Revised 9-29-14
This is a template for writing Steve Jackson Games content using WYSIWYG (What You See Is What You Get) text styles. It should guide you through preparing your documents, but if you have any questions, please talk to the Managing Editor.

To begin, place a copy of this template in the Templates > My Templates folder inside your Office directory. To start a new file using the template, open File > Project Gallery, select My Templates, and double-click on this file.

The first time you use this template, print this text – it has style information you will need – then delete all the type on it. You don’t need the type – it simply provides instructions and examples. What you need are the type styles. (Next, save the blank file as a document, just because it’s a good habit.)

Now, choose a style, start typing, and don’t worry about format until you need to use a different style. Then go to your style menu (View > Formatting Palette in Microsoft Word 2004 for the Mac; found on the formatting toolbar in Word for Windows 2000) and select the new style you need. Afterward, if you want to change the style of some type, highlight the desired paragraphs and change their style in the “Style” pulldown box of the Formatting Palette menu.

At some point, remember to change the footer template to the correct info. (That's under View > Headers and Footers.)

If you keep a copy of this file open while writing, it will be easier to refer to instructions, or copy sample text.

Formatting Text

Font Changes: The fonts you see here will not be used in the finished book; these are used for screen readability. (This document uses the Times New Roman and Arial fonts for Macs; you may have to change them if you are on a Windows system.) If they don’t suit you, you may adjust the style sheets by going to Format > Style. Do NOT change the names of the styles and do NOT apply font and size changes directly to the text. (Changes applied directly to text carry through to Quark; this is useful when you want bold, italic, or bold italic text, but causes problems if you start messing with font sizes and so forth.) Do format commas, semicolons, colons, periods, question marks, and exclamation points (but no other marks) as bold, italic, or bold italic if the word they touch is formatted that way.
Don’t AutoFormat: Word tries very hard to be smarter than you are and will substitute its own best guesses for formatting. To fix this, select Format > AutoFormat > Options. Go to the “AutoFormat As You Type” tab and turn off everything except the curly quotes option (and it doesn’t hurt anything to turn that off, either). Then click “OK” and, on the main AutoFormat menu, click Cancel or Close, not “OK.” (“OK” starts autoformatting your document, which is almost certainly not what you want – although you can also turn off all the options on the AutoFormat tab itself, which at least means little harm would be done.)

Special Characters: Most special characters will transfer from Word to Quark without difficulty. Known exceptions: 

Do not use the multiplication symbol. In its place, use the yen symbol – ¥ (on a Mac, type option-y; on a Windows machine, hold down the ALT key and type 0165 on the numeric keypad). We will substitute our multiplication symbol for the yen symbol in production. 

Do not use single-character fractions; please type them out as “1/2,” etc.

We use en-dashes (–), not em-dashes (—), with a space before and after. An en-dash is option-hyphen on a Mac and control-minus (on the numeric keypad) in Word for Windows. (This keystroke does not work outside WinWord, however.)

When placing a weapon table (or other large table) into your document, please insert continuous (i.e., not “Next Page”) section breaks before and after it, so that it can be printed as a single column for checking (the rest of the text will be set double-column). Always use the TABLEHD and TABLE styles for tables.

Brief Style Reference

Heads: A-HEAD, B-HEAD, C-HEAD, D-HEAD, E-HEAD, R-HEAD

Box Heads: C-BOXHEAD, D-BOXHEAD

Text: TEXT, TEXT-BOX, HANG, HANG-BOX, COLOR, COLOR-BOX, SIG

Tables: TABLE, TABLEHD

Quotations: QUOTE, QUOTE-SIG

Spacing: HALFLINE

Index: INDEX

Instruction to typesetter: START-END

For use by editor only: BLUE and RED

Below are some examples of the styles that we use, with further tips on usage.

this is an A-Head

This is standard body type (TEXT style). Use it for most text that doesn’t go into boxes. Italicize and boldface it by applying the characteristics just as you would if writing a letter. Avoid having one head immediately following another.

This Is a B-HEAD

Hang Indent: This style is used for character stats and vehicle statistics (and for any other time a hang indent is needed). Make the lead-in bold italic as shown here.

This Is a C-HEAD

Whenever you need a blank line to break up text, especially when going from regular indent to hang indent (or vice versa), from full italic text to regular type, or from COLOR to TEXT (or vice versa), use the HALFLINE style on an otherwise blank line to create a half-space:

like that. Don’t put a HALFLINE immediately before or after a HEAD of any type. Here comes another HALFLINE:

This paragraph is in the COLOR style. It is used to set off examples, prerequisites, etc. We do not use it for vignettes any longer; make vignette text italic, in the TEXT style.

