, rather than just 
entering the actual value of something like the project title, is that if you 
change your project title at a later date, it automatically updates the 
header. It also updates the information if you decide to use a 
pseudonym or different version of your name. 

Plus, if you set up and save your own Compile format (covered in 
Chapter 13), using tags prevents you from having to edit the settings 
when you use the saved Compile format in a different project. 
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Figure 12-
15: The 
Project 
Properties 
window. 
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You can also format the header and footer text by bracketing it with 
special characters: 

"... Italic: asterisk (*); typing * tex t * produces text 

"... Bold: double asterisk (**); typing * *te x t * * produces text 

"... Underline: underscore U; typing tex t produces text 

Adding or modifying a header or 
footer 
Follow these steps to add a header or footer, or modify the existing one, 
in the Compile settings: 

L Click the Page Settings tab_ 
2_lf the Header/Footer section isn' t visible, change your output type 
to one of the compatible types_ 

Compatible types include Print, PDF, Rich Text (.rtf), and Microsoft 
Word 97-2004 (doc) . 

Figure 12-16 shows the Header/Footer section. 
3_ Click the Header and Footer button to view header and footer 
options_ 

This button appears only in the Mac version. The grayed out text 
within the text boxes doesn' t appear in the final output, it's just there 
to remind you how to format the text or add special tags, such as 
page number. Any text in black will print. 

4_ Enter or edit the desired text and/or tags in the appropriate text 
boxes_ 
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The text boxes that appear are different , depending on whether you 
use a Mac or Windows PC: 

• Mac users: The Header and Footer sections each have three text 
boxes that correspond to left-aligned, centered , and right-aligned 
text , respectively . 
• Windows users: Enter text in the single text box, and then select 
the alignment from the drop-down list to the right of the text box. 

In Figure 12-16, the following header text is in the right text box: 
<$surna me> / <$ PROJECTTITLE> / <$p> . Based on the data in the 
Project Properties, the header on the second page of the compiled 
manuscript will be Hernandez / EPIC NOVEL / 2. 

For no header or footer, delete all text in the boxes . 

(ompll. 
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Using a different first page 
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header or footer 
To create a different header or footer on the first page of your 
compilation - even if it's just a page with no header or footer at a11-
follow these steps: 

1. In the Header/Footer section of the Page Settings tab, click the 
First Pages button (on the Mac only). 

The First Pages Header and Footer section appears, as shown in 
Figure 12-17. The text boxes and formatting options work exactly the 
same as the Header and Footer section outlined in the "Customizing 
Headers and Footers " section, earlier in this chapter. 

2. Select Different First Page Header/Footer, if it's not already 
checked. 

Windows users , select Not on Page 1 to prevent the header and 
footer settings from applying to the first page. The only option at this 
time is to have no header and footer on page one, rather than 
specifying different text or tags. 

3. Enter the desired First Page header or footer text and tags, or 
leave them blank to have no header or footer on the first page. 

Figure 12· 
17: The 
First Page 
Header and 
Footer 
settings. 
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Starting the page count on the 
first page 
If you're using a different header or footer for the first page but you still 
want the page count to start with the first page of the first document -
even if you don' t want a page number to appear - follow these steps: 
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1. If you're using a Mac, click the First Pages button in the 
Header/Footer section of the Page Settings tab. 
2. If it's not already checked, select Different First Page 
Header/Footer. 

Windows users, select Not on Page 1. 

3. Select Page Numbers Count First Pages. 
Select Count Page I in Windows. 

For page numbers to show up on any of the pages, you must have 
specified them in the Header and Footer section, as described in the 
"Customizing Headers and Footers" section, earlier in this chapter. 

Making Text Conversions 
Not all software programs play nicely with Rich Text, and some 
publishers have strict guidelines regarding the use of special characters 
(for example, em-dashes and ellipses) and formatting (such as italics). 

By dealing with these differing needs in Compile, you can write the way 
you want because these options affect only the compiled output, not 
your writing in Scrivener. 

The following sections run through the options for converting special 
characters and formats during the compile process so that you don't 
have to worry about it while writing. You can make all these changes in 
the Transformation tab. 

Converting special characters to 
plain-text versions 
Some special characters - such as em-dashes, smart (curly) quotes, 
and ellipses - aren' t compatible with plain text editors or the Plain Text 
Screenplay Compile format that you can use to export to Celtx or Movie 
Magic Screenwriter. 

If you're outputting to a plain text format, or even to Rich Text Format, 
you can convert special characters to their plain text-friendly 
counterparts. Just select the desired conversions from the options that 
appear in the Transformation tab. 
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If you select the Convert to Plain Text option, Scrivener enables a drop­
down list that lets you substitute spaces and carriage returns for 
indents and paragraph spacing: 

",.. Paragraph Spacing: Approximates paragraph spacing by 
inserting carriage returns. 

The number of carriage returns to insert is determined by 
dividing the paragraph spacing value by the base font size and 
then rounding to the nearest whole number. So, if the base font 
is 12 and the paragraph spacing is set to 22, two carriage returns 
are inserted between paragraphs (22 ... 12 =' 1.8, rounded to 2). 

",.. Paragraph Spacing and Indents: Adds paragraph spacing, as 
well as inserting spaces in place of indents. 

This feature works only with first-line indenting and can' t 
simulate block quotes or hanging indents. For more complicated 
indents and formats, use one of the following options. 

",.. All Whitespace: Except in full justification alignment, this setting 
attempts to maintain all whites pace, including alignment; all 
types of indents (left and right); block quotes; and so on. 

",.. All Whitespace (Add a One Inch Margin): Does the same as the 
All Whites pace option, but adds ten spaces to the left of every 
line. 

Changing character formatting 
Does the publisher you're submitting to require you to change italics 
into underlined words? Want to remove hyperlinks from Internet 
addresses? Need to strip out highlighter colors? This list covers these 
and other options for modifying character formatting during the compile 
process: 

",.. Deleting struck-through text: If you used strike-through 
formatting to denote text to delete, either by using revision 
marking (see Chapter 20 for more on revisions) or on your own, 
you can force Scrivener to strip it out during the compile 
process by selecting Delete Struck-Through Text. 

",.. Converting italics to underlines: Want to use italics while 
writing, but need to submit them as underlined text? Let 
Scrivener convert them for you . You must be using a Rich Text 
output type (all except Plain Text, Final Draft 5-7, and the 
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MultiMarkdown types). You simply select Convert Italics to 
Underlines . 

",.. Converting underlines to italics: If you've been using underlines 
to represent italicized words but want the compiled output to 
use italics, select Convert Underlines to Italics. This option is 
available for Rich Text output types (all except Plain Text, Final 
Draft 5-7, and the MultiMarkdown options). 

",.. Removing highlighter colors: If you've been marking up your 
text with highlighter colors but don' t want the color to appear in 
the compiled output, select Remove Highlighting. This option is 
available for Rich Text output types (all except Plain Text, Final 
Draft 5-7, and the MultiMarkdown options). 

",.. Converting hyperlinks to standard text: Got hyperlinks? Want 
them to print out as normal text, like the rest of the compilation? 
Set Scrivener to remove the hyperlinks from the text during the 
compile process by selecting Remove All Hyperlinks. This option 
works for Rich Text output types (all except Plain Text, Final 
Draft 5-7, and the MultiMarkdown options). 

Formatting Your E-Book 
The compile options in the following sections are specific to the ePub 
and Kindle output types. 

Adding a cover 
Despite advice to the contrary, books are always judged by their covers. 
Luckily, Scrivener makes it easy to insert cover art for your e-book. The 
design is up to you . 

The cover image is displayed at the beginning of the book, before the 
table of contents or any other front matter, and as a thumbnail on the 
virtual bookshelf on most e-readers . 

The image you plan to use must be imported into the Scrivener project 
before you can add it as a cover (see Chapter 2 for more on importing). 

Keep in mind a couple of things when choosing or creating cover 
images: 

",.. Image Type: The image should be an RGB-based raster format 
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(for example, PNG, TIFF, or JPEG), not a vector format (such as 
EPS). Also, don' t use the CMYK color model, which is better for 
high-quality printing. 

""* Image Size: 800 pixels tall by 600 pixels wide at 72 DPI is ideal for 
a clean display without unnecessarily inflating the e-book size. 
Large files can cause memory problems for e-reader devices and 
make the file difficult to send via e-mail. 

'tj) To add a cover to your e-book, click the Cover tab and click the 
Cover Image drop-down list to view all images located in your 
Binder. You must import the desired image to the Binder if you 
want it to appear in the list. 

The following options appear only for ePub output: 

""* For Reading in iBooks Only: Select this option if you're 
compiling for use in iBooks (but not delivering via iTunes 
Producer). This option adds additional information that iTunes 
needs to create the thumbnail for the bookshelf. 

This is a good option for proofreading your work on the iPad, 
but if you're submitting your work to iTunes Producer, leave it 
unchecked so that Producer can create its own thumbnail 
information. 

""* Cover Page Title: Enter the title of the cover page as you want it 
to appear in the table of contents (not the title of your book) . 
The default is Cover. 

J!!i."!.'-;. 
,~ 
W ""* SVG (Advanced): Click this button to insert SVG code that 

can be used with or rather than a bitmap image. Be sure to 
maintain the correct aspect ratio to avoid a distorted image. SVG 
isn' t compatible with iBooks. If you don' t know what SVG code 
is, you can safely ignore this option. 

Adding document properties for 
e-books 
Document properties added for e-books populate the description fields 
used by most e-readers . Some readers take only Title and Author, but 
many desktop readers and services (such as Adobe Digital Editions and 
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Calibre) use all the data you provide. 

Add the properties by clicking the Meta-Data tab and then entering the 
desired data into the appropriate text boxes. Keep in mind these tips: 

"... Authors: Enter the author name(s). The EPUB format supports 
multiple authors and individual author searches on books with 
more than one author. If the book has more than one author, 
separate them by a semicolon so that each is registered 
separately. 

The Kindle exporter exports only the first author name if you 
separate the names with semicolons . To include all author 
names, insert a space or comma between each name, rather than 
a semicolon. 

"... Language Code: Be sure to use the correct ISO standard two­
letter language code. For English, it's en. (Windows users, select 
the correct language from the drop-down list.) 

Find the list of language codes at 
www . loc . gov/staodards/iso639-2/pbp/code list . pbp. 

"... Custom Identifier: If you have a custom identifier from your 
publisher (for example, an ISBN), select Use Custom Unique 
Identifier and enter it in the text box. Otherwise, Scrivener 
creates a unique identifier - required for published e-books -
when you compile. 

Increasing the navigation dots on 
the Kindle progress bar 
The Kindle uses the top levels of the table of contents to create the 
navigation dots in the progress bar. To create more navigation dots 
(one for each item in the Binder), you must flatten the list so that every 
item is considered a top-level file. 

To create a flat (nonhierarchical) list of the Binder items, click the 
Layout tab, and then select Use Flat List of Contents in Navigation 
Controls (NCX). 

www.it-ebooks.info

http://www.it-ebooks.info/


Setting Up Scripts for Export 
If you're exporting a screenplay or script for use in Final Draft 8 C. f d x) 
and the first document is a title page without script formatting, you can 
assign the document to Final Draft's Title Page window, keeping it 
separate the from the rest of the script. Just click the Script Settings tab, 
and then select First Document Is Title Page. 

If you're not using a title page and the first page of your script is 
missing when you open the FOX file in Final Draft, deselect this 
option. 

You can convert inline and linked footnotes, as well as inline 
annotations and linked comments, to Final Draft 8 script notes. If you 
don' t convert them, they're stripped from the compiled document. 
Simply select an option in the Script Settings tab to specify the 
conversion: 

""* Footnotes: Select Include Footnotes as Script Notes . 

""* Annotations and comments: Select Include Comments and 
Annotations as Script Notes . 
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After you pick out the compile settings - as covered in Chapter 12 -
compiling is a simple matter of clicking a button. But what about next 
time? You don' t want to go through all those options again, right? And 
after your work is transformed, then what? 

This chapter walks you through the act of compiling and viewing your 
work, shows you how to save your settings for future use, helps you set 
up your project to export as an e-book, and reviews other output 
options . 

Compiling Your Project 
Compiling is simply taking the many items in your Binder - those in the 
Manuscript (Draft) folder - and turning them into a single, polished file 
in the output type of your choice. You can make that happen in a couple 
of ways: 

"... Summary mode: The simplest way to compile your project is 
with the Summary option, shown in Figure 13-1. The Summary 
tab is set up to let you output your project with a minimum of 
fuss or adjustments, so it contains a limited number of settings . 
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After you pick out the compile settings - as covered in Chapter 12 -
compiling is a simple matter of clicking a button. But what about next 
time? You don' t want to go through all those options again, right? And 
after your work is transformed, then what? 

This chapter walks you through the act of compiling and viewing your 
work, shows you how to save your settings for future use, helps you set 
up your project to export as an e-book, and reviews other output 
options . 

Compiling Your Project 
Compiling is simply taking the many items in your Binder - those in the 
Manuscript (Draft) fo lder - and turning them into a single, polished file 
in the output type of your choice. You can make that happen in a couple 
of ways: 

",.. Summary mode: The simplest way to compile your project is 
with the Summary option, shown in Figure 13-1. The Summary 
tab is set up to let you output your project with a minimum of 
fuss or adjustments, so it contains a limited number of settings . 
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On the flip side, using the Summary option precludes most 
customization, so you may not get exactly what you're looking 
for. 

If you're more comfortable playing with the final format in 
your word processor, Summary mode can get you close to what 
you want, and then you can tweak it in your word processor. 

",.. All Options mode: If you want to have more control about how 
your file looks after the compile process, you need to work with 
the compilation options in the All Options mode. 

Follow these steps to compile: 

1. Choose File :::::}Compile. 

The Compile window opens. 
2. Click the appropriate button to view the options you want to see. 

On a Windows PC, you click the Expansion button to view or hide the 
options. 
If you click Summary, your window should look like Figure 13-1. If 
you click All Options, you see a window like in Figure 13-2, but the 
available choices vary depending on your format and output types 
selections . 

3. Select the desired format from the Format As drop-down list and 
the output type from the Compile For drop-down list at the bottom of 
the window. 
4. If you're in All Options mode, configure your project by using the 
Compilation tabs along the left side of the window. 

See Chapter 12 for more on formats, output types, and compilation 
options. 

5. Click Compile. 
The Export window appears. Or, if you chose the Print output in Step 
3, the Print window appears . 

6. Choose the desired location from the file list at the left, enter a 
filename in the Save As text box, and then click Export. 
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Viewing and Previewing the 
Output 

After your project is compiled and saved, you can view it in a program 
compatible with the output type you selected. 

But what if you want to see the results of your settings before you 
export? You may want to double-check your output, especially if you're 
going to print. No need to waste all that paper, or keep creating and 
overwriting files on your hard drive. 

Scrivener has a kind of try-before-you-buy option that lets you take a 
look before you commit . It works only for settings compatible with the 
Print output type, but that still covers most of the format , layout, and 
page settings, as well as footnotes, separators, and text conversions . 

Follow these steps to preview your work after you specify the 
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compilations options (as described in Chapter 12): 

1. Select the Print output type from the Compile For drop-down list 
in the Compile window. 

Windows users, select the PDF output type. 
2. Click Compile. 

The Print window opens on the Mac. 
Windows users see the Save As PDF window. Follow these steps in 
the Save as PDF window: 

a. Choose a location to save your file from the list on the left, and then 
type the desired name in the File Name text box. 

b. Click Save. 

A window pops up to notify you when the file is done compiling. 
c. Click OK. 

3. If you're using a Mac, click the PDF button, and then select Open 
PDF in Preview from the drop-down list that appears. 

Windows users, open the file in Adobe Reader X or another PDF 
reader program of your choice. 
The Preview program opens to display your output. 

If you're a Windows user, you can compile to the Preview output 
type for a quick view of your compilation without saving to a file, 
but the Preview option doesn' t display elements such as headers 
and footers, page breaks, or margins. 

Saving and Resetting 
Compile Settings 

You've worked really hard to get your output absolutely perfect, but if 
you close the Compile window without compiling (or saving), your 
settings revert back to what they were when you first opened the 
window. 

The good news is you can save your settings so that they' ll be there the 
next time you open the Compile window. 

Saving compile settings without 
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compiling the project 
The Compile window defaults to the last compiled settings, but if you 
make changes and then exit without compiling, the changes you made 
during the session are lost. (See the section "Compiling Your Project," 
earlier in this chapter, for how to specify these settings.) No worries, 
though. You can save the settings without compiling. 

Press and hold the Option key to make the Compile button change to a 
Save button (the Cancel button also changes to Reset), and then click 
Save. Windows users, click Save & Close. 

The Compile window closes, but next time you open it, your settings 
will still be there, even though you didn' t compile the project. 

Resetting the compile settings 
Been fooling around with the compile settings and wish you could just 
go back to what you had when you opened the window? No problem, 
you can roll things back, even if you don' t remember which preset you 
originally had. 

Press and hold the Option key to change the Cancel button to Reset (the 
Compile button also changes to Save). Click the Reset button. 

Your changes revert back to the last saved compile settings (saved 
either manually or by running compile, as discussed in the section 
"Compiling Your Project," earlier in this chapter). 

At this time, there's no easy way to roll back the changes in Windows 
unless you remember the format preset you started with; however, a 
Cancel button is in the works for a future version. 

If you remember the format preset you started with, you can just 
choose that preset again to reset the settings . Or click Cancel to 
close the window without saving your changes, and then reopen it. 

Creating and Deleting 
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Compile Format Presets 
Scrivener comes preJoaded with a nice selection of compile format 
presets (covered in detail in Chapter 12), but you can also add (and 
delete) your own. 

If you spent a lot of time getting the settings just right - and maybe you 
can't remember all the steps you took to get there - you probably want 
to avoid starting over next time you want the same format. That's when 
saving your own format preset comes in handy. 

The best part is that your saved presets are available for all your 
Scrivener projects. 

Saving your compile settings as a 
custom format 
A format preset is basically a saved setting that includes all the 
compilation options and the output type. 

If you have your compile settings perfectly tuned and don't want to lose 
them, you can go beyond the basic save-for-next-time approach outlined 
in the "Saving compile settings without compiling the project" section, 
earlier in this chapter. Instead, you can create your own preset with 
exactly the settings you want and use it again any time on any project. 

Follow these steps to create your own compile preset in the Compile 
window: 

1. From the Format As drop-down list select Manage Compile Format 
Presets. 
2. Click the plus sign (+) button in the bottom-right corner of the 
window that appears. 

Windows users, simply click the Save Preset button at the bottom­
left of the Compile window. 
A small pop-up window appears. 

3. Type a descriptive name in the Enter a Name for This Compile 
Format text box, and then click OK. 

The pop-up window closes. 

4. If you're a Mac user, click OK to close the Manage Compile Format 
Presets window. 

Scrivener saves the current settings with the name you entered. 
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5. Click the Format As drop-down list. 
The preset appears in the My Formats section of the list that opens, 
and it's now available for all projects. 

Deleting a custom compile 
format 
Did you get a little too preset-happy? Need to delete an old format you 
never use? No worries . Just follow these steps: 

1. In the Compile window, click the Format As drop-down list, and 
then select Manage Compile Format Presets. 

Windows users, click the Load Preset button at the bottom-left of the 
Compile window. 
The Presets window opens. 

2. Select the preset that you want to delete. 

Mac users, click the text to highlight the line, not the check 
box. 

3. Click the minus sign (-) button at the bottom-right of the Presets 
window, and then click OK. 

Windows users, click the Delete button, and then click Yes. 
A warning window appears asking if you really want to delete the 
preset. 

4. Click OK. 
Windows users, click Yes. 
The preset is removed from the list. 

5. Click OK to close the Presets window. 
6. Click the Format As drop-down list in the Compile window. 

The preset no longer appears on the list that opens. 

You can delete only the presets you created, not those installed with 
Scrivener. However, the following section shows you how to hide 
presets . 

Revealing or hiding compile 
presets 
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Scrivener offers even more compile presets than you see on your list in 
the Compile window. Some of them are presets from earlier Scrivener 
versions, and some of them are simply less popular. And although you 
can't delete the predefined presets that came with the program, you can 
hide the ones you don' t use. You can also hide presets that you've 
created, instead of deleting them. 

