


This manual is the intellectual property of MakeUseOf. It must only be published in its original form. Using 
parts or republishing altered parts of this guide is prohibited without permission from MakeUseOf.com

Think you’ve got what it takes to write a manual for MakeUseOf.com? We’re always willing to hear a pitch! 
Send your ideas to justinpot@makeuseof.com.

by Nicole Dionisio

share:

http://www.timbrookes.co.uk/
http://arcade.jamessherar.ca
https://www.facebook.com/sharer/sharer.php?u=http://www.makeuseof.com/pages/download
https://plusone.google.com/_/+1/confirm?hl=en&url=http://www.makeuseof.com/pages/download
http://www.linkedin.com/shareArticle?mini=true&url=http://www.makeuseof.com/pages/download
http://twitter.com/home/?status=I'm reading a free manual from MakeUseOf; you should too! http://www.makeuseof.com/pages/download


YOUR GUIDE TO SCRIVENER

3HTTP://MAKEUSEOF.COM
NICOLE DIONISIO share:

Table Of Contents                              
Introduction                                                    5

1. Planning Your Manuscript                                   6

1.1 Importing documents into Scrivener 6

1.2 Navigating the Scrivener Interface 7

What’s Going on Here?  7

1.3 Importing Documents into Scrivener 7

1.4. Catching my Eureka Moment 8

1.4.1 Catching my Eureka Moment: Impulsive Note Taking 8

1.4.2 Catching my Eureka Moment: Brainstorming with the Corkboard 10

1.5. Organizing files and documents 11

1.5.1. Folders:   11

1.5.2. Files in Files:  12

1.5.3. Labels:  13

1.5.4. Keywords:   14

1.5. Importing research into Scrivener 15

1.5.2 Clippings (Mac Only) 16

Bonus Tip:  17

1.6. Characters 18

1.6.1 Creating and Using Character/Setting Sketches 18

1.6.2 Name Generator  20

1.7.1 And then the plotting  21

2. Writing Your Manuscript                                  23

2.1.1 View Mode 23

2.1.2 Scrivenings/Corkboard/Outline 23

2.1.3. More About Outline 24

2.2. Enabling Word Counts and Word Targets 25

2.2.1. Daily Word Counts 25

2.2.2. Document Word Counts 26

2.2.3. Project Word Count 27

2.3. Compose Mode 27

2.4. Split Screen  28

http://www.makeuseof.com
http://www.makeuseof.com
https://www.facebook.com/sharer/sharer.php?u=http://www.makeuseof.com/pages/download
https://plusone.google.com/_/+1/confirm?hl=en&url=http://www.makeuseof.com/pages/download
http://www.linkedin.com/shareArticle?mini=true&url=http://www.makeuseof.com/pages/download
http://twitter.com/home/?status=I'm reading a free manual from MakeUseOf; you should too! http://www.makeuseof.com/pages/download


YOUR GUIDE TO SCRIVENER

4HTTP://MAKEUSEOF.COM
NICOLE DIONISIO share:

2.5. Snapshots 28

2.6. Backing Up Your Work 29

3. Editing Your Manuscript                                      31

3.1 Multiple Versions of your Draft in the Same Scrivener file 31

3.2 Beta readers & Dropbox 31

3.3.1 Find by highlight  32

3.4.1 Revision Colors (Mac Only) 33

3.5.1 Project Replace  35

4. Publishing Your Manuscript                              36

4.1. Compiling Your Manuscript for Publication 36

Conclusion                                                            37

Planning  37

Writing 37

Editing 37

Publishing 37

Contact Me! 37

http://www.makeuseof.com
http://www.makeuseof.com
https://www.facebook.com/sharer/sharer.php?u=http://www.makeuseof.com/pages/download
https://plusone.google.com/_/+1/confirm?hl=en&url=http://www.makeuseof.com/pages/download
http://www.linkedin.com/shareArticle?mini=true&url=http://www.makeuseof.com/pages/download
http://twitter.com/home/?status=I'm reading a free manual from MakeUseOf; you should too! http://www.makeuseof.com/pages/download


YOUR GUIDE TO SCRIVENER

5HTTP://MAKEUSEOF.COM
NICOLE DIONISIO share:

Introduction                                                   
In the past year I wrote two novels, and it wasn’t by chance. Two life-changing things happened to me in the last year:

 1) I graduated college. 

 2) A friend recommended Scrivener to me. 

This extra time and effective technology allowed my writing more room to breathe, and to become more organizational 
and effective. 

A word processor is a computer application designated for the production of a text-based product. Microsoft Word, 
TextEdit, and Pages are some examples of word processors. Though these applications have a long array of features, 
which allow a writer to customize a document to their heart’s content, they lack features that help the writer who is 
working on a project that involves multiple documents. 

Scrivener fills this hole; it is what the typewriter was to the 19th century: revolutionary. 

Picture this…

It is 48 hours before your dissertation is due and, despite the chaos, you are trying to complete the final edits, because 
it’s the only choice you have.

There is one problem — and it isn’t the pile of unclean dishes housing sea-green mold and chatty-vermin that has 
become your sink — it is your computer and it is time. You should be going faster then this, you put your blood-shot 
pounding head in your hands and groan, “Why am I going so slow? This computer is brand new… what is the prob-
lem?” 

It isn’t your computer’s specs. It is your writing process. It is because you have not yet started using Scrivener. 

 It is opening up a new webpage or PDF every 15 minutes to fact-check research. It is switching back and forth be-
tween this research, your outline, your bibliography, and your draft. It is waiting for your files to load, bouncing be-
tween them, and getting lost in the quantity of windows on your computer screen or document.  

Scrivener has two key features: it loads all documents at once and it has many visual organizational tools. Scrivener 
has optimum productivity, thus it gives writers more time to actually write and accomplish their goals. 

