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ScreenForge v1.1a for MS Word


(NOTE:  ScreenForge v1.5 will enable the use of AutoText entries in much the same way as AutoCorrect by the use of the new “Smart Keys” feature.  The “Smart Keys” feature will also be able to automatically place a closing parenthetical on the end of a Parenthetical style paragraph, as well as the Note To Director paragraph.)

11 A Few Final Thoughts


Having read this manual you should be well on your way to working with ScreenForge in a very proficient manner.  A lot of time has been put into these styles and macros to make sure that they follow proper Hollywood screenplay format, and that they work as designed.

If there is anything that you would like to see changed or added to ScreenForge then please feel free to contact us and explain in detail what changes you would like made to this product.  If it is at all possible, and enough people request the same type of changes, then we will try to make any and all changes available in a future version of ScreenForge.

If you find any problems with the macros please report the problem(s) as soon as possible, and in as much detail as possible, and we will try to resolve the issue(s) as quickly as possible.  Run the About ScreenForge macro for the contact information, or look on the inside cover of this manual.

ScreenForge has been designed to work within Word, allowing you to take full advantage of Word’s powerful, built-in writing/editing features, and to be as easy to use as possible so you don’t have to spend a lot of time trying to figure out how to get your screenplay to actually look like a screenplay.  There aren’t a lot of dialog boxes of settings to go through to set up the format before or after you actually start writing.  It will look like a screenplay as you write it, so just start writing and let the styles and macros do all the formatting for you.

ScreenForge v1.5 and v2.0:

Available only to registered users.  Check the Apotheosis Pictures Productions website for the latest information on all the new features, and current status, of these screenwriting packages.

Ultimately the future capabilities of ScreenForge will depend on what features the users want, as well as the programming flexibility of MS Word.

Thank you for choosing and registering ScreenForge.
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1 About ScreenForge


Just the facts, ma’am:
This User’s Guide will be as brief, and as informal, as possible while still providing the necessary information to correctly use ScreenForge the way it was designed.  It will NOT go into detail on different aspects of MS Word (That’s what your MS Word User’s Guide is for.), or try to teach you how to write a screenplay, there are plenty of other books for that, such as the ones mentioned below.

ScreenForge is designed to automatically format screenplays in the accepted Hollywood format.  The screenplay formatting rules used are from the book, The Complete Guide To Standard Script Formats,    Part I:  The Screenplay, by Hillis R. Cole, Jr. and Judith H. Haag.  This book is very useful and it is highly recommended to anyone interested in writing screenplays.  Another popular screenwriting book is, The Screenwriter’s Bible, by David Trottier, which also contributed toward certain elements of ScreenForge v1.1a.

ScreenForge was created for people who:

1. Have MS Word 6 or higher.

2. Are interested in writing Hollywood screenplays for fun and (potential) profit.

3. Are independent filmmakers interested in an inexpensive alternative to expensive, dedicated screenwriting programs.

After spending a lot of time examining demos of the expensive, dedicated screenwriting programs, I spent a lot of time searching for alternatives.  Since I already owned MS Word I searched for available add-ons.  The templates I examined left me extremely disappointed.  Not only did they not live up to their claims, but they were often “buggy,” and they rarely met proper formatting rules for Hollywood screenplays.

I decided the best thing to do would be to make my own template for MS Word.  So after many months of study and hard work I finally completed ScreenForge v1.0, which later became version 1.1, and more recently version 1.1a.  I am very satisfied with the results, and I hope you will be too.

If I could I’d make ScreenForge Freeware instead of Shareware, but being an independent filmmaker I need whatever funding I can get for my projects, so if you find ScreenForge at all useful, and intend on using it beyond the initial forty-five (45) day evaluation period, then you must register it by paying the small $45.00 fee.  Thank you.  (Read the EULA, the ReadMe, and Registration Form files for complete registration information.)
st
=
SUSAN TAYLOR  (or just SUSAN, for the Susan Taylor character.)
st vo
=
SUSAN TAYLOR (V.O.) or SUSAN (V.O.)  (Whichever way you decide to set it up.)

I think you can see how useful the AutoCorrect feature can be for writing any kind of document, especially a screenplay.  AutoCorrect entries save to the Normal template so they can’t be assigned to individual templates.  That’s why I didn’t just set up any of the above examples in the template already.  Besides, if you do it yourself, you can do it exactly how you want it and not worry about trying to remember how I did it.  Setting as much up the way you would best remember them significantly reduces the learning curve.

A little preplanning can go a long way.  Have a list of all scene headings, and their variations to be used in the story, a list of all characters to be used, and 10 minutes (or so) of time to set up the AutoCorrect entries for them, and you can save a lot of extra time and typing while actually writing the screenplay.

To quickly and easily make changes to things in your screenplay, for example, changing a character’s name from Susan to Sue (or whatever) for the entire screenplay, use Word’s Find and Replace feature found on the Edit menu.  There is no need to create macros for things which Word already does quite well.  The more you know about Word the easier it will be to write a screenplay (or anything else).

If you’re one of those people who like to just sit down and start writing, you can still use the AutoCorrect feature.  Whenever you notice that you’re using the same text and/or screenplay element over and over again, just take a few seconds and turn it into an AutoCorrect entry.  Even if you do just sit down and start writing, you can still benefit from setting up the screenplay elements that are common to all screenplays as AutoCorrect entries.

If you’ve never thought to use the AutoCorrect feature in this way before, then give it a try.  You’ll be glad you did.  If you already use AutoCorrect for automatically entering your screenplay elements, then good for you.

There are a lot of different screenplay elements you can use the AutoCorrect feature for, just use your imagination.  I’m sure you’ll find a lot of useful methods for using AutoCorrect to make your screenwriting easier and more intuitive.

ScreenForge provides everything necessary to create a properly formatted screenplay.  The rest is up to you.
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Enter a transition the normal way, then select it, but don’t include the paragraph mark.  Then go to Tools/AutoCorrect and set the selection to include the formatting, and enter the initials for the transition.  Click on Add and OK to finish.  Then the next time you want to enter that transition, set the transition style, enter the initials, hit Enter, and the transition will be inserted automatically.

ct
=
CUT TO:  (The tab over for this transition in ScreenForge will be saved in the AutoCorrect entry so you no longer need to worry about hitting the Tab key and then typing, CUT TO:, or DISSOLVE TO:, etc., to properly place the transition on the page.)

dt
=
DISSOLVE TO:  (Again the Tab formatting would be included automatically, as long as it’s been saved as part of the AutoCorrect entry.)

mdt
=
MATCH DISSOLVE TO:  (A longer transition so no need for a tab this time, only the text will be entered.)

Any type of transition can be added in this way, not to mention all the other things like scene headings and their variations.  If you have a location that will be used often, but with slight variations, inside/outside, day/night, etc., you could do something like this..

ihd
=
INT. HOUSE — DAY

ehd
=
EXT. HOUSE — DAY

ihn
=
INT. HOUSE — NIGHT

ehn
=
EXT. HOUSE — NIGHT

You’ll notice that the dashes used above are Em Dashes.  (You can use the AutoCorrect feature to change the normal dash (-) to an Em Dash (—) for you.)

Want to use (V.O.) or (O.S.) after the character’s name, or b.g., f.g. and M.O.S. in the action paragraphs?

vo
=
(V.O.)

os
=
(O.S.)

bg
=
b.g.  (Just enters the periods for you, no biggie, but still useful.)

fg
=
f.g.

The character’s names could be entered as well and just put their initials in the Character Cue style and hit Enter, or space and use the vo or os, and then Enter.  So with 4 text characters and a space and Enter key, you get the character’s name and (V.O.), or (O.S.), entered automatically.
2 System Requirements


· Microsoft Word.

ScreenForge is a combination of three MS Word templates designed to work within the following versions of MS Word.

(NOTE:  These templates were designed with the English language version of Word, and may not work properly in other language versions due to certain language specific programming codes.)

(NOTE:  These templates will not run without Microsoft Word.)

· Microsoft Word for Windows 6.0 or higher.

· Microsoft Word for Macintosh 6.0 or higher.

