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ACT 1

You'll probably notice that this page is formatted differently than the next.  The first page of any new chapter (or, for plays, act) requires special formatting.  The page number goes at the bottom and the margins are different.  Instructions for how to start a new page will be included in the next pages, but for now all you need to know is that the special formatting to make the first page margin different than the other margins in the act/chapter is attached to this paragraph.  Do not delete this paragraph, or your margins will go all wonky.  You can format it any way you want, but you can't delete it.  (Technical discussion:  If you click the Show/Hide button on the toolbar—the one that looks like a backwards P—you'll see that there's a continuous section break immediately following this paragraph.  That's where the funky formatting is.)

A special note about the text that says  "ACT 1" above:  do not make this or any other text bold.  Your thesis will be rejected if it contains bold font.  I kid you not.

Obviously, this is what my stage directions look like.  They're 12-point italic Times.  Double-spaced of course.  I've defined this as a style called StageDirs.  To apply this style to any paragraph in this document, select the text in question, and then either select "StageDirs" from the drop-down box in the toolbar (the one that probably says "Normal") or choose Format - Style from the main menu, then select "StageDirs" from the list on the left and click Apply. 

LISA
Here's what my dialog looks like.  This is a paragraph style called "dialog." (I wasn't feeling particularly creative when I named these.)  This format, with the character name to the left, saved me about 80 pages (compared to centering the character name in a separate paragraph above her lines).  There's a tab mark between the character's name and the text that follows. 

LISA
If your thesis is fiction or other prose, you can use the Prose style instead of the dialog style. 

This paragraph is in the Prose style. You can see that it doesn't have the funny wrap-around formatting to accommodate the character name.

TINA
If you're getting your degree in poetry, I'd suggest you start with the Prose style, too.  (Rename it "Verse" if you like.) 

STACEY
Fiction and poetry people, you can skip on to the Act 2 page.  The rest of this is about formatting plays. 

If you've formatted your play the "standard" way (character name, then a new paragraph for her line), here's how you convert to this format.  This may look complicated, but it's a lot easier than editing the thing by hand.
1. Copy and paste all the dialog from your play into this document.  It'll probably look terrible, but don't worry about it.
2. We're going to do a big search and replace, replacing all the paragraph breaks after the character names with tab characters.  From the main menu, click, Edit - Replace...  This opens the Find and Replace dialog.
3. In the Find What box, type "^p", then a character name, then another "^p"—so if you have a character named Lisa, you would type this:
^pLISA^p
(This means "search for a paragraph break, followed by 'LISA' immediately followed by another paragraph break" in MS Word-speak.) 
4. In the Replace With box, type the character name again followed by "^t"—for the Lisa example, you would type 
^pLISA^t
(The "^t" means "a tab character.")
5. Click Replace All.  If you're asked if you want to continue at the beginning, click OK.
6. Now look at your script. You'll see that this character's name has moved into the next paragraph, followed by a tab.  If you see some places where this hasn't happened, it's probably because 
A. There are spaces between the character name and the paragraph mark.  This can be fixed by doing more search/replaces.  Change the text in the Find What box to "^pLISA ^p" (one space between the name and the "^p"), "^pLISA  ^p" (two spaces), etc.
B. When you typed the character name in the first place, you had the shift key down when you hit Enter.  You can see this by clicking the Show/Hide button on the toolbar—the one that looks like a backwards P.  Regular paragraphs show up as backwards Ps, and line breaks (this is what you get when you type Shift+Enter) look like arrows pointing to the left.  If you have line breaks and not arrows, use "^l" instead of "^p" for the Find What box—you may need to try various combinations of ^l and ^p to cover all your bases: "^pLISA^l", "^lLISA^l", etc. 
7. Repeat steps 3 through 6 for your other character names. 
If you've got a character with a long name, too long to fit into the space I've allowed here, you can change the dialog style to fit.  Click Format -Paragraph... from the menu to open the Paragraph dialog.  In the Indentation section, there's a box called "By" (next to the "Special" box, which should say "Hanging").  This is the number you need to adjust. 
Once you've found a good indentation, you need to adjust the tab to match.
When you've got the indentation and tab the way you want them, return to your text, and select the paragraph you just modified.  In the toolbar, click the down arrow in the Style box (where it says "dialog"), and then select "dialog" again from the drop-down list.  Select "Update the style to reflect recent changes" and click OK.  This changes the indentation of every paragraph that's formatted as "dialog."

This is the last paragraph in Act 1.  You can delete this paragraph, but don't delete the paragraph immediately after this one.  (The next paragraph may not be visible if you don't have the Show/Hide button pressed on the toolbar.)  It, like the first paragraph in the act, is attached to a section break. 

Same deal as the first paragraph in Act 1:  don't delete this guy. Type anything you want in place of this text, and format it however you like, but the paragraph has to stay here.  

The Act 2 heading is actually in the header for this section.  If you do chapters instead of acts, click View - Header and Footer from the main menu, and change it there. 

If you have only two acts/chapters in your thesis, you won't have to add more sections (hooray!).  If you've got more than two, here's what you do.

1. Make sure the Show/Hide button in the toolbar is clicked down.  (You want to see what you're doing here.)
2. Select the last two paragraphs in Act 1 through the first two paragraphs in Act 2.  (This selection includes two section breaks.)  If you start the selection at the paragraph that starts, "This is the last..." and end your selection with the paragraph on this page that ends with "...change it there." you'll be covered. 
3. Copy the selection and paste it where you want the next act/chapter break.  You can do this for as many acts or chapters as you want.

4. Change the text in the header to say act or chapter 3, 4, etc.
5. Don't forget to update your table of contents.

LISA
Lines, lines, lines.

TINA
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END OF PLAY