Follow these steps to reveal or hide a compile preset: 

1. In the Compile window, click the Format As drop-down list and 
select Manage Compile Format Presets. 

The Manage Compile Format Presets window appears. 
2. Select or deselect a preset from the list of presets to show or hide 
it, respectively. 
3. Click the OK button to save your changes and close the window. 
4. Click the Format As drop-down list to see your changes. 

Exporting for E-Books 
Thinking of self-publishing? Want to do a read-through of your 
manuscript on your Nook? Maybe your critique partner wants to read 
your next chapter on her Kindle. 

Scrivener has you covered with output options for ePub (Nook, iPad, 
Sony, and other popular e-readers) and MOB! (Kindle) formats. During 
the compile process, Scrivener even generates a table of contents, 
including all items that have a section break (for example, a page break 
before a new chapter). 

Compiling for ePub 
ePub is the most popular format for non-Kindle e-books, and it's 
compatible with most e-reader devices and desktop reading software 
programs . Follow these steps to create an EPUB file from your 
manuscript: 

1. Choose File~Compile. 
The Compile window opens. 

2. If necessary, click All Options to see the compilation options tabs. 

On a Windows PC, click the Expansion button. 
3. Select E-Book from the Format As drop-down list. 
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The Compile For output type changes to ePub eBook (.epub), and the 
relevant compilation options tabs appear along the left s ide of the 
Compile window. 

4. In the Contents tab, choose the content to include (as outlined in 
Chapter 12). 
5. Adjust the other options, as desired. 

See Chapter 12 for more on compile options. 
Some key options tabs that you may want to make adjus tments in are 
Separators (to add trans itions between item types), Cover (because 
readers will judge it), Formatting (to determine the format of titles 
and text), Layout ( if you want an additional HTML table of contents 
that includes hyperlinks), and Meta-Data (to fill in the book's title, 
author, and other information) . 

6. Click Compile. 
The Export window opens . 

7. Choose the desired location from the file list at the left, enter a 
filename for your e-book in the Save As text box, and then click 
Export. 

Validating your ePub file 
No need to guess if your shiny new EPUB file works . You can validate 
the file to make sure it adheres to the ePub s tandards by following these 
s teps : 

1. Go to htt p : //validatar . idpf . argo 

2. Click Choose File. 
3. In the File Upload window that appears, select the EPUB file you 
just compiled, and then click Open. 

The filename appears in the text box below Submit an EPUB 
Document for Validation , as shown in Figure 13-3. 

4. Click Validate. 

After a few seconds (or longer for a larger file or s lower connection), 
a Results page appears, showing whether the file has any problems . 
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Keep in mind that the validator doesn' t tell you whether the formatting 
will look good on e-reader devices . If you don' t have an e-reader, 
download software such as Adobe Digital Editions 
( www . adobe . com/ products / diqitaleditioos), shown in Figure 
13-4, so that you can get a feel for the format of your book - and make 
changes to the compile settings, if necessary - before you send it out . 

Chances are you'll have to go back to Compile a few times and make 
some adjustments to get exactly the look you want. Just remember that 
your book may look slightly different on each e-reader. 

To view your EPUB file on your iPad , simply drag the file into iTunes . 
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Figure 13-4: 
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Compiling for Kindle 
Amazon's Kindle has its own proprietary file type: . mob i. Follow these 
steps to create a MOBI file from your manuscript: 

L Choose File :::::}Compile_ 

The Compile window opens. 
2_ If necessary, click All Options (Mac) to see the compilation options 
tabs_ 

Windows users, click the Expansion button. 
3_ From the Format As drop-down list, select E-Book_ 

The Compile For output type changes to ePub eBook (.epub), and the 
relevant compilation options tabs appear along the left side of the 
Compile window. 

4_ From the Compile For drop-down list, select Kindle eBook (_mobi)_ 

You can' t compile without installing the KindleGen tool , which lets 
Scrivener convert your file to the MOB! format. If you haven' t 
installed KindleGen, follow these steps: 

a. Go to www . amazon . com/kindlepublishing and download th e 
KindleGen version appropriate for your computer. 

Save the downloaded file somewhere safe and appropriate, such as 
the Applications or Program Files folder. 
b. From the KindleGen tab in the Compile window, click Choose. 
The Open window appears. 
c. Navigate to the KindleGen executable file you just downloaded, and 
then click Open. 
The KindleGen pane displays the location of the KindleGen 
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executable, as shown in Figure 13-5. 

'tj) Mac users: KindleGen runs only on Mac computers running 
Intel processors and Mac OS X 10.5 or higher. To check whether your 
machine has Intel, choose . :::::}About This Mac, and then look next to 
Processor. 

5. Choose the content to include from the Contents tab (as discussed 
in Chapter 12). 
6. Adjust your settings, as desired. 

See Chapter 12 for more on the settings you can change. 
Some key options tabs that you may want to make adjustments in are 
Separators (to add transitions between item types), Cover (becaus e 
every book needs a cover), Formatting (to d etermine the format of 
titles and text), and Meta-Data (to fill in the book's title, author, and 
other information) . 
If you want to adjust the number of navigation dots that appears on 
the Kindle progress bar, check out Chapter 12. 

7. Click Compile. 
The Export window opens. 

8. Choose the desired location from the file list, enter a filename for 
your e-book in the Save As text box, and then click Export. 
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Previewing your Kindle file 
To ensure that your MOB! file is properly formatted , you can use the 
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Kindle Previewer to see how your book appears on Kindle devices and 
apps . Just follow these steps: 

1. Go to www . amazon . com/kindlepublishinq . 

2. In the Resources section, click Kindle Previewer. 
3. On the Kindle Previewer page that appears, click the appropriate 
button to download the version for your computer. 
4. Save the application to your hard drive. 

I recommend you save in Applications or Program Files because this 
application is a piece of software. 

5. Open the Kindle Previewer. 
A window like the one shown in Figure 13-6 appears. 
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6. Select the device to preview from the Set Default Device Mode 
drop-down list, in the Settings section. 
7. Click the Open Book to Preview link in the middle of the window. 
S. Choose the MOBI file you created from Open Kindle Book 
window that appears, and then click Open. 

Your book opens in the Previewer, like in Figure 13-7. Use the arrows 
at the top to navigate through the file, and the Home button to return 
to the main window (refer to Figure 13-6). 

9. If you see any formatting problems, you can go back into Compile 
to fix them and then preview again. 
10. Repeat Step 9 until your book looks good on all the desired 
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Kindle devices and apps . 
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Exporting Special Types of 
Output 

In addition to exporting your project file as a compilation of your 
writing, you can create outlines, a Synopsis lis t , or a collection of 
document notes in the Compile window (which you can open by 
choosing File:::::}Compile). 

Follow these s teps: 

1. From the Format As drop-down list, select the appropriate option. 
Here are your choices: 

• Enumerated Outline: A numbered lis t of documents in hierarchy 
fashion; see Figure 13-8 
• Synopses and Titles: A lis t of Binder items and their Synopses, 
shown in Figure 13-9 

• Synopsis Outline: Similar to Synopses and Titles, but the outline 
doesn' t include the underlined document titles 

2. In the Contents tab, choose the items that you want to include in 
the numbered list. 

See Chapter 12 for more on selecting items to include in compiled 
output. 

3. From the Compile For drop-down list, select the desired output 
type. 
4. Click Compile. 
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You can change how the outline appears in the Formatting tab 
(covered in Chapter 12) . 

Figure 13-8: 
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All of these presets are creating by changing the selections in the 
Formatting tab. You can modify them or create your own. See the 
following sections and Chapter 12 for more information about the 
Formatting options. 

Creating an outline without 
numbering 
You can modify the Synopsis Outline format (discussed in the preceding 
section) to create a list of chapters, with each subdocument in a 
bulleted list appearing below the chapter in which it falls. Follow these 
steps: 
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1. Click the Formatting tab. 
2. In the Synopsis column, deselect all the check boxes. 

This step excludes the Synopses from the list. 
Option-click (Alt-click in Windows) any check box in a column to 
select or deselect that column for all rows. 

3. Make sure Title column check boxes are selected for all levels 
and items. 

By default, the text document Levels 2 through 5+ are unchecked in 
the Synopsis Outline preset. 

4. (Optional) Remove the Title underline to help dedutter the 
outline. 

If you want to neaten up your outline, follow these steps: 
a. Select Level 2, as shown in Figure I3. /O. 

b. Click Title in the Formatting Editor to activate the Format bar. 

Windows users, click the Modify button to access the Editor first. 
c. Click the Underline button in the Format bar to remove the underline. 

d. Repeat Steps band c (or Levels 3 through 5+. 

5. From the Compile For drop-down list, select the desired output 
type. 
6. Click Compile. 

The final output should look similar to the one in Figure 13-11. 

Compiling a list of document 
notes 
Want to capture all your document notes - those notes you entered in 
the Document Notes pane of the Inspector - in one place? 

Follow these steps to modify the Synopsis and Titles format (discussed 
in the section "Exporting Special Types of Output," earlier in this 
chapter) to create a Notes outline, instead: 

1. Select the Formatting tab. 
2. In the Synopsis column, deselect all the check boxes. 

This step excludes the Synopses from the list. 
Option-click (Alt-click in Windows) any check box in a column to 
select or deselect that column for all rows. 

3. In the Notes column, select the check box for each item level. 
4. From the Compile For drop-down list, select the desired output 
type. 
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5. Click Compile. 
Your output should look similar to Figure 13-12. Notice that even if a 
document has no notes, the title still appears in the outline. 

document 
Level 2 
selected. 

Figure 13· 
11: A simple 
outline 
without 
numbering. 
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Part V 

Customizing Your 
Scrivener 

Experience 

L+ I _ go 

In this part ... 

This part takes you deep into features that keep you on track, save you 
time, and let you further customize your writing experience. 

Got a word count goal? Want to check whether you're overusing a word, 
organize your Scrivener workspace differently for each phase of the 
project, create your own project template to save you time, or keep 
track of the same information for every character, setting, automobile, 
or interviewee? Scrivener offers tools to help . 
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In Th is Chapter 

.... Using project and document targets 

.... Understanding project statistics 

.... Viewing text statistics 

.... Keeping track of your productivity .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

Want to know how many words you added (or subtracted) from your 
draft today? Trying to meet a goal of 5,000 words by next Tuesday? Need 
to know how close you are to completing your SO,OOO-word manuscript? 

Scrivener has several features that let you set targets and monitor your 
progress . In addition, you can look at statistics about your project or an 
individual document, including an estimated page count and a 
histogram of word frequency so that you can s pot those overused 
words . (1 don' t know about you, but the geek in me just got excited.) 

This chapter shows you how to set your own targets, view the stats, 
and get a handle on your productivity. 

Working with Project 
Targets 

Writing into the fog is fine , but sometimes you need to shoot for a 
specific goal. Scrivener's project targets provide visual feedback on how 
you're doing, and you can set them up to calculate the number of words 
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you need to write daily to meet a deadline. 

Whether you have a 400-page novel due in six weeks, want to write 
50,000 words for National Novel Writing Month (NaNoWriMo) this year, 
or are just trying to practice your discipline by writing 500 words each 
day, project targets can help. 

Setting a draft and session target 
A draft target is the total word count goal for the project. A session target 
is specific to your current writing session, and you can use it in addition 
to a draft target. Even though you might be working toward an ultimate 
goal of 50,000 words for your manuscript, if your target for the day is 
1,000 words, then 1,000 is your session target. 

Note: In the Novel template that I used for the examples in this book, the 
Draft folder is called Manuscript, so the draft target is called the 
manuscript target. To be consistent with the figures, I call it the 
manuscript target from here forward. 

@5 By default, your session resets at midnight, but if you choose a 
different reset option (covered in the "Adjusting the target options" 
section, later in this chapter), a session can encompass more than 
one day. 

Only items in the Manuscript (Draft) folder count toward your 
manuscript target, and by default, Scrivener calculates the words 
written toward your target from documents for which you have selected 
Include in Compile (see the section "Adjusting the target options," later 
in this chapter). 

Imported documents or documents moved into the Manuscript folder 
from elsewhere in the Binder don' t increase the session count, just like 
documents removed from the Manuscript folder don' t detract from it. 
(Documents added or removed affect the manuscript target progress, 
though.) 

You can easily set a manuscript or session target by following these 
steps: 

1. Choose Project:::::}Show Project Targets. 

You choose Project:::::}Project Targets on a Windows PC. 
The Project Targets window opens. It's broken into two sections, 
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with Manuscript Target settings in the top half. (I show working with 
these settings in Figure 14-1.) The Session Target section appears in 
the bottom half. The bars in both sections are progress meters that 
fill with color in graduating shades from red to green while you get 
closer to meeting the goals . 
The number on the left shows how many words are in the 
manuscript, and the number in the text box to the right is the goal 
amount. 

2. (Optional) Change the progress bar colors by choosing 
Scrivener~Preferences, clicking the Appearance button at the top of 
the window that opens, and choosing Target Progress Bars in the 
Customizable Colors section. 
3. Click the goal number to activate the text box. 

If you set up the session target to calculate automatically from a 
deadline (see the "Adjusting target options" section, later in this 
chapter), you can' t edit this number for the session target. 

4. Type the desired number. 

5. Mac users, click Apply. 
The option is a standard text box in Windows, so you don' t have an 
Apply button to click. 
If you have any text already entered in the manuscript, the progress 
bar fills - and is colored - according to how much of the goal 
you've met. 
If you need to cut words, you can set a negative session target. The 
count appears correctly if you change the settings to allow negatives 
(see the section "Adjusting the target options," later in this chapter), 
but the progress bar doesn' t show progress. 

6. From the Words drop-down list, select whether you're measuring 
Words, Chars (characters), or Pages. 

The Pages option is available only for the manuscript target. 
7. Click the X in the upper-left corner of the window to exit. 

Alternatively, Mac users can press Esc. 

To view your progress, open the Project Targets window. You can 
adjust the manuscript or session target at any time by repeating the 
preceding steps . If you want, you can even leave the window open while 
you work so that you can keep track of your progress in real time. 
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Figure 14-1: 
Setting a 
session 
target. --

,.=.J • - -
Word count goals 

Resetting the session count 
Did you read through yesterday's work and delete a few lines, but you 
don' t want that to count against today's writing? 

Whatever the reason, you can easily reset the session count. Just open 
the Project Targets window by choosing Project :::::}Show Project Targets, 
and then click the Reset button (refer to Figure 14-1). 

The session progress resets to zero . 

Adjusting the target options 
The Targets Options window allows you to modify the way Scrivener 
calculates progress for manuscript and session targets , change when it 
resets session counts , set deadlines , and more. 

To open the Project Targets Options window, choose Project :::::}Show 
Project Targets, and then click the Options button. (Windows users , 
choose Project :::::}Project Targets .) 

The Project Targets Options window appears , as shown in Figure 14-2 . 
The first three options apply to manuscript targets , the rest apply only 
to session targets . 
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Count Documents Included in Compile Only 

If this option is selected, only words added to documents that are 
marked to Include in Compile - either in the Compile window (see 
Chapter 12) or in the General Meta-Data section of the Inspector pane 
(see Chapter 4) - count toward target progress. 

So, if you recently compiled the first three chapters of your manuscript, 
the progress toward your goal might suddenly look much smaller 
because only those documents are being used to count words added. 

Figure 14-3 shows the Compile window with only Chapter Two files 
selected for inclusion. The progress bar in the Project Targets window 
shows the 680 words contained in Chapter Two, but this manuscript 
actually has 779 total. 

To prevent compile options from affecting your progress count, I 
recommend deselecting this option unless you plan to work in files 
within your Manuscript (Draft) folder that you don' t want to count 
toward your goal. 
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Target Applies to Current Compile Group Only 

If this option is selected, only those files currently listed in the Compile 
window's Contents pane count toward your goal (see Chapter 12), 
regardless of their Include in Compile status . 

J!!i."!.'-;" 
-~ 
.. ~) Front matter that you add to the compile group isn' t counted, but 

items removed via filter are. 

Figure 14-4 shows how this option works . Even though none of the 
documents are marked for inclusion, those in Chapter One - all 99 
words - are still counted in the Project Targets window because 
they're listed in the Compile group. Words in Chapter Two aren' t 
counted because they're not part of the group. 

If you used this option in conjunction with Count Documents Included 
in Compile Only, the progress count in Figure 14-4 would be zero 
because none of the files have Include in Compile selected. 

This option is best left b lank if you don't want the compile settings 
messing with your progress counts. 
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Deadline 

Select this option to enter a deadline that can be used to automatically 
calculate your daily writing goals (see the section "Setting a draft and 
session target, " earlier in this chapter). 

Reset Session Count 

This drop-down list lets you choose when Scrivener resets the session 
count to zero . If you don' t want Scrivener to reset the session count 
automatically, even on project open or close, choose Never 
Automatically Reset Session Counts . 

By default, Scrivener resets the session count at midnight. 

Count Text Written Anywhere in the Project 

Choosing this option forces Scrivener to count all text written, 
regardless of location , even in documents outside the Manuscript 
(Draft) folder. 

You might use this option if you want to work on a scene but aren' t yet 
ready to include it in the manuscript, or when you want to count the 
words written in your notes or research. 

Words written outside the Manuscript (Draft) folder don' t count toward 
the manuscript target progress, even if this option is selected. 

Allow Negatives 
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Selecting this option allows the session count to go below zero . If you 
leave it unchecked, the count doesn't go negative, even if you delete 
more words than you add. 

If this option is deselected, Scrivener doesn't keep track of how negative 
you are, so any words added when you're at zero increase your session 
target progress. If you want a more accurate reflection of your net word 
count, select this option. 

Automatically Calculate from Draft Deadline 

This option uses the deadline date (see the "Deadline" section, earlier in 
this chapter) to determine the daily target needed to meet the deadline. 

If this option is selected, the session target can't be edited. 

Writing Days 

Select the buttons for the days of the week you plan to write so that 
Scrivener can more accurately calculate the daily session goal. 
Otherwise, it assumes seven days per week. Chosen days turn blue. 

Allow Writing on Day of Deadline 

Select this option if you can work on the deadline day. If this option 
isn't selected, Scrivener doesn't include the deadline date when making 
calculations. 

Show Target Notifications 

This Mac-only option applies to both target types. If you have Growl 
installed on your computer (go to htt p : // q r owl . in fo to find out 
more), selecting this option triggers a Growl notification when you 
reach either your session or manuscript target, or fall below a target 
(useful when cutting words). This option eliminates the need to open 
the Project Targets window to see whether you've reached your goal. 

Don't want to use Growl? Target notifications also work with Apple's 
notification system for Mac OS X Mountain Lion. 

Adding Targets to a 
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Document 
Need to produce a I ,OOO-word article? Shooting for 3,500 words in your 
next scene? Consider setting a document target. A document target 
tracks progress for the specific document in which it's set. 

Follow these steps to set a document target: 

1. In the Binder, select the document for which you want to set a 
target. 

2. Click the Set Target button on the Status bar, shown in Figure 14-
5. 

A Target window appears. 
3. Enter the desired count in the Target For This Document text box, 
and then select Words or Chars (characters) from the Words drop­
down list. 
4. If you want a notification when you meet, or fall below, your 
document target, select the Show Target Notifications option. 

This option works the same as described in the preceding section. 
5. Click OK. 

A progress bar appears in the Status bar, shown in Figure 14-5. Just 
like with manuscript and session targets, the progress bar changes 
color from red to green while you move closer to your target. 
The progress bar colors can be changed as outlined in the "Setting a 
draft and session target" section, earlier in this chapter. 
The word count in the status bar changes to display the target 
amount, changing from 15 to 15/ 100 in the example in Figure 14-5. 

Set Target button 
Figure 14-5: 
Add ing a II''''. i _ " !. 
document Document target progress bar 
target. 

You can sort documents by Progress in the Outliner (covered in 
Chapter 9) to quickly see which items need more work. Document 
targets can also be edited in the Outliner by double-clicking the 
value in the Target column. 

Checking Project Statistics 
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The Project Statistics window provides word, character, and page 
counts for contents of the Manuscript (Draft) folder based on the 
compile settings . Basically, the Compile function runs in the background 
to determine the numbers. 