· Computer
Any IBM compatible computer running Windows 3.0 or higher.  Any Macintosh computer capable of running MS Word for the Macintosh.  Any computer capable of running MS Word 6 or higher.  The software isn’t operating system specific (although it was designed on a Windows 95 system).

Exception:

The only exception is MS Word 6 on a Macintosh computer which is running MacOS 8.5 or higher.  (i.e., ScreenForge works fine in Word 6 on a Macintosh computer running MacOS 8.1.)

(NOTE:  For additional information on this noted exception, read the ReadMe file.)

3 Getting Started


If installing from a disk:

Insert the 3.5” ScreenForge diskette into Drive A.  (Or whatever drive happens to be your floppy drive.)

Browse through the available folders on the disk for the software templates, and documents.  Select the three (3) templates then copy and paste them into your MS Word template's folder.  (i.e., The same folder as Word’s “Normal” template.)  If the templates are not placed in the correct folder they will not work properly.  Start MS Word.  (The ReadMe file contains additional installation instructions.)

If installing from the *.ZIP file:

After opening the ScreenForge zip file place the template files into Word’s template's folder and start MS Word.  (For more detailed installation instructions see the ReadMe file.)

Page 33
Page 2

ScreenForge v1.1a for MS Word
ScreenForge v1.1a for MS Word

ScreenForge v1.0, or v1.1, to ScreenForge v1.1a:

If you’re upgrading from ScreenForge v1.0, or v1.1, to ScreenForge v1.1a there are a few things you’ll have to be aware of in order to make a smooth transition of your old ScreenForge v1.0, or v1.1, screenplays to the ScreenForge v1.1a templates.

Some page margins have changed, the new margin settings are 0.83” top; 0.5” bottom; 1.8” left; and 1.15” right.  You’ll need to open all of your existing ScreenForge screenplays and set the correct margins as indicated above.

ScreenForge v1.0 used the “Courier New” 12 pt TrueType font, which was then changed in version 1.1 to the “Courier” 12 pt PostScript font for various reasons, but due to the lack of availability of the older “Courier” font on many newer computer systems, the font has been changed back to “Courier New” for use in version 1.1a.

Along with the font, certain style settings have also changed, so in order for the styles in your old ScreenForge screenplays to update to the new font, and new style settings, you’ll have to make sure that the document is set to Automatically Update Document Styles.  To learn how to do this in your particular version of Word, read your MS Word User’s Guide, or look in Word’s Help feature.

(NOTE:  For help with anything concerning TEMPLATES, STYLES, or MACROS, etc., consult your MS Word User’s Guide, or MS Word’s Help feature.)
4 Customizing the Templates


The reason for three templates instead of just one:

Most people don’t care about their screenplay Cover, or Title/Fly page until after the screenplay is finished.  So to allow the user to get right into writing their screenplay without having to deal with these two items they were formatted as separate templates.

They can then be called up from the main ScreenForge document by use of a couple of macros on the toolbar, from the ScreenForge menu, or by way of Word’s “File/New...” menu.  Then they can be edited and saved for later printing.

If so desired the user can then combine these two documents along with the finished screenplay into a master document.  (However this is not recommended unless you are fairly proficient at this.)  All three templates are based on the Normal template.

The first thing you should do is customize and personalize the templates.

(NOTE:  If you do not wish to make any changes to the templates themselves then just make the changes to the documents based on them instead.)
10 Optimizing ScreenForge


AutoCorrect:

When writing a screenplay in Word there are certain AutoCorrect features that you may wish to turn off to maintain proper screenplay format.

For Example:  Since personal direction (Parenthetical style) text, should be all lower case, you should turn off the Capitalize first letter of sentences option.  Also, Word 97 and higher will replace your three (3) period ellipsis (...) with an ellipsis symbol (…) which just doesn’t look right in a screenplay.  I recommend removing the ellipsis symbol from AutoCorrect.

Using Word’s AutoCorrect feature:

Word’s built-in AutoCorrect feature (found on Word’s Tools menu) is an extremely useful tool for doing any kind of writing in Word, but it’s especially handy for writing a screenplay where many elements are used over and over again.  (i.e., Character names, Scene locations, Personal direction, Transitions, etc.)

The AutoCorrect feature is similar to the AutoText feature, except it’s much more intuitive because it runs automatically while you type.  AutoCorrect can automatically insert plain, or formatted, text into your screenplay saving you from a lot of repetitive typing.

A little preplanning of the screenplay/story can go a long way toward optimizing the writing process.  An organized list of all characters, especially main characters, can be entered as AutoCorrect entries.  The same goes for scene headings, and variations of locations that will be used throughout the screenplay, as well as the transitions between scenes, personal direction, and anything else that is used often in the screenplay.  Some entries would be relative to only one screenplay (i.e., character names, scene headings, etc.), but those entries can be deleted after the screenplay is finished, or modified to suit your next screenplay.  Other entries will be the same for all screenplays (i.e., transitions, (V.O.), (O.S.), certain parentheticals, like (continuing), (sotto voce), (beat), etc.), these can be set up once and always be available for every screenplay, if you wish to do so.

Some suggestions and examples:
ScreenForge v1.1a doesn’t automatically place a closing parenthetical on script elements like the Parenthetical style, or Note To Director feature, but you can set up AutoCorrect to put a closing parenthetical in the screenplay for you.  You can set the equals (=) symbol, which shouldn’t be used in a screenplay, to be automatically replaced by a closing parenthetical “)” symbol.
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You’ll notice that they work pretty much the same, except the Dialogue Continued macro doesn’t use continueds.  Then run the Remove More Continued Etc macro and you’ll notice that the dialogue paragraphs are put back together again just as they were.

You’ve now successfully formatted this example screenplay with and without “continueds”.  Now try numbering the scene headings with any of the numbering macros.  Look at the first scene heading in the example screenplay.  It extends to two lines.  If you’ll remember the second line originally started and ended with “RICK” but after running any of the numbering macros you’ll notice that the first line ends at the dash and the second line is now “ANGLE ON RICK”.  This is an example of how the numbering macros handle scene headings that extend to two lines.

With the scene headings numbered, in any way you choose, run the More Continued and Scene Continued macros again the same as above.  This time the scene numbers will be continued as well as the number of times the scene has been continued.  Now you can run the Remove More Continued Etc macro again, as well as the Remove Scene Heading Numbers macro to get back to where you started.

Practice using the different numbering macros and then the More Continued and Scene Continued macros again and look at the different ways these macros respond to the different numbering methods.

Run the Shot To Scene macro and see what happens to the Shot style sub-headings in this example screenplay.  Run the Find Bookmark macro without first running the Bookmark macro and then run it again after running the Bookmark macro and moving the insertion point.  Just play around with ScreenForge until you are comfortable with how all the features work.  The ScreenForge screenplay example provided here incorporates most of the styles and macros that may be used while writing a screenplay.

Rather than using the hotkeys that are currently assigned to the most used styles you can assign your own to better serve your work habits if you so choose.  You can also use the toolbar buttons to run macros or switch between styles as you need to during the writing of your screenplay.  At this time you should be fairly comfortable with the way ScreenForge works.

The scenes above were created specifically as example text for the sake of ScreenForge users to help them learn to use ScreenForge.  In no way, shape or form should these scenes be reproduced without express written permission from Apotheosis Pictures Productions, except as an aid in learning to use ScreenForge, which is the purpose for which these scenes were designed.  The scenes presented here are not meant to indicate the proper method of writing a script.  They are merely an example to help teach the features and functionality of ScreenForge.
Not all printers allow the same margin settings, however it is very important that you do NOT change any margin settings except for the bottom margin.  If your printer can’t have a 0.5” bottom margin then you should either adjust the bottom margin for your screenplay when you first start writing, or else adjust the bottom margin within the template itself if you plan on always using the same printer.

If the margins are not adjusted properly for the printer being used the bottom line of text on many pages throughout the screenplay may be cut in half upon printing or may not print at all.

In Word go to File/Open..., locate the folder your templates are in then select and open all three templates one at a time if making changes to the bottom margin.  Activate each template one at a time then go to File/Page Setup... and select the Margins tab if it’s not already selected and change the 0.5” bottom margin to whatever your printer will allow and click on OK.  Then save and close both the main ScrnForg.dot (ScreenForge) and ScrptCvr.dot (Script Cover) templates.  (ScreenForge.dot and ScriptCover.dot in Word 97 or higher.)

