
The Scrivener page is divided into three panels. The left side is file organization. In 
this blank page, there is a Manuscript area (shaded), where chapters and scenes will 
appear as you add them. Below the manuscript are a series of folders (Places, 
Characters in this picture) where I store information pertinent to the novel. The 
center panel will show manuscript text in this view. The circled figures in the top 
right allow you to select text, outline, or an index card overview (shown on next 
page). The five functions of the right side panel (orange circle) are used for 
information about the project. Here's a closer view:
I 

How I Use Scrivener 
Scrivener is a writing tool designed to collect all of the 
aspects of a project in one place. It is flexible, sometimes 
complex. This is how I use it 

I usually begin a project by writing ideas in the research sections on the left 
panel of Scrivener. As the ideas become a story, I write brief plot points in the 
chapter Synopsis section of the information panel. Scrivener allows one to 
move chapters and scenes, and I often juggle chapters before they're actually 
written out fully. 

The functions are, left to right, Synopsis, Bookmarks (which I rarely use), Tags, 
Rollback, and Notes. More on these special functions below.



The central pane of Scrivener can show three views of the text: the text itself, a 
sortable index card via, and an outline. A sample from early in my draft of 
Cyberstorm is shown below in each form. 

Standard text format:

Index cards. I don't use this one much, but the sortable cards way of 
organizing is time-honored. If there were different POVs, they would be 
shown on different lines

The outline form. This shows a few columns. They can be moved around, and 
user-added items like the metadata I defined for this project (shown on page 4) 
can be included. The outline is exportable into Excel, which has been a great 
help to me.  



Here is a chapter synopsis. In early stages of the writing, I usually fill a few words to 
establish the idea of the chapter. My way of outlining just a little.

A changed view of the right-hand sidebar shows Notes (very much like the 
sidebar in the Review function in Word). As the story progresses, I use it to 
add bits of information relevant to the text.



At the chapter level, I add my own 
metadata ... here, the POV character, 
the place, and the day sequence in the 
story.  The top line of the illustration 
shows (circled) that I am in the tag 
section of the right column. These meta 
tags are useful in the outline. The prior 
illustration was in the "notes" mode 
(the far right icon ).

The "rollback" section of the right panel 
(indicated by the camera icon) is useful 
in rewrite, because it preserves earlier 
text. You save a scene in original form, 
always a good base to return to if that 

great idea for rewrite doesn't work out. 



And finally, the left panel. At this point in 
my current novel, Cyberstorm, I have 20- 
some chapters written. The left side of 
Scrivener is an outline of the chapters 
(folders) and scenes within them 
(documents), as partially shown here. 

Below the manuscript, I keep 
information related to the story. 
these bits can be text, photos, clips 
from the internet 



This note does not cover the Compile function, which is where much of Scrivener's 

complexity lies. The good news is there are templates, and getting a nice copy for, 

say, a critique group is easy to do with one of the formats.

Scrivener can create a document of your work, or any part of it, in most formats, 

including print-ready trade paperback or hardcover and eBook. Going this route 

requires a deep dive into format (alternating gutters, complex headers, and so on). 

When Scrivener first became available over a decade ago, it was the best way to 

prepare for print, though difficult. Now, there are many competing services and 

softwares (Vellum, Amazon's Kindle create) that are probably easier to use. I did all 

my formatting for the first two books on Scrivener but am using a service for #3.


