
The View Menu

Open in

Opens the document selected in the binder, search results table, outliner or corkboard in 
the specified editor. Open In > Editor opens the selected document in the editor with the 
keyboard focus. Open In > Alternate Editor opens the selected document in the split 
pane that does not have the focus. If there is no split, Open In > Alternate Editor will 
create one (using the last type of split that was used, or horizontal by default). If 
multiple text documents are selected, this command opens them in an Edit Scrivenings 
session. Open In > External Editor opens media files in their default editing application 
(for instance, PDF files will generally be opened in Preview - useful for annotating PDFs).

Open as Index Card Stack in

If a folder is selected in the binder, search results table, outline or corkboard, displays all 
of the descendants of that folder as index cards on a corkboard. Normally, if you select a 
folder in the binder (provided your navigation preferences are set to open the corkboard 
when a folder is selected), the corkboard displays only the folder's top-level children. This 
method shows all of the subdocuments of the subdocuments (ad infinitum), too. Note 
that, because of this, drag and drop will have no effect inside the corkboard when this 
method is used, because the items displayed on the corkboard will not represent the real 
contents of any one particular folder but the aggregated folders of several subfolders, too 
(you will be able to drag and drop items to experiment with the order, but doing so will 
have no effect on the actual underlying structure - see Index Cards, Synopses and 
Outlining for more information).

Edit Scrivenings

This submenu provides different ways of entering an Edit Scrivenings session. Please see 
the section of the Help file dedicated to Edit Scrivenings for information on what these 
different commands do.

Reveal in Binder

This command highlights in the binder the document(s) currently being viewed in the 
editor. You can navigate between documents you have had open using the navigation 
buttons in the header view or the Document History commands (see above). Navigating 
in this way does not (and should not) affect the selection in the binder. Thus, you can 
navigate in such a manner that the document being displayed in the editor is not the one 
selected in the binder. (This is exactly as it should be for a number of good reasons, 
including the fact that this way, you can just click back on the selected item in the binder 
to return to that document - see The Binder for more information.) Thus, Reveal in 
Binder provides a quick way for you to find the document you are editing in the binder 
again. (Note that this command is also available in the icon pop-up menu in the header 
view.)
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Expand All / Collapse All

Expands or collapses all of the group items in the binder or current outliner at once. 
(Note that you can collapse or expand the whole contents of a single group item by 
option-clicking on its disclosure triangle.)

Previous Container / Next Container

Navigates to the next container document in the binder or current outliner view. By 
default, a "container" is just a folder document. However, if "Treat all documents with 
children as folders" is checked in the Navigation pane of the Preferences, a "container" is 
defined as both folders (regardless of whether or not they have any contents) and any 
document that has subdocuments. This command just jumps (highlights and scrolls) to 
the next container. Using the keyboard shortcuts (ctrl-up and ctrl-down), this is useful for 
quickly navigating through documents that have contents when in corkboard or outliner 
mode, for instance.

Navigate To

This submenu (containing Binder/Search Table, Editor, Alternate Editor, Synopsis and 
Notes/Keywords/References) provides a way for you to navigate between the various 
views of the main project window using keyboard shortcuts - ctrl-opt-cmd-B, E, R, U and 
I respectively.

Binder Affects

This submenu allows you to choose how selections in the binder affect what is shown in 
the editor panes when you have a split so that two editors are visible.

Current Editor: The default - changes to the selection in the binder will change the 
document(s) being displayed in the editor that last had the keyboard or mouse focus.

Bottom/Left Editor: If this is selected, changes to the binder selection will only ever 
change the document(s) displayed in the bottom or left editor pane, regardless of which 
editor pane has the keyboard or mouse focus.

Top/Right Editor: Changes to the binder selection will only affect document(s) 
displayed in the top or right editor pane.

Note that if the editor that should be controlled by the binder selection has "Lock in 
Place" checked (see above), changing the selection in the binder will do nothing.

Selection Affects Alternate Editor
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This command allows you to use Scrivener as a traditional three-pane outliner, if you 
wish. It is only available when the corkboard or outliner is visible for one of the views. If 
this is turned on, when you make a selection in the corkboard or outliner, the selected 
document will be opened in the other editor pane. (This command is also available via 
the button with the picture of two arrows on it in the corkboard or outliner footer view.)