Though I have used Scrivener for fiction writing (and this manual is written from that perspective) this application can 
be used for many other projects

I.E.:

•	 Marketing and Business Plans 

•	 Non-fiction	Essays	and	Books	

•	 Undergraduate/Graduate	Thesis	and	Academic	Reports	

•	 Organizing	and	Editing	an	Anthology	

•	 Collection	of	Articles,	Speeches,	or	Blog Posts

Writing Tip These killer prompts will help those with writer’s block. 
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1. Planning Your Manuscript                                  

1.1 Importing documents into Scrivener

The Getting Started/Project Templates window. 

When opening Scrivener for the first time, the ‘Getting Started’ screen will greet you. To start a project, select a desig-
nated pre-made template or the ‘Blank’ template. Then let’s get started, together. 

Note: Some sections of this manual will discuss features that are only available in the ‘Fiction-Novel’ or the ‘Fiction-
Short Story’ templates. 

Writing Tip Though I want to revolutionize your lives RIGHT NOW by telling you to buy Scrivener, I do 
have to admit that there are special NaNoWriMo deals only available during November. 
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1.2 Navigating the Scrivener Interface
What’s Going on Here? 
Let’s take a look at the main interface together, before jumping into features. 

An example of a Scrivener document.

1. Binder:	This	tool	contains	all	the	files	in	your	Project	in	one	location:	the	left	bar.	

2. Inspector:	The	right	bar	in	the	screen	contains	a	file’s	adjustable	properties.	(They	will	individu-
ally	be	explored	throughout	this	manual.)	

3. The	Editor:	The	digital	white	paper	that	you	write	in	is	the	editor.	

4. The	Toolbar:	Above	the	editor	is	a	series	of	icons	called	the	toolbar.	These	icons	are	shortcuts	to	
different	tools	in	the	application.	

5. The	Menu	Bar:	Anything	you	can	possibly	do	with	this	program	is	accessible	by	going	through	
the	menu	bar.	It	isn’t	usually	the	fastest	way	to	do	something;	it	is	like	the	sitemap	of	Scrivener.	

1.3 Importing Documents into Scrivener
The best way to use Scrivener is to utilize the Binder feature by importing all files pertaining to a single project into one 
Scrivener document. Thus Scrivener becomes like a giant folder as well as a word processor.
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The import feature can be found under File in the Apple bar. 

To import a document go to the menu bar and click on ‘File’.  Scroll down to import and click ‘File’s. From there, find 
and select the file you wish to import. Confirm the import by clicking ‘Import’. The file can now be found on the left side 
of the screen in the Binder. 

1.4. Catching my Eureka Moment
1.4.1 Catching my Eureka Moment: Impulsive Note Taking

To keep thoughts fresh,	write	them	down. If ideas are scattered in many places, or worst, not written down at all, there 
is a high risk that they’ll be forgotten. 

Scrivener’s built-in notepad is perfect for impulsive note taking. You’ll act on these ideas later. 

1.4.1.1. Project Notepad
Each Scrivener project has an individual note-
pad called the Project Notepad. This notepad 
is easy to access and can have many different 
sub-notepads inside it, allowing it to be a great 
place to organize ideas. 

To use the project notepad go to the Inspector 
(if the Inspector is not shown, open it by click-
ing the blue icon on the toolbar with the text 
‘Inspector’ underneath). Make sure the Notes 
tab is open in the Inspector. The bottom of 
the Inspector contains seven icons (notepad, 
books, key, tag, camera, speech-bubble, lock). 
Click the first icon (the notepad), and when 
selected it’ll be highlighted in gray. Once in the 
notepad, click on the arrows next to ‘Document 
Notes’. Then click into ‘Manage Project Notes.’  
This will open a notepad about the project. 

To add sections to the notepad, click the arrow. 
Type your wild brainstorms on the lined paper.
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This is what many sections look like in your Project Notepad. 

If you click back on those double arrows you can allow a section of your project notebook to display in the Inspector. 

1.4.1.2. Scratch Pad

Scrivener Scratch Pad: One notepad shared between all projects.   

Creativity works in strange ways; it wouldn’t be surprising if new projects start springing at you as you become im-
mersed with the project at hand. Scrivener knows how creative minds work and comes with a scratch pad that is 
shared between all projects.  So go ahead, get inspired. 

To access the Scrivener Scratch Pad go up to the Apple Bar and click Window—> Show Sketch Pad. This one scratch 
pad, and all its notes, is available when any project is opened. 
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On Windows it is Tools à Scratch Pad.

1.4.2 Catching my Eureka Moment: Brainstorming with the Corkboard
Something that really stuck with me in Patti Smith’s memoir Just Kids was the way that room-mates Patti Smith and 
Robert Manthenthrope turned their apartment into a live-in art installation, which revolved around their inspiration of 
the season. At one point the apartment was covered with a combination of photos of freaks, fishing nets, and sea-
shells, resembling a now-vintage Coney Island.   

Scrivener’s visual tools can replicate this poignant concept of an artist surrounding themselves with their inspiration. I 
use the Corkboard feature to create a collection of inspirations, brainstorms, and a breathing mind-map.  

An example of a brainstorm folder. 
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1. Create	a	folder	called	‘Brainstorming’.		

2. Open	up	the	folder	and	switch	the	‘View	Mode’	to	see	the	Corkboard.	Do	this	by	going	to	the	top-
center	of	the	screen	where	the	words	‘View	Mode’	are.	You	will	see	three	icons;	click	the	brown	
one	in	the	middle.	This	will	enable	the	corkboard	view	mode.	

3. Stuff	this	folder	with	inspirations.	Create	and	Import	documents,	photographs,	articles,	original	
writings,	quotes,	etc.			