Whether or not you make changes to the bottom margins of the templates you should still personalize the information in the TitlePge.dot (Title Page) template.  (TitlePage.dot in Word 97 or higher.)  With this template open, make sure you’re in Page/Print Layout view, scroll down to the bottom of the page, and double click in the footer to activate it.  Use the Show/Hide paragraph marks command to ensure that you don’t accidentally remove formatting while inserting your personal information.

Some things, such as the draft number and telephone number are optional.  So you can remove the place holders for them if they are not used, while leaving the paragraph marks in place to maintain proper formatting.  Make sure that you do NOT remove the tab characters or anything else that could remove formatting.  It is very important that you only remove or make changes to the brackets and the text inside them, unless you’re not including a draft number or date.  In which case it would be okay to remove the tab characters, but not the paragraph marks.

If submitting a screenplay to a studio or production company you should NOT use a draft number, or date on your Title/Fly page (or anywhere else on your screenplay).  Your contact information may be on the bottom left or right of the Title/Fly page.  It’s currently on the bottom left, but you can set it to the bottom right if you prefer, either is correct.  If you have an agent then the agent’s contact information should be used.  Your agent should be able to provide further information for you on this issue.

Page 31
Page 4

ScreenForge v1.1a for MS Word
ScreenForge v1.1a for MS Word

The [CONTACT] place holder can either be the author’s name or the name of the production company.  Of course if the contact is the author then the author’s address should be used, and if the contact is a production company the production company’s address should be used.

Once you are satisfied with these changes, save and close the templates.  If you make a mistake you can always reinstall the original templates again.  Do NOT make any modifications to the original templates.

5 ScreenForge’s Automation


Proper formatting is controlled through the use of the template’s “styles,” and “macros.”

Some macros are available through the use of keyboard key assignments.  All user specific macros are available on the ScreenForge and ScreenForge Formatting toolbars, as well as the ScreenForge menu.

During writing, the styles handle most of the formatting automatically.  The most used styles are available through keyboard key assignments and the ScreenForge toolbar.  Others are only available on a specific toolbar, but all are available through the Style menu on Word’s Formatting toolbar.

(NOTE:  The correct font and font size to be used for a screenplay is Courier New 12 pt.  This font is used because all letters, numbers, and spaces take up exactly the same amount of space.  Which means you get exactly 10 letters, numbers, and spaces per inch across the page, and exactly 6 lines per inch down the page.  This is necessary because it allows one page of the screenplay to approximate one minute of screen time.  Do NOT use any other font or font size in your screenplay, unless you have access to other special “courier” type, mono-spaced fonts, which have been designed specifically for screenplays.)
If you would like to use Smart Quotes (“”) instead of Straight Quotes ("") in your screenplays go to Tools/Options... (in Word 6&95), select the AutoFormat tab and make sure that the Straight Quotes with Smart Quotes check box is selected in the Replace group box, then click on OK.  (This feature is in Tools/AutoCorrect... in Word 97 and higher.)

6 The Styles


IMPORTANT--Do NOT rename any styles.  Some macros depend on styles to work properly.  If you make any changes to style names some macros will no longer work.  You can however assign or change the keyboard key assignments to better suit your work habits.
Now go to the bottom of the second page and locate Susan’s dialogue (paragraph number 40), and place the insertion point between the first and second sentences.  (Between “smartass.” and “You’re”.)  Run the More Continued macro.  This will break this paragraph of dialogue into two separate paragraphs.  It will place (MORE) after “You are such a smartass.”, insert the continueds, and place SUSAN (CONT’D) at the top of the next page with the remainder of Susan’s dialogue below it.

Now run the Remove More Continued Etc macro again to remove these changes and look at these different dialogue paragraphs.  You’ll notice that they are exactly as they were before you ran the More Continued macro.

This time lets format this screenplay example without using “continueds”.  Go to the end of the first page (paragraph number 25).  You’ll notice that this paragraph breaks across to the next page.  Now you could either run the Page Break macro in the scene heading above this paragraph, or better still, place the insertion point between the first and second sentence in this paragraph.  (Between “fountain.” and “The”.)  Now run the Scene Break macro.  You’ll notice that this macro breaks this paragraph into two separate paragraphs leaving the first paragraph and its scene heading at the bottom of the first page and starting the second page with a complete paragraph.

Go to the bottom of the second page (paragraph number 49).  You’ll notice that this paragraph breaks to the top of the next page, and since it’s only a one sentence paragraph you can’t run the Dialogue Continued macro, so instead place the insertion point in Rick’s Character Cue (paragraph number 47) and run the Page Break macro.  This will move Rick’s character cue and his dialogue to the top of the next page.

Go to the bottom of the third page, you’ll notice that the Dual Column Dialogue paragraphs have left Rick and Susan’s character cues (paragraph numbers 70 and 72) alone at the bottom of the page.  Since this is inappropriate for a screenplay you need to right click in Rick’s character cue and select Paragraph... from the menu that appears, then select the Text Flow tab and from the Pagination Group Box select Keep with Next and click on OK.  This will move the entire table to the top of the next page.

(NOTE:  If you don’t ever want your Dual Column Dialogue tables to break across pages then set your Column 1 Character Cue style to “Keep with Next” and save the change to the ScreenForge template.)

We didn’t need to use the Dialogue Continued macro in this example, just like we didn’t need to use the More Continued macro when we used continueds.  To see how the Dialogue Continued macro works just follow the instructions above for when we ran the More Continued macro only this time run the Dialogue Continued macro instead.
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You should now have a good four pages of text to run some macros on.  Remember to be in Page/Print Layout view before running these macros.  Activate the ScreenForge Formatting toolbar, unless it’s already active.  Without numbering the scene headings use the More Continued and Scene Continued macros.

(NOTE:  Indicated paragraph numbers are from the original example screenplay before creating additional paragraphs by running the formatting macros.)

Go to the end of the first page (paragraph number 25).  You’ll notice that this paragraph breaks across to the next page.  Since we are using continueds this time through you’ll need to place the insertion point in the scene heading (paragraph number 24) just above this paragraph and run the Page Break macro, this will move that scene heading to the top of the next page.

Now go to the bottom of the second page (paragraph number 46).  Place the insertion point between the first and second sentences and run the Scene Continued macro, this will break this paragraph into two separate paragraphs and insert the “continueds”.

Now go to the bottom of the third page (paragraph number 67).  This paragraph doesn’t break across the page, but there isn’t enough room to run the Scene Continued macro, so instead place the insertion point in the scene heading (paragraph number 66) above this paragraph and run the Page Break macro, this will move the scene heading to the top of the next page.

In this example no ones dialogue broke across a page so the More Continued macro didn’t get used, but you can practice using it wherever you like just to see how it works.  If you run the Remove More Continued Etc macro all changes will be removed, except you’ll notice that paragraph number 46 at the bottom of the second page is now two separate paragraphs.  The Remove More Continued Etc macro will not make two Action style paragraphs back into a single paragraph.  (Make these two paragraphs a single paragraph again so we are back where we started.  Either do it manually, or simply close the screenplay without saving and open it again.)

Now, just to try out the More Continued macro, go to Rick’s dialogue (paragraph number 19) on page one and place the insertion point at the end of this paragraph, between the “in..” and the paragraph mark, and run the More Continued macro.  This macro will place (MORE) after this paragraph of dialogue, insert the continueds, and place RICK (CONT’D) at the top of the next page with the remainder of Rick’s dialogue below it.
The styles help to properly format your screenplay by not only placing the script elements properly on the page and making sure certain elements are all caps, but also by keeping certain paragraphs together on a page.

Example:

Scene headings can’t be left alone at the bottom of a page, they must have at least one line of stage direction (Action style) immediately after them.

Also,

Character names can’t be left alone at the bottom of a page either.  They must have at least one line of dialogue immediately after them.

The styles do this formatting automatically through paragraph settings.