Tint Icons With Label Color

If this is checked, the document icons that appear in the binder, header, outliner and 
corkboard views will be tinted with the document's label colour.

Hide/Show Toolbar

Hides or shows the toolbar of the main window.

Customize Toolbar

Lets you configure the toolbar of the main window so that it contains the commands that 
you most use in the order most intuitive to you.
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 The Documents 
Menu 

The Documents menu contains all commands relating directly to documents, such as 
commands for creating new text and folder documents, duplicating and splitting 
documents, viewing them in combination and moving them.

New Text

Creates a new text document at the current selection.

New Folder

Creates a new folder document at the current selection. (For information on the 
differences between text and folder documents, see the section on The Binder).

Snapshots

See The Snapshots Menu.

Duplicate

Duplicates the selected documents in the binder, outliner or corkboard. This acts much 
like "Copy & Paste" rolled into one (but note that the Copy and Paste commands in 
Scrivener work only on text and not on whole documents, so Duplicate should be used in 
cases where documents need to be copied). If the documents selected contain 
subdocuments, the subdocuments are copied too. The duplicated documents become 
siblings of the originals.

Simple Duplicate

The same as "Duplicate", except that if the selected documents contain subdocuments, 
the subdocuments do not get copied, and the duplicate is not given a unique title.

Set Selection as Title

Sets the title of the current document to the text selected in the editor.

Split

at Selection: Splits the current document in two at the insertion point (the blinking 
caret). The meta-data and notes for the newly created document will be identical to the 
original, but there will be no synopsis (you can always click on the three-dots button 
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above the index card in the inspector to generate one automatically if you do not want to 
enter one manually). This command is extremely useful for chopping up long documents 
that you have imported into smaller fragments.

with Selection as Title: The same as Split at Selection (see above), except that it uses 
the currently selected text as the title for the newly created document.

Merge

Merges multiple selected documents in the binder, outliner or corkboard into one 
document. Text, synopses and notes are all combined into a merged text, synopsis and 
notes text respectively. The title, and meta-data such as label and status, are taken from 
the first selected document.

Group / Ungroup

Group creates a new folder containing all the documents selected in the binder, outliner 
or corkboard. This has the same effect as creating a new folder and moving the selected 
documents into it - except it is much quicker. Ungroup does the opposite: it moves all 
documents contained in the selected folder one level up and places them directly beneath 
the now-empty folder as siblings. Note that unlike in many other applications with this 
feature, the empty folder is not removed. This is because folders can hold text and notes 
just like normal text documents (and in fact it is very easy to convert between folders 
and text documents - see below), so Scrivener makes no assumptions as to whether or 
not you want to delete a folder which could potentially hold important information.

Move

The Move submenu provides basic outlining functionality, and is only available when 
either the binder or an outliner has the focus and documents are selected. All of these 
commands can just as easily be achieved using drag and drop if you prefer.

Left: Moves the selected document(s) one level up in the hierarchy, to become a sibling 
of what was the parent.

Right: Moves the selected document(s) one level down in the hierarchy, so that it 
becomes a child of the document that was previously the sibling directly above it.

Up: Moves the selected document(s) up one document, without changing its level in the 
hierarchy, so that it moves above the sibling that it was previously below.

Down: Moves the document(s) down one document, without changing its level in the 
hierarchy, so that it moves below the sibling that it was previously above.

Move To
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 The 
Binder 

The binder is the document browser on the left of the main window where you can 
organise your files. It allows you to structure and rearrange your work with the utmost 
flexibility, much like a ring-binder in the real world (hence the name). You can drag 
supported files from the Finder straight into the binder to import them, too.

Root Folders

The binder has three default root folders which cannot be deleted or moved from the root 
(although they can be renamed and moved around within the root. To use Scrivener 
effectively, it is very important to understand the significance of these folders.

The Draft Folder

As the name suggests, the Draft folder is where you place all of the files that you want 
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What all this means is that, because both folders and text files hold text, you can convert 
a folder to a text file or vice versa very easily, with no loss of data. To do so, simply 
select Convert > to File/Folder from the Documents menu. The significance of this is that 
you are never locked in by early decisions you make about the structure of your work. 
For instance, you may create a text document but later realise that it would be better off 
as a folder, as a chapter container. No problem - you can convert it to a folder with a 
couple of clicks of the mouse and all the text it contains will still be there as part of the 
folder's text.