So, even if you have documents selected, if you have the Text element 
deselected in the Formatting tab of the Compile window, the text isn' t 
counted (see Chapter 12 for more about Compile options). This is where 
the ability to change and save the compile settings without running the 
Compiler comes in handy (see Chapter 13). 

You can also view the same information for the current Binder 
selection. Unlike the Manuscript (Draft) Statistics, Selection Statistics 
apply to all files selected in the Binder, regardless of their location 
within the project or their compile status . 

Check your stats by choosing Project :::::}Project Statistics . The Project 
Statistics window opens, as shown in Figure 14-6. The upper half applies 
to all files in the Manuscript (Draft) folder, and the lower half applies to 
the item(s) selected in the Binder. 

~Jf~ 
.~ W The Pages (Paperback) count is calculated by using the industry 

standard of total character count divided by the product of the 
word count per page and the average number of characters per 
word . Pages " Total Chars + (Words per Page x Chars per Word). 
You can change the Words per Page value in the Project Statistics 
Options window (see the following section). 

The Pages (Printed) count is calculated based on your Compile settings . 
If the project is large, this calculation can take a minute because Compile 
has to run in the background. Projects over 100,000 words don' t 
Compile every time you open Project Statistics and aren' t up to date 
unless you click the Update Printed Counts button that appears for large 
projects. 
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Figure 14-6: 1.1 Project Statistics 
The Project 
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Changing Project Statistics 
Options 

The Project Statistics Options tab lets you modify how statistics are 
calculated . Follow these steps to access the options: 

L Choose Project:::::}Project Sta tis tics_ 

The Project Statistics window opens . 
2_ Click Options a t the top o f the w indow_ 

The Project Statistics Options window appears , as shown in Figure 
14-7. The top portion of the window, called Draft Statistics, applies to 
manuscript stats , the center section is for selection stats , and the 
last section lets you adjust how paperback pages are calculated . 
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Figure 14-7: 
The Project 
Statistics 
Options 
window. 
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The two options in the Draft Statis tics section let you choose what to 
include in the manuscript word count. Here's a description of each 
option: 

",.. Count Current Compile Group Only: If selected , the s tatis tics 
are calculated based on only the documents lis ted in the 
Contents pane of the Compile window (see Chapter 12 for more 
on the Compile window) . 

",.. Count Footnotes: Includes footnotes in the word and character 
count. 

The Selection Statis tics Options section has s ix options, which apply 
only to the current writing sess ion. (The firs t three are radio buttons , 
which means you can choose only one of them .) 

Here's what each option does: 

",.. Count All Documents: Counts all selected documents, 
regardless of their Include in Compile s tatus . 

",.. Count Only Documents Marked for Inclusion: Counts only 
those documents for which you've selected the Include in 
Compile option (either in the Compile window, covered in 
Chapter 12, or in the General Meta-Data pane of the Inspector, 
which I discuss in Chapter 4) . 

",.. Count Only Documents Not Marked for Inclusion: Counts only 
documents for which you didn' t select Include in Compile. 

",.. Exclude Comments and Annotations: Comments and 
annotations are counted in the document and manuscript word 
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counts, but you can exclude them from the selected document 
count by choosing this option. 

If you exclude comments and annotations from the manuscript 
word count on the Statistics options pane in the Compile 
window (see Chapter 12), they won't be counted here. 

",.. Exclude Footnotes: When this option is selected, footnotes 
aren' t included in the selected documents counts. 

",.. Count Subdocuments: Select this option if you want to select a 
container and have Scrivener calculate selection statistics for a ll 
its subdocuments . Otherwise, the count applies only to text 
within the container. 

The Page Count Options section lets you set how many words or 
characters per page you want Scrivener to use to calculate paperback 
pages . 

For more on how Scrivener calculates pages, see the preceding section. 

When you're done with the Options window, you can either click the 
Statistics button to see the effect of your changes or click OK to exit the 
Project Statistics window. 

Using Text Statistics to View 
Word Frequency 

Most writers have words that they overuse in their writing - just, back, 
really, it. Those are just a few of the words I really misuse, when I look 
back on it. 

Scrivener has a built-in Text Statistics feature that can help you catch 
your own worn-out word choices. (In order to access Text Statistics, a 
document must have the keyboard focus, meaning the cursor must be 
blinking in the Editor pane.) Follow these steps: 

1. Select the desired item in the Binder. 
You can select more than one item, but if you get the Corkboard or 
Outliner, choose View:::::}Scrivenings to see the Editor. 

2. Choose Project:::::}Text Statistics. 

If the menu option is grayed out, go back and make sure the Editor 
pane is active by clicking in it, and then try this step again. 
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The Statistics window appears , displaying counts for words, 
characters , paragraphs , and lines, as well as a Word Frequency 
section. 

3. To view the word frequency sta tis tics, click the tria ngle next to 
Word Frequency to expand it. 

Figure 14-8 shows the Word Frequency count and bar graph, sorted 
in descending order by Count to show the most-used words at the 
top . Pronouns , prepositions , and conjunctions generally show up 
first , but scroll down to see other words that appear frequently in 
your work. 

4. (Optional) Sort the Word Frequency by clicking the desired 
column heading. 

A sort triangle appears in the heading, pointing up to indicate the 
column is sorted in ascending order. 

5. (Optional) Click the heading again to sort in descending order. 
The triangle now points down. 

6. Click OK w hen you're done viewing the statis tics. 

Figure 14·8: Stati s tics 
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Tracking Productivity 
All these statistics are great , but what can you do with them? Well , if 
you're like me - you have my sympathies - you record the numbers , 
and then graph them at the end of the year. 
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Yes, it's a sickness. 

But seriously, it's a good idea to track your daily work, if for no other 
reason than to convince the IRS you're really working next time you get 
audited. 

It's also helpful to go back and see how long it really took you to finish 
that last project, and where you had long lags in productivity. That way, 
when a publisher asks you how quickly you can write a book, you'll 
have some numbers on which to base your guess. 

I keep a file called Productivity within each project where I enter the 
date, hours worked, and words written, plus any notes about the type 
of work I did on the project that day (writing, revisions, query letters, 
plotting, and so on) and sometimes what part of the manuscript I 
worked on. 

At the end of each day, I enter all the separate project word and time 
counts into a calendar, and then compile the numbers in a spreadsheet 
so that I can look at my month and year as a whole. 

You can set up the Outliner view to show the Total column for 
each chapter, and then export the Outliner contents to a CSV file 
(compatible with most spreadsheet programs) to track your 
progress in a spreadsheet. See Chapter 9 for details. 
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In Th is Chapter 

.. Using layouts to customize your workspace 

.. Creating project templates to save time .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

I don' t know about you, but I'm inherently lazy. If there's anything I can 
do to save time and avoid repeating work that I've already done, I'm all 
over it. Which is why I love this chapter. It's all about saving your 
workspace and your project templates just the way you like them so 
that you don' t have to start from scratch when you want to switch 
layouts or begin a new project. 

Customizing Your 
Workspace with Layouts 

One of my favorite things about Scrivener is the easily overlooked -
but imminently heJpful- way that every time you open a project, it 
takes you to the exact position where you left off. 

Scrivener also remembers each project's layout: the position and status 
of each element of the workspace. For example, the layout might have 
the Binder visible, Editor split horizontally, and Inspector closed. 

Beyond that, you can save layouts for different stages of your writing 
process or for different types of writing, and switch to them quickly, 
saving time when you want to rearrange your workspace. 
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You could have one layout for writing your novel, one for revisions, one 
for storyboarding, and one for writing blog posts . When you save a 
layout, it's available to all projects, thus saving you even more time. 

I like to think of saved layouts like a magic Rearrange button. A couple 
of clicks, and your workspace is just the way you want it; a couple 
more, and it's changed again. 

Here's a sample of elements that get saved in a layout (for a complete 
list, check the Scrivener User Manual): 

,.... Visible or hidden status: 

• Binder 

• Collection tab interface 

• Inspector 

• Header and Footer bars 

• Ruler and Format bar 

• Toolbar 

"... Split type (horizontal, vertical, or none) 

"... Window size and position 

"... Toolbar view mode (such as icon size and text) 

"... Corkboard, Outliner, or Scrivenings mode for each split 

"... Page View or standard Draft view for each split 

"... Mac Full Screen status (Mac OS X 10.7 Lion only) 

To open the Layouts window, choose Window:::::}Layouts:::::}Manage 
Layouts. (Windows users, choose View:::::}Layout:::::}Manage Layouts.) The 
following sections explain what you can do in this window. (To close 
the window when you're done, just click the red X button.) 

Saving the current layout 
When you have your layout just the way you want it, you can save it so 
that no matter what you do to your workspace, you can always get back 
to your favorite layout. Not only that, you can use your saved layout in 
future projects. Follow these steps to save your layout: 

1. Click the plus sign (+) button at the bottom-left of the Layouts 
window to add a layout based on your current Scrivener setup. 
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A text box appears with the words New Layout ready to be 
overwritten, and a snapshot of the current layout appears in the right 
half of the Layouts window. 

2. Type the name of the new layout, and then press Return. 
In Figure 15-1 , I created a new layout called Writing. The snapshot in 
the right pane provides a visual preview of the saved layout. 

3. (Optional) Select the two check boxes at the bottom of the 
Snapshot pane. 

These options provide additional control over how much is saved in 
the layout: 

• Save Outliner and Corkboard Settings: Ensures that settings such as 
index card size and Outliner columns are saved 
• Preserve All Meta·Data Appearance Options: Saves settings such as 
tinted Binder icons (covered in Chapter 4) and keyword chip 
visibility (find more in Chapter 8) 

Saved layoul 

Figure 15·1: 
A saved 
layout. 

!!I--_ .. , ._ • _ ._ ... w_ .. __ " .,,_ 

Creating a new layout 
Anytime you want to create a new layout, just make your adjustments 
to the project you're working on, and then save the layout, as outlined 
in the preceding section. 

For example, if you want to save the layout that you like to use for 
brainstorming and storyboarding, you might hide the Inspector, select a 
container and switch to Corkboard view, adjust the Corkboard settings 
(which I talk about in Chapter 8), and hide the Binder. Then, save it as 
something brilliant, such as Story boarding, as I did in the example in 
Figure 15-2. 

Notice how the layout preview shows the Corkboard view so that you 
can easily tell what the layout looks like. 
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Figure 15-2: 
A new 
saved 
layout 
called 
Story­
boarding. 

,,",low" E 

!!!-_ ..... . - .. ... iI _ .. __ 

New layoll1 

'---

Applying a layout to your 
workspace 
Okay, so creating layouts is cool and all , but how do you apply a layout 
to your workspace? Just follow these steps, and Scrivener will make all 
the changes for you: 

L Select the layout that you want to use from the list in the Layouts 
window_ 

2_ Click the Use button (refer to Figure 15-1). 
The workspace switches to the chosen layout. Pretty nifty , huh? 

@5 To apply a layout without opening the Layouts window, choose 
Window :::::}Layouts :::::}Manage Layouts (Windows users , choose 
View:::::}Layout:::::}All Layouts) , and then choose the des ired layout 
from the submenu that appears. 

Mac users also have a Layouts button on the standard toolbar, which 
you can click to access the Layouts window. Click and hold the Layouts 
button for a list of layouts. 

Windows users can add the Layouts button to the toolbar by following 
these steps: 

1_ Choose Tools:::::}Customize Toolbars_ 
2_ In the window that opens, select Main Toolbar from the list at the 
top-right 
3_ Select the Manage Layouts button from the list along the left side, 
and then click the right-arrow button_ 

The Layouts button is added to the toolbar. 
4_ Click OK to close the Customize Toolbars window_ 
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Modifying a layout 
Okay, so you have your layouts all set up , but while working on your 
project , you realize the layout needs some tweaking. No problem. Jus t 
follow these s teps: 

1. Make the desired changes to your Scrivener setup. 
2. In the Layouts window, select the layout that you want to modify. 
3. Click the gear button at the bottom of the window. 
4. From the pop-up menu that appears, select Update Selected 
Layout. 

The layout preview updates to reflect the changes you made. 

Deleting a layout 
If you've created a layout that you never use, it's s imple to delete it by 
following these steps: 

l.ln the Layouts window, select the layout that you want to remove. 
2. Click the minus sign (-) button. 

On the Mac only, a message appears, reminding you that the action 
can' t be undone. 

3.lf you don' t want the message to warn you anymore, select the Do 
Not Show This Message Again check box. 

4. If you're sure you want to delete the layout, click OK. 
The selected layout is removed from the lis t. 

Exporting a layout 
Want to share a layout with a friend or add it to another computer 
where you use Scrivener? Exporting is the answer. Note: Layouts aren ' t 
compatible between Mac and Windows . 

Follow these s teps to export a layout: 

1. In the Layouts window, select the layout you want to export. 
2. Click the gear button, and then select Export Selected Layout from 
the pop-up menu that appears. 
3. Choose a location from the file list, type a name for the exported 
layout in the Save As text box, and then click Save. 

The file saves as a . scr l ayout (Mac) or. scr i v l ayout (Windows) 
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file. 

Importing a layout 
If you have a layout to import , the file must be accessible from your 
computer before you can import it. When you have the file ready , follow 
these steps: 

1. In the Layout window, click the gear button, and then select 
Import Layout from the pop-up menu that appears. 

The Import window opens. 
2. Select the desired file. 

The file will have a . scr l ayout (Mac) or. scr i v l ayout (Windows) 
extension. 

3. Click Open. 
The imported layout appears in the Layouts window. 

Saving Time on Future 
Projects with Custom Project 
Templates 

It wouldn' t surprise me if this section were the reason you bought this 
book. I get more questions about project templates than any other topic 
in Scrivener , by a landslide. 

Why are people so interested in finding out all about project templates? 
Because creating your own saves time and hassle. 

When you first opened Scrivener, you had to choose a project template 
before you could even s tart working. Those templates were included 
with Scrivener for your convenience, but while you became familiar with 
the program, you probably made changes to the template so that it 
would work better for you. 

Did you add or change root folders? Include an oft-viewed writing 
reference? Change the Label or Status fields? Add keywords? 

Wouldn' t you like to save this new, improved vers ion of the template so 
that the next time you start a project , you don' t have to make all thos e 
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changes again? Then you're in the right place because creating a custom 
project template is what the following sections are all about. 

Creating and saving a custom 
project template 
The key thing to remember when creating a project template is that 
everything gets saved, including Label and Status settings, keywords, 
collections, initial Compile settings, initial layout, and every item in the 
Binder. Project-level settings such as tinted icons, text preferences, 
project targets, and statistics settings are included, too. 

Basically, the entire project gets copied as-is, so if you don't want an 
item or setting in the template, you need to strip it out or turn it off. The 
safest way to do that is to make a copy of your project, remove 
everything that doesn't apply to all future projects of that type, and 
then save the template. 

And don't worry, you can create more than one template to suit all your 
writing needs. 

You can either start with a copy of an existing project and strip 
everything out, or start with a new project based on an existing 
template and make the desired changes. 

#" 
~ Before making any changes to your project, save a copy of it as 

outlined in the following steps . Unlike a standard word processor, 
Scrivener auto-saves every few seconds, which means that you can't 
make all your changes and then select Save As after the fact. Don't 
do anything until you've made a copy. 

Follow these steps to create your own custom template: 

1. Choose File:::::}Save As. 

The Save As window appears. 
2. Select a location from the file list, and then type a name for the 
project copy into the Save As text box. 

If you want, you can just save it to the Desktop for easy deleting 
when you're done. This is a throwaway file that you're using to 
create the template. After that, you won't need it anymore. 
After the copy is saved, the original project file closes, and the copy 
opens in Scrivener. (You can tell because the title bar at the top of 
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the window displays the new project name.) 
3. Get the project set up exactly the way you want it for future 
projects of this type. 

Parts 11 and III of this book cover most of the project customization 
options. 
Don't worry too much about getting everything just perfect. I show 
you how to modify your template in the section "Editing a project 
template," later in this chapter. 

4. Choose File:::::}Save as Template. 

If you have personal data in the project, you may get a message 
warning you about it. If you're saving it only for your own use, click 
Continue; otherwise, click Cancel and remove any personal data 
before trying this step again. 
The Save as Template window opens, as shown in Figure 15-3. 

5. Enter the desired template name in the Title text box. 
I suggest using something descriptive, maybe even including your 
name or initials, to differentiate your template from the built-in ones. 

6. Choose a category from the Category drop-down list. 
The category determines where in the Templates window your 
template is grouped. 

7. In the Description field, provide a detailed description of the 
template to help you remember what's in it. 

This information is especially important if you plan to share the 
template with others. 

8. Choose an icon from the Icon drop-down list in the Icon section. 

If you have a picture that you want to use to represent your 
template, you can choose Custom from the list and select the desired 
photo. In Figure 15-3, I used a screens hot of Scrivener in a layout 
similar to my template. 

9. Click OK. 

The template is saved. 
10. Close the project copy you used to make the template by clicking 
the red X button. 
11. If you want, locate the project copy in Finder or My Computer, 
and then delete it. 
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Figure 15-3: Tom"" . '.'OIm,,"'" •• 
Saving a " -~".'"'''"''''" ____ _ 
cu stom ro...".. ~ ... h."~"~' 

template. ~o~'"~~~. ------=:::D 
l!- ; 

, 
........... m." 

to toss your ate 
When you create a custom tem plate, remem ber to delete any doc uments, 
keywords, research files, imag es, Label and Status va lues, custom metadata 
internal and external references, and project notes that you don't wa nt to ca rry 
over. 

If you might share the tem plate with others, be sure to stri p out the personal data 
from the Project Properties (acc essible via Project=> Meta- Data Settings~, the Tit le 
pa ge, and other front matter before continuing on. You should also check the Page 
Setup tab of the Compile window (covered in Chapter 12 ~ for personal data . 

Don't wa nt to worry about em bedd ed personal data ? Use tem plate plac eholder 
tags for things such as author name and add ress, rather than the actual 
information. The tags pull the data from your add ress book whenever you create a 
new project based on the tem plate. Choose Hel p=> Plac eholder Tags List for more 
information. Windows users ca n visit 

der-tags-list if Plac eholder Tags List doesn't a ppear in the Hel p menu. 

Of course, some of these items are exactly what you wa nt to kee p. Just make sure 
they're generic enough to a pply to the type of project fo r which you plan to use the 
tem plate. 

You might wa nt to kee p the chapter folders and customized Label va lues, as well 
as any files you im ported that you wa nt to have in the tem plate. For my novel 
tem plate, I like to include em pty doc uments ca lled Productivity (mentioned in 
Chapter 14 ~, Ideas, Change Log, Outline, and Pitc h/Blurbs. I also include a 
reference on story structure, tips on kee ping up the suspense, and a list of words I 
tend to overuse. 

In add ition, I stri p out the La bel and Status va lues, but I kee p the fields renamed to 
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POV and Day (see Chapter 4 for more on working with metadatal. 

Working with project templates 
After you create a template, you can use it to create new projects. And 
after you start using it, if you find the template isn' t quite to your liking, 
you can edit or delete it. All these actions start in the Project Templates 
window. 

To open the Project Templates window, choose File:::::}New Project. (Click 
Cancel to close the Project Templates window.) 

Creating a new file from your project template 

After you create a template (as described in the section "Creating and 
saving a custom project template," earlier in this chapter), how do you 
use it when you're ready to start your next project? Just follow these 
steps: 

1. In the Project Templates window, click the category to which you 
saved your template. 

Mine was saved under Fiction, which I've selected in Figure 15-4. 

My "u"'" ,."'pbto 
Figure 15·4: -' ..... _---,- - ' . .. ... - "'--," 
Using your 
custom 
project 
template. 

... ' 

. .. -..-
II!. ~ .9 _. 
-. .-"'~ 

-

- -.. ~ . -~'---

. --.- • 
• 

The templates in the selected category appear in alphabetical order, 
including the template you created. 

2. Select your template. 
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The chosen template is highlighted, and the description appears in 
the box below the list of templates. 

3. For Mac users only, click Choose. 
The Save As window appears. 

4. Enter the desired project name in the Save As text box, and then 
select a location for the new project from the file list. 

Windows users, select a location from the Where drop-down list. 
5. Click Create. 