Script Cover Design Style:
(ScrptCvr.dot (Word 6&95), or ScriptCover.dot (Word 97 or higher))
Cover
Correctly places the screenplay title on the screenplay cover page.  Currently the font is 36 pt Arial, however the font and font size may be changed to suit the individual preference and/or the length of the title so it fits on one line.  It is formatted to place the title on line 25 of the Script Cover page.  The place holder [SCREENPLAY TITLE], is used until it is replaced by the screenplay’s actual title.  (See the ReadMe file for additional information.)

(NOTE:  Leave the Cover page blank if submitting your screenplay to a studio or production company.)
Title/Fly Page Styles:
(TitlePge.dot (Word 6&95), or TitlePage.dot (Word 97 or higher))
Screenplay Title
Centers the screenplay title on line 25 of the Title Page.  It is followed by the Written by style.  The place holder [SCREENPLAY TITLE], is used until it is replaced by the screenplay’s actual title.

Written by
Centered on line 30 of the Title page, it comes after the Screenplay Title style, and is followed by the Author’s Name style.  This style and the words, “Written by” (minus the quotes), are already placed on the page for you.  (“Written by” may be shortened to “by”.)
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Author’s Name
Centered on line 32 of the Title/Fly page, it comes after the Written by style, and is followed by the Author’s Name style in case there is more than one author.  The place holder [Author’s Name], is used until it is replaced by the author’s name.

If the screenplay was a collaboration between two or more writers then an ampersand (&) should be used to separate their names.  When the word and is used it usually means that another writer was brought in later to rewrite the first writer’s screenplay.

Footer
Contains the writer’s information.  Examples:  Name and address (either that of the writer, the production company, or the writer’s agent), a phone number (which is optional), the Draft number (which is optional), and a date field (which is optional), which enters the current date automatically.  The author needs to replace the place holders with valid information.  However, the writer should be sure to leave unused paragraph marks in place to maintain consistent formatting.

(Using empty paragraph marks in a document for formatting isn’t recommended, however this is a special case.  All other formatting is handled by the styles so that there shouldn’t be any empty paragraphs in the screenplay.)

ScreenForge’s Styles:

(ScrnForg.dot (Word 6&95), or ScreenForge.dot (Word 97 or higher))

(NOTE:  When using shortcut keys, the Alt key is for Windows.  On a Macintosh it would be the Option key.)

1st Page TITLE
This style starts the first page of the screenplay.  Use to enter your screenplay’s title, centered at the top of the first page of your screenplay.  It is followed by the FADE IN: style.

FADE IN:
Follows the 1st Page TITLE style.  The FadeIn macro inserts this automatically.  (For more information see “The Macros” later in this manual.)
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Heading 2,First Draft
Use for Scene headings without scene numbers.  This is the default scene heading style when writing your screenplay.  It is followed by the Action style.  Its keyboard key assignment is:  Alt+S,C
67) Type:  Waitress  (Press Enter)

68) Type:  Are you ready to order?  (Click on the Dual Column Dialogue macro button.)

69) Type:  Rick  (Press Enter)

70) Type:  Double mocha latté and an onion bagel.  (Press the Right Arrow key)

71) Type:  Susan  (Press Enter)

72) Type:  An espresso and a croissant.  (Press the Down Arrow key, then Alt+A)

73) Type:  Rick and Susan start giggling as they try to complete their order as the waitress listens patiently.  (Press Enter then Alt+S,H)

74) Type:  Montage - Rick and Susan have fun together  (Press Enter then Alt+M)

75) Type:  They talk in the coffee house.  (Press Enter)

76) Type:  They walk through a park.  (Press Enter)

77) Type:  Rick buys Susan some flowers.  She smells their aroma appreciatively.  (Press Enter)

78) Type:  They run for cover as it begins to rain.  (Press Enter)

79) Type:  Back at Rick’s place they remove each other’s wet clothing and make love.  (Press Enter then Alt+S,H)

80) Type:  End montage  (Press Enter then Alt+T then Tab)

81) Type:  Dissolve to:  (Press Enter then Alt+S,C)

82) Type:  Int. Rick’s apartment/bedroom - night  (Press Enter)

83) Type:  Rick is holding Susan gently as he lightly kisses her temple.  Susan turns out the light causing the scene to...  (Press Alt+E)

You’ll notice that the hotkeys Alt+E inserts the FADE OUT., and THE END styles, as well as the text, FADE OUT., and THE END after the last paragraph you typed.

Now save the example screenplay with whatever name you choose and close it.  You’ll notice an input box that comes up asking you to enter a note for next time.  Enter a note.  (For example:  Type:  Remember to run the spell check.)  Now click on the OK button.  The input box will close and Word will ask you if you want to save the changes to the document, click on Yes and the document will close.  Now open the document again to see the note you left yourself.

Page 7
Page 28

ScreenForge v1.1a for MS Word
ScreenForge v1.1a for MS Word

47) Type:  seriously)  (Press Enter)

48) Type:  You know how much Brad Pitt turns me on...  (Press Enter then Alt+A)

49) Type:  Rick busts out laughing, unable to contain himself any longer.  Susan, trying not to laugh, slaps his shoulder, harder this time than the ‘punch’ she gave him earlier.  (Press Enter then Alt+C)

50) Type:  Susan  (Press Enter)

51) Type:  I swear I don’t know what to do with you sometimes.  You’re terrible, you really are.  (Press Enter)

52) Type:  Rick  (Press Enter then Alt+P)

53) Type:  putting his arm around her)  (Press Enter)

54) Type:  Then I guess it’s a good thing you have me around to help you decide what to do with me.  (Press Enter then Alt+A)

55) Type:  Susan has pretty much given up, knowing that he will always be a smartass.  She puts her arm around him and they begin to walk through the park.  (Press Enter then Alt+C)

56) Type:  Susan  (Press Enter)

57) Type:  I give up.. you win.. You know one thing’s for sure, you can always make me laugh.  I guess that’s why I love you  so much.  (Press Enter then Alt+P)

58) Type:  winking at him and trying to do a W.C. Fields accent)  (Press Enter)

59) Type:  You’re one in a million, Sweetheart.. one in a million.  (Press Enter)

60) Type:  Rick  (Press Enter then Alt+P)

61) Type:  finding it hard to stop, as always)  (Press Enter)

62) Type:  Yeah.. but a million what?  (Press Enter then Alt+A)

63) Type:  Susan just shakes her head and laughs.  They walk into a local coffee house.  (Press Enter then Alt+T then Tab)

64) Type:  Cut to:  (Press Enter then Alt+S,C)

65) Type:  Int. coffee house - day - Angle on Rick and Susan  (Press Enter)

66) Type:  as they get comfortable in a small booth.  A WAITRESS approaches to take their order.  (Press Enter then Alt+C)


Action

Use for stage direction.  It follows scene headings, and is followed by the Action style.  Its keyboard key assignment is:  Alt+A



Action/Stacking

Use for short, single line paragraphs of stage direction.  Normally referred to as “Stacking Action” this writing style has gained in popularity in recent years.  Its keyboard key assignment is:  Alt+S,A

To use properly your first single line paragraph of stage direction should be entered with the Action style.  The second, third, fourth, etc., single line paragraphs would then use the Action/Stacking style.