4. The	Corkboard’s	default	layout	is	very	rigid.	To	customize	this,	click	on	the	set	of	four	spaced	out	
squares	on	the	lower-right	side	of	the	page.	This	will	allow	the	size	of	cards,	the	quantity	of	rows	
and	columns,	and	the	spacing	between	cards	to	be	customized.	

5. To	create	a	more	fluid	display,	click	the	middle	icon.	This	will	allow	the	index	cards	to	be	dragged	
around	the	screen.	

6. I	use	this	fluid	layout	to	create	mind	maps	by	grabbing	one	card/idea	and	clumping	it	with	an-
other.	This	creates	a	connection	between	ideas	that	can	help	new	ideas	form	and	can	be	a	way	
to	start	doing	some	serious	plotting.		This	technique	will	allow	the	story	to	present	itself	to	the	
writer.   

7. To	enhance	the	visual	component	create	a	synopsis	or	a	graphic	for	the	index	cards.	To	fill	out	
the	synopsis	click	on	an	index	card.	Then	go	to	the	‘Notes’	tab	of	the	Inspector.	The	first	tool	in	
the	Inspector	is	now	a	squat	index	card	called		‘Synopsis’.	Click	into	it	and	type	up	a	description.	
To	use	a	photo	instead,	click	on	the	mini-index	card	and	select	the	orange	icon.	Then	grab	a	
photo	and	drag	it	to	where	it	says,	‘Drag	in	an	image	file.’

1.5. Organizing files and documents
1.5.1. Folders:  
To create a folder, move the mouse to the binder and then right-click. (If you do not see the Binder, then click the blue 
book on the upper left hand side to enable.) Click on Add and then click New Folder.    

Creating a new folder. 

Writing Tip Brainstorm loudly and freely and forget about rules. 

http://www.makeuseof.com
http://www.makeuseof.com
https://www.facebook.com/sharer/sharer.php?u=http://www.makeuseof.com/pages/download
https://plusone.google.com/_/+1/confirm?hl=en&url=http://www.makeuseof.com/pages/download
http://www.linkedin.com/shareArticle?mini=true&url=http://www.makeuseof.com/pages/download
http://twitter.com/home/?status=I'm reading a free manual from MakeUseOf; you should too! http://www.makeuseof.com/pages/download
http://www.makeuseof.com/tag/4-rules-ignore-writing-personal-blog-opinion/
http://www.literatureandlatte.com/nanowrimo.php


YOUR GUIDE TO SCRIVENER

12HTTP://MAKEUSEOF.COM
NICOLE DIONISIO share:

Another way to create a folder is to open up a folder. Then scroll to the bottom of the screen and click the black rectan-
gular shape on the bottom toolbar. This will create a new folder.

Creating a folde inside of a folder. 
All files and folders in the binder can be re-ordered or placed inside each other by clicking and dragging. 

1.5.2. Files in Files: 
Other word processors, like Microsoft Word or Pages, lack the foresight of Scrivener because they don’t have organi-
zational tools (like the Binder) for multiple-file projects. Scrivener’s innovative logic is that anything can be a folder and 
thus a home to many files— I.E.: files inside a project can hold files, which can hold files, etc.  

For example, my character sketches are biographical portraits of a character but are also a folder. And inside this 
folder is other information about the character.  

To allow a file to have this folder complexity, drag one document on top of another. 

Then in the binder, click the triangle next to the file, to see all the files that are inside of it. 

An example of how to use a documents file-storing capabilities. 
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1.5.3. Labels: 
Another way to organize files is to create labels. I use labels because they create a highlight in the binder, as illus-
trated below.

To adjust the labels, right-click a document in the Binder and highlight the Label option. Select a label or hit edit to cre-
ate another option. 

My label names are barely passable optimistic, which is as optimistic as I get.

Creating your own label. 
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After hitting edit, the Meta-Data Settings will open up with more information about labels. To create a new label hit the 
plus side on the bottom of the pop-up. Then type in the name of your new label. To adjust the color, double-click on the 
colored box and choose a color you prefer. Confirm your label choices by clicking okay. 

Though the suggested labels describe different kinds of writing (scene, concept, chapter), I use it to describe different 
statuses of the writing (first draft, second draft). There is a ‘Status’ tool created for this information, but because it does 
not create a highlight for the document I do not use it. 

1.5.4. Keywords:  
Each file can be given keywords, which is similar to giving a blog post tags. I use keywords in my fiction manuscripts 
in the following ways: 

•	 Character	names	as	a	way	to	keep	track	of	each	character’s	plot.

•	 Relationship	scenes	as	a	way	to	see	the	involvement	of	each	friendship,	enemy,	or	romantic	
storyline.

•	 Themes	that	are	demonstrated	in	a	scene	to	ensure	they	are	consistent	through	my	story.	

•	 Imagery	that	I	notice	(i.e.:	‘scene	w/	bugs’,	‘scene	w/	eggs’,	‘scene	w/	monsters’).	At	the	end	of	
my	first	draft,	I	go	through	these	keywords	and	see	what	motifs	I	made.	

To give a document keywords first open up that document. Once inside, scroll to the Inspector and click the key icon 
on the bottom-right. This will open up keywords. Click the plus sign to enter a keyword. To delete a keyword select the 
keyword you want to delete and hit the minus. 

To see all the keywords in a document click the screw that is to the right of the minus sign. Then click ‘Show Keywords 
HUD’. This opens up a list of all the keywords in the entire document. By highlighting a keyword and then clicking 
‘Search’ you will see your binder transform into a list of documents that contain that keyword. 

To exit this click the ‘X’ in the top right, where the search is. 

Keywords. 
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1.5. Importing research into Scrivener
1.5.1.1 Import Web Page

I store online webpages that I collect for research inside my Scrivener document. To import research… 
•	 Click	the	Research	folder,	located	in	the	Binder.	