This Is a D-HEAD

It is used not only for a head below a C-HEAD, but also for the names of tables and (generally) as the size of head for advantages, skills, and the like.

Example of a D-HEAD Table Name


This is TABLEHD style
It is used for 
column heads
 in tables


This is 
TABLE style
for the body
of tables

These styles are used for tables, both in main and box text. Note that TABLEHD is used for the column headings in tables, not the name of the table. TABLEHD should always be followed by lines with the TABLE style. Every line of the TABLEHD and TABLE should start with a tab. Do not set tab stops or use multiple tabs to make the columns line up on your screen; we will set tabs in the final layout.

Either place a blank line after a table, or use START-END lines (see below), so the table can go in a box.

This Is an E-HEAD

You can often use a run-in head (in italic or boldface)  on a text paragraph instead of an E-HEAD . . . but there are times the small head is necessary.

The D-Head Is the Usual Lead-In for . . .

The R-HEAD

Use an R-HEAD for point values of advantages, disadvantages, and templates; controlling attribute and difficulty of skills; and in other places where it seems appropriate. See the Basic Set for more examples. Here’s another HALFLINE:

This paragraph is italic TEXT, as you might find in a vignette or in-text quotation. If an attribution is required, follow this paragraph with the SIG style.

– This is a SIG. It begins with an en-dash and a space; it has no terminal punctuation (use this style for all text  attributions, even in boxes; follow any such vignette or quotation with HALFLINE – after the attribution, if there is one)

START BOX

This Is a C-BOXHEAD

This is box type (TEXT-BOX). Usually, it looks the same as standard body type in the final product, but use this box style anyway, because some books will treat it differently. The C-BOXHEAD goes on top of most pullout boxes. 

Boxed text is set off in your manuscript with lines in the START-END style. It can be used to begin and end boxes, quotes, art-placement instructions, or other typesetter “notice this” information.

This Is a D-BOXHEAD

Try not to use this on GURPS Traveller books – the C-BOXHEAD size is preferred. The D-BOXHEAD is used as a subhead in pullout boxes, and occasionally as the main head on a short box.

Use the regular D-HEAD for Box Stats

R-HEAD

Note that when a stat that needs an R-HEAD is placed in a box, you use the D-HEAD style for the name, NOT the D-BOXHEAD. (A stat head needs to be flush left, and a boxhead would be centered.)

Example: This is boxed character-stat type (HANG-BOX), which is the box type hang-indented for character and vehicle statistics. Make the lead-in bold-italic, as shown here. Usually, the text looks the same as standard character-stat type, but use this box style anyway, because some books will treat it differently.

Remember to use the HALFLINE style between hang-indented text and regular text, or COLOR and TEXT styles . . .

like so. This is COLOR-BOX type, which is just like COLOR, only for boxes.

END BOX

You must have a different style between lines of START-END – at least a blank line.

START QUOTE

Larger type is used to set off quotes (QUOTE style) in boxes. Use this style to designate both quotes from outside sources and pullquotes from the current text. You can make a separate file for quotes appropriate to the subject, to be used by the production artist where they fit, or you can place quotes in the main text. Always use the START-END lines above and below quotes inserted into text.

– This is QUOTE-SIG style, used for attributions to quotes; 
note the style: en-dash, space, text, and no terminal punctuation

END QUOTE

Bestiary Stats

Below are the lines tagged BESTSTAT, for Bestiary statistics. Note that the arrangement of these may change (discussion ongoing); new stat blocks may be added, which may require a new tag. Ask the Managing Editor for the latest on this, if needed.

These stats are essentially a table without a head, so it needs to have a HALFLINE between the lead-in text and the lines of statistics.

ST: 18-24
Move/Dodge: 7/6#
Size: 4-6

DX: 12
PD/DR: 3/4#
Wt.: 700-1,500 lbs.

IQ: 3
Damage: 1d+1 cut
Habitats: FW, S

HT: 12/20-26
Reach: C#

Index

This line is INDEX style, used for the index, of course. You do not need to put a head on the Index file; just include the index entries.

The index is generally done by the editor or by someone contracted to do that job. For the latest instructions on producing an index, talk to the Managing Editor.
RED and BLUE Formats

These two character styles are used by editors in some special circumstances. Please don’t do anything to them, or with them. Nothing to see here; move along.
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