Character Cue

Use for character names.  It follows the Dialogue style, and is followed by the Dialogue style.  Its keyboard key assignment is:  Alt+C



Dialogue

Use after the Character Cue and Parenthetical styles.  It’s exactly what it says it is, in a word:  dialogue.  In other words it’s what the characters say during a scene.  It’s followed by the Character Cue style to make it easier to write conversations between characters.  Its keyboard key assignment is:  Alt+D
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Parenthetical

Use for personal direction.  Used immediately after the Character Cue style, in the middle of a character’s dialogue, or both.  It should NOT be used as the last element of a person’s dialogue.  Its keyboard key assignment is:  Alt+P

[image: image3.png]



Letter/Note/Text

Use for indicating a letter, note, or text on screen that the audience reads.  (i.e., The text of an inserted letter or note, or the text on a computer’s monitor.)  Its keyboard key assignment is:  Alt+L
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Heading 3,Montage/Series of Shots

Use when writing a scene montage, or a series of shots.  Use during chase scenes, fight scenes, etc.  Its keyboard key assignment is:  Alt+M
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General

This can be used for things similar to scene and/or shot headings, but do not get scene numbers.  For example:  BEGIN TITLES/END TITLES., FREEZE FRAME., END FLASHBACK, etc.  Its keyboard key assignment is:  Alt+G

(NOTE:  You can set this style to either 12 pt before (double spacing), or 24 pt before (triple spacing), whichever is preferable.  Current default setting is 12 pt (double spacing).)
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Transition

Use between scenes during a screenplay.  It should be used sparingly and with purpose.  It is up to the director to decide how scenes should flow together, but sometimes scenes need a transition in order to help them flow together properly while reading the screenplay.  Its keyboard key assignment is:  Alt+T

There are two different positions to start from with this style.  For short transitions such as “CUT TO:” it is necessary to move the insertion point to the right with the Tab key.  For longer transitions such as “MATCH DISSOLVE TO:” do NOT use the Tab key.  If you prefer to use longer or fancier transitions than these, it may be best to modify the style.  In this case to remove the tab setting, and the left indent, and align the justification to the right.  For information on how to do this look in your MS Word User’s Guide under “Modifying the Formats of a Style.”
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Column 1 Character Cue

Use for the character name in the first column of Dual Column Dialogue.  It is followed by the Column 1 Dialogue style.  Rarely used, it is placed on a separate toolbar that is displayed through the use of a macro.  Remember in this style you only have enough space for 16 characters and/or spaces, so hopefully your character’s names are not too long.  If they are long then try to use a nick name or an abbreviation of the name.  (For more information see “The Macros” later in this manual.)
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Column 1 Dialogue

Use for the character’s dialogue in the first column of Dual Column Dialogue.  It is followed by the Column 1 Character Cue style in case the Dual Column Dialogue continues unhindered, or more than two people are involved.  Rarely used, it is placed on a separate toolbar that is displayed through the use of a macro.  (For more information see “The Macros” later in this manual.)
26) Type:  Rick stops at the fountain and seems to be looking for someone.  He checks his watch.. Suddenly a pair of hands cover his eyes as he hears a WOMAN’S VOICE..  (Press Enter then Alt+C)

27) Type:  Voice (o.s.)  (Press Enter)

28) Type:  Guess who?  (Press Enter)

29) Type:  Rick  (Press Enter)

30) Type:  Cindy?  Cindy Crawford.. is that you?!?  Now you know Miss Crawford, I’ve told you before that I’m not interested.. I’m flattered, really.. But I’m already in love with Susan.  Now if you won’t stop bothering me...  (Press Enter)

31) Type:  Voice (o.s.)  (Press Enter then Alt+P)

32) Type:  lowering her hands)  (Press Enter)

33) Type:  Very funny, wise guy.  (Press Enter)

34) Type:  Rick  (Press Enter then Alt+P)

35) Type:  turning around)  (Press Enter)

36) Type:  Susan.  Man, am I glad it’s you.  Miss Crawford’s really been coming on strong lately.  (Press Enter then Alt+A)

37) Type:  SUSAN punches him playfully in the stomach.  (Press Enter then Alt+C)

38) Type:  Susan  (Press Enter)

39) Type:  You are such a smartass.  You’re just lucky I love you so much.. ‘cause you know Brad Pitt’s been calling again.  (Press Enter)

40) Type:  Rick  (Press Enter then Alt+P)

41) Type:  feigning emotional pain and outrage)  (Press Enter)

42) Type:  Susan..  (Press Enter)

43) Type:  Susan  (Press Enter)

44) Type:  Yes?  (Press Enter then Alt+A)

45) Type:  In answer Rick grabs her in his arms and kisses her passionately for a long time.  Finally the embrace is broken and they look into each others eyes.  It is a very tender moment.  (Press Enter then Alt+C)

46) Type:  Rick  (Press Enter then Alt+P)
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8) Type:  Rick’s room is comfortably messy.)  (Press Enter then Alt+S,H)

9) Type:  Insert - Rick’s notepad  (Press Enter)

10) Type:  on which the audience can plainly see a note to Rick mixed in with his anthropology notes.  (Press Enter then Alt+L)

11) Type:  “Dear Rick,  (Include the beginning quote and press Enter)

12) Type:  I had a great time last night.  Can’t wait to do it again.  Thinking of you always.  (Press Enter then Tab)

13) Type:  Love, Susan”  (Include the ending quote and press Enter then Alt+S,H)

14) Type:  Back to scene  (Press Enter)

15) Type:  The phone RINGS.  Rick answers it as if he’s glad for the distraction.  (Press Enter then Alt+C)

16) Type:  Rick  (Press Enter)

17) Type:  Hello?  (Press Enter then Alt+P)

18) Type:  listens for a moment)  (Press Enter)

19) Type:  Oh, hi.. I’m really glad you called... I could use a break.  I’m going stir crazy... Ya.. okay, that sounds great.  I’ll meet you there in..  (Press Enter then Alt+P)

20) Type:  looking at his watch)  (Press Enter)

21) Type:  ..ten minutes?  Alright, sounds good.. okay, bye.  (Press Enter then Alt+A)

22) Type:  Hanging up the phone he quickly grabs his jacket from the chair and heads out the door.  (Press Enter then Alt+T)

23) Type:  Smash cut to:  (Press Enter then Alt+S,C)

24) Type:  Ext. park - day  (Press Enter)

25) Type:  Rick is seen approaching a large fountain.  The day is a bit overcast with a slight breeze.  It looks like rain.  There are only a few people around.. an elderly gentleman, dressed for bad weather, sits alone on a park bench.. a small child is crying because he’s just lost his balloon as his father pulls him along by the hand.  (Press Enter)


Column 1 Parenthetical

Use for personal direction.  It’s used after the Column 1 Character Cue style, between two paragraphs of Dual Column Dialogue, or both.  It should NOT be used as the last element of a person’s dialogue.  Rarely used, it is placed on a separate toolbar that is displayed through the use of a macro.  (For more information see “The Macros” later in this manual.)


Column 1 (MORE)

Use in the unlikely event that Dual Column Dialogue will continue across a page break.  Hopefully you will never need it, but just in case you do it’s here.  Use in the first column of Dual Column Dialogue.

(NOTE:  See below for more information on how to correctly break Dual Column Dialogue across a page.)


Column 2 Character Cue

Use for the character name in the second column of Dual Column Dialogue.  It is followed by the Column 2 Dialogue style.  Rarely used, it is placed on a separate toolbar that is displayed through the use of a macro.  Remember in this style you only have enough space for 16 characters and/or spaces, so hopefully your character’s names are not too long.  If they are long then try to use a nick name or an abbreviation of the name.  (For more information see “The Macros” later in this manual.)



Column 2 Dialogue

Use for the character’s dialogue in the second column of Dual Column Dialogue.  It is followed by the Column 2 Character Cue style in case the Dual Column Dialogue continues unhindered, or more than two people are involved.  Rarely used, it is placed on a separate toolbar that is displayed through the use of a macro.  (For more information see “The Macros” later in this manual.)



Column 2 Parenthetical

For personal direction.  It’s used after the Column 2 Character Cue style, between two paragraphs of Dual Column Dialogue, or both.  It should NOT be used as the last element of a person’s dialogue.  Rarely used, it is placed on a separate toolbar that is displayed through the use of a macro.  (For more information see “The Macros” later in this manual.)
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Column 2 (MORE)

Use in the unlikely event that Dual Column Dialogue will continue across a page break.  Hopefully you will never need it, but just in case you do it’s here.  Use in the second column of Dual Column Dialogue.

(NOTE:  There isn’t a macro to automatically break Dual Column Dialogue across a page, or remove the (MORE) word and style.  If this is necessary you will have to do it manually.  Since Dual Column Dialogue is rarely used, and should be kept brief when it is used, it was not deemed necessary to create macros to do this automatically.)

IMPORTANT:

After writing your screenplay, you will need to go through it from the first page to the last and run the Dialogue Continued, Scene Break, Page Break, More Continued and Scene Continued macros.  If you’ve used Dual Column Dialogue in your screenplay it could potentially break across two pages.