•	 Once	the	Research	folder	is	selected,	go	up	to	the	Apple	Bar	and	click	File	—>	Import	—>	Im-
port	Web	Page.

•	 Paste	the	designated	webpage’s	URL	in	the	appropriate	field.

•	 This	isn’t	an	instant	process	and	can	take	a	few	minutes;	as	Scrivener	imports	the	webpage	
check	your	procrastination-of-choice.

These webpages are downloaded into your project; once downloaded they no longer need the Internet to be viewed. 
 

1.5.1.2 But I Want To Edit It! 
The default setting is to import webpages as a Web archive— this disables writing tools, making Scrivener nothing 
more then an Offline Browser. This is frustrating if you want to cut some of the document, highlight, add comments or 
text, etc.  

To adjust this, go to Preferences by clicking ‘Scrivener’ in the Apple bar and selecting ‘Preferences’. Then click the 
Import/Export icon and glance down to the HTML component. Simply click the ‘WebArchives’ box and reselect the Text 
option.  

To edit imported web pages, they must be converted to Text. 
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1.5.2 Clippings (Mac Only)
To import a selection of a webpage, instead of the entirety, enable the Clipping feature. Note: Listen carefully, because 
this is an advanced tool. 

1.5.2.1 Enable Clippings 
First, open up any Web browser application on your computer (I.E.: Safari). Click on the browser name, located in the 
Apple Bar, and click Services. 

Open up Chrome. While in Chrome click Chrome—> Services. 

The bottom option to show up in the Services window will be Services Preferences . . . , click on this. This will open 
the System Preferences application to the exact window that deals with cross-application services. Scroll down the 
right-hand column box of potential-services, until Scrivener is found, under the Text section. Enable ‘Scrivener: Make 
New Clipping’ by clicking on the gray box to the left. 

Clippings are now enabled.

Enable Services by clicking on the gray checkboxes. 
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Bonus Tip: 
To create a keyboard shortcut, double-click the empty white space that’s next to ‘Scrivener: Make New Clipping’.  A 
text box will open up. From there, hold down at least two keys to create a shortcut.  

1.5.2.2 Using Clippings

Right click —> Services —> Scrivener: Make New Clipping

•	 Open	up	a	webpage	in	any	Web	browser.	

•	 Make	a	selection.	

•	 Right-click,	hover	over	services,	and	click	Scrivener	—>	Make	New	Clipping.	(If	you	created	a	
keyboard	shortcut	for	this	service	you	can	hold	that	down	instead.)	

•	 Insert	the	name	of	your	Clipping	and	hit	OK.	

 The New Clipping confirmation window will pop up inside the Browser.  

•	 •	 This	instantly	created	a	new	folder	called	‘Clippings’	where	all	Clippings	will	be	stored.		
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Clippings are not WebArchives, thus they can be edited. 

1.6. Characters
Note: Here I will be discussing a feature that is only available in the Fiction template. 

1.6.1 Creating and Using Character/Setting Sketches

Located in the Binder is a folder called Characters where you can create Character Sketch. 

To create a Character Sketch, find the folder titled ‘Characters’, which is in the Binder. 

What is a Character Sketch? 

A character sketch is a fill-in-the-blank document authors use to create and learn more about the characters in their 
fiction. Character sketches contain questions for the authors to answer about the character’s physical appearance, 
origin, quest, and weaknesses.
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 How do I customize a Character Sketch? 

Open up the document called Character Sketch, located in the folder Template Sheets, to edit the preset
. 

•	 Access	a	different	folder	located	in	the	binder	called	Template	Sketches.	Here	are	the	presets	for	
Character	Sketch	and	Setting	Sketch	documents.	

•	 Once	inside	Template	Sketches	open	the	‘Character	Sketch’	document.	

•	 Customize	this	document.	All	future	character	sketches	in	this	project	will	then	imitate	this	docu-
ment’s	text,	font,	and	layout.	This	will	not	alter	already	created	character	sketches.			

•	 Here	is	my	suggestion	for	general	fiction:	

Character Name
Role in Story:

Desire:

Occupation:

Age: 

Physical Description: 

Personality:

Zodiac:  

Background: 

Internal Conflicts: 

External Conflicts:  

Strengths:

Weaknesses:

Epiphany:

Notes: 
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Click ‘Add’ while inside the Character folder to create a Character sketch. 
How do I create a Character sketch?

As illustrated above, click the green Add icon in the Tool Bar, while in the character folder. 

1.6.2 Name Generator 
For some writers, the most daunting task in character creation is coming up with the perfect name; I know this be-
cause I’m one of those writers. That’s why I praise the Scrivener Lords for the ‘Name Generator’ tool. I was once like 
some sort of pregnant lunatic, spending hours on baby name websites looking for the perfect fit. Now, I don’t have 
to go on the Internet to start brainstorming character names, which has been great because I always end up getting 
distracted when I go on the Internet. 

To use the ‘Name Generator’ go up to the Apple Bar and select Edit—> Writing Tools—> Name Generator. Hit ‘Gener-
ate Names’ for a list. To customize this list hit the screw icon that is highlighted below.

Name Generator 
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1.7.1 And then the plotting 
I planned my first novel on Scrivener, and I remember at this point in the processe my Project Document was already 
stuffed with brainstorming. I felt lost, like I was falling into a directionless universe. But then I started my first plot out-
line, and with a map in hand, I was able to find my story. 

The technical advice is to create a separate folder for documents pertaining to the plot outline. Otherwise, get plotting. 
My friend and writing partner suggested the plotting device called the Snowflake Method, which is what I recommend. 
I use this plotting device because the steps teach the writer how to outline with a sense of purpose.   

My first novel’s preparation folder. 