The new project opens, ready for you to write. 

Setting a template as the default 

Want to have the Project Templates window display your custom 
template as the preselected option whenever you open the window? 
Follow these steps to set the default template: 

1. In the Project Templates window, click the category to which you 
saved your template. 

2. Select your template. 
The chosen template is highlighted. 

3. Click the Options button at the bottom of the window (refer to 
Figure 15-4). 
4. Select Set Selected Template as Default from the drop-down list 
that appears. 

Next time you create a new project, the Project Templates window 
opens directly to the template you set as the default. 

@5 The preceding steps also work for setting a built-in template as 
the default if you don' t have - or don' t want to use - one of your 
own. 

Editing a project template 

Say you've been working in a project based on your custom template for 
a while, and you realize you want to change some things about the 
template before you create another project from it. 

Although you can' t directly edit a template, you can replace it with a 
new version without having to re-enter the name, description, and other 
information. The easiest way is to create a throwaway project based on 
the template, make your changes, and save it as the new template. 
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Follow these steps: 

1. If needed, in the Project Templates window, click the category to 
which you saved your template. 
2. Select your template. 
3. Mac users only, click Choose. 

Mac users, Option-click the Choose button to keep Scrivener 
from replacing placeholder tags with information from your address 
book. This leaves the placeholder tags intact, which is especially 
important if you plan to share the template with other users. Choose 
Help :::::}Placeholder Tags List for more information. 
The Save As window appears. 

4. Enter the desired project name in the Save As text box, and then 
select a location for the new project from the file list. 

Windows users, select a location from the Where drop-down list. 
Because you're going to delete this project when you're done, I 
recommend saving it to the Desktop so that it's easy to find and 
maybe naming it something like DeleteMe. 

5. Click Create. 
The new project opens. 

6. Make the desired changes to the project. 
Did you forget to empty the trash? Are there files you forgot to 
include, keywords you didn' t remove, or references you wanted to 
add? Maybe you don' t want those Chapter folders, after all. Make all 
your changes before moving on. 

7. Choose File :::::}Save as Template. 

S. If necessary, click Continue to bypass the warning about personal 
information. 

The Save As Template window opens, with the current template's 
data already filled out. 

9. Modify any of the settings, such as the Description, if desired. 
To overwrite the existing template, keep the name the same. 

~ You can' t overwrite Scrivener's built-in templates. If you chose 
a built-in template in Step 2, you must give the template a new name. 

10. Click OK. 
The old version of the template is replaced with the new one. 
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@5 This process also works for creating a new template based on an 
existing one. To keep the original, follow the preceding steps, but in 
Step 9, enter a new name. (You' ll probably want to change the 
Description, too.) 

Deleting a project template 

Got a custom template you never use anymore? Annoyed by the clutter? 
Deleting a template is simple. Just follow these steps: 

1. In the Project Templates window, click the category to which you 
saved your template. 
2. Select your template. 
3. Click the Options button at the bottom of the window. 
4. Select Delete Selected Template from the pop-up menu that 
appears. 

A window appears, warning you that this action can't be undone. 
5. Click OK. 

Click Yes on a Windows PC. 
The template is removed from the Project Templates window. 

You can delete only templates that you've created or imported, not the 
built-in templates that came with Scrivener. 

Exporting a project template 

If you want to share a template with another Scrivener user or transfer it 
to another computer on which you use Scrivener, you can export it by 
following these steps: 

1. In the Project Templates window, click the category to which you 
saved your template. 

2. Select your template. 
3. Click the Options button at the bottom of the Project Templates 
window (refer to Figure 15-4). 
4. Select Export Selected Template from the pop-up menu that 
appears. 

The Export window opens . 
5. Select a location for the new project from the file list, type the 
template name in the Save As text box, and then click Export. 

Windows users, enter the name in the File Name text box and click 
Save. 
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The file is saved with a . scr i vtempl ate extension. 

Importing a project template 

Does a friend have a really cool template you want to try? Did you create 
a template on a different computer , and now you want to have access 
on the one you're currently using? You're in luck. Templates can be 
shared across the Windows and Mac versions of Scrivener , and 
importing templates is as simple as following these steps: 

1. Copy the . scrivtemplate file to your computer. 

Or make sure the file is accessible (for example, via a flash drive or 
Dropbox). 

2. Click the Options button at the bottom of the Project Templates 
window. 
3. Select Import Templates from the pop-up menu that appears. 

The Import window opens. 
4. Choose the template file that you want to import, and then click 
Import. 

The new template appears in the category assigned when it was 
originally created , with the name it was given when created (not the 
name of the . scr i vtempl ate file). 

5. Click Cancel to close the window. 

Hiding the Getting Started category 

If you don' t want the Getting Started category to appear when you open 
the Project Templates window, you can hide it. But don' t worry , you can 
always get it back if you want quick access to the Interactive Tutorial or 
the Scrivener User Manual. Plus , both features are available from the 
Help menu , as well. 

Follow these steps to hide Getting Started: 

1. Click the Options button at the bottom of the Project Templates 
window (refer to Figure 15-4). 
2. Select Hide "Getting Started" from the pop-up menu that appears. 

Getting Started disappears from the category list. 
3. Click Cancel to close the window. 

To show Getting Started in the category list aft er hiding it , follow the 
preceding steps , but select Show "Getting Started" in Step 2. 
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Chapter 16 

Creating Useful Forms 
with Document 

Templates 
.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Working with existing document templates 

.... Modifying a document template 

.... Making your own document template 

.... Removing and creating the Document Templates folder .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

Document templates are preformatted documents that you use to create 
new documents within your project. They're basically ready-to-go 
forms . When you create a document based on a template, you're making 
a copy of the template, thus preserving the original so that you don't 
have to worry about overwriting it. 

In Scrivener, project templates in the Fiction category come with 
document templates, but even if the project you choose doesn't have 
any document templates, you can create your own. 

Document templates are perfect for creating forms to capture 
information about characters, settings, automobiles, interviewees, 
animals, or whatever else you can think of. This chapter covers how to 
use, edit, and create them. 

Viewing Existing Document 
Templates 

If your project template came preloaded with document templates, 
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they're located in a folder called Template Sheets - although you can 
rename it , if desired - and marked with a small T, as shown in Figure 
16-1. (The project shown in Figure 16-1, which displays the Character 
Sketch document template, was based on the Novel project template.) 

If your project doesn' t have the Template Sheets folder but you want to 
add your own, see the section "Working with the Document Templates 
Folder," later in this chapter. 

To view a document template, expand the Template Sheets folder to 
view its contents , and then click the desired template to view it in the 
Editor pane. 

Figure 16-1: 
Adocumellt 
template. 

_.-
~-

" " _n 
..... 
--

Creating a Document from a 
Document Template 

You aren' t supposed to fill in the template itself ; rather it's the original 
that gets copied to make a new document. With a template, you don' t 
have to remember to make the copy, you just add a new document , and 
you're ready to go . Follow these steps: 

L Select the folder in which you want to place your new document 
2_ Click and hold the Add button in the toolbar to open a drop-down 
list, as shown in Figure 16-2_ 
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Figure 16-2: 
The Add 
drop-down 
list_ 

Add button Templ ~!a choice$ 
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3_ Select the template that you want to use from the list 

A new document based on the template appears in the folder you 
selected , its name ready to be overwritten, as shown in Figure 16-3, 
where I'm adding a new Character Sketch sheet. 

Figure 16-3: 
Anew 
document 
based on 
th' 
Character 
Sketch 
template. 

, . . , --
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"', 

..... ..... .-
_ .. , 

.. " . 

--

@5 You can also add a document based on a template by right­
clicking the folder to which you want to add the document , choosing 
Add :::::}New from Template, and selecting a template from the list that 
appears. The same menu is also available by choosing Project=>New 
from Template. 

4_ Type a name for the new document, and then press Return_ 

Now you're ready to fill in the information. 

~ Nothing in the document auto-populates , not even the name. 
You can' t tab through it like an online form , but you can navigate 
with your arrow keys. Document templates are really just regular 
documents that have a custom icon and prefilled text to make 
duplicating your forms easier. 
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Editing a Document 
Template 

So you think the document templates are the best invention since 
chocolate and hazelnuts got together, except you want to make a few 
changes to a template. Add a few items here, take out a few there­
make it work for you. 

No problem. It's easy to modify a template so that all future documents 
created from it have the changes. The only downside is that changes to 
the template don' t affect documents you've already created. 

Select the template that you want to edit in the Template Sheets folder, 
which opens that template in the Editor pane. Then, make the desired 
changes to the template in the Editor. 

You can use the right tab in the ruler to line up the fields. See 
Chapter 6 for more on setting tabs. 

After you make your changes, when you add a new document based on 
the edited template, the changes appear in that document. 

Creating a Custom Template 
The character and setting sketches are a good start (see the section 
"Viewing Existing Document Templates," earlier in this chapter), but if 
you want to keep track of something else in your project, you need to 
create your own document template. 

You can make a document template easily, but I do have one caveat: 
You must have a designated templates folder to put it in. If you don' t, 
skip to the following section, and then come back to create your 
template. 

Follow these steps to design your very own template: 

1. Select the Template Sheets folder in the Binder. 

2. Click the green Add button in the tool bar. 
Alternatively, you can right-click the Template Sheets folder and 
choose Add~New Text from the contextual menu that appears. 
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3. Type over the highlighted filename to rename it. 
The document appears in the folder, and is marked with a small T to 
designate it as a template. (This designation happens automatically 
when you add a document to the Template Sheets folder.) 

If you already have a document elsewhere in the project that 
you want to use as a template, simply drag it to the Template Sheets 
folder. 

4. Add the desired text to your template. 

Designate the Label and Status fields (probably No Label and No 
Status) to prevent the default Label and Status from being applied to 
documents created from the template. 
When you finish customizing your template, you can start creating 
documents from it, as described in the section "Creating a Document 
from a Document Template," earlier in this chapter. 

Working with the Document 
Templates Folder 

Each project can contain only one Document Templates folder, named 
whatever you want. In the following sections, I show you how to remove 
the template designation from an existing templates folder and add it to 
a folder of your choosing. 

If you already have a set of templates from another project that you 
want to copy over, you need to remove the existing folder's Template 
Folder designation before you can assign a new template folder. 

Removing the template folder 
designation 
To remove the template folder designation, follow these steps: 

1. Choose Project:::::}Clear Templates Folder. 

A warning window appears. 

2. Read the warning spiel, and then click OK. 
As shown in Figure 16-4, the Template Sheets folder loses its special 
icon, and the documents within lose the T that identified them as 
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templates. The templates no longer appear in the Add menu. 

Figure 16-4: 
Th, 
Template 
Sheets 
fol der is 110 

10llger a 
templates 
fol der. 

6. N"".I Fo'm~t 

""'8 M.onu.cnpt 

I> CJ Cl>opt. r On. 

I> CJ C!>;opt .. Two 

~ Bob 

~ F~bi~n~ 

I> ~ "'oc .. 
I> flJ Front M~tt .. 

I> [!:! R ... ;or(~ 

" ill T~mplat~ SIH!~ .. 
~ C!>;or~c .. r SI".<td. 

~ Setting Sketch 

[] M.ogial be •• 

I> !j Tr .. ~ 1> . Unu •• d ~.n .. 

Designating a templates folder 
To designate a folder as the templates folder , follow these steps: 

L Select the desired folder_ 

2_ Choose Project:::::}Set Selection as Templates Folder_ 

The icon of the folder changes , and the documents in that folder get 
the small T that marks them as document templates. 

3_ Click the Add menu_ 

The document templates now appear on the list. 

Changing the Default New 
Document Type 

When you add a new document to a folder by selecting the folder - or a 
file in it - and pressing Return , or by clicking the Add button in the 
toolbar (covered Chapter 2) , Scrivener adds a new file based on the 
default document type for that folder. For a standard folder in your 
manuscript , it 's a text document. For the Characters folder (in the Novel 
project template) , it's a document based on the Character Sketch 
template. And for the Places folder , it's a document based on the Setting 
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Sketch template. 

But what if you have a folder that you want to quickly and eas ily 
populate with forms from a template you've created? You can change 
the default document type for a folder by following these s teps: 

1. Select the folder for which you want to designate a new default 
subdocument type. 

2. Choose Documents:::::}Default New Subdocument Type. 

3. Select the desired template from the submenu that appears. 
To change the default new subdocument to a text document , rather 
than a document based on a template, choose Text. 
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part VI 

Getting the Most Out 
of Scrivener 
. . - '''' 
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In this part ... 

If this book were an Everlasting Gobstopper with each new layer 
introducing you to another fascinating feature of Scrivener, this part 
would be the tangy, sweet center full of fabulous extras . 

You can get the scoop on quick and easy searching, using collections to 
pull files together in new ways, saving versions of your documents, 
tracking revisions, and backing up your work. 
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Chapter 17 

Searching High and 
Low 

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Using Project Search 

.... Replacing words in a project 

.... Working with Document Find and Replace 

.... Searching by format type 

.... Adding bookmarks for easy navigation .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

Even if you've broken up your manuscript into sections with logical 
names and metadata tags, you still might have a need to search your 
project at some point. Whether you want to find all documents that 
mention gray squirrels, every instance of the name Josephine, or all 
yellow-highlighted text, you can do it. 

Scrivener offers several options for searching and replacing. Project 
Search runs through every item in the Binder and returns a list of all 
matching items in the s idebar. Project Replace allows you to replace 
words across the entire project. Document Find and Replace is 
restricted to the document you're working on, and the Find by 
Formatting option searches the whole project for the desired format (for 
example, highlighter color, text color, or annotations) . Finally, 
bookmarks let you mark places within the text so that you can navigate 
to them quickly . 

This chapter covers all these methods . 

Working with Project Search 
The quickest way to start searching through your project files is with 
the Project Search. Scrivener uses the criteria you enter to sift through 
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the entire project file (even the Trash folder) for documents that match. 

You can specify what to search (for example, Title, Text, Notes, 
Synopsis, and so on), how to apply the search phrase (such as Exact 
Phrase, All Words, Any Word, or Whole Word) , and other options to 
further limit the pool of searchable documents. 

To select elements on the list, just keep going back into the menu and 
selecting or deselecting options until you have the search set up the 
way you want it. 

Searching a project 
For a quick no-frills search of your project, enter the word(s) you're 
looking for into the Search text box in the Scrivener toolbar (shown in 
Figure 17-1). The grayed out text tells you what type of search will run. 
The default is All (Exact Phrase), but that changes if you choose 
different options. 

." 
Figure 17-1: , (i ;) 
T' S L ~- All ([)(Oct "" ... ) 

ne earcn FindSynoj><" S. .. do 

text box 011 

the toolbar. 

----Exact Phrase means the exact letters or words in the exact order 
you specify. If the word you type is part of a larger word - the way dent 
is also part of accident - the larger words generate a result, too. 

Follow these steps to run a basic search of everything in your project 
for an exact phrase: 

L Click in the Search text box_ 
2_ Type the desired search word(s)_ 

While you type, the Binder turns into a Search Results list that 
displays all items that meet your criteria. 

3_ To view a document in the Editor, select it in the Search Results 
list 

You're free to edit the document without losing the list. 
As shown in Figure 17-2, where I searched for every item containing 
the word bob, instances of the search phrase are highlighted. 
Sometimes, you don' t see a highlight within the text of a document in 
the Search Results list. In those cases, check the Label and Status 
values, keywords, title, and document notes in the Inspector 
(covered in Part 11) for a match. 
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Don' t want to scroll through the document looking for 
highlights? Use Document Find (covered in the "Using Document 
Find" section, later in this chapter) to search the file. The Document 
Find window comes preloaded with the search string from the Search 
text box. 

4. Click the X at the bottom of the sidebar to close the Results list. 
You can also click the X in the Search text box on the toolbar. 
The Search text box clears, and the Binder reappears. 

Figure 17·2: 
Search 
results for 
bob. 

S .... h ,. soh 

, 

Choosing which elements to 
search 
Sometimes, a search produces too many results - such as when you 
want to find the search term only if it's in the document notes. The 
Search menu lets you choose exactly what to search. Follow these steps 
to use it: 

1. Click the magnifying glass icon in the Search text box. 
The Search drop-down list appears, as shown in Figure 17-3. The 
Search In section at the top provides a list of elements that you can 
search. 

2. Choose the desired element from the list. 
3. (Optional) To add an additional element on the Mac, click the 
magnifying glass again, and then press the Option key while 
selecting another item from the list. 
4. Type the desired word(s) in the Search text box. 

The Search Results list displays documents that contain the desired 
word(s) in the element that you chose in Step 2 (and Step 3, if 
applicable). 
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5. To close the Search Results list, click the X button in the Search 
text box. 

You can also click the X at the bottom of the results list. 

So , if you're looking for Bob and you chose to search Label, the Search 
Results lis t returns all documents that have Bo b as the Label value. 

Figure 17·3: 
The Project 
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menu. 
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Limiting the search results 
In addition to choos ing the elements to search in , you can change how 
the search phrase is used. 

For example, if you perform an Exact Phrase search for asteroid belt, 
you get only ins tances in which those two words are adjacent to each 
other. If you want to see documents that contain both words, but not 
necessarily appearing together , you need a diff erent type of search. 

Luckily, Scrivener offers other options in the Operator category: 

"... All Words: The All Words search returns documents that 
contain all the words entered in the Search text box, regardless 
of their location or proximity to each other. With this type of 
search , if a document contains only one of the criteria words, 
that document doesn' t appear in the results . 

"... Any Word: The Any Word search finds documents that contain 
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one or more of the specified words . So bar fight would return 
documents with just bar, just fight, and both bar and fight 
somewhere in them. 

""* Whole Word: In the section "Searching a project," earlier in this 
chapter, I did an Exact Phrase search for bob. The problem is 
that I might get results for words such as bobbed, Bobby, and 
bobbin, too. The Whole Word search eliminates that problem. It 
returns only documents in which the word you type appears by 
itself, not as part of a larger word . 

In Windows, the Whole Words search returns documents that 
contain any of the search words in the text box (much like Any 
Word), but only matches the complete words, not parts of 
words . 

Examining other search options 
The Options section of the Search menu (refer to Figure 17-3) lets you 
further limit the pool of searchable documents, and also allows you to 
run a case-sensitive search. 

In this section of the Search drop-down list, you can choose more than 
one option by simply opening the menu again to make another 
selection. Here's what each of the choices does: 

""* Search Manuscript Only: Limits the search to only those files in 
the Manuscript (Draft) folder. 

This option is named based on the title of your draft 
folder, so if you're using a project template other than Novel, 
this option might display Screenplay, Draft, or something other 
than Manuscript. 

This option can' t be selected in conjunction with Search Binder 
Selection Only. 

""* Search Binder Selection Only: Limits the search to files that 
you've selected in the Binder. 

You can' t select this option in conjunction with Search 
Manuscript Only. 

""* Search 'Included' Documents: Limits the search to items that 
have the Include in Compile option checked in the Inspector. 

""* Search 'Excluded' Documents: Limits the search to items that 
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have the Include in Compile option deselected. 

",.. Case Sensitive: Want to search for Bob, not bob? Use the Case 
Sensitive search option. You can add this option, regardless of 
which elements you're searching and which type of word search 
you're performing (Exact, All, Any, or Whole). 

For a quick search of only the Synopses, choose Edit=>Find=>Find Synopsis (or 
click the Find Synopsis button on the tool bar, shown in Figure 17-1~ . In the ynopsis 
Finder window that opens, enter the chara cters you're looking for in the Search 
text box at the top (which has a magnifying glass in it~ _ The Synopsis Finder looks 
for exact matches of the text you enter (although it's not case sensitive~. 

The top half of the Synopsis Finder window lists all matching documents followed 
by a portion of the Synopsis text. Select a document in the list to display its 
Synopsis in the lower portion of the window. Click the red X button to close the 
window. 

Wondering about the Save Search option at the bottom of the Search 
drop-down list? That option is covered in Chapter 18. 

~ Your choice to search for included documents, excluded 
documents, or both, affects the results. Your Compile settings also 
affect the results, so if you just exported a partial manuscript and 
didn't change the Compile settings back to include the whole 
manuscript, you may not get the results you were expecting. (I 
cover compiling in Chapter 12.) 