If this occurs the correct way to break Dual Column Dialogue across a page would be to first create two empty paragraph marks below the table of Dual Column Dialogue.  To get the empty paragraph marks after the table place the insertion point at the beginning of the first paragraph after the Dual Column Dialogue table and press Enter twice and then move the insertion point to the second of the two empty paragraph marks.  Then run the Dual Column Dialogue macro, thereby creating an empty two column table.  Now either copy and paste your character’s names into the appropriate columns in the new table, or just retype them and put (CONT’D) after them and press Enter after each name in each column.

Remember in the Column 1&2 Character Cue styles you only have enough space for 16 characters and/or spaces, so hopefully your character’s names are not too long.  If they are long, then try to use a nickname or an abbreviation of the name so you can fit the (CONT’D) in after the name.

If you don’t seem to be getting the right number of spaces then select the table and check to make sure that the two columns are both 2.85” wide with 0.15” between columns.

Example:

JONATHAN (CONT’D)
MICHAEL (CONT’D)

As you can see by the example above, Jonathan would be too long with the (CONT’D) after it, so you would be better off using JON, and MICHAEL just barely makes it.
9 Learning ScreenForge:  Screenplay Example Text


The following is a paragraph by paragraph example of screenplay text that you can type into ScreenForge to help you get a better understanding of how ScreenForge works.

1. Launch MS Word.

2. Start a new ScreenForge document.

· Go to File/New....

· From the dialog box that opens select ScrnForg (Word 6&95), or ScreenForge (On the “General” tab in Word 97 or higher.) from the list of available templates, and make sure that Document is selected in the New group box.

· Click on OK, or press Enter.

· Go to the ScreenForge menu on the Menu bar and click on ScreenForge Toolbar.  (If the toolbar is already active then skip this step.)

3. If necessary adjust the bottom margin if your printer can’t have a 0.5” bottom margin.

· Go to File/Page Setup....

· From the dialog box that opens select the Margins tab, then set the bottom margin to whatever your printer will allow.

· For Example:  0.65” bottom margin for the Canon BJC-4100 Color Bubble Jet Printer.  Then click on OK, or press Enter.

Now the insertion point should be centered at the top of the page in the 1st Page TITLE style.

1) Type:  “Love Struck”  (Include the quotes)

2) Use hotkeys Alt+F.  (This will insert FADE IN: and place the insertion point on line 12.)

3) Type:  Int. Rick Hanson’s apartment/bedroom - day - Angle on Rick  (Press Enter)

4) Type:  as he rests comfortably on his bed reading a book.  (Press Enter then Alt+S,A)

5) Type:  It’s an anthropology book.  (Press Enter)

6) Type:  RICK doesn’t seem to be very interested  in it.  (Press Enter)

7) Type:  Occasionally he writes on a notepad next to him.  (Click on the Note To Director macro button.)
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What this means is that if you used the Scene Break, or Scene Continued macro to continue a scene across a page by placing the insertion point between two sentences in the paragraph, the two separate paragraphs created will not combine back into one paragraph.

However, it does recombine dialogue paragraphs separated by the Dialogue Continued, and More Continued macros, back into one paragraph.  The reason it can do the one and not the other is because the Dialogue Continued and More Continued macros always break a single character’s dialogue sequence into two separate dialogue sequences in order to properly break the dialogue across a page.  So since it does virtually the exact same thing all the time it’s easy to undo.

If you weren’t breaking dialogue across a page you wouldn’t use the Dialogue Continued, or More Continued macros.  The Scene Break macro always breaks a single paragraph into two separate paragraphs (moving the second one to the top of the next page), and is NOT intended for any other purpose.  The Scene Continued macro, on the other hand, can be used to break up a paragraph of stage direction or simply insert (CONTINUED) and CONTINUED: from the end of an existing paragraph of stage direction, or dialogue, or most any other type of screenplay element (whatever the case may be).  Since it doesn’t always do exactly the same thing every time it’s run it’s harder to undo.  The macro can’t be certain whether two paragraphs of stage direction where created from the use of the Scene Break, or the Scene Continued macros, or if they were created as two separate paragraphs by the author, and we wouldn’t want a lot of separate paragraphs of stage direction being combined into one large paragraph arbitrarily.

AutoClose
This macro runs automatically when an existing ScreenForge screenplay, or the ScreenForge template is closed.  It displays an input box for you to leave a note for yourself for the next time you open this file.  If you don’t leave a note then nothing will be displayed when you open this file next time.

To delete a note left previously, just click on the OK button without doing anything to the input box field, and save the file.

If you’re using an unregistered, evaluation copy of ScreenForge, then this macro also displays a message reminding you to register the software.
Now you need to select the extra sentences of dialogue from the original table making sure that you break the dialogue between sentences and in approximately the same place in both columns.  Make sure that when you do this there will be enough space at the bottom of the page to use the Column 1 and Column 2 (MORE) styles, and for the (CONTINUED) from the Scene Continued macro, if using continueds.  That would be one line for the (MORE) styles and text (within the table), and two complete lines below the table and above the bottom margin for the (CONTINUED) style and text.

Now cut and paste the sentences from the original columns into the appropriate columns in the new table.  Then add the (MORE) styles and text to the bottom of the two columns of the original table.  Now place the insertion point in the empty paragraph between the two tables and run the Scene Continued macro, if using continueds.

If there isn’t enough space for all of this to be done then it may be prudent to just move the entire table of Dual Column Dialogue to the top of the next page.  To do this just run the Scene Continued macro from the end of the last paragraph above the Dual Column Dialogue table, if using continueds.

With the versatility of ScreenForge you can make the pages of your screenplay look exactly how you want them to look.  Feel free to experiment and use steps that work best for you.  If not using continueds, use your best judgment to either break the dual column dialogue across the page break, or simply move the table down to the top of the next page.  To do this select the Column 1 Character Cue style and set its paragraph formatting to “Keep with Next.”

Remember that long passages of Dual Column Dialogue can be hard to follow and it is not recommended, so keep it brief.

(CONTINUED); (MORE); & CONTINUED:
Used by the Scene Continued, and More Continued macros for continuing scenes and dialogue across pages.  There is no need to use hard page breaks anywhere in your screenplay.  (For more information see “The Macros” later in this manual.)

FADE OUT.

Use at the end of the screenplay.  Automatically inserted through the use of a macro it is followed by the THE END style.  (For more information see “The Macros” later in this manual.)

THE END

Use at the very end of the screenplay.  Automatically inserted through the use of a macro.  (For more information see “The Macros” later in this manual.)
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Normal

The style that all other styles are based on.  WARNING!!!  Making any changes to this style will affect all other styles.

Default Paragraph Font; Footer; Header; Macro Text & Page Number

These are all part of the template, and you should make no attempt to alter them in any way.

Heading 1,Final Draft

Used by a couple of different macros to automatically number the scene headings.  Use the macros to number your scene headings, do NOT write your screenplay using this style.  (For more information see “The Macros” later in this manual.)

(NOTE:  This style will be modified in ScreenForge v1.5 in order to improve scene heading numbering.)

Heading 4 through Heading 9 (Word’s built-in heading styles)

These styles are not used by ScreenForge.  They can’t be deleted, but to avoid confusion they have been given aliases.  (EX:  Heading 4,Not Used through Heading 9,Not Used6)  Disregard these headings.

7 The ScreenForge Toolbars


To begin using ScreenForge:  While in MS Word, go to File/New..., then scroll down the list and select ScrnForg (Word 6&95), or ScreenForge (On the “General” tab in Word 97 or higher.), from the list of available templates.  Make sure that Document is selected in the New group box.  Then click on OK.  The ScreenForge menu should appear after your Help menu, or as the last menu on the right of Word’s Menu bar.  The ScreenForge toolbar should appear also, but in case it doesn’t then select ScreenForge/ScreenForge Toolbar, this will activate the toolbar.

ScreenForge, ScreenForge Formatting, and ScreenForge Dual Column Dialogue are the three ScreenForge toolbars designed to work along with Word’s built-in Standard and Formatting toolbars in the creation of a Hollywood screenplay.