The Footer View and Contextual Menu

At the bottom of the binder is a footer view:

This contains the most common commands related to the binder. The first two buttons 
allow you to add text files and folders respectively, and the third is a pop-up menu with a 
number of commands, all of which can be found in the main menu, which are provided 
here for convenience. This pop-up menu will also appear as the contextual menu 
whenever you control-click in the binder.

Drag and Drop and Outlining

You can move and drag and drop files and folders in the binder freely, excepting 
limitations mentioned above (namely, that the Draft folder can only hold text and folders, 
that saved searches cannot hold subdocuments, and that the Draft, Research and Trash 
folders, along with saved searches, must remain at the root level). The Documents menu 
provides a number of commands for moving documents around that will be familiar to 
regular outliner users, such as Move > Left, Right, Up, Down and Move To, though many 
users may prefer to use drag and drop. When dragging and dropping documents, you can 
drop in two different ways:

Dropping Between

When dropping between documents, the dragged file(s) will be inserted at the location of 
the drop indicator line, between other files.

Dropping On









Useful Tips & FAQ

(This behaviour may change in a future update.)

I tried to change the font / edit some text in Edit Scrivenings, but nothing 
happened. 
You probably had more than one underlying document selected. When the selection in 
Edit Scrivenings spans multiple documents (indicated by alternating shades of grey by 
default), you cannot make any changes to the selection; you can only make edits 
within the individual documents. This is for a variety of conceptual and technical 
reasons, one of the main being that if edits were possible across documents in Edit 
Scrivenings, you could end up deleting the whole of a document or lose 
synchronisation between the titles and meta-data of documents and the actual text 
(see the section on Edit Scrivenings for a fuller explanation). If you just want to 
change the font of several documents to the one you have set in the Text Editing pane 
of the Preferences, you can use Convert >Formatting to Default Style in the 
Documents menu to change the formatting of all documents selected in the binder.

I imported an RTF or media document but it contains a lot of gibberish. 
Because Scrivener can import many different file types, and because there is no 
standard way on OS X of checking the type of a file, Scrivener uses the file extension 
of a file to determine how it should be imported. Thus, a file with the .rtf extension will 
be imported as a rich text document; a file with the .mov extension will be imported 
as a media file. Files with no extension are imported as plain text. This means that if 
you try to import an RTF file, a movie - or any other type of document - with no file 
extension, Scrivener will try to import it as plain text. In the case of RTF files, this will 
mean that all of the underlying RTF syntax will appear in the editor; in the case of 
media or Word files, you will see a lot of gibberish. If this happens to you, delete the 
file from Scrivener, then add the file extension in the Finder and re-import.

I exported my file to RTF and opened it in TextEdit, but all my annotations, 
footnotes and images are gone! 
Not all applications support true RTF footnotes, endnotes and comments. The only 
major program to support true RTF comments, for instance, is Microsoft Word. 
Footnotes and endnotes are supported by Word, Nisus, Mellel and other major word 
processors. RTF images are supported by all of those previously mentioned. However, 
TextEdit just uses OS X's built in RTF importers, which are feeble to say the least. 
TextEdit will not recognise images, footnotes or comments in RTF files at all. Nor will it 
recognise page headers or footers. If you really must export to TextEdit, you should 
export as RTFD. Note that a number of other word processors based on the OS X text 
import system have the same limitations. 

When I import my Word documents into Scrivener, I lose all the images and 
footnotes! 
Scrivener relies on a number of standard OS X importers to import data. The Word .
doc format is a proprietary (i.e. private) format, so Scrivener has to rely on the built 
in importer, which unfortunately does not recognise footnotes, annotations or images. 
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However, because RTF is an open format, Scrivener's RTF importer does support 
footnotes, annotations and most images. To get Word documents with such features 
into Scrivener, then, first save them as RTF in Word and import them into Scrivener in 
RTF format rather than .doc format. 
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Using Scrivener with Subversion

 Using Scrivener with 
Subversion 

Summary

As of Scrivener 1.1, single user content versioning "just works" with one checkbox, and 
collaborative editing works quite well if you are careful about binder edits. Simultaneous adding is 
not recommended.