To close the Search Results list, click the X button in the Search text box 
or at the bottom of the Results list. 

Using Project Replace 
Did your editor decide she hates the name Bob? Did your manuscript 
setting move from Key West to Paris? If the idea of changing hundreds 
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of instances of a word makes you cringe, relax. Making the change is 
painless with Project Replace. 

Project Replace provides a global way to find and replace all instances of 
a word or words (except words where they appear in keywords , covered 
in Chapter 5, and Label and Status values , described in Chapter 4) . 

Follow these steps to use Project Replace: 

1. Choose Edit~Find~Project Replace. 
The Project Replace window appears , as shown in Figure 17-4. Many 
of the options available in Project Search also appear here. (See the 
section "Working with Project Search ," earlier in this chapter , for 
information on that s earch.) 

#" 
fly Changes made via Project Replace can' t be undone. Consider 

creating a backup of the project before making substantial changes. 
Backups are covered in Chapter 21. 

Figure 17·4: 
The Project 
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2. In the Replace text box, type the word that you want to replace. 
If your editor hates the name Bob and wants you to change it to 
Abishek, you would t ype Bob here. 

3. In the With text box, type the new word. 
Continuing with the example from Step 2, you would type Abishek 
here. 

4. If you don't care about the letter case, select Ignore Case. 
In the example with the names , you'd want to uncheck Ignore Case to 
make sure that you don' t change cont i nued to bob i n the 
water to cont i nued to Ab i shek i n the water . 

5. Select Whole Words Only to avoid changing words that contain 
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the Replace word within them. 
For example, you wouldn' t want to change bobbed to Abishekbed. 

6. In the Scope section, choose the elements of a document on which 
you want to perform the replace. 

Deselect any item to which you don' t want to apply the change. 
7. Click Replace. 

As shown in Figure 17-5, the progress bar at the bottom of the 
window shows the progress of the operation and displays a final 
count of how many documents were changed. 

8. Click Close to close the window. 

If you want to reverse the Project Replace you just ran, click the 
Swap button in the Project Replace window, and then click the 
Replace button. 

Does Project Replace make you nervous? Consider using Project Search 
(refer to the section "Searching a project," earlier in this chapter) in 
conjunction with Document Replace (covered in the "Working with 
Document Replace" section, later in this chapter) to step through each 
match before replacing it. 

Figure 17·5: 
Project 
Replace 
results. 
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Running Document Find and 
Replace 
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Document Find and Document Replace work much like Project Search 
and Project Replace, but they narrow the search to a single document or 
Scrivenings session. (Check out the sections "Working with Project 
Search" and "Using Project Replace," both earlier in this chapter.) 

Using Document Find 
Document Find searches within the document(s) active in the Editor 
pane. It's especially handy if you've done a Project Search and the 
document you're looking at has a lot of highlighted results or is really 
long. Instead of scrolling through looking for highlights, you can 
perform a Document Find and have it step through the results one at a 
time. 

Document Find even automatically loads the search string from the 
current Search text box in the toolbar. So you can run Project Search, 
select a document from the Results list, and then run Document Find to 
locate the text within that document. 

Follow these steps to conduct a Document Find search: 

1. Select the document(s) that you want to view in the Editor. 
If you select multiple documents and they appear in the Corkboard or 
Outliner, choose View:::::}Scrivenings to return to the Editor. 

2. Choose Edit:::::}Find :::::}Find. 

Alternatively , you can press X +F (Ctrl+F in Windows). 
The Find window appears, as shown in Figure 17-6. 

3. Type the word(s) that you want to search for in the Find text box. 
If you've run a Project Search, the text box is prefilled from that 
search. 

4. In the Find Options section, select Ignore Case if you don't care 
about the letter case. 

If the case matters, deselect this option. 
5. Click the drop-down list below Ignore Case and make a selection. 

What you choose changes how the Find looks for text matches: 
• Contains: Finds any text that contains the letters entered in the 
Find text box. 
• Starts With: Highlights only text that starts with the letters entered 
in the Find text box. 
• Whole Word: Finds text that matches the word in the Find text 
box, but not text that contains the letters as part of a larger word . 
For example, if the search text is ed, the Whole Word option returns 
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ed or Ed, but not bed, Edward, or redder . 

• Ends With: Matches only words that end with the letters entered 
in the Find text box. 

6. Click Next. 
Scrivener moves to the firs t match. As shown in Figure 17-6, 
Scrivener highlights the match. 

7. Continue to click Next until you locate the instance of the search 
term you were looking for. 

If you click Next and don' t see anything, you may have to move the 
Find window out of the way. If there's no match , Scrivener makes an 
error noise and displays Not Found in the space below the Replace 
text box. 

Mac users, if you press Return ins tead of clicking Next , the 
Find panel finds the next match (if any) and then closes . To run the 
search again (or run your las t Project Search for the document) 
without opening the Find window, press X+G. 

8. Click the red X button to close the Find window. 

Figure 17·6: 1~~~~~~~~~~~~~~~~~ 
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Viewing recent searches 
A magnifying glass icon appears in the Find and Replace text boxes of 
the Document Find window. As detailed in Figure 17-7. clicking the 
magnifying glass provides a lis t of Recent Searches and Recent 
Replacements, res pectively. 

Here's how to work with this drop-down lis t: 
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"... Click a word on the lis t to insert it into the text box. 

"... Clear the lis t by choos ing Clear Recent Searches or Clear Recent 
Replacements from the appropriate lis t. 

Clitk for lisl 

Figure 17-7: 
A list of 
recent _ . -, ... , .. <. -searches. •• ~--~ 
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--~ -.--a- ......... 

.-- , 

Working with Document Replace 
To replace all ins tances of a word, but only within the document(s) 
you're viewing in the Editor, use the Document Replace option. Follow 
these s teps: 

1. Select the document(s) that you want to view in the Editor. 

2. Choose Edit:::::}Find :::::}Find. 

The Find window appears (refer to Figure 17-6) . 

3. Type the word(s) that you want to search for in the Find text box. 
4. Type the word(s) with which you want to replace the Find word in 
the Replace text box. 
5. In the Replace All Scope section, select either the Entire 
Document radio button or the Selected Text radio button. 

Entire Document replaces all ins tances within the document(s) being 
viewed in the Editor. Selected Text replaces only matches found in 
text that you select within the Editor. 

6. In the Find Options section, select Ignore Case to replace all 
instances, regardless of case. 

Otherwise, leave this option unchecked. 
7. Make a selection from the Contains drop-down list to change how 
the Find looks for text matches. 

Here are your options: 
• Contains: Finds any text that contains the letters entered in the 
Find text box. 
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• Starts With: Highlights only text that starts with the letters entered 
in the Find text box. 

• Whole Word: Finds text that matches the word in the Find text 
box, but not text that contains the letters as part of a larger word . 
For example, if the search text is ed, the Whole Word option returns 
ed or Ed, but not bed, Edward, or redder. 

• Ends With: Matches only words that end with the letters entered 
in the Find text box. 

8. Click the Next button to find a match that you want to replace. 
9. Click Replace, Replace & Find, or Replace All. 

,t!!"" 

~ If you click Replace before finding a match, Scrivener inserts 
the replacement text wherever your cursor is . 
The three Replace alternatives behave differently: 

• Rep/ace: Inserts the replacement word at the cursor's location in 
the document. Because you clicked Next in Step 8, the highlighted 
match is overwritten. 
• Rep/ace & Find: Replaces the current instance and finds the next 
match. 
• Rep/ace All: To replace all instances of the matching text in your 
document, skip Step 8 and simply choose Replace All. 

10. Close the Find window by clicking the red X button. 

@5 To approve each match before replacing it, start by clicking the 
Next button. For each match that you want to replace, click the 
Replace & Find button. If you get to a match that you don' t want to 
replace, click the Next button to move to the next match without 
making a replacement. 

Finding by Format 
In addition to searching for text, you can search by format. If you've 
been highlighting certain parts of your manuscript in different colors -
say, blue for emotion and yellow for setting and description - and now 
you want to find all the blue-highlighted text, Find by Formatting is the 
answer. 

In addition to highlighted text, you can also search for comments and 
footnotes, inline annotations, inline footnotes, revision color, colored 
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text, links, text with preserved style, and character format. 

Follow these steps to search by format: 

1. Choose Edit:::::}Find:::::}Find by Formatting. 

The Formatting Finder window appears, as shown in Figure 17-8. 
2. Click the Find drop-down list, and then select an option from the 
types of formatting available to search. 

When you change the formatting type, the options at the bottom of 
the window change. 

3. To limit your search to specific text, enter the text in the 
Containing Text text box. 

If you leave the text box blank, Scrivener finds all instances of the 
specified formatting. 

4. Click the Search In drop-down list, and then choose to search all 
documents in the project or only those selected in the Binder. 
5. Specify the special options that appear below the Search In drop­
down list, if applicable. 

Several formats have extra options: 
- Highlighted Text: Offers a Limit Search to Color check box. 
Selecting this option limits the search to the color you choose. (To 
choose the color, click the Color box and select a color from the 
Colors window that appears.) If not selected, the search finds all 
highlighted text of any color. 
- Comments & Footnotes: The Type drop-down list lets you choose 
to search for linked Footnotes, Comments, or both. 
-/nline Annotations: The drop-down list provides options for 
searching by color. Any Color finds all inline annotations, 
regardless of color. Limit Search to Color lets you choose the 
desired color to find from the Color box. Exclude from Search 
leaves out the selected color when matching results. 
- Revision Color: The drop-down list lets you specify the revision 
color to search for. 

- Colored Text: Offers a Limit Search to Color check box. Selecting 
this option limits the search to the color you choose from the Color 
box. If it's not selected, the search finds all text of any color. 

If you search for colored text - not limited to a specific 
color - and get a match that appears to be normal text, it may be 
colored black. Text that has black applied is different from regular 
text (which has no color formatting applied, even though it appears 
black) . To remove the color, right-click the selected text and choose 
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Text Color:::::}Remove Color from the contextual menu that appears . 
• Links: Provides options to search for All links, Web/File (external) 
links, or Scrivener (internal) links (which are links embedded in the 
text, not references; I cover references in Chapter 5) . 
• Character Format: Lets you search by text format, including Bold, 
Italic, Underline, Strikethrough, and Keep with Next (which ensures 
that a paragraph is kept on the same page as the one that follows 
it) . 

6. Click Next to find the first match. 
You can continue to click Next until you've cycled through all 
matches or found the one you were looking for. 

7. Close the Formatting Finder window by clicking the red X button. 

Figure 17·8: 
Searc hing 
by format. 
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Marking the Spot with 
Bookmarks 

Want to mark a spot within your manuscript to make it easy to find 
again? Try a bookmark. A bookmark is basically an inline annotation 
starting with an asterisk and a space that marks a place in your text for 
easy navigation. 

Adding a bookmark 
Follow these steps to add a bookmark to a document: 

1. Place your cursor in the paragraph that you want to mark. 

2. Choose Edit:::::} lnsert:::::}Bookmark Annotation. 

Or you can press Shift+X +B. 
The marker is inserted at the front of the current paragraph, as 
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shown in Figure 17-9. By default , Scrivener uses the first few words of 
the line to label the bookmark in the Bookmarks list (see the 
"Navigating to bookmarks" section, later in this chapter, for more 
about this list), but you can override that behavior by adding a space 
after the asterisk and text to create a custom label, as shown in 
Figure 17-10. In this instance, TNR3 is the bookmark label. 

You can also add a bookmark by placing an inline annotation 
containing an asterisk followed by a space at the beginning of a 
paragraph. If des ired, add the custom label after the space. 

Figure 17-9: 
A bookmark 
inse rted 
into the 
text. 

_ J·d Iii;. 10 _ ""'''''''' ""'* I· .. ..,; ... boo ___ "" IuO. I 

_101 "" _ 110 .. _ III)' _ ""'"" MS,...,,...... ... """ 1_101 .... 

Jivmi'.F'~' m·"_''I'''''h ... " 1, .. 001. 

• ~o",""" ~ """"" Uyiq" do, __ .... --='" ., e>.oell«>oo. y"" 

..... I;'" Iht 'l""'iIes. ..... II>< _~ aad ..ri" m.""", 

----- l-=::j~;';.~n.;';-::.. - p<ri«:L "'"hoi;' pal''''""''l'''"")'"f Bot~'=._J 

Figure 17-
10: A 
bookmark 
with a 
custom 
label. 
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Bookmark with ~U$lQm label 

Removing a bookmark is as simple as deleting the annotation 
from the document. 

Adding a bookmark header 
A bookmark header is a special kind of bookmark that helps you keep 
your bookmarks organized. It works just like a bookmark but creates a 
hierarchical heading in the Bookmarks list for eas ier reading. (See the 
fo llowing section for details on the Bookmarks list.) 

All bookmarks that fall after a header are considered children until the 
next bookmark header appears . 
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Add a bookmark header by following these steps: 

1. Place the cursor within the paragraph that you want to mark. 

2. Choose Edit:::::}lnsert:::::}Bookmark Header Annotation. 

The bookmark appears at the front of the current paragraph as an 
annotation with two asterisks followed by a space, as shown in 
Figure 17-11. Just like with a bookmark, the first few words are used 
as the label, but you can add your own by typing the desired label 
text after the asterisks and space. 

You can also add a bookmark header by placing an inline 
annotation that contains two asterisks followed by a space at the 
beginning of a paragraph. 

Figure 17· 
11: A 
bookmark 
header with 
a custom 
label. 
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Navigating to bookmarks 
After you embed the bookmarks in your document, you can navigate to 
them in two ways . (Only those bookmarks in the current document or 
Scrivenings session are accessible.) 

The following methods let you navigate to a bookmark: 

"... Click the Document icon in the Header bar, choose 
Bookmarks from the menu that appears, and select the desired 
bookmark. In Figure 17-12, the bookmark header and bookmark 
created in the preceding sections are displayed in a hierarchical 
list. 

"... Choose View :::::}Text Bookmarks, and then choose the desired 
bookmark from the submenu that appears. After you choose a 
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bookmark from the submenu , Scrivener jumps to the 
bookmarked paragraph . 

Inline annotations that appear on a line by themselves also 
appear in the Bookmarks list , whether they contain an asterisk or 
not. 

-;;~::'7:- c,,,,,,, ""'>""'" Bar menu 

Figure 17- ~~;;~~~~;;;;~;; 12: 
Choosing a • 
bookmark 
from the 
Header Bar 
menl! . 
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Creating Collections for 
Quic Access to 

Related Files 
.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Working with the two types of collections 

.... Changing a saved search collection to a standard collection 

.... Changing a collection's name 

.... Deleting a collection 

.... Using collections as containers 

.... Viewing the Label and Status values in the Collections list .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

Collections in Scrivener aren't for displaying that stockpile of ceramic 
elephants or your stash of half-smoked cigars from famous people. But 
the idea is similar. They're a way to pull together files that are related in 
some way from various parts of your manuscript. You choose the 
relationship, whether it's based on search criteria, storyline, setting, 
Status, or some other thread understood only by you . 

A collection is a flat list of files - meaning the files aren' t organized 
hierarchically like they are in the Binder - that you can pull from 
anywhere in the project, in or out of the Manuscript (Draft) folder . 

This chapter covers each type of collection in detail. 

Looking at the Types of 
Collections 
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Created at the project level, a collection isn't available to all projects; 
however, you can save your collections as part of a project template for 
future use. (See Chapter 15 for more on project templates.) 

After you create a collection, you can simply select all the files in the 
resulting list and view them in Scrivenings, Corkboard, or Outliner 
mode. 

You can use two types of collections: 

"... Standard collection: You create this collection manually by 
adding and removing files to create a custom list. For example, a 
standard collection could be a list of your first three chapters to 
use as a compile source for exporting a partial manuscript (see 
Chapters 12 and 13 for more on compiling). Or you can make a 
collection list of all scenes that follow a particular subplot within 
your storyline. You can even use a standard collection to tryout 
an experimental scene order. 

"... Search collection: A project search that you save for future use 
so that it isn't overwritten when you run another project search. 
For example, if you track your document status, you can create a 
collection of all files marked To Do. Or you might build a 
collection that lists all documents written in a specific point of 
view. 

Scrivener automatically creates a search collection called Search 
Results when you run a Project Search (covered in Chapter 17). 
You can't rename or delete the Search Results collection, and it 
always holds the most recent query and results. 

Working with Standard 
Collections 

Want to tryout a new scene order without committing? Or maybe you 
want to set up a collection of files to quickly compile a partial 
manuscript. In that case, you need a standard collection. 

Creating a standard collection 
After you create a standard collection, that collection is static, which 
means the contents don't change unless you add or remove files 
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manually, even if the original collection was created from the results of a 
s earch. 

Follow these s teps to create a s tandard collection: 

1. Select all the files that you want to include in the collection. 
You can either manually select the files in the Binder or run a Project 
Search and select the files from the Results list , as shown in Figure 
18-1. 

2. Click the Collections button in the toolbar (see Figure 18-1). 

Alternatively, you can choose View:::::}Collections:::::}Show Collections . 

The Collections pane appears in the left s idebar above the Binder (or 
Search Results if you ran a project search), as shown in Figure 18-1. 

-;;:::::-::~ Delete 
Figure 18·1: Add 
Th, 
Collections 
pane. 

COllections 

3. Click the Add a Collection button to add a new collection from the 
selected items. 

A new tab appears in the Collections pane, ready to be named, as 
shown in Figure 18-2. The tab and the collection lis t below it are 
colored (the color is picked at random each time you create a 
collection) . 

4. Type the desired name for the collection in the highlighted tab, 
and then press Return. 

The collection is now set. If you can' t see it , you may need to scroll 
up in the Collections pane. You can also res ize the Collections pane 
to make more tabs vis ible. 

5. Click the X at the bottom of the collection list to return to the 
Binder. 

If the Collections pane is vis ible, another option is to click the Binder 
tab. 
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6. To close the Collections pane, as well, click the Collections button 
in the tool bar. 

Or you can choose View:::::}Collections:::::}Hide Collections . 

Figure 18·2: 
A new 
collection 
created 
from the 
selected 
files. 

.-~ .­.-

Color bo. 

.-, ... -

• •••• 
Close Coll ection 

File liS! 

Adding an item to a standard 
collection 
If you forget a file when you create the collection, or write a new 
document later and want to add it after the fact , you can add a new file 
in two ways : by us ing a contextual menu or by dragging and dropping. 

If you add the same file twice, it isn' t duplicated , so if you're not 
sure whether the file is already in the collection, select that file. If 
it's already there, Scrivener jus t ignores your attempt to add it 
again. 

Adding by menu 

Follow these s teps to add a file to an exis ting collection via the 
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contextual menu: 

1. Select the desired file(s) in the Binder. 

2. Right-click the file(s). 
3. Choose Add to Collection from the contextual menu that appears, 
and then choose the desired collection from the submenu, as shown 
in Figure 18-3. 

The selection is added to the chosen collection. 

Figure 18·3: 
Ad ding to a 
coll ection 
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Adding by drag and drop 

You can also drag the d es ired files and drop them onto the collection. 
To make it easy, follow these s teps: 

l.1t the Collections pane doesn't appear in the sidebar, click the 
Collections button in the tool bar. 

The Collections pane appears. 
2. Click the Binder tab to view the Binder below the Collections 
pane, as shown in Figure 18-4. 
3. Drag the desired file from the Binder and drop it onto the tab of 
the collection to which you want to add it. 

Wait for the blue box to appear around the correct tab before 
dropping the file. 
The file is added to the collection. 
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To add more than one file, select the des ired files firs t , and then 
drag them all onto the tab for the des ired collection. 

i~~;;::, ,c-:or~p file here 
Figure 18-4: 
Viewing the 
Binder with 
th' 
Collection 
pane open. 

Removing a file from a standard 
collection 
If for some reason a file no longer belongs in a collection, removing it is 
as s imple as following these s teps: 

L If the Collections pane isn' t visible, click the Collections button in 
the toolbar to view it 
2_ Click the tab for the desired collection_ 

The lis t of files within the collection appears, as shown in Figure 18-5. 
The collection gets its own header , colored to match. 

3_ Select the file(s) that you want to remove_ 
4_ Click the Remove Item button_ 

Alternatively, you can press the Delete key (Windows users, press 
Shift +Delete) . 
The selection is removed from the collection (not from the project). 