In Word the toolbars should be in the following order.  Starting with Word’s Menu bar then the two built-in toolbars, Standard and Formatting.  Next is the main ScreenForge toolbar.  Then when you’re ready to polish up the final draft of your screenplay you would activate the ScreenForge Formatting toolbar, which should appear, or be positioned, just below the main ScreenForge toolbar.  And if you’ve included any Dual Column Dialogue anywhere within your screenplay, the ScreenForge Dual Column Dialogue toolbar should appear, or be positioned, below the main ScreenForge toolbar and to the right of the ScreenForge Formatting toolbar.
When these are deleted the macros can then be run again, however they will take a little longer to run than usual depending on how far into the screenplay you are when you do this, but only this one time.  (Until another mistake is made that is.)

If a mistake is made, or for some reason the scene number being continued is incorrect, or the number of times it has continued across a page is incorrect then the only thing to do is delete the continueds, thereby getting rid of the inaccurate document variable and bookmarks that the macros refer to, and then you can run the macro again and the problem should be corrected.

The insertion point needs to either be placed at the end of whatever paragraph will be the last one on the page, or if it’s a long paragraph of stage direction (Action style) it should be placed between two sentences.

The macro will be doing a cleanup and removing any extra spaces left over at the beginning of the new paragraph and at the end of the old paragraph.  You need to determine exactly where the last line is in relation to the bottom margin and then count up at least two lines before placing the insertion point prior to running the macro.  One line for the (CONTINUED), and another line of empty space above it.

Sometimes this is easy because the paragraph will break in the middle of a sentence from one page to the next.  Other times it will break between paragraphs and leave you guessing just how many lines there are between the end of the last paragraph and the bottom margin of the page.  Remember you need at least two lines above the bottom margin for this macro to run properly.  (Three lines for the More Continued macro to run properly.)

(NOTE:  The Dialogue Continued, Scene Break, More Continued, Scene Continued, and Page Break macros allow the user to control exactly where, and how, each page breaks.)

IMPORTANT--The hardest part about using these Dialogue and Scene continuing macros is placing the insertion point in the correct spot before running them, but all it takes is a little practice.
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Remove More Continued Etc

Use to remove virtually everything done to the screenplay by the use of the Dialogue Continued, Scene Break, More Continued, Scene Continued, and Page Break macros.  What it doesn’t do is combine two paragraphs of stage direction (Action style), broken into two separate paragraphs by the Scene Break, or Scene Continued macros, back together.
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If “continueds” are not used then use the Dialogue Continued and Scene Break macros when necessary, instead of the More Continued and Scene Continued macros.  (The Page Break macro may be used with either method.)

If scene numbers are not used then just the styles and text will be inserted at the bottom and top of the pages.  However if scene numbers are used then the scene that is continuing will have its number placed along the left margin just before the word CONTINUED:, and the number of times it is continued will be placed just to the right of it.

Example with Scene Numbers on the left side only:

134
CONTINUED:

134
CONTINUED:
(2)

Example with Scene Numbers on the right side only:

CONTINUED:
134

CONTINUED:
(2)
134

Example with Scene Numbers on the left and right  sides:

134
CONTINUED:
134

134
CONTINUED:
(2)
134

In this example the number 134 is the number of the scene being continued, and the number (2) is the number of pages it has been continued.  You will notice that on the first example the number (1) is not used, this is because the first time a scene continues it is assumed that it is the first time and so the number (1) is not necessary.

Since this macro works semi-automatically, meaning that you have to place the insertion point exactly where you want the scene to continue for each and every page, you must make sure that you begin at the beginning of your screenplay and work your way down.

It is very important that you are in Page/Print Layout view when running this macro, if not, part of the macro will not work properly.  It also makes it easier to judge the amount of space you have to work with allowing you to better decide where to place the insertion point.

IMPORTANT:

If you make a mistake while doing this, either for this macro or the Dialogue Continued, or More Continued macros, an extra page will be inserted into the screenplay.  So you’ll need to delete the paragraph styles and text that the macro entered.  This will also delete the document variable, and bookmarks, that the More Continued and Scene Continued macros use to enter the scene number that is being continued.
Toolbar buttons other than styles or macros:
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Start Of Document

Moves the insertion point to the start of the first line in the document.  Keyboard key assignments:  Ctrl+Home (PC)  Command+Home (Macintosh)

[image: image12.png]



End Of Document

Moves the insertion point to the end of the last line in the document.  Keyboard key assignments:  Ctrl+End (PC)  Command+End (Macintosh)
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All Caps

Changes the selection to all caps.  Using this command again returns the selection to the original formatting.  Keyboard key assignments:  Ctrl+Shift+A (PC)  Command+Shift+A (Macintosh)
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Change Case
Changes the selection to all uppercase letters, all lowercase letters, or a combination of uppercase and lowercase letters.  Keyboard key assignments:  Shift+F3 (PC & Macintosh)

8 The Macros


The macros, if used properly, are vital to much of the automation within ScreenForge.

AutoOpen

This macro runs automatically when an existing ScreenForge screenplay, or the ScreenForge template is opened.  It will display a note that you can leave for yourself when you close a screenplay.  If you don’t leave a note then nothing will be displayed.

If you’re using an unregistered, evaluation copy of ScreenForge, then this macro also displays a message reminding you to register the software.

AutoNew

This macro runs automatically whenever a new ScreenForge screenplay document is created.

If you’re using an unregistered, evaluation copy of ScreenForge, then this macro displays a message reminding you to register the software.

About ScreenForge
To activate this macro select it from the ScreenForge menu.  It displays contact information.
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ScreenForge Toolbar

Use to activate and/or deactivate the main ScreenForge toolbar.  To run this macro select it from the ScreenForge menu.
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Screenplay Cover Design

Opens a document based on the ScrptCvr.dot (Word 6&95), or ScriptCover.dot (Word 97 or higher) template.  The screenplay cover can be set up with any type of font.  The font should be sized properly to fit the screenplay title on a single line across the page.  The default font is Arial 36 point.  The document opens with the place holder already selected so all you have to do is start typing.

(NOTE:  Screenplay cover pages on screenplays that are submitted to studios or production companies should be left blank.)
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Screenplay Title Page

Opens a document based on the TitlePge.dot (Word 6&95), or TitlePage.dot (Word 97 or higher) template.  The document opens with the screenplay title place holder already selected so all you have to do is type in the title.  Then scroll down, select the author’s place holder and type in your name, unless you’ve already added it to the template.  If you haven’t changed the template itself, then while in Page/Print Layout view scroll down to the bottom of the page and select the footer by double clicking on it.  Then with the Show/Hide paragraph marks command selected, to avoid accidentally removing any formatting, edit the footer information.  (For more information see, Customizing the Templates previously.)
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Fade In

Use to automatically insert FADE IN: after, or in place of the 1st Page Title.  After typing in your 1st Page TITLE there is no need to hit Enter, either hit Alt+F, or click on the Fade In button on the toolbar.  If you do happen to hit Enter you can still run this macro without any problem.  Its keyboard key assignment is, as mentioned above,:  Alt+F
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Shot Style

Use for adding shots or sub-headings into your screenplay.  It changes the selected paragraph style to the Heading 2,First Draft style and then reformats the space before the paragraph to 12 pt (double spacing) instead of the usual 24 pt (triple spacing) which main scene headings use.  Its keyboard key assignment is:  Alt+S,H

(NOTE:  If numbering scene headings, these shot style sub-headings will also be numbered, but will retain their sub-heading formatting.)
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More Continued

Use to break dialogue across a page.  Place the insertion point between two sentences in a paragraph of dialogue, or at the end of a paragraph of dialogue that is followed by a paragraph of personal direction (Parenthetical style).  This will automatically insert the (MORE) style and text, then the (CONTINUED) and CONTINUED: styles and text.  It will also copy the character’s name to the top of the next page and insert (CONT’D) after it.

(NOTE:  If NOT using “continueds” then don’t use this macro to break dialogue.  Instead use the Dialogue Continued macro.)

This macro works exactly the same as the Scene Continued macro, except it’s for continuing dialogue across a page break and not just a scene.  The scene number will still be placed to the left of CONTINUED: and the number of pages the scene has been continued will be placed to the right of it.