I create a new folder for Plotting. That contains different stages in my plot outlining. A sub-folder is created for the 
Snowflake. 

My first novel’s Snowflake folder. 

Writing Tip Before I start writing my story I create a document of names. This document contains a list 
of: character names, bar names, city names, magical spell names — whatever is related 
to the piece I am working on. When I need a name I can grab it from this list without a) be-
ing derailed with finding a name and b) not have the flat INSERT_NAME_LATER captions 
all over my story, which really does nothing for its development
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•	 My	Snowflake	folder	contains	individual	files	for	each	step	of	the	Snowflake.	

•	 I	fill	out	the	synopsis	of	each	of	these	files	with	a	description	of	the	step.	

•	 	import	a	Web	clipping	of	the	Snowflake.	
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2. Writing Your Manuscript                                 

We’ve got our outline. We’ve done our research. It’s time to actually write. 

2.1.1 View Mode
There are three different view modes — that is, ways to display the project — and each has a different organizational 
lens. 

Select one of these three icons to change the view mode  

2.1.2 Scrivenings/Corkboard/Outline
•	 Scrivenings:	Creates	one	long	document	out	of	all	the	contents	inside	a	folder.	

•	 Corkboard: Creates	index	cards	out	of	each	document	in	a	folder.	

•	 Outline:	Creates	an	outline	of	a	folder	that	displays	the	meta-info	of	the	documents.	
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2.1.3. More About Outline

The Essential Outline Columns

To customize what meta-data properties show up in Outline, go to the menu bar and click View—> Outline Columns. 
Then individually check features to be displayed.  

The Essential Outline Columns:

•	 Total	Target:	The	word	count	target	for	the	document.	Or	the	total	word	count	for	a	folder	holding	
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multiple	documents.	

•	 Total	Word	Count:	The	actual	number	of	words	in	the	document.	

•	 Total	Progress:	A	bar	that	visually	shows	how	close	you	are	to	hitting	the	word	count.	

•	 Modified	Date:	A	date	that	shows	you	the	last	time	the	document	was	edited.		

•	 Keywords:	A	list	of	keywords,	colored,	that	shows	which	documents	contain	which	keywords.		

•	 Status:	Shows	whether	a	document	is	on	its	First	Draft	or	Second	Draft	or	55th	draft.	

•	 Label:	Shows	the	kind	of	document	a	file	is.	e.g.:	scenes/chapters.

•	 Title	and	Synopsis	with	Icons:	The	documents	label,	the	icon	you	chose	with	it,	and	the	synopsis	
you	wrote	up	for	the	document.	This	is	essential	unless	you	like	getting	lost	and	being	unproduc-
tive.		

Here is how it looks without synopsis enabled, for my own safety. 

2.2. Enabling Word Counts and Word Targets
Scrivener keeps track of word counts visually with the Outline and with notifications by working with Growl (if you use 
a Mac). This can help you set goals for yourself, and encourage you to actually reach them. 

2.2.1. Daily Word Counts

Project—> Show Project Targets

Writing Tip Create a different document for each scene. 

Create a new folder for each chapter to contain those scenes. 

Create a text-based synopsis for each scene and chapter. 
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•	 Access	the	Project	targets	by	going	to	‘Project’	in	the	menu	bar	and	then	clicking	‘Show	Project	
Targets’.	

Session Target

•	 The	number	below	Session	Target	is	customizable.	Click	on	the	zero,	which	is	the	default,	and	
then	insert	the	number	of	words	you	want	to	hit	in	a	day.	

•	 To	define	a	session	as	a	day	click	‘Options’.	Change	the	setting	to	‘Reset	session	count	at	mid-
night’.	To	enable	Growl	notifications,	click	the	checkbox	next	to	the	option	‘Show	target	notifica-
tions	using	Growl’.	

•	 Click	OK	and	then	click	apply.	

Session Target Preferences

2.2.2. Document Word Counts
•	 Document	word	counts	must	be	individually	enabled.

•	 Open	up	a	scene.

•	 Once	the	scene	is	open,	click	on	the	swirl-target	icon	on	the	status	bar	that’s	highlighted	below.

•	 Insert	the	word	count	goal	for	that	document.	Check	the	box	saying,	‘Show	target	notifications	
using	Growl’.	
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Highlighted is the icon that enables document word counts. 

2.2.3. Project Word Count
•	 To	create	a	word	count	target	for	your	entire	project	go	back	to	Show	Project	Targets.	(Proj-

ect—>	Show	Project	Targets)	

•	 Click	on	the	default	project	target,	50k,	and	insert	the	goal.	

Another feature located here is project deadlines. 

•	 Open	up	options	and	click	on	the	checkbox	next	to	Deadline.	

•	 Insert	the	deadline,	click	OK,	and	then	click	apply.	

2.3. Compose Mode

The most effective way to write in Scrivener is Compose Mode.  Compose mode is a writing tool that converts the en-
tire computer screen into a distraction-free piece of paper to write on, thus allowing the writer to immerse themselves 
into their work. 

To access compose mode click the icon labeled such in your toolbar, as indicated below.

Accessing Compose Mode

Boom! Scrivener’s editor is now expanded and highlighted.

Compose Mode

Writing Tip Secret: I still use MS Word. 

My English is too atrocious for Scrivener’s Spelling & Grammar; Word always picks up 
mistakes Scrivener is ignorant of. After I write a scene I copy/paste it into MS Word and do 

a spell check so I don’t come off as completely illiterate.  
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To fully optimize Compose Mode follow these customizations:

Customizing Compose Mode

To blow Compose Mode to the entire screen, drag the ‘Paper Width Bar’ all the way to the right, as indicated above. 
This will block everything out and suck you in.

Experiment with Text Size. I blow up my text size to at least 150%; it is easier for me to read what I’m writing this way.   