5_ Click the Binder tab to view the Binder but leave the Collections 
pane open_ 
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-;;:::::7.7" Collecbon header 
Figure 18-5: 
Removing 
files from a 
standard 
collection. 

• 

Coll ection lile$I;$1 

Reorganizing a standard 
collection 
Because a collection is a flat list of files, you can move the files into any 
order you want, without affecting their position within the Binder. For 
that reason, it can be a great way to play with new scene arrangements, 
create a different compile order, or change the order in which you work 
on files that need to be written or revised. 

To rearrange files in a collection, follow these steps: 

1. Click the Collections button in the toolbar to view the collections, 
if necessary. 

The Collections pane appears. 

2. Select the tab of the desired collection. 
The list of files appears below the Collections pane. 

3. Drag and drop the desired files in their new positions. 

Moving reordered collection 
items back to the Binder 
What if you've moved your documents around in a standard collection 
and decide the order is perfect for your manuscript? No need to 
rearrange the items in the Binder to match, you can simply move the 
items from the collection into the Binder to overwrite the old 
arrangement. 

Just follow these steps: 

1. If necessary, click the Collections button in the toolbar to view the 
Collections pane. 
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2. Select the desired collection's tab. 
The collection's file list appears. 

3. Select the files that you want to move to the Binder. 
The files still appear in the collection after you move them to the 
Binder. You're really just moving their Binder location. 

4. Drag the files to the Binder tab and, after the Binder opens, drop 
the files in the desired location. 

You can also right-click the selected files in the collection, 
choose Move To from the contextual menu that appears, and then 
select a new location from the submenu. 
The original files move to the new location in the Binder. 

Changing the collection color 
Scrivener automatically assigns a color to each collection you create, 
but if you're not happy with the choice, you can change it by following 
these steps: 

l.1t the Collections pane isn' t visible, click the Collections button in 
the toolbar to open it. 
2. Click the tab for the desired collection. 
3. Double-click the Color box to the right of the collection name in 
the tab (refer to Figure 18-2). 

The Colors window opens. Windows users get a color menu. 
4. Choose the desired color from the Colors window (or menu). 

The collection color changes to match your choice. 
5. Close the Colors window by clicking the red X button. 

The Windows color menu closes automatically after you select a 
color. 

Creating a Search Collection 
If you run a particular Project Search regularly, you can save time by 
saving it as a search collection. Search collections are dynamic, which 
means that every time you select the collection, it runs the query and 
updates the file list with the most current results. Because the results 
are automatically updated based on the criteria, you can' t manually add, 
remove, or reorder files in a search collection. 

www.it-ebooks.info

http://www.it-ebooks.info/


Why might you use a search collection? Well, say you want to start each 
day running a search for documents with a Status of To Do so that you 
know where to start working. Or maybe you only want to work on 
scenes written from Bob's point of view. A saved search collection is 
perfect. 

Not a fan of inline annotations but still want to flag certain spots 
in your manuscript for follow-up? You could insert 7.7.7. in those 
places, and then run a saved search to find the relevant files when 
you're ready to work on those parts. 

Follow these steps to create a saved search collection: 

1. Run a project search, as outlined in Chapter 17. 
2. Click the magnifying glass in the Search bar, as shown in Figure 
18-6, and choose Save Search from the drop-down list that appears. 

A window appears, prompting you for the name of the saved search. 

Is the Save Search option on the menu grayed out? Check the 
Options section of the Search menu and make sure Search Binder 
Selection Only isn' t selected. A Binder selection is a temporary state 
that can' t be saved. 

Creating a 
saved 
search 
collection. 

n._ ........ _ ... , __ • __ tqK._," ... _-..... __ ....... 
'-="'---"'~-"-"-' 
,_ .. _ ................ __ .. _- -­.,-,"-----------_ .... '"'"--'-_0.­,,,-----

3. Enter the desired collection name in the New Saved Search 
Collection text box. 

The saved search becomes a tab in the Collection pane, as shown in 
Figure 18-7. I called mine ZZZ Search. 
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Figure 18-7: 
A saved 
search 
collection. 

Working with the Search 
Results Collection 

The search results collection stores the most recent Project Search 
criteria and results. To rerun your most recent project search, follow 
these steps: 

L If the Collections pane isn' t visible, click the Collections button in 
the tool bar_ 
2_ Click the Search Results tab_ 

The most recent project search is run again, and the results appear in 
the list. The Search bar is populated with the criteria and settings 
used so that you can adjust them for a new search, if desired. 

Converting a Saved Search 
Collection to a Standard 
Collection 

If you want to freeze the results of a saved search, convert the 
collection to a standard collection. You lose the search criteria, but you 
don' t have to worry about the file list changing automatically. 

Convert the saved search collection by following these steps: 

L If necessary, click the Collections button in the toolbar to view the 
Collections pane_ 

2_ Select the tab of the saved search collection_ 

3_ Choose View~Collections~Convert to Standard Collection_ 
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The search criteria are removed and no longer populate the Search 
bar when you select the collection. 

Renaming a Collection 
If you change your mind about the name of a standard or saved search 
collection, it's simple to rename it. Just follow these steps: 

l.1t the Collections pane isn't visible, click the Collections button in 
the toolbar to view it. 
2. Double·click the name of the collection that you want to rename. 

The name is highlighted, ready to overwrite. 
3. Type the new name or edit the existing one. 
4. Press Return. 

The name is updated. 

Removing a Collection 
If you no longer want a standard or saved search collection that you 
created, you can remove it by following these steps: 

l.1t the Collections pane isn't visible, click the Collections button in 
the toolbar to view it. 
2. Select the tab of the collection that you want to remove. 
3. Click the Delete Collection button in the Collections header (refer 
to Figure 18-1). 

A warning window appears to remind you the action can't be 
undone. 

4. Click OK. 

The selected collection is removed. 

Viewing a single collection 
To quickly view a collection without opening the Collections pane, choose 
View=>Collections, and then choose the desired collection from the submenu that 
appears. The selected collection appears in the sidebar. You can close the 
collection by clicking the X button at the bottom of the sidebar. 
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Viewing a Collection as a 
Container 

After you create a collection, you can work with it in a Scrivenings 
sess ion , the Corkboard, or the Outliner , jus t like any other container. 

To select a collection as a container , follow these s teps: 

l.1f the Collections pane isn' t visible, click the Collections button in 
the toolbar to view it. 
2. Select the tab of the collection that you want to view. 
3. Click the collection header (refer to Figure 18-5). 

Windows users, Shift-click to select the files in the collection. 
The files appear in Composite mode in whichever container view you 
used las t. 

4. From the View menu, choose the desired view mode. 

Or you can click the appropriate Group View mode button on the 
toolbar. 

Showing the Label and 
Status Columns in the 
Collections List 

For search results and s aved search collections, the Label and Status 
values appear in the individual collection header. If you can' t see them , 
try dragging the right ed ge of the collections pane to make it wider. 
Then , you can res ize the Label and Status columns by dragging the bars 
between the column headers . 

If the Label and Status columns aren' t vis ible, follow these s teps to 
display them: 

1. If necessary, click the Collections button in the toolbar to view it. 
2. Select the tab of your search results collection or one of your 
saved searches. 

3. Right-click the Search Results bar just below the collection 
header. 
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As shown in Figure 18-8, a small contextual menu appears . 

Figure 18-8: 
The Search 
Results Q. 
header's 
contextual 
menu. 
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4_ Click Show Label & Status Columns, if it appears_ 

If the menu shows Hide Label & Status Columns, they' re already 
turned on. Drag the edge of the Collection pane to the right to further 
expand its width to view the columns . 
The Label and Status columns appear in the lis t. With these columns 
displayed , you can change the values for a file and sort the lis t by 
clicking the des ired column header , as shown in Figure 18-9. 

The sort is denoted by the small triangle in the header. If the 
point is up , the sort is ascending; point down is a descending sort. 
Click the header to toggle between the two s orts . 

To remove the Label and Status columns, right-click the Search Results 
bar and choose Hide Label & Status Columns from the contextual menu 
that appears . 

Figure 18-9: 
Viewing 
and sorting 
by Label 
and Status. 

Added columns 

Sorted ~olumn ;nd;~ator 

www.it-ebooks.info

http://www.it-ebooks.info/


Chapter 19 

Saving Versions of Your 
Files with Snapshots 

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Taking a snapshot and viewing it in the sidebar 

.... Adding titles to snapshots 

.... Arranging snapshots by date or title 

.... Using the Compare feature 

.... Changing back to a previous version of a document 

.... Removing a snapshot .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

Any time you're making significant - or even not-so-significant­
changes to a document, it's good practice to keep a copy of the old 
version. You could make a copy and store it in an Old Versions folder, 
but that can also get unwieldy . Scrivener has a more elegant tool: 
snapshots . 

A snapshot is a copy of a document that's frozen in time and stored for 
future reference, as if you took a photo of it with your camera so that 
you could refer back later - but better, because it's stored right in the 
document itself and easily accessible if you want to copy from, compare 
to, or roll back to the older version . In addition to the text, snapshots 
store annotations, comments, and footnotes, which not only lets you 
revisit your comments, but also offers you a way to take notes on a 
version before making the copy, if desired . 

This chapter leads you through everything you need to know to make 
snapshots a useful part of your writing process . 

Creating a Snapshot 
Snapshots are really meant for saving versions of individual documents, 
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rather than the entire project or many files at the same time (see 
Chapter 21 for information on backing up your project). That said, you 
can apply the following steps to more than one document at a time by 
simply selecting multiple files. To create a snapshot, follow these steps: 

1. Select the desired item(s) in the Binder, Corkboard, or Outliner. 

2. Choose Docnments :::::}Snapshots:::::}Take Snapshots of Selected 
Documents. 

If a single item is selected in Windows, or if your cursor is in the 
Editor on the Mac, the submenu option is Take Snapshot. 

Alternatively , you can press :H: +5 (Ctrl+5 for Windows). 
If your sound is turned on, you hear what sounds like a camera 
shutter. 
As shown in Figure 19-1, the icon for the selected document now has 
a folded corner, an indicator that it has one or more associated 
snapshots . In addition, the Snapshots button in the Inspector panel 
contains an asterisk to denote content. 

Figure 19·1: 
Sna pshot 
indicators. ...,_._---_ .. _.,.., '-....... _ .. __ .. -
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... -... _ .. _-

...... __ .. __ .... _---.. _ .. 

Viewing Snapshots in the 
Sidebar 

After you take a snapshot (as described in the preceding section), you 
probably want to go look at it. Just click the Snapshots button at the 
bottom of the Inspector pane to bring up the list. 

You can also choose Documents :::::}Snapshots :::::}Show Snapshots to open 
the Inspector directly to the Snapshots pane. This option is especially 
handy if you like to work while keeping the Inspector hidden. 
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Figure 19-2 shows the Snapshots pane. The snapshots are listed by date 
and time. When you select a snapshot in the list, you can view its text in 
the lower portion of the pane. In this area, you can select and copy text, 
if desired. 

Figure 19-2: 
Th, 
Snapshots 
pane. 

-
f::::::: --, --, ---

Creating Titled Snapshots 
If you're just taking snapshots at regular intervals for peace of mind, 
you might not want to title them, but if you're making major revisions, a 
title can help you sort through your versions quickly. 

Consider using something meaningful to help you understand which 
version of your document the snapshot represents. For example, if 
you're changing the opening scene of your manuscript from a bar fight 
to a wedding, you might name the snapshot of the old version Bar Fight 
Version . 

In the titled snapshot shown in Figure 19-3, the title makes it clear that 
the earlier version doesn' t include the quote that I added after taking the 
snapshot. 
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Figure 19-3: 
A titled 
sna pshot. 

You can title snapshots in two ways: 

"... Take the snapshot, as outlined in the section "Creating a 
Snapshot," earlier in this chapter, and then double-click the title 
in the Snapshots pane and type a new name. 

"... Name the snapshot when you take it. 

To name the snapshot when you take it, follow these steps: 

L Select the desired item(s) in the Binder, Corkboard, or Outliner. 

2_ Choose Documents :::::}Snapshots:::::}Take Titled Snapshots of 
Selected Documents_ 

When a single file is selected in Windows, or if your cursor is in the 
Editor on the Mac, the submenu option is Take Snapshot with Title. 
A window appears, prompting you for the title. If you've chosen 
more than one item, the same title is applied to all of them, which can 
be handy if you want to give them all the same version number or 
designation before making major changes to a section of your 
project. 

3_ Type the desired title in the Snapshot Title text box_ 

Sorting Snapshots 
By default, snapshots are sorted by Date (date and time) in ascending 
order, but you can sort by Date in descending order or by Title in either 
order. 

To sort by a column, click in the column header. A small triangle 
appears. Click again to change the sort order. A triangle pointing up 
denotes ascending order (A-Z), pointing down indicates descending 
order (Z-A) . 

Comparing Snapshots 
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Not only can you view the text of snapshots to review and pilfer from 
your old versions, you can compare a snapshot to the current version 
of your document. 

Viewing comparisons in the 
sidebar 
You can view the differences between a snapshot and the current 
version of the document in the Snapshots pane by following these 
steps: 

1. If needed, open the Snapshots pane in the Inspector by clicking 
the Snapshots button. 
2. From the list of snapshots, select the one that you want to 
compare. 
3. Click the Compare button, which changes to Original when 
clicked. 

The text differences are highlighted in the lower portion of the right 
sidebar, as shown in Figure 19-4. Red struck·through text shows 
deleted words (those that aren' t in the current version of the 
document), and blue underlined text shows what's been added (text 
that exists in the current document but not the snapshot) . 

4. To view the snapshot text without markups, click Original. 

@5 To compare two snapshots to each other, :II:-c1ick to select both 
of them in the Snapshots pane. The differences are highlighted in the 
lower portion of the Snapshots pane. 

www.it-ebooks.info

http://www.it-ebooks.info/


Figure 19-4: 
A snapshot 
comparison 
in the 
sidebar. 

, 

Viewing comparisons in a split 
screen without markups 
If you don' t like the small format of the Snapshots pane, you can 
compare your current document and the snapshot in Split Screen mode. 
This method doesn' t highlight changes, it merely puts the snapshot in 
an Editor pane, where you can view or copy text. Follow these steps to 
open a snapshot in Split Screen mode: 

L Click the Snapshots button to open the Snapshots pane in the 
Inspector, if necessary_ 
2_ Click the Split toggle button to split the Editor pane_ 

For more on using Split Screen mode, see Chapter 6. 

3_ Drag the desired snapshot from the list in the Snapshots pane to 
the Header bar of one of the Editors_ 

As shown in Figure 19-5, the snapshot text appears in the Editor, but 
without the markups to show the changes. 

Want to view a second snapshot rather than the current 
document? Simply drag another snapshot to the other Editor pane's 
Header bar. 
You can' t make changes to a snapshot, even when it's in the Editor. 
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4_ Click the Split toggle button in the header of the current 
document to return to a single Editor_ 

Figure 19-5: 
A Split 
Screen 
comparison 
without 
markups. 

Current document in Ed itor 

_ .. u 

, 

Tho "',H '"'I "',"",.,... .d;< Ilol> rrum .~""" 11<,,,",/-
h .. «11. knoc" ......... "" d,,,, ofh"" """"'''''" II. _"'''' '" ey< ...... 

.""" ,,"'" Of...,... "'" ""","""'. ",,, ... """". 

!.I" , _ " 0... .. , 

""_ .... oL .. _ ....... _._ ..... "'_ ..... -. · ' " ....... ,"" ..... ;' '. 

-'"' .... ," 
Snapshot in Editor 

Viewing comparisons in a split 
screen with markups 
To clearly see the changes you've made when viewing a snapshot in 
Split Screen mode, follow these steps: 

L If it's not already, open the Snapshots pane in the Inspector by 
clicking the Snapshots button_ 
2_ Click the Split toggle button to split the Editor pane_ 

3_ Hold down the Option key while dragging the desired snapshot to 
the header of one of the Editor panes_ 

The snapshot appears in the Editor with differences from the current 
document highlighted , as shown in Figure 19-6. Remember, you can ' t 
edit a snapshot, even in the Editor pane. 
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Figure 19-6: 
A Split 
Screen 
comparison 
with 
changes 
highlighted. 

Tho " , 

h .. «11. krIo< " .. 011< .to"" d." ...... "" """"'''''" II 

, . 

-" "-, .. 
"" ........... -....... -•. ~~: .. ~.'.:.:' ~' :' -:.:'.::-:~ . , w! _ ... ..... _"" ..... ,. . '" 

'.e.."'" '""'-" ,.... -= 

So'p"'" w,,"",,~ •• p. in Editor 

You can view a second snapshot comparison by dragging 
another snapshot to the other Editor pane' s header bar. The markups 
in each pane show the differences between the snapshot and the 
current document. 

4_ Click the Split toggle button in the header of the current 
document pane to return to single Editor view_ 

Changing Compare settings 
When comparing a snapshot to the current version of your document , 
you can adjust how the markup appears. Click the arrow next to the 
Compare button to open a drop-down list , as shown in Figure 19-7. 

Figure 19-7: 
Th, 
Compare 
Options 
drop-down 
list. 

Compare 
oF By Parag raph It 
oF By Clause " 
oF ByWord " 

When more than one option is selected - the default is all three ­
Scrivener runs through the comparison proces s at the broadest level 
first , then moves to the next level of detail. However, you can choose to 
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focus your comparison at only one or two levels: 

""* By Paragraph: This is the highest-level view. If only this option 
is selected, Scrivener makes markups at the paragraph level only. 
That means if you deleted a word from a paragraph in the 
current version, the markup shows the entire paragraph as 
deleted, and then the current paragraph as a new addition, as 
displayed in Figure 19-8. 

This option is useful if you've made a lot of edits since the 
snapshot was taken, and the word or clause level is too hard to 
read. 

""* By Clause: Choosing this option means that markups are shown 
at the clause level or sentence level. So, if a word has been added 
or deleted in the current version, the whole clause is shown as 
modified. Figure 19-9 shows an example of comparisons at the 
clause level, using the same snapshot and current document as 
in Figure 19-8. 

Figure 19-8: 
Comparison 
by 
paragraph. 

"by lOll. l6:Sl ill 

"by lOll . l 6 :Sl Unlill~d Sn.p.nol 

"by lOll. l 6 :S3 Untill~d Sn . p.nol 

. I .. , 

Boil nom a ""~ sl,W II, grop'" f<lr 

!be >!lull flng oflhe pbone Mke 
1M! from a deep >Jeep lie ~ropcd for 

lhe bands:1. knockwg Ibe alarm clock 

("OIT Ihe nt2hlSland. lie 5qulmed hi' 
eyes and .\Jared aJ lbe BTefg....llQl 

r=gulzwg lbe number. 

Concerned lhaJ n mlghl be an 

emergency. he >a1 up and kcwd lhe 
TALK buuon. ··tldlo"r 

I 
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Figure 19-9: 
Comparison 
by clause. Il'~~:lOl l ' 16: Sl t 

lOll . 16 :n Untitl<d Sn . p.not 

lOll. 16 :S3 Untitl<d Sn .p.not 

Concerned IbM!l mlgbl be an 

If word-by-word analysis is too messy but the paragraph level 
doesn' t provide enough detail, choose this option. 

"... By Word: Choosing this option forces the markups to go word 
by word, showing exactly which words were deleted or added to 
the document, as depicted in Figure 19-10. Again, the example in 
Figure 19-10 uses the same snapshot and current document for 
comparison as in Figures 19-8 and 19-9. Entire sentences, clauses 
or paragraphs are highlighted only if they're entirely new or were 
wholly deleted. 
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Figllre 19-
10: 
Comparison 
by word. 

"by lOll. 16 :S3 

, 
Bob from a deep 'Ieep. He 

g,er.d=bed for Il!<>!ill ~ ... iI"lJ::rll, 
knocking Imlbr alarm dock off lhe 

nighl'land. He ~U!nled his tIl·' and 
:;Iared aJ lhe green. no! m:OgnlZln2 

Ihe n~mber. 

