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Dedication
This guide is dedicated to every Vellum user
Epigraph
Leading by example is the most powerful advice you can give to anybody.
N. R. Narayana Murthy

Preface
Corina Arca
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 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: The Title Page & Table of Contents
Title Page
Vellum will create a Title Page for you, so there is no need to include one in your manuscript. If you do want to keep your Title Page in your Word document, then the book’s title and subtitle (if any) should use Word’s built-in Title and Subtitle styles, respectively. For your author name, use the Vellum Author style.
Table of Contents
If you have a Table of Contents in your Word manuscript, you can remove it as Vellum will automatically create your Table of Contents for you.

Chapter 2: Front and End Matter
Titles of front and back matter should use the Heading 1 style. During import, Vellum will look for one of the following pre-defined titles to determine the element type: Dedication, Epigraph, Foreword, Introduction, Preface, Prologue, Epilogue, Afterword, Acknowledgments, and About the Author.
For elements that don’t usually display a heading – like the Copyright, Dedication, and Epigraph – you can use the Vellum Hidden Heading style for their titles. If you’d prefer to use Heading 1, that’s not a problem: in Vellum, those element types hide their headings by default.

Chapter 3: Chapters
Chapter titles should use the Heading 1 style and should look like: “Chapter <number>”. If your chapters have explicit titles (as above), then the title should be included on the same line, after a colon and a space.
Subtitles should use the Vellum Element Subtitle style. The Heading 1 style in this document (and in the Vellum Book.dotx Word template) uses paragraph spacing to separate the title from the following content. As a result, the subtitle may appear further away from the title than desired. If that’s the case, you can always adjust the paragraph spacing for that particular heading. You can see an example of this in Chapter 4.

If your book uses Parts to group a set of chapters, then your part titles should use the Heading 1 style and look like: “Part <number>”. If your parts have explicit titles, then you can follow the same pattern described above for explicit chapter titles.
In Vellum, Parts introduce the collection of chapters that follow. (Think of it as a “title page” for these chapters.) As a result, Parts should be a single page with minimal, if any, text. During import, when Vellum encounters a chapter that follows a Part, it will be grouped under that Part.
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Subheadings, Block Quotes, & More
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Subheads should use the Heading 2 style. You should not have empty paragraphs before or after the subhead. In fact, this is true for all of the following text features.
Ornamental Breaks
On import, the following will be converted into an Ornamental Break:
* * *
While we recommend using three, space-separated asterisks on their own line, Vellum does recognize other, common indicators for ornamental breaks.
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 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. 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.
Alignment Blocks
Text that is centered will be automatically imported as an alignment block, and you aren’t required to use a Word style. However, if your centered text is also bold, Vellum may identify it as a chapter title. If you don’t want that, you can use the Vellum Centered Text style:
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
Lists
Vellum will import both numbered and bulleted lists from your manuscript. When importing numbered lists, Vellum will always begin numbering at 1.
1. First numbered item
2. Second numbered item
3. Third numbered item
When a bulleted list is imported, Vellum will always use traditional, round bullets.
· First bulleted item
· Second bulleted item
· Third bulleted item
Block Quotes
Use the Quote style to indicate text that should be set off from the surrounding text, either because you wish to highlight it or because it is too long to include within a standard paragraph:
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.
Verse
If you feature poetry or song in your book, then you can make use of 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.
Text Conversations
If your characters communicate via text messages in your book (and, these days, who doesn’t?!), then you may want that conversation to look as if it were read on a phone. To do this, you will need to apply the Vellum Text Conversation style to the entire conversation:
Emma
guess what? frank is engaged to jane!
Jane
 omg
you ok?
um…yeah. turns out, i’m in love with mr. knightley!!
If you want to feature contact names, set them entirely in bold. And, for messages that appear on the right side of the conversation (i.e. “sent” messages), make sure to use a left indentation of 2” or more.
Written Notes
Use the Vellum Written Note style when your book features a letter that should be distinct from the surrounding text:
May 4th, 1897
My Friend.—
Welcome to the Carpathians. I am anxiously expecting you. Sleep well to-night. At three to-morrow the diligence will start for Bukovina; a place on it is kept for you. At the Borgo Pass my carriage will await you and will bring you to me. 
I trust that your journey from London has been a happy one, and that you will enjoy your stay in my beautiful land.
Your friend,
Dracula
If you use center or right alignment in your letter (see, for instance,  the date at the top of the letter), then Vellum will maintain that formatting in the imported Written Note. For the complimentary close and signature, use a left indentation of 2” or more.
Store and Web Links
You shouldn’t have to do anything special for external 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.
Internal Links
Vellum will import internal links as well, but only if they redirect the reader to the beginning of a chapter or to a subhead. Internal links that point to arbitrary locations (or “bookmarks”) within a chapter are not supported.

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, and text in Small Caps should use Vellum Small Caps.

Epilogue
Hopefully this guide has helped you construct a manuscript that imports cleanly into Vellum. If you are having trouble with a manuscript, please use our contact form to send us your Word file: Vellum Contact Form. We’ll be happy to take a look.
Happy importing!
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