To exit Compose mode, hit the Esc key on your keyboard.

2.4. Split Screen 
To view two documents at the same time enable Split Screen mode. This is convenient for side-by-side viewing:

•	 Character	Profiles	and	Current	Draft.

•	 Inspirational	Images	and	Current	Draft.

•	 Plot	Outline	and	Current	Draft.	

•	 List	of	Names	and	Current	Draft.

•	 Two	correlating	scenes.	

To enter split screen mode: click the double rectangle that is indicated below.

Now there are two horizontal windows on the Scrivener screen. To change the content of one of these windows click 
inside that window, then click on a file in the Binder that you want to display. It will open in the selected window. 

To change the horizontal split screen to vertical split screen go to View (Menu Bar) —> Layout —> Split Vertically. 

2.5. Snapshots
The Snapshots tool allows users to compare/contrast a file’s history by storing multiple versions of a file in the Inspec-
tor. 

To create a Snapshot, open up the Inspector. Click the Icon on the bottom tool bar that is shaped as a camera, as 
indicated below. Once the Camera tool is open click the plus side, located in the top-right, to take a Snapshot. 

Mac Hot Key: Command + 5
Windows Hot Key: CTRL + 5 

To name Snapshots click on the long date under Title and re-type a name. 

Snapshot can log different versions of a document but it also can Compare/Contrast your revisions. To do this auto-
matically, click the Compare button. The cream box below the dates will now use different colored text, which illus-
trates the evolution of your draft.
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Crossed out text is text deleted from the original draft, blue new text is text only located in the later draft, black 
text is text from the old draft that has not been removed. 

To manually view the differences between the drafts:

•	 Enable	Split	Screen	mode.	

•	 Drag	a	Snapshot	to	one	of	the	headers.	

•	 The	window	will	be	transferred	into	a	Snapshot.	The	size	of	this	window	makes	it	far	more	
legible	then	the	tiny	rectangle	in	the	Inspector.	The	opposing	window	will	continue	to	show	the	
present	state	of	the	document,	allowing	the	author’s	eye	to	easily	compare/contrast	the	two	
documents.		

2.6. Backing Up Your Work
One of my phobias is losing everything. I even want to hold onto a rough draft that I’m not particularly proud of with 
molded fists. Rewriting because I lost something — because a piece of work evaporated — terrifies me so much that 
I can imagine the experience could stop me writing entirely. Because this is such a nightmare for me, I jump through a 
lot of hoops and barrels to make sure it never happens. 

The cool thing about Scrivener is that it auto-saves backups of your project. (You can also force it to back up at any 
time with Command+S) I do not trust these auto-backups alone. I always keep two things in mind: a) this application 
can become glitched and b) this computer can blow up. So I suggest routinely doing the following… 

•	 Keep	a	copy	of	your	project	in	a	Dropbox	folder.	This	will	put	your	document	in	the	Dropbox	
cloud,	and	thus	make	it	immortal	as	long	as	Dropbox	has	servers	and	you	have	an	account	with	
Dropbox.	Sharing	that	folder	with	someone	else	is	even	better,	because	the	document	will	be	
also	stored	on	a	peer’s	computer	and	external	hard	drive.	

•	 I	am	extra-neurotic	and	put	my	file	on	two	different	cloud	systems;	I	also	keep	it	on	my	Google 
Drive	for	the	same	reasons	as	above	and	suggest	to	do	that	too	in	case	your	Dropbox	account	
gets	either	deleted	or	hacked.	

•	 Back	your	file	up	to	a	USB	as	well.	A	$4	one	can	hold	your	project	and	a	lot	more	besides.		

•	 Back	up	to	an	external	hard	drive as well	to	ensure	that	all	documents	on	your	computer	are	
tracked.		

•	 Though	Scrivener	has	never	crashed	and	deleted	my	work,	I	still	wouldn’t	put	all	my	eggs	in	this	
basket,	so	to	speak.	Compile	(will	be	explained	at	length	in	Publishing)	a	Word	(.doc)	version	of	
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the	manuscript	as	well,	and	put	that	copy	in	all of	the	above	places	as	well.	

By following that advice you won’t have a nervous breakdown over losing your project. Though the nervous break-
downs that come with writing your project are practically unavoidable.
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3. Editing Your Manuscript                                     
When I finished my first novel I celebrated it in the manner any modern writer would… by posting it on Tumblr with 
seven gifs, five of which were from Harry Potter. I then forced myself to leave the addiction of my book for two months. 
During the hiatus I filled my time with inspiring life experiences and new writing projects. This distance from my work 
allowed me to return more as a reader then a writer. 

My first editing suggestion would be… 

3.1 Multiple Versions of your Draft in the Same Scrivener file
•	 Open	up	the	Draft	folder.	

•	 Create	a	new	folder	and	title	it	‘First	Draft’.	

•	 Select	all	contents	in	Draft,	but	this	folder,	and	drag	it	to	‘First	Draft’.	

•	 Copy	this	folder	by	right	clicking	it	and	selecting	Duplicate.	

•	 Edit	the	name	of	the	duplicated	folder	to	‘Second	Draft’.	Edit	your	second	draft	here.	Make	a	new	
folder	for	each	version	of	the	draft.

Now you essentially have a Before and After of your manuscript. This is useful because there is a chance of digres-
sion with editing. Not all risks will reap rewards — some might make the story worse — so it is always good to have 
the original to fall back on.

3.2 Beta readers & Dropbox
Beta readers are peers who read a manuscript before it is completed ready for publication. Authors use beta readers 
because a second or third eye illuminates the pros and cons; such as whether it has a scary or funny tone, if there are 
parts that are confusing or dull, or if the plot contains a gaping hole. 

I also like to beta read a manuscript because when critiquing a piece of writing I’m forming opinions on what makes 
good writing. 