Concerned lhaJ!l mlgbl be an 

~. he SI1 up and keyed lhe 

TALK bU1HW. ·"lkllo";'"· 

Rolling Back to a Previous 
Document Version 

Say you've been cruising along with revisions, and at some point decide 
the new version of your document is horrible and you want to go back 
to what you had before. Snapshots make it easy to do just that by 
following these steps: 

L If the Snapshots pane isn't visible in the Inspector, click the 
Snapshots button_ 
2_ (Optional) Using the Take Snapshot button, take a snapshot of 
your current document 

Or you can use one of the other methods outlined in this chapter. 
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I highly recommend this step in case you change your mind 
again later. I know, writers never change their minds, but humor me. 
Thank you . 

3. Select the snapshot of the version to which you want to roll back. 
4. Click the Roll Back button. 

To make sure you followed my advice in Step 2, Scrivener asks 
whether you want to take a snapshot of the current version before 
roIling back. If you didn't do it yet and want to, click Yes. Otherwise, 
click No. 
The snapshot version you chose to roll back to appears in the Editor 
pane as the current version of your document. 

Deleting a Snapshot 
Although there's no real need to delete a snapshot, you can clean up 
your list if it's bothering you or if you took two snapshots of the same 
version by mistake. Follow these steps: 

1. Open the Snapshots pane in the Inspector by clicking the 
Snapshots button. 
2. Select the snapshot that you want to delete. 
3. Click the Delete Selected Snapshot button in the Snapshots 
header. 

A window appears, warning you that this procedure can't be undone. 
4. Click OK. 

The selected snapshot is removed from the list. 

Setting Up Automatic 
Snapshots 

If you want save the day's changes after each writing session, the 
Automatic Snapshots feature is for you . You can set up Scrivener to 
automatically take a snapshot of all changed documents every time you 
manually save your project. 

Follow the steps below to automate snapshots: 
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1. Choose Scrivener=>Preferences. 
The Preferences window appears. 

2. Click the General button at the top of the window to view the 
General options. 
3. In the Saving section, select the Take Snapshots of Changed Text 
Documents on Manual Save check box. 

Now, whenever you manually save the project - either by choosing 
File=>Save or pressing X +S - Scrivener takes a snapshot called Untitl ed 
(Save) for each changed text document. 
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Chapter 20 

Tracking Your Revisions 
.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Designating revised text 

.... Searching for revisions 

.... Reverting marked text to normal 

.... Specifying a custom revision color scheme 

.... Working with marked text when compiling .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

How would you like a way to visually represent your revisions right in 
the text, and even keep track of multiple levels of revisions at the same 
time? You can with Scrivener's revision marking feature. 

The revision tools let you track added and deleted text with colors 
coded for each round of revisions, up to five. 

Before you rush ahead, keep a few things in mind . Marking revisions is 
not a full-featured change-tracking tool that lets you toggle between the 
marked up and final versions . (However, you can compare file versions 
with snapshots, covered in Chapter 19.) And when you delete or 
overwrite text, it disappears just like in a standard writing session, 
although there is a way to mark text for deletion instead. 

Essentially, Revision mode is a simplified way to change the text color 
to match revision levels . 

That said, if you want an organized way of applying text colors to keep 
track of your edits or another user's changes, this chapter takes you 
through the process . 

Marking Text 
When the Revision mode is on, all new text added is in the selected 
revision color until you turn it off. 
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To turn on Revision mode, choose Format :::::}Revision Mode, and then 
choose the desired revision level/color from the submenu that appears, 
as shown in Figure 20-1. 

A small window appears to let you know you're about to enter Revision 
mode. Click OK to continue. The cursor changes color to match the 
selected revision level color and to remind you that you're in Revision 
mode. 

Window 12:20 Gwe n Hern 
Figure 20-1: • Th, • 
Revision hble • Mode list' • 
submenu. Formlning • 

Suiptwriting 

Show Ruler 
Hide Fo,m;>t Bor 

Highlight 

Comment 
FOOlnot~ 
Inline AMotation 
Inline Footnote 

Conve rt 
Option< 

8i bl iogr ophy I C itotion •. .. 

• .. , .. 
• 

• 
• 

R~mOltt Current Revi,ion Color 
RemOlte All Revisions 

• Second Revision 
• Third Revision 
[J Fou'th Revis ion 

• Fifth Revision 

XY '" None , ! 

All text you add until you exit Revision mode is in the selected color. In 
Figure 20-2, I chose First Revision, so the new text shows up red . 

If you copy and paste text, instead of typing it in, the text doesn' t 
get marked. To get around this omission, choose Edit:::::}Paste and 
Match Style rather than the standard Paste command. Just be aware 
that Paste and Match Style drops formatting such as italics and 
bold . 

=;:'7"~' "'-"-~-~, ------
Figure 20-2: "" .............. _ ..... """r_ ..... ' .... , ............. " .... .... ............... ,""" 
Added text "" ...... .... k_~,.,., ........ ~ ... ___ ... _. 

{"_ ..... No. _ .... _"""." "' .... ...".. .. TAL" __ - II .... ,.. 

marked in "'-"" .. , 
Revision ·, .... ,·_ ..... .._ __ 40-· ............ ____ .. _ .... .-.-1 

mode. 

If you want to turn off Revision mode, choose Format :::::}Revision Mode, 
and then choose the current revision level from the submenu that 
appears or choose None. (The current revision level is designated with a 
checkmark.) 
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Marking text with a new level 
When you're done with one round of edits but don' t want to get rid of 
the color denoting your previous changes , you can move to a new level 
- and color - of revisions. Choose Format :::::}Revision Mode, and then 
choose a different revision level from the submenu that appears. The 
cursor changes to match the color of the level you chose. 

Any text you add now appears in the new color, as shown in Figure 20-3. 
In the last sentence, where I replaced the last three words with 
su ff ocate h i m - don' t judge! - you can' t tell what was there before. 
For that reason , it's still a good idea to take a snapshot before you make 
any changes to a document. (I cover snapshots in Chapter 19.) 

Figure 20-3: 
Ao 
additional 
level of 
reVISions. 

....... ""' .... _ ....... _ ..... -"'_ .... _ '-........... -
........ "'_""" __ ''' __ ' 0 ..... _ 

C_a ... .. . _.... nO' .. , . .. ... ............. !AI." __ ,.. rc"'- ... ..... ~..", z .... __ " ..... ~ I ....... -.. -' ....... _................... h . ...... _ ... I 

Fi!st Revision colo! Second Revision color 

Marking existing text 
If you changed text before you remembered to turn on revision marking, 
or you pasted in text without using Paste and Match Style, you can go 
back and mark it up. Just select the text to mark, and then choose 
Format:::::}Revision Mode:::::}Mark Revised. The text changes to the current 
revision level color. 

Marking text for deletion 
Revision mode doesn' t keep track of deleted text , but you can mark the 
text for deletion by applying strikethrough formatting while in Revision 
mode. Select the text that you want to mark for deletion , and then 
ch oos e Format :::::} F on t :::::}Strikethrough. 

A line is drawn through the text , colored to match the current revision 
level, as shown in Figure 20-4. Only the line is colored to match , not the 
text , which makes sense when you consider that the text might be in 
one revision color, and the strikethrough in another, as is the case in 
the second sentence marked for deletion in Figure 20-4. 
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You can leave strikethrough-formatted text in your project but omit it 
when you export your manuscript. The "Compiling with Marked 
Revisions" section, later in this chapter, talks about handling revisions 
during the Compile process. 

Figure 20-4: 
Text 
marked for 
deletion in 
Revision 
mode. 

Marked for deletion 

.............. __ ........... ..._ ...... _-...... _ ..... 
..... a' .,"'. . ... .,.. ... _ .... __ z ""Z"'_ 

c_ ..... _ ._ ... Z , .............. .,... ... ,ALK_~ ... ~ 
•• , , __ ..... • Z ..... _ ........ .... 

., ............................... --... ~ ... + ,~- .... . 

Finding Revisions 
Scrivener's Find by Formatting function provides the option to search 
by revision level, which lets you step through each change to decide 
whether you're happy with it or ready to delete it. (You can discover 
more about Find by Formatting in Chapter 17.) Follow these steps: 

L Choose Edit:::::}Find :::::}Find by Formatting_ 

The Formatting Finder window opens. 
2_ In the Find drop-down list, select Revision Color_ 

3_ If you're looking for a revision with specific text in it, enter the 
text into the Containing Text text box_ 

Otherwise, leave this text box blank. 

4_ From the Search In drop-down list, select whether you want to go 
through All Documents or Selected Documents (those selected in the 
Binder)_ 
5_ In the drop-down list at the bottom of the window, select which 
revision color you want to find_ 
6_ Click Next_ 

Scrivener highlights the next instance of that revision color in your 
project, as shown in Figure 20-5 (where I searched all documents for 
Second Revision). Continue to click Next until you've cycled through 
all the desired revisions. 
Any other text in your project that uses the same color as the 
revision level is also highlighted. 

7_ Click the red X button to close the Formatting Finder window 
when you're done_ 
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Match ing ,..isions are highlighted 

Figure 20·5: r.-:-;:--o=:=~----- ______ ~"" 
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, .. ~ _. --,-._-
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Removing Revisions 
When you're done working with the revis ion co lors, you can remove 
them from the text one color at a time or all at the same time. 

Removal applies only to the document(s) being viewed in the 
Editor, so to affect the entire manuscript , s elect the Manuscript 
(Draft) folder and go to View:::::}Scrivenings . 

Removing revisions by color 
If you're done working with a specific level of revis ions and you're ready 
to make the changes permanent - meaning change them back to regular 
t ext - you can remove the revis ions in only that color by following 
these s teps: 

L Select the desired document(s) to work with in the Binder. 
2. Click in the Editor pane to activate it. 

3. If you're not in Revision mode already, choose Format:::::}Revision 
Mode, and choose the color/ level that you want to remove from the 
submenu that appears. 

The cursor changes color to indicate that you're in Revis ion mode. 

4. Choose Format:::::}Revision Mode :::::}Remove Current Revision Color. 

All text in that revis ion color changes to regular text. 

~ In lact , because revis ion marking is really jus t applying text 
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colors, any text in the same color as the Revision mode you're 
removing reverts to regular text, even if the color was not applied via 
Revision mode. 
Text marked for deletion is still formatted as s trikethrough text, 
rather than actually deleted, but it returns to black. 

5. Choose Format:::::}Revision Mode, and then choose the color/level 
that you were working with or choose None. 

Revision mode is toggled off. 

Removing all revision levels 
To remove all levels of revisions from your document(s) at one time, 
follow these steps: 

1. In the Binder, select the document(s) from which you want to 
remove revision colors. 
2. Click in the Editor pane to activate it. 

3. Choose Format:::::}Revision Mode :::::}Remove All Revisions. 

All revision markings, regardless of color, are removed. Text marked 
for deletion still has strikethrough formatting applied, it just appears 
in the standard text color. 

Changing Revision Mode 
Colors 

Not a fan of the default revision color scheme used by Scrivener? In that 
case, you can modify the colors to suit your taste - but keep a couple 
of things in mind before doing so: 

,... If you change the colors used, any previously applied revision 
markings are no longer associated with that revision level. So, 
if you change First Revision from red to yellow, red text isn' t 
converted to regular text when you remove revisions, nor can 
you find that text by using the Revision Color setting in the 
Formatting Finder (although you can search for Colored Text, 
instead). Refer to the "Finding Revisions" section, earlier in this 
chapter, for more on the Formatting Finder. 

""* If you're using Revision Mode with a partner who also uses 
Scrivener and you change your colors, the revision features 
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don't work properly when you exchange projects. You must 
either both use the standard colors or both choose exactly the 
same set of colors. 

To ensure you and your writing partner are using the 
same palette, you can share your Revision mode colors - and all 
other preferences. Choose Scrivener:::::}Preferences to open the 
Preferences window. From any tab, click the Manage button at 
the bottom of the window and choose Save All Preferences from 
the pop-up menu that appears. If desired, change the filename in 
the Save As text box. Choose a location from the list at the left, 
and then click Save. 

To load saved preferences, click the Manage button and choose 
Load All Preferences from the pop-up menu that appears. In the 
Open window, navigate to the file in the list on the left, and then 
click Open. Scrivener updates with the preferences from the file. 

V- When you change the colors, you're changing the palette at 
the Scrivener level, not the project level. So, all projects use the 
new color scheme. 

If you still want to change the colors, follow these steps: 

1. Choose Scrivener:::::}Preferences. 

2. Click the Appearance button in the window that appears. 
3. In the left half of the Customizable Colors pane, select Revision 
Colors. 
4. In the right half of the pane, choose the revision level that you 
want to change. 
5. Click the Color box on the far right and select the desired color 
from the Colors window that appears. 
6. Repeat Steps 2 through 5 for each level that you want to change. 
7. Close the Preferences window by clicking the red X button. 

To change back to the default color, follow the preceding steps, 
but in Step 5, click the Use Default Color button. 

Compiling with Marked 
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Revisions 
If you want to leave your revision colors and struck-through text in your 
project but don' t want them to appear in your exported file (see Part IV 
of this book for more on exporting), you can use a couple of Compile 
options for most output types: 

",.. To remove text that's marked for deletion from the final 
output, go to the Transformations tab in the Compile window 
and select Delete Struck-Through Text. This option actually 
strips out the text , deleting it from the output, but not from your 
project. It's a great way to see how your final manuscript would 
read without the text , without actually getting rid of it. 

",.. Remove all revision colors by going to the Transformations 
tab in the Compile window and selecting Remove Text Color. 
This option leaves all text as written but removes the color from 
the output. It also removes text color from other text , even if it 
wasn't colored through the revision process. 

If you have text marked for deletion , it appears with 
strikethrough formatting unless you also select the Delete Struck­
Through Text option. 
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Chapter 21 

Protecting Your Work 
with Automatic and 

Manual Backups 
.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Figuring out how and why to use backups 

.... Changing the automatic backup preferences 

.... Turning off automatic backup for a project 

.... Creating a backup file manually 

.... Opening a backup file .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

I've dropped my laptop onto a hard tile floor and scratched the hard 
drive, had a water bottle leak onto a three-day-old laptop when my tote 
bag fell over in the car, and had a hard drive go bad within two weeks of 
buying the computer. 

The moral of the story? Things happen. Kids, animals, viruses, natural 
disasters, spilled coffee, thieves, and manufacturing defects . The worst­
case scenario is that you lose everything, but if you're backing up your 
important files - and all your writing is important - then a damaged 
computer can be nothing more than a nuisance. 

I'll take the nuisance any day . 

Follow the strategies in this chapter to mitigate the effects of your next 
disaster. 

Understanding the 
Importance of Backups 
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You have several things to consider when coming up with a backup 
p lan: 

v I'm not just talking about your Scrivener files. Serious ly 
consider backing up anything and everything you wouldn' t want 
to lose: photos, saved e-mails, important documents, resumes 
and job histories, tax returns, electronic receipts, and everything 
you've ever written . 

v I recommend both a local and offsite backup method. A flash 
drive works great for your writing projects, but it doesn' t do you 
any good if it's turned to goo in a fire right along with your 
computer, or snatched with your laptop from your hotel room. 
An external hard drive might be able to store everything, but it's 
subject to natural disasters and theft, as well. 

v Use local options, but look into something offsite, too. Check 
your Internet service provider to see whether they offer storage 
with your account. If not, you have plenty of online sites to 
choose from. Ask around, do some research, and think about 
what you need from a site before spending any money. 

v Have an easily accessible backup of your writing project. 
Create this backup, in addition to a regular, large-scale backup of 
all your files (both on- and offsite) . I use a flash drive most of the 
time, but you could use a CD, DVD, external hard drive, online 
file-drop service, another computer in your house, or a floppy 
disk (if you're old school) . Some people even e-mail themselves 
their project at the end of each day! 

Luckily, Scrivener provides options to automate the process, so you 
have no excuse not to back up your work. 

Setting Up Automatic 
Backup Preferences 

Scrivener is set up to save your project to your hard drive two seconds 
after user activity stops . So, every time you stop typing or working with 
a menu, Scrivener saves the project. It also automatically backs up each 
project to your hard drive upon closing, maintaining five versions . 
Although you're unlikely to lose any work if your power goes out or you 
encounter a fatal error, you could very well lose your work if the hard 
drive starts smoking and the data can' t be recovered. 
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Never fear, automatic backup is here. Before I get into how to set it up, 
keep the following in mind: 

v You can choose only one location for all Scrivener file 
backups. If you're like me and you keep your projects organized 
into nice hierarchical folders, it might annoy you that your 
backups can' t be organized in a similar way. Just remember that 
all backups are in the same place, and you' ll be fine. 

"... If you want to backup your project to more than one location 
- which I highly recommend anyway - you have to find a 
way to schedule one of the backups to run on its own or 
remember to do it manually. This is where the companies that 
provide backup software come in handy. You can include your 
Scrivener files in the list of those to backup offsite automatically, 
then use the Scrivener backup feature for your local drive. Or 
backup automatically to a file-drop site and perform a manual 
flash-drive backup. 

"... Automatic backup settings apply to all projects. This not only 
includes the location, but all the other settings, as well . You may 
override this behavior by excluding a project from automatic 
backup, if desired. See the following section for more 
information. 

"... The drive you plan to use must be visible as a folder when you 
set up and perform backups. If you're using a flash drive, 
external drive, or online file-drop service, make sure it's 
connected before setting up the backup preferences. 

Follow these steps to set up the backup preferences: 

1. Choose Scrivener=>Preferences. 

For Windows users, choose Tools=>Options . 
The Preferences window appears. 

2. Select the Backup tab. 

The Backup Options window appears, as shown in Figure 21-1. The 
options may be initially grayed out (which shows they're 
unavailable) until you complete Step 3. 

3. If it's not already, select Turn on Automatic Backups. 
The Backup options become active. 

4. Select the desired backup trigger. 
These options aren' t mutually exclusive; you can choose more than 
one: 

• Back Up on Project Open: Saves a backup when you open the 
project to ensure that you have one before you start making 
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changes. If you had several projects open when you last closed 
Scrivener, it may take a few minutes to start up because it saves a 
backup for each file while it opens. 

Figure 21-1: 
Au tomatic 
ba ckup 
options. 
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fif) I don' t recommend using this option by itself because if you 
close your project down at night and something happens before 
you open it the next morning, you lose a whole day's work. 
• Back Up on Project Close: Choosing this option saves a backup 
when you close the project, regardless of whether you close the 
project individually or quit Scrivener. 
If you have several projects open in Scrivener and then close 
Scrivener with this option set, it may take a while to actually shut 
down because it has to perform backups for each file first. 
This option is best if you close your project after each writing 
session or each day . 
• Back Up with Each Manual Save: This choice creates a backup 
every time you choose File:::::}Save or its shortcut (X +S [Mac) or 
Ctrl+S [Windows D. 
I love this option because I can force a backup just by saving my 
file, so I don' t have to wait all day if I've made a lot of changes. This 
option also works well for me because I tend to not close my 
projects or Scrivener for days at a time. 
The downside is that this option requires you to initiate the 
backup, so it's good to use it in conjunction with one of the other 
choices, just to be safe. It can also s low you down if you manually 
save your project frequently out of habit, especially if the project 
file is large. 

If you want to be able to create a backup on command but 
don' t want it to happen every time you manually save your project , 
you can use the Back Up Now option covered in the "Forcing a 
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Manual Backup" section, later in this chapter. 
5. Select Compress Automatic Backups as Zip Files. 

This option does slow down the backup process, but it creates 
smaller files that are less likely to become corrupted. Zipped files 
work much better for Internet transfer, so if you're using a file-drop 
service or online storage, definitely choose to zip the files. 

6. If desired, select Use Date in Backup File Names. 
This option inserts the date right into the name of the backed up file. 

7. Specify how many versions you want to keep before deleting. 

The default is five. Too many versions will fill up your storage device, 
but sometimes it's good to be able to go back to an earlier version . 
Think about how often your file gets backed up and how many 
versions you want to be able to access. 

I recommend keeping at least two versions so that you can go 
back to a previous version, if necessary, but anything more than five 
backups starts to eat up space on your backup drive. 