Follow all of the same rules for the More Continued macro as you would for the Scene Continued macro.  Exception:  Since you are using this macro to continue a long piece of dialogue across a page you would not place the insertion point at the end of a paragraph of dialogue, unless it’s followed by a paragraph of personal direction (Parenthetical style), which in turn is followed by another paragraph of dialogue.

When using this macro you must make sure that you have enough space at the bottom of the page.  That’s one line for the (MORE) style and text, and two lines for the (CONTINUED) style and text.

If there isn’t enough room to use this macro then it would be prudent to place the insertion point at the end of the paragraph just above the Character Cue and use the Scene Continued macro.  This will move the character and dialogue to the top of the next page.
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Scene Continued

Use to continue a scene across a page.  Automatically inserts (CONTINUED), a soft page break, and CONTINUED:.  Now that you have finished your screenplay and have numbered, or not numbered, as the case may be, your scene headings, you may wish to use this macro to indicate that a scene is continuing from one page to the next.

Although the use of (CONTINUED), and CONTINUED:, is not necessary in a Reading/Spec script they may still be used if so desired.  If not used then paragraphs of action may often break across a page in the middle of sentences or paragraphs, instead of at the end of sentences as is proper.
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Dialogue Continued

Use to continue dialogue across a page break.  Place the insertion point between two sentences in a paragraph of dialogue, or at the end of a paragraph of dialogue that is followed by a paragraph of personal direction (Parenthetical style).  This will automatically insert the (MORE) style and text.  It will also copy the character’s name to the top of the next page and insert (CONT’D) after it.

Use this macro if you are NOT using “continueds” in your screenplay.  (You’ll need one line of space open at the bottom of the page for the (MORE) style and text.)



Scene Break

Use this macro to cleanly break a paragraph of stage direction (Action style) across a page break.  Use on a paragraph that is already breaking across pages in the middle of a sentence or the paragraph itself.

Use this macro to cleanly break scenes from one page to the next when you are NOT using “continueds” in your screenplay.



Page Break

Use to move a paragraph to the top of the next page.  Use when a paragraph or sentence breaks across a page and none of the other dialogue or scene continuing macros can be used.

When a scene ends at the bottom of one page and a new scene starts at the top of the next page scene continueds are not used.  So as you work your way down through the screenplay, if using the Scene Continued and More Continued macros, you will occasionally come across a scene continuing across a page that doesn’t leave enough room for the Scene Continued macro to run.

When this happens the only thing you can do is to select the scene heading by clicking in the left margin directly across from it, or just placing the insertion point within the paragraph, then running the Page Break macro.  This reformats the scene heading with a page break before it, and removes the extra spacing above it.

You can’t have a scene heading at the bottom of a page without at least one line of stage direction after it, unless it’s an ESTABLISHING or INSERT shot.  ESTABLISHING and INSERT shots don’t have to have a line of direction after them.  It’s up to you whether or not you want to change the paragraph settings on these headings to not keep with next.


Dual Column Dialogue

Dual Column Dialogue, though rarely used in screenplays, is included in ScreenForge through the use of the Dual Column Dialogue macro and the Dual Column Dialogue toolbar.

At whatever point you wish to use Dual Column Dialogue just click on the Dual Column Dialogue button on the toolbar.  This will insert a properly formatted, two column table into your screenplay.  This macro also activates the ScreenForge Dual Column Dialogue toolbar.



This toolbar gives you easy access to the Dual Column Dialogue styles.

To move from one cell in the table to another either use the Tab key, or preferably, the Arrow keys.  (Using the Arrow keys instead of the Tab key will eliminate the possibility of accidentally creating additional rows in the table.)  After creating the Dual Column Dialogue use the Mouse, or the Down Arrow key to exit the table and continue with your screenplay.

(NOTE:  The 2 column table should have equal column widths of 2.85” with a 0.15” space between the columns.)

IMPORTANT--For information on how to break Dual Column Dialogue across a page see The Styles section previously.



Note To Director

Use to clarify or indicate some technical requirement to create a certain ambiance or effect in a scene.  Only used if the writer feels it is something that is absolutely necessary in the scene.  This macro inserts (NOTE:   into the screenplay.  Then just type the note and make sure you end it with a closing parenthetical.



Fade Out The End

Use to automatically insert FADE OUT. and THE END at the end of the screenplay.  After typing the last line of your screenplay there is no need to hit Enter, either hit Alt+E, or click on the Fade Out The End button on the toolbar.  If you do happen to hit Enter the macro will still run the same.  Its keyboard key assignment is, as mentioned above,:  Alt+E
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Bookmark

Use to insert the bookmark “EditLoc01” into the document.  Use during editing to mark your place so you can quickly return to it later.
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Find Bookmark

Use to quickly return you to the bookmark “EditLoc01”.  Use during editing to quickly return to your last editing location.
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Screenplay Formatting

Use to activate and/or deactivate the ScreenForge Formatting toolbar.
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Shot To Scene

Use to reformat all double spaced, shot style sub-headings, created with the Shot Style macro, into main, triple spaced scene headings.

Scene headings and sub-headings can be numbered before running this macro, but you should remove dialogue and scene continueds before running it.  If necessary, the Remove More Continued Etc macro can also be run after the Shot To Scene macro.

IMPORTANT--This macro can NOT be undone, so make sure you save your screenplay before you run it (just in case you change your mind).
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Number Scene Headings Left

Use to number scene headings on the left side only, regardless of how the screenplay may already be numbered.  It changes the Heading 2,First Draft style to the Heading 1,Final Draft style and removes right side numbering, if any.  It properly formats your scene headings even if they extend to two lines.

Screenplays with scene numbers on the left side only, indicates that it has been budgeted for production.
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Number Scene Headings Right

Use to number scene headings on the right side only, regardless of how the screenplay may already be numbered.  It changes the Heading 1,Final Draft style to the Heading 2,First Draft style and places numbers along the right side.  It properly formats your scene headings even if they extend to two lines.

Screenplays with scene numbers on the right side only, would be a personal preference.  It is NOT a normal numbering method.
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Number Scene Headings

Use to number scene headings along both the left and right sides regardless of how the screenplay may already be numbered.  Scene heading numbers on both the left and right sides are for screenplays that are already in production.
It can properly place a scene number along the right margin even if the scene heading extends to two lines.  (If your scene heading does extend to two lines then you should make it break just after a dash (-) with a manual line break (Shift+Enter), whether you do this or not the macro will do it for you.)

Scene headings and Shot headings can use either a regular dash (-), an Em Dash (—), or an En Dash (–).  I recommend the Em Dash.  Do NOT use any other type of horizontal line to separate heading elements.  Do NOT use two dashes in a row to separate heading elements (--).
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Remove Scene Heading Numbers

Use to remove scene heading numbers from the screenplay, regardless of how the screenplay may be numbered.

It may appear that nothing is happening while the numbering macros, and the Remove Scene Heading Numbers macro, are running.  That is because Screen Updating is turned off by the macro to help it run faster.  The word “Working...” should be in the status bar while the macro is running and the word “Done.” should appear once it’s finished.  Screen Updating will also turn back on.

(NOTE:  The shot style sub-headings, inserted with the Shot Style macro, will be numbered and/or unnumbered just like the main scene headings, however, they will retain their Shot style, sub-heading formatting.)

(NOTE:  The speed of the numbering macros, and the Remove Scene Heading Numbers macro, depend on the number of shots and scenes in your screenplay and, most importantly, the speed of your computer’s processor.)
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Clean Up

Use to remove leading and trailing spaces from all paragraphs, as well as manual page breaks and empty paragraph marks from within the screenplay.

This macro is mainly for removing things that don’t belong in the screenplay, but may have accidentally been added during the writing process, or that were part of a screenplay from a different screenwriting application that you’re converting into ScreenForge.

(NOTE:  When using the scene breaking macros, you should be in Page/Print Layout view.  A 90% page zoom setting is generally recommended while in this view mode.  It is also recommended that you show all hidden characters with the Show/Hide button on Word’s Standard toolbar while working in Word.)
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