Background

Subversion is a version control and collaboration system that can be used with Scrivener. This 
document is not an introduction to Subversion, and assumes a familiarity with that system. This 
document is intended for users who know what Subversion is and who want to use it with Scrivener. 
Scrivener fully supports content versioning for archiving with Subversion and largely supports 
collaboration (with a few significant "gotchas" detailed below).

Overview

A single user can get their Scrivener project ready for archival backup in a Subversion repository, 
just by checking the box in Scrivener preferences entitled "Enable Subversion/CVS-compatible 
saving" and saving. Make sure the project is closed, then update and commit to the repository as 
normal. The resulting backups are like snapshots, except they take up a small fraction of the space 
(only actual changes are saved, not full file sets) and are maintained separately from your primary 
document, which stays lean. You can keep as many Scrivener documents as you like together in one 
repository, or keep each in its own repository.

Subversion supports fine-grained reversions (picking out specific changes from specific documents). 
You may want to do this by checking out old versions and manually pasting changes back in.

ADVANCED: Using normal SVN reversion is perfectly possible, but it may raise conflicts between 
the state of the resource files and the state of the project files binder.scrivproj or BinderStrings.xml 
(essential files contained inside the .scriv file package) - for example, the text reverts but the binder 
title and metadata don't, or deleted documents are restored to the project folder but don't reappear 
in the binder column and so are effectively invisible, etc. For those comfortable with FileMerge etc., 
the advanced method works just fine if you treat thes files like any other piece of code.

Multi-editor and simultaneous collaboration works quite well, but you will have to merge changes if 
you and another editor simultaneously edit the same page at the same time - work is smoother 
when different editors stick to different parts of the project, as merging all happens automatically. 
Simultaneous adding of pages requires both manual file renaming and advanced XML editing to 
resolve and is not recommended.

If you want turn-taking collaboration with other editors, Scrivener again works seamlessly with 
Subversion - just run svn update before you edit and run svn commit after you are done, and 
everything should proceed as smoothly as in single user. In the case of overlapping collaboration, 
Scrivener is easy to use - in most cases. When one editor adds new text documents and another 
editor renames and edits an old document at the same time, these changes are picked up and 
merged intelligently on the next sync. When you see a couple dozen changes from each editor 
merge silently together, it is really gratifying.
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Three things to watch out for:

1. There may be occasionally conflicts in ui.xml which could just be force-reverted or resolved. ui.
xml is contained within the .scriv package and stores information about the various view settings 
(whether the binder or inspector is open, window size and suchlike). These conflicts may occur if 
different editors have different view settings (likely) upon closing the project. Note that you can 
change ui.xml just by opening Scrivener to browse a document (without actually editing it), so 
changes in it may crop up even when turn-taking. These conflicts will not cause any damage to the 
project, and in worst-case scenarios you can safely delete ui.xml from the project to reset all view 
settings without losing any actual project data.

2. The normal conflict situation in content versioning applies of two editors changing the same 
individual document - then you have to resolve changes (e.g. picking one over the other or using 
FileMerge). For people familiar with this already, but used to plain text documents, you may not 
know that FileMerge has an RTF mode... For people unfamiliar with source control or merging, you 
may wish to avoid this process unless you are feeling adventurous - it isn't as seamless a user 
experience as Word's "Merge Documents," although they are conceptually the same.

3. The more difficult failure case is when binder additions or reorderings are performed by multiple 
editors - something that Scrivener is just not designed for. If both editors simultaneously add a 5th 
document (called "Introduction" and "Conclusion" respectively), Scrivener will autoname both 
documents 5.rtfd, and merging will be quite difficult (as it requires both renaming one of the 
documents and manually editing Binder.xml before conflicts can be resolved). You can make easy 
rules for dealing with this situation: 1. Only one editor adds documents to the binder, the others 
may only modify them (no binder merge headaches), or 2. The second person to attempt adding 
has to revert to the latest copy and paste in their new documents.