Scrivener (Menu bar) —> Preferences —> Backup 

Writing Tip 1) Kill your darlings: delete the ideas in your manuscript that don’t work.

2) Shakespeare didn’t kill all his darlings. It’s OK to like some of the ideas you come up 
with. 
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To share a manuscript with a peer you can:

•	 Export	it	(will	be	expanded	on	in	Publishing)	as	a	.doc	or	.pdf	and	share	it	via	Google	Drive	or	
Dropbox.	Emailing	is	an	option	for	small	files.	

•	 Or	sync	the	project	directly	to	a	folder	shared	between	beta	readers	in	Dropbox.	This	allows	
comments	to	show	up	directly	on	the	Project.	To	do	this,	open	up	the	Scrivener	menu	on	the	
Apple	Bar	and	click	‘Preferences’.	Then	click	the	‘Backup’	icon	that’s	selected	above.		Make	sure	
to	check	‘Turn	on	automatic	back	ups’.	Then	click	the	‘Choose’	button	that	follows	‘Backup	loca-
tion’.	Select	the	folder	in	Dropbox	that	you	want	this	Project	to	be	saved	to.	Also,	check	‘Com-
press	backups	as	zip	files’	as	this	will	send	one	file	to	the	Dropbox	folder	instead	of	hundreds.	

•	 To	learn	more	about	Dropbox	read	the	MakeUseOf	manual,	‘The	Unofficial	Guide	to	Dropbox’.

For those beta reading a manuscript in Scrivener who are unsure on how to leave a comment:

•	 Select	the	text	you	want	to	leave	a	comment	on.	

•	 Click	on	the	yellow	comment	icon	in	the	toolbar.

Mac Hot Key: Command + Shift + * 
Windows Hot Key: Shift-F4

•	 After	I	receive	all	my	comments,	I	turn	them	all	into	Inline	Annotations	and	take	a	Snapshot	of	
this	mutilated	version	of	my	draft.	To	turn	all	comments	into	Inline	annotations	go	to	Format	in	
the	Menu	Bar,	Scroll	down	to	Convert	and	select	‘Inspector	Comments	to	Inline	Annotations.’		
Having	my	comments	smack-bang	in	the	middle	of	my	manuscript	helps	me	give	each	one	the	
time	and	energy	it	deserves.		

3.3.1 Find by highlight 
Despite shifts in technology, when I say editing, you probably imagine ‘a red pen and a highlighter’. These basic tradi-
tional technologies are easily incorporated and improved with Scrivener. For instance, to organize comments, you can 
convert them to annotations, and then highlight them in different colors. 

I.E.: 

 Beta reader A = Blue

 Beta reader B = Yellow

 Comments on Character A  = Green

 Positive Comments = Purple

 Plot holes = Red 

What makes Scrivener unique is find by highlight, it bounces through a manuscript’s highlighted color and ignores the 
rest.  To do this go to the Menu Bar and click Edit —> Find —> Find by Formatting. 
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Edit —> Find —> Find by Formatting

•	 Make	sure	Highlighted	Text	is	selected	from	the	menu	following	Find.	

•	 Check	the	checkbox	next	to	Limit	search	to	color.

•	 Click	into	the	colored	box	and	select	the	color	you	want	to	find.	

•	 Hit	next.

Setting needed in order to find by highlight. 

3.4.1 Revision Colors (Mac Only)
Revision Colors is a visual tool that displays each draft in a different font-color. This allows the author to quickly under-
stand what revision is the bulk of a project. 

•	 To	enable	go	to	the	Apple	Bar	and	click	Scrivener—>	Preferences—>	Appearances.

•	 Click	‘Customizable	colors’.
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•	 Select	Revision	Colors.

•	 Select	‘First	Revision’	and	then	select	a	color,	‘Second’	Revision	and	then	select	a	color,	etc.		

Select a color for each Revision
•	 Close	out	of	Preferences.	

•	 Click	the	‘Format’	tab	on	the	Apple	Bar.	

•	 Go	to	Revision	Mode	and	pick	a	revision.		

Format—> Revision Mode
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3.5.1 Project Replace 
An important part of Editing is deciding if the names in a project are an accurate representation of the idea at hand. 
The perfectionist writer will not always be comfortable with their impulsive first draft decisions (Fluffy Town— what was 
I thinking?”) and will need to change some. 

The first instinct is to do a routine Find All and Replace, but weird things may happen. Though your intention is to 
replace all ‘Fluffy Towns’ with ‘Death Metal Village’ the manuscript has become cluttered with weird things like ‘Deaflu 
Metal Villageown’.

Huh? 

Scrivener is self-aware of this weakness with its software and gives writers an alternative way to do Find/Replace, 
called Project Replace. Replacing with this method should avoid glitches.  

Note: This isn’t an instant process, do this with patience. 

Go to the Menu Bar and then Edit—> Find—> Project replace. 

Fill in the blanks. Put the old text under ‘Replace’ and the new with ‘With’ and then hit Replace. 
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4. Publishing Your Manuscript                             

4.1. Compiling Your Manuscript for Publication
To compile your manuscript for publication open up the Compile tool in the Toolbar.  

Compile Tool

•	 Open	up	the	drop-down	menu	next	to	‘Compile’	and	select	Draft.	(Or	the	folder	of	the	Exportable	
version	of	your	Draft)

•	 Open	up	the	drop	down	menu	following	‘Compile	For’	and	click	the	type	of	document	you	wish	to	
create.	

•	 Click	Compile,	name	your	file/choose	a	location,	and	click	Export.	

I.E.: Kindle ebooks, General ebooks, pdfs, docs, and plain texts
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Conclusion                                                           
I love Scrivener because it was created with writers in mind. 