S. Next to the Backup Location text box, click Choose. 
A file window appears. 

9. Select the location where you want Scrivener to store your 
backup files. 

If you get an error message that the backup volume isn' t available, go 
into your file system (Finder or Windows Explorer) and make sure 
it's connected. Sometimes online storage sites get disconnected after 
you restart your computer, and you have to re-establish the link. 
If you're using a flash drive and it doesn' t show, it may have been 
ejected without being removed from the computer. Try removing it 
and plugging it in again. For an external drive, ensure that it's plugged 
in and turned on. 

10. Click the red X button to close the Preferences window. 
On a Windows PC, click OK. 

Excluding a Project from 
Automatic Backup 

At some point, you may have a project that you want to exclude from 
Scrivener's automatic backup settings . Maybe it's so large that it takes 
too long to back up. You really notice this lag when you're backing up 
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when closing the project and have several projects to shut down. A 
large project can also s low you down if you have Scrivener set so that it 
creates a backup when you manually save. 

Other reasons include not wanting that file backed up to the same 
location or not wanting to back up the project at all if it's something that 
you' ll delete right away (such as a practice project). 

Whatever your reasons, you can exclude a project from the automated 
Scrivener backup easily . Just open the project you want to exclude, and 
then choose File:::::}Back Up:::::}Exclude from Automatic Backups. 

Be sure to have another backup method in place so that you don' t lose 
your work. 

To include a project in automatic backups again , simply remove the 
check mark from Exclude from Automatic Backups in the File:::::}Backup 
submenu. 

Forcing a Manual Backup 
Want to quickly back up your project right now, but don' t have - or 
don' t want - the preferences set up to create a backup on project save? 
Choose File:::::}Back Up:::::}Back Up Now. A backup is immediately created 
in the location specified in Backup preferences. Backups created this 
way are treated just like automatic backups and are replaced by newer 
backup files when the version limit set up in Backup preferences is 
reached. 

However, if you want to back up the file to another location , follow 
these steps: 

1. Choose File :::::}Back Up:::::}Back Up To. 

A Save window appears. 

2. (Optional) Enter a new filename in the Back Up To text box. 

You can also simply keep the provided filename. 

3. From the file list on the left, choose the location. 

If you don' t see the full window of location options , click the 
expansion button to the right of the Back Up To text box. (Windows 
users , click Browse.) 

4. For best performance, make sure Backup as a Zip File is selected. 

5. Click Save. 
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Windows users , click OK. 
A backup of the project is saved with the name and to the location 
you chose. 

@) Backups created this way aren' t automatically deleted, 
regardless of the number of versions you chose to keep in the 
Backup preferences, so Back Up To is a good option when you want 
to keep a backup of a specific version of your project. 

Restoring a Project from a 
Backup File 

Having all these project backup files doesn' t do you any good if you 
don' t know how to use them when needed. 

Follow these steps to open a project from a backup file: 

1. Locate the file in Finder or Windows Explorer. 
Automatically backed up files are called Pro j ectName . bak . scr i v if 
uncompressed, or Pro j ectName . bak . zi p if compressed. 

@) To locate the backup files easily, choose 
Scrivener:::::}Preferences (Windows users, choose Tools:::::}Options), 
and then select the Backup tab to view the Backup settings and click 
the Open Backup Folder button. (The backup drive must be 
connected for this process to work.) 

2. (Optional) Make a copy of the backup file and move it to the folder 
in which you keep your writing projects. 

Copying the file ensures you're not working on the file in the backup 
folder, which could cause problems with other backup files . It also 
prevents you from losing that version of the backup. 

3.lf using a compressed file with the . zip extension, double-click 
the file. 

On a Windows PC, right-click the file and choose Extract. 
The Archive Utility runs, unzipping the file. After it finishes, you have 
the original. zi p file and the uncompressed . scr i v file. 

~ If necessary, remove the. bak portion from the name to make 
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it clear that it's a working file. Be sure to rename the original project 
file (that you're replacing with the backup) to something like 
OLD fil ename . scr iv to avoid confusion. 

4. Open the restored project file by double-clicking it, and then get 
back to work! 

What if you don' t want to roll back to the old version of your 
project, but you need to restore one or two documents? No 
problem. Follow the preceding steps to open the backup file, but 
rename the backup rather than your current project. With both 
projects open at the same time, you can drag the old versions of the 
files you need from one Binder to the other, creating a copy in the 
current project. 
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Part VII 

The Part of Tens 

In this part ... 

In this part, I throw in the things that I didn't get to mention elsewhere 
in the book. But don' t be fooled: These aren' t the worthless crumbs, 
they're gold . 

You can find ten nifty things you can do in Scrivener and ten ways to get 
help beyond this book. 
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Chapter 22 

Ten Awesome Features 
That Didn't Fit 
Anywhere Else 

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Editing your work in Scrivener 

.... Sharing files between projects 

.... Using some handy Scrivener tools 

.... Duplicating items in the Binder .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

If I covered absolutely everything that Scrivener can do, this book would 
be better for bench-pressing than reading, so I had to pare it down. But 
a few of the nifty tools I wanted to share with you wouldn't fit neatly 
into any of the other chapters . 

This chapter gives you ten of my favorites . 

Showing Invisible 
Characters 

Just like your favorite word processor, Scrivener has a way to reveal 
those hidden codes for elements such as tabs, paragraph breaks, 
spaces, and page breaks . 

Not sure what's up with your formatting? Choose 
Format~Options~Show Invisibles to check. The invisible characters 
appear in blue. To turn them off, choose Format~Options~Hide 
Invisibles . 
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Copying Files between 
Projects 

Have a document , research file, or image in another project , but you 
want it in this one, too? Dead eas y. 

Just open both Scrivener projects - after you open one, choose 
File:::::}Open and choose the other. Then , move or res ize one window so 
that you can see both Binders and drag the file - or files if you've 
s elected more than one - from one Binder to the other. 

Scrivener copies the documents into the Binder where you drop them. 

Taking Notes with the 
Scratch Pad 

The Scratch Pad is a tool that lets you jot down notes that don' t apply 
to a particular project. If you later decide that they belong in a particular 
project , you can import the notes to the Binder. 

But even better , you can use the Scratch Pad when your project's not 
even open (as long as Scrivener's running)! 

Here' s how it all works : 

",.. Opening the Scratch Pad: To open the Scratch Pad from within 
Scrivener , choose Window :::::}Show Scratch Pad (or 
Tools :::::}Scratch Pad in Windows). 

The Scratch Pad window appears . This window floats above all 
other programs , which makes it good as a reference tool or to 
enter notes while viewing a web page or other document. 

The top half of the window is a list of all the notes you've stored. 
When you firs t open it , your note is called Untitled Note. Double­
click to change the name. Click the plus sign (+) button at the 
bottom-left to add a new note. Do your writing in the bottom 
pane. 

",.. Sending a note to a project: When you' re ready to send a note 
to a project , select it from the lis t , click the Send to Project drop-
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down list at the bottom (called Send File to Scrivener in 
Windows), and then choose from your open projects. 

",.. Deleting a note: Delete a note by selecting it and pressing the 
Delete key (Shift+Delete on Windows), or clicking the Delete 
button (which looks like a circle with a diagonal line through it). 
Click OK to close the window. 

",.. Opening the Scratch Pad when Scrivener is minimized: This is 
a Mac-only option. To open the Scratch Pad when Scrivener isn't 
visible, right-click the Scrivener icon in the Dock and choose 
Scratch Pad. 

Looking at the Editor in Page 
View 

To make the Editor appear more like a printed page, including document 
edges and margins, choose View:::::}Page View:::::}Show Page View. 

Want to see two pages side by side? After you turn on Page view, 
choose View:::::}Page View:::::}Two Pages Across . 

Just remember, Page view isn't necessarily an accurate representation of 
how pages will print; it's merely a visual preference. The final layout of 
your output depends on your compile settings (see Part IV for details 
on compiling). 

To turn off Page view, choose View:::::}Page View:::::}Hide Page View. 

For scriptwriters who tend to compile based on the settings in 
the Editor, Page View is especially handy because it can provide a 
page count that's fairly close to the final output. To set it up, after 
you turn on Page View, choose View:::::}Page View:::::}Use Printed Page 
Size. The Editor footer displays the estimated page number and total 
pages for the document(s) being viewed in the Editor, based on the 
page size and margin settings available by choosing File:::::}Page Setup 
(select Scrivener from the Settings drop-down list to change the 
margins). 
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Appending Text to a 
Document 

If you have a chunk of text in one document that you want to add to the 
bottom of another - but you don' t want to merge the two documents, 
as outlined in Chapter 2 - follow these steps: 

1. Select the desired text in the Editor. 

2. Choose Edit~Append Selection to Document. 
3. From the submenu that appears, choose the file to which you want 
to append the text. 

The text is copied from the current document and added at the end 
of the document you selected. 

In the submenu, you can also select New, rather than an existing file. If 
you do, a window appears, prompting you to choose a Binder location 
and a title, and then creates a new file that contains the selected text 
after you click OK. It also adds an internal reference (covered in Chapter 
5) between the current document and the new one. 

Append Selection to Document is also available from the 
contextual menu that appears when you right-click a selection of 
text. 

Creating Links between 
Documents in a Project 

You can create links from one document to another that appear just like 
web-page hyperlinks - but they jump you to a document. 

Inserting a link with a title 
To create a link to a document right within the current text, click in the 
desired location. Then, choose Edit:::::}Scrivener Link (or right-click in the 
Editor), and choose the document to which you want to link from the 
submenu that appears. 
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The linked document title appears as a hyperlink within the current 
document. 

Converting existing text to a link 
To add a link to a specific selection of text, instead of using the linked 
document title, select the desired text, choose Edit:::::}Scrivener Link, and 
then choose the document to which you want to link from the submenu 
that appears. 

The selected text becomes a hyperlink that takes you to the linked 
document when clicked. 

Removing a link 
To remove a link with a title, you can simply select and delete the link 
from the text. If you converted text to a link, you probably don' t want to 
delete the text, but merely remove the hyperlink. 

To remove the hyperlink without removing the linked text, select the 
text in the Editor, and then choose Edit:::::}Unlink. To remove multiple 
links in a document, select a range of text that includes all the links, and 
then choose Edit:::::}Unlink. 

#" 
fly Be careful, though - Unlink removes all hyperlinks, not just 

Scrivener links. 

Changing link behavior 
You can either open links in the current Editor, a second split Editor 
(listed as Other Editor), or a QuickReference panel. To determine the 
behavior, follow these steps: 

1. Choose Scrivener:::::}Preferences. 

2. Click the Navigation button at the top of the window. 
The Navigation options appear. 

3. Select the desired location from the Open Clicked Scrivener [jnks 
In drop-down list. 
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Inserting a Table of Contents 
Want to include a table of contents (TOe) in your project? Just follow 
these steps: 

1. Add a new text document in the Binder by clicking the Add 
button in the tool bar. 

Alternatively, choose Project :::::}New Text. 

Skip to Step 2 if you're planning to insert the TOe within an existing 
document. 

2. In the Binder, select the desired documents that you want include 
in the TOC. 

You must select all items that you want to include. (Choosing a 
folder doesn' t include its subdocuments.) 

To expand all items in the Binder for easy selection, click in 
the Binder, and then choose View:::::}Outline:::::}Expand All. 

3. Choose Edit:::::}Copy Special :::::}Copy Documents as TOC. 

4. Select the document in which you want to insert the TOC. 
5. Click in the Editor to position the cursor at the desired location 
within the document, and then choose Edit:::::}Paste. 

The list of selected Binder items is pasted into the document, along 
with placeholder tags (covered in Chapter 12) that automatically 
insert the page number when the project is compiled by using the 
Print, PDF, or RTF output type (for more on compiling, see Part IV) . 
You can click the page tags to view the linked document. How the 
document opens depends on the Navigation settings, which are 
covered in the preceding section. 

Sorting Paragraphs 
It's a snap to put a selection of paragraphs in alphabetical order, either 
ascending or descending. Just select two or more paragraphs (lines of 
text followed by a paragraph break - a hard return), choose Edit:::::}Sort 
Paragraphs, and choose Ascending (A-Z) or Descending (Z-A) from the 
submenu that appears. 

Note: This option doesn ' t work for rows within a table. To sort table 
rows, click in the column that you want to sort by, and then choose 
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Format~Table~Sort Rows Ascending or Sort Rows Descending 
(depending on how you want to sort) . 

Making Duplicates of Binder 
Items 

The Duplicate feature lets you make an exact copy of an item, including 
all its settings, contents, and metadata. You may want to make a 
duplicate if you want a copy of a scene before you revise it - although I 
recommend taking a snapshot, instead (see Chapter 19). Alternatively, 
you can use duplicates if you want to create a series of folders that have 
the same properties so that you can use them for a new project or 
project template. 

You can choose to duplicate an item by itself or copy the item and all its 
subdocuments . 

Duplicate with subdocuments 
When you duplicate with subdocuments, Scrivener makes a complete 
copy of the item and all the items it contains, so if you duplicate a 
folder, all the documents inside that folder are copied, too . 

To use Duplicate, in the Binder, select the item that you want to copy, 
and then choose Documents~Duplicate~With Subdocuments and 
Unique Title (in Windows, the option is simply With Subdocuments). 

On the Mac, this option creates a new file with the same name, but the 
word copy appended to the end. In Windows, the new file appears with 
the name ready to edit. 

To duplicate with subdocuments, you can also right-click a file in 
the Binder and choose Duplicate from the contextual menu that 
appears, or press Command+D (Control+D in Windows) . The item 
and any subdocuments are copied. 

Duplicate without subdocuments 
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Choosing to duplicate without subdocuments doesn't copy 
subdocuments or provide a distinguishing title for the new file. To use 
it, in the Binder, select the item that you want to copy, and then choose 
Docum en ts :::::} Du pli cat e:::::} Wi thou t Su bdocum en ts . 

On the Mac, this option creates a new file with the same name. On 
Windows, the new file appears with the name ready to edit. 

Naming Names 
Ever have trouble thinking of a character name? Need a name for your 
baby or your new Betta fish? Try the name generator. Just choose 
Edit:::::}Writing Tools :::::}Name Generator (Tools :::::}Writing Tools :::::}Name 
Generator in Windows). 

In the Name Generator window that appears, use the slider to determine 
how many names you want (Windows users, enter the number in the # 
of Names to Generate text box), and then click Generate Names . 

For more options, Mac users can click the gear button to choose gender, 
ethnic persuasion, and other nifty tricks such as alliterative names 
(think Walt Whitman, Galileo Galilee, Marilyn Monroe). Windows users 
have access to additional options in the right half of the window, and 
also in the tabs along the top of the window. 

www.it-ebooks.info

http://www.it-ebooks.info/


Chapter 23 

Ten Ways to Get More 
Help 

.. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

In Th is Chapter 

.... Perusing the help Scrivener provides 

.... Searching the web for information 

.... Seeking answers from other users .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. .. 

I hope this book is a resource you'll use until it falls apart. But if you 
want to know something I haven' t covered, or you need some extra 
help, you don' t have to just muddle through. This chapter provides ten 
more ways to find answers . 

Getting Interactive with the 
Tutorial 

If you haven' t browsed the Help menu lately, you're missing out on 
some valuable resources . One of the best places to start is the 
interactive tutorial that walks you step-by-step through Scrivener's main 
features . The tutorial provides a good introduction to get you up and 
running in no time. 

Get started by choosing Help :::::}lnteractive Tutorial. You can also access 
the tutorial by choosing File:::::}New Project in the Getting Started tab . 

Using the User Manual 
The Scrivener manual is the complete, definitive guide to everything you 
ever wanted to know about Scrivener. Yes , it's a bit technical at times -
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by necessity - but it's searchable and has a helpful table of contents. 
When you want the nitty-gritty details, or the complete list of options 
for a feature, the User Manual is your man(ual). 

Choose Help:::::}Scrivener Manual to dig in. The manual is also available 
by choosing File:::::}New Project in the Getting Started tab. 

Letting the Template Be 
Your Guide 

When you choose any project template other than Blank, the template 
comes preloaded with a guide. That guide appears at the very top of the 
Binder, above the Manuscript (Draft) folder, and contains all sorts of 
information about how the template is set up, how to use it, how to 
change it, and the compile settings . 

If you're not sure about something mentioned in the template 
guide, look it up in this book! 

Watching Online Video 
Tutorials 

In addition to the interactive tutorial mentioned in the section "Getting 
Interactive with the Tutorial," earlier in this chapter, those awesome 
folks at Literature & Latte continue to create helpful online videos that 
take you step-by-step through a Scrivener topic. Access the videos at 
htt p : // literatureandlatte . com/videos . php or by choosing 
Help:::::}Video Tutorials . 

Finding Your Answers in the 
Forum 

Chances are, if you have a question, someone else has already asked it. 
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If they did, you can probably find it in the Scrivener support forum . And 
if they didn' t, you can ask the question yourself and get an answer from 
one of the super-knowledgeable forum moderators - the same fo lks at 
Literature & Latte who respond to technical support requests and help 
build the program - or a helpful user. 

In addition to technical support, the forums also include 
announcements about new releases and beta versions, a place to share 
your wishes for new features, tips from other users, a place to report 
bugs, and even some forums for fun and procrastination. 

Check out the forums - gladiator-free - at htt p : //literatureand 

latte . com/ fo rum or by choosing Help:::::}User Forums . 

Searching for Answers on 
the FAQpage 

For a quick search of frequently asked questions (FAQs), check out the 
Scrivener Knowledge Base at 
https : //scrivener . tenderapp . com/help/ kb. 

Checking Out the Scrivener 
Support Page 

Got a problem with your Scrivener purchase? Want to load the software 
onto more than one personal computer (the license allows for use on 
multiple computers in your home that have the same operating system), 
but it's not working? Can't find your serial number to activate the 
program? 

The Support page has helpful links for all these issues and more. Check 
it out at htt p : //literatureandlatte . com/support . php or by 
choosing Help :::::}Support . 

E-Mailing Technical Support 
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If you've gone through all the suggestions in the preceding sections and 
still can't find the answer you need, as a last resort, you can e-mail 
technical support. 

#" 
~ Just make sure you've exhausted your other options. These guys 

are friendly and smart, and won't growl like a bear poked with a 
stick, but they are busy making Scrivener so amazing it'll take over 
the world. Personally, I like to leave them to it. 

You can make their job easier - and your experience better - by giving 
them a concise but detailed description of your issue, what you were 
doing when it happened (if applicable), and any other helpful 
information you can think of (such as the vers ion of operating system 
you're using). 

For help via e-mail, send a message to one of these addresses: 

",.. For Mac: mac . support@literatureandlatte . com 

",.. For Windows: windows . support@literatureandlatte . com 

Revving the Search Engine 
Want to know how others are using Scrivener to craft screenplays, 
create comics, plot their stories, or write a thesis? Head over to your 
favorite search engine and enter your query. 

Scrivener has fans all over the world who use the program in interesting 
and unexpected ways - and they blog about it. You might be amazed at 
what you can find out. 

Schmoozing 
Writer's groups offer camaraderie and understanding for those of us 
who often work our craft in solitude. But beyond the fellowship of 
kindred spirits, many groups offer their own e-mail loops - similar to a 
discussion board or distribution list - that are devoted to topics such 
as Scrivener and other technical aspects of writing. If not, maybe you 
can start one. 

www.it-ebooks.info

http://www.it-ebooks.info/


There's a group for just about every type of writer out there. Search the 
web for writer's organizations or writer's associations, ask your librarian 
about local meetings of writers, or check out one of these groups: 

",.. Romance Writers of America: www , r wd , org 

",.. International Thriller Writers: 
http : //thrillerwriters , org 

",.. Sisters in Crime: www , sistersiocrime , org 

",.. Mystery Writers of America: www , mysterywriters , org 

",.. Science Fiction and Fantasy Writers of America: 
www , sfwa , org 

",.. American Christian Fiction Writers: www . a cfw . com 

",.. Horror Writers Association: www , horror , org 

",.. Society of Children's Book Writers and lllustrators: 
www , scbwi , org 

",.. American Screenwriters Association: 
www . a mericaoscreeowriters . com 

",.. American Society of Journalists and Authors: www , a sja , org 

@5 The National Novel Writing Month (NaNoWriMo) s ite offers 
forums to its participants, including one on writing technology that 
has a Scrivener thread going, at: 
http : //oew , oaoowrimo , org/eo/forums/oaoo-techoology. 
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