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This guide is dedicated to every Vellum user



Example is the best precept.
Aesop
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Preface
This guide is intended for authors who require more fine-grained control over importing, and who are familiar with using and importing styles in Microsoft Word. In this document, you’ll find all of the styles that Vellum supports and a description of how to use them. If you are starting from scratch, you can create a new Word document – complete with all of Vellum’s Word styles – by double-clicking the shipped Vellum Book.dotx Word template. If you would like to prepare an existing manuscript for import into Vellum, then we recommend importing the template’s styles (they all begin with Vellum) into that manuscript, and then assigning as appropriate. 
Note that this document both explains how to use Vellum’s Word styles and serves as an example that can be imported into Vellum.


Chapter 1
Using a Title Page
If you require a title page in your Word document, then the book title, subtitle (if any), and author should have the following styles applied, respectively: Vellum Book Title, Vellum Book Subtitle, Vellum Author. Separate this from subsequent content by inserting a page break.


Chapter 2
Front and End Matter
Titles of front- and end-matter (e.g. Foreward, Epilogue) should have the Vellum Chapter Title style applied, and should have one of the following pre-defined titles: Foreword, Introduction, Preface, Prologue, Epilogue, Afterword, Acknowledgments, About the Author.
Note that “Epigraph” and “Dedication” are missing from the above list. This is because those front matter elements typically do not have titles.  To make sure your dedication imports correctly, simply apply the Vellum Dedication Text style to your dedication. Similarly, if you apply the Vellum Epigraph Text style to the body of your epigraph, Vellum will successfully recognize that text as an epigraph.  Since epigraphs often have attribution, you should apply the Vellum Attribution style to the source of the quote (as you would for any attributed block quote – see the example in our Text Features chapter, below).


Chapter 3
Chapter Titles
So that it’s easy for Vellum to recognize your chapters, we recommend that they include a chapter number immediately before the title. Both chapter numbers and chapter titles should use the Vellum Chapter Title style. If the chapter has a subtitle, however, then the chapter title should use the Vellum Chapter Title (with Subtitle) style instead.
If the chapter doesn’t have a title, just use the Vellum Chapter Title style for your chapter number.



Chapter 4
Text Features
Subheadings, Block Quotes, & More
Subheadings
The “Chapter Titles,” “Front and End Matter,” and “Formatting Examples” subheadings in this document are all examples of the Vellum Subheading style. Note that there should be no empty paragraphs before or after the subheading.  In fact, this is true for all of our formatting examples.
Alignment Blocks
Text that is centered, but is not detected as a title or subtitle, will be imported as an alignment block, as seen below:
THE END
If you have a selection of text that you wish to be flush-left (without indentation), use the Vellum Flush Left style:
Annapolis, Maryland
September, 1974
Block Quotes
Vellum supports two kinds of block quotes: prose and verse. Prose block quotes should have the Vellum Block Quote style applied, like so:
Then, again, in 1825, Bernard Germain, Count de Lacepede, a great naturalist, published a scientific systemized whale book, wherein are several pictures of the different species of the Leviathan. 
All these are not only incorrect, but the picture of the Mysticetus or Greenland whale (that is to say, the Right whale), even Scoresby, a long experienced man as touching that species, declares not to have its counterpart in nature. 
Goldsmith, Nat. Hist.
If an attribution is desired, it should immediately follow the block quote and use the Vellum Attribution style.
Block quotations for poetry or song should use the Vellum Verse style:
Our captain stood upon the deck,
A spy-glass in his hand,
A viewing of those gallant whales
That blew at every strand.

Oh, your tubs in your boats, my boys,
And by your braces stand,
And we'll have one of those fine whales,
Hand, boys, over hand!

So, be cheery, my lads! may your hearts never fail!
While the bold harpooneer is striking the whale!
Verse can also have an attribution, as described above.
Ornamental Breaks
Vellum will interpret three centered, space-separated asterisks (* * *) as an ornamental break.
* * *
 If you’d prefer a different ornamental break, you can apply the Vellum Ornamental Break style to the separator of your choice.
Links
You shouldn’t have to do anything special for links. As long as you use the Insert > Hyperlink… menu item in Word to create the link, Vellum will import it correctly. If Vellum detects that it refers to a supported online store, then it will convert the link into a Store Link and give it a title of “My Book.” If you have such links in your manuscript, you’ll want to find these links and edit their titles appropriately.
https://itunes.apple.com/us/book/the-art-of-fielding/id424938849?mt=11
As an example, the link to The Art of Fielding immediately preceding this sentence will need its title amended after import.
Images
Vellum will import any pictures that it encounters in your chapter’s content as Inline Images. They don’t need to have any special styling.
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The original Vellum icon
After you’ve imported your document, you’ll want to find each imported image, and proof each one. Images that need to be looked at in Vellum will be badged with an exclamation point so that they are easy to find. It is highly recommended that you provide a useful description for each image, and that each image satisfies Vellum’s resolution requirements. 
To import image captions, you will need to apply the Caption style (note that this style does not begin with “Vellum” – that’s because Word provides its own). The easiest way to create such a caption is to right-click on the desired image and choose the Insert Caption… menu item. In the dialog that appears, set the label as you wish, and you’ll be all set. Because Word doesn’t associate captions with images, though, you’ll want to double-check that Vellum has matched up your captions properly. 
If you find that an image is being imported as a heading image, you can use the Vellum Inline Image style to force Vellum to import it as an Inline Image.

Chapter 5
Character Formatting

You don’t have to use specific styles to import most character formatting, like bold and italics. However, if you have content – e.g. a text message – that should appear in a monospace font, then that text will need to use a Word character style named Vellum Monospace. Similarly, specific text that you’d like to be in a sans serif font should use a Word character style named Vellum Sans Serif.


Epilogue
Now that you know all about these Word styles, it is important to note that there is nothing particularly special about what goes on in them: Vellum really just cares about their names. Thus, if you have a style in your book for your chapter titles, all you have to do to assist Vellum’s import would be to rename it to Vellum Chapter Title.
Lastly, if you have a manuscript that isn’t importing correctly, please use our contact form to send us your Word file: Vellum Contact Form. We’ll be happy to take a look.
And that’s about it. Happy importing!
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