In 1983, Microsoft Windows released its word processor, Microsoft Word, and offices and homes threw out their type-
writers and invested in computers. Microsoft Word was revolutionary because it eliminated the physical-weight of the 
typewriter, as well as incorporating new features that the typewriter could never produce.

MS Word filled the typewriter’s holes. 

Scrivener fills MS Word’s holes. 

Unlike Word, Scrivener was created to compete with modern word processors, not typewriters. It was created for the 
modern technologically advanced novelist who wants to plan, write, edit, and publish a piece all in the same program 
and using the same file. 

It is revolutionary. 

To review Scrivener’s key-features: 

Planning 
1. Import	multiple	files	and	research	in	one	document.

2. Organize	these	files	with	folders,	labels,	and	keywords.

3. Brainstorm	with	the	corkboard	and	notepad.

4. Customize	character	sketches	and	then	find	names	with	the	built-in	name	generator.

Writing
1. Set	goals	with	word	counts.	

2. Write	in	full-screen	compose	mode.	

3. Reference	notes	and	write	at	the	same	time	with	split-screen.	

4. Log	a	file’s	timeline	with	snapshots.	

5. Store	document	in	the	Cloud,	on	a	USB,	and	on	an	external	hard	drive.	Create	a	.doc	version	as	
well. 

Editing
1. Share	document	with	beta	readers	with	Dropbox	sync.	

2. Examine	revision	notes	with	find	by	highlight.	

3. Illustrate	revisions	with	revision	colors.	

Publishing
1. Compile	your	document	into	a	pdf,	doc,	or	eBook.		

Contact Me!
Feel free to +N. Dionisio with any questions about Scrivener, writing, or editing.

http://www.makeuseof.com
http://www.makeuseof.com
https://www.facebook.com/sharer/sharer.php?u=http://www.makeuseof.com/pages/download
https://plusone.google.com/_/+1/confirm?hl=en&url=http://www.makeuseof.com/pages/download
http://www.linkedin.com/shareArticle?mini=true&url=http://www.makeuseof.com/pages/download
http://twitter.com/home/?status=I'm reading a free manual from MakeUseOf; you should too! http://www.makeuseof.com/pages/download
http://gplus.to/indelible


Did you like this PDF Guide? Then why not visit MakeUseOf.com for daily posts on 
cool websites, free software and internet tips?

If you want more great guides like this, why not subscribe to MakeUseOf and receive 
instant access to 50+ PDF Guides like this one covering wide range of topics. More-
over, you will be able to download free Cheat Sheets, Free Giveaways and other cool 
things.

Home:     http://www.makeuseof.com

MakeUseOf Directory:   http://www.makeuseof.com/dir 

MakeUseOf Answers:  http://www.makeuseof.com/answers

Geeky Fun:    http://www.makeuseof.com/tech-fun

PDF Guides:    http://www.makeuseof.com/pages/

Tech Deals:     http://www.makeuseof.com/pages/hot-tech-deals 

Follow MakeUseOf:

RSS Feed:    http://feedproxy.google.com/Makeuseof

Newsletter:    http://www.makeuseof.com/pages/subscribe-to-makeuseof-newsletter

Facebook:    http://www.facebook.com/makeuseof

Twitter:    http://www.twitter.com/Makeuseof

Think you’ve got what it takes to write a manual for MakeUseOf.com? We’re always willing 
to hear a pitch! Send your ideas to justinpot@makeuseof.com.

http://www.makeuseof.com
http://www.makeuseof.com/dir 
http://www.makeuseof.com/answers
http://www.makeuseof.com/tech-fun
http://www.makeuseof.com/pages/
http://www.makeuseof.com/pages/hot-tech-deals  
http://feedproxy.google.com/Makeuseof
http://www.makeuseof.com/join 
http://www.facebook.com/makeuseof
http://www.twitter.com/Makeuseof
http://www.makeuseof.com


Download Other MakeUseOf PDF Guides!

http://makeuseof.com/pages

http://www.makeuseof.com/pages
http://makeuseof.com/pages

	Introduction                                                   
	1. Planning Your Manuscript                                  
	1.1 Importing documents into Scrivener
	1.2 Navigating the Scrivener Interface
	What’s Going on Here? 

	1.3 Importing Documents into Scrivener
	1.4. Catching my Eureka Moment
	1.4.1 Catching my Eureka Moment: Impulsive Note Taking
	1.4.2 Catching my Eureka Moment: Brainstorming with the Corkboard

	1.5. Organizing files and documents
	1.5.1. Folders:  
	1.5.2. Files in Files: 
	1.5.3. Labels: 
	1.5.4. Keywords:  

	1.5. Importing research into Scrivener
	1.5.2 Clippings (Mac Only)

	Bonus Tip: 
	1.6. Characters
	1.6.1 Creating and Using Character/Setting Sketches
	1.6.2 Name Generator 
	1.7.1 And then the plotting 


	2. Writing Your Manuscript                                 
	2.1.1 View Mode
	2.1.2 Scrivenings/Corkboard/Outline
	2.1.3. More About Outline

	2.2. Enabling Word Counts and Word Targets
	2.2.1. Daily Word Counts
	2.2.2. Document Word Counts
	2.2.3. Project Word Count

	2.3. Compose Mode
	2.4. Split Screen 
	2.5. Snapshots
	2.6. Backing Up Your Work

	3. Editing Your Manuscript                                     
	3.1 Multiple Versions of your Draft in the Same Scrivener file
	3.2 Beta readers & Dropbox
	3.3.1 Find by highlight 
	3.4.1 Revision Colors (Mac Only)
	3.5.1 Project Replace 


	4. Publishing Your Manuscript                             
	4.1. Compiling Your Manuscript for Publication

	Conclusion                                                           
	Planning 
	Writing
	Editing
	Publishing
	Contact Me!