Example Setup

Here is an example setup. It assumes you have already installed Subversion on your local machine 
and are somewhat familiar with it. This example was done using the SCPlugin (the Subversion 
Finder plugin) to make adds, commits, and updates, but Terminal commands are also provided 
below.

Make a test Subversion repository

1. Create a new Subversion repository:

$ svnadmin create ~/scrivrepo

2. Check out a blank working copy:

$ svn co file:///Users/me/scrivrepo ~/scrivtest

Make a test Scrivener project

3. Launch Scrivener.

4. Create a new project in the working copy directory ~/scrivtest.
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5. Ensure preferences are set up for Subversion-compatible saving.

6. Edit Untitled page into "Test" "This is a test".

7. Save and quit Scrivener.

Put project into repository

8. Add project to source control:

$ svn add ~/scrivtest/scrivtest.scriv

9. Commit project to repository:

$ svn commit ~/scrivtest/scrivtest.scriv
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Edit project and recommit

10. Open scrivtest.scriv in Scrivener and add page "Test 2" "This is another test".

11. Save and close Scrivener.

12. Commit changes to repository:

$ svn commit ~/scrivtest/scrivtest.scriv
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Try adding a second editor.

14. Check out latest working copy:

$ svn co file:///Users/me/scrivrepo ~/scrivtest2

15. Open ~/scrivtest2/scrivtest.scriv in Scrivener and add page "End" "This is the end".

16. Save and close Scrivener.

17. Commit second editor's changes to repository:

$ svn commit ~/scrivtest/scrivtest.scriv
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Switch back and forth between editors and try it

At this point you can try making simultaneous and overlapping changes of various kinds and testing 
what happens. Certain advanced features such as embedded links / footnotes / etc. may cause 
some issues, but the Subversion + Scrivener combination should prove very workable for most 
purposes. Keep these things in mind:

1.  Add your new RTFD files when you commit (checkboxes in SCPlugin).
2.  If you get stuck, just check out a fresh working copy.
3.  Simultaneous added pages to different working copies = you get to edit xml... don't do it!

DISCLAIMER

Thanks to Jeremy Douglass for very kindly contributing this page of the Help file. Please note 
that Jeremy is not affiliated with Literature & Latte in any way - he is just a helpful user - and 
that there is no official support for using Scrivener with Subversion. This document is provided 
for information only - if you blow up your Scrivener project because of using it with Subversion, 
don't blame us!
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Licence Agreement

 Licence 
Agreement 

PLEASE READ THIS LICENCE AGREEMENT CAREFULLY BEFORE USING THIS SOFTWARE. 
BY USING THIS SOFTWARE, YOU ARE AGREEING TO BE BOUND BY THE TERMS OF THIS 
LICENCE.

GENERAL

1. We (Literature & Latte) grant you one household licence to install and use Scrivener 
("the software"). If you do not agree to the following terms of this licence, please 
uninstall and remove all copies of the software from any computers on which you have 
installed it. The application and other components (sound and graphics) accompanying 
this licence, whether on disk, in read only memory or on any other media, and the 
related documentation, are licensed to you by Literature & Latte. You own the disk on 
which the software is recorded but Literature & Latte retain title to the software and 
related documentation.

2. You may install and use the software only on computers belonging to one household. A 
"household" is hereby defined as members of one family living in the same building, and 
excludes businesses and academic institutions, who are required to buy one licence per 
user. The named licencee may install the software on other computers outside the 
household only provided the software is not in use on more than one computer outside of 
the household at a time unless you purchase additional licences. You may make back-up 
copies of the software for archival purposes.

3. The software contains copyrighted material, trade secrets and other proprietary 
material and we retain all intellectual property rights in the software. In order to protect 
these rights, you may not decompile, reverse engineer, disassemble or otherwise reduce 
the software to a human-perceivable form. You may not separately publish, sell, market, 
distribute, lend, lease, rent, sublicense or create derivative works based upon the 
software in whole or in part. However, this licence is not to be construed as prohibiting or 
limiting any fair use sanctioned by copyright law, such as permitted library and classroom 
usage.

LIMITED WARRANTY

4. We warrant that the software will provide the features and functions generally 
described in the product specification on our website when you purchased it and in the 
product documentation.

5. We have taken all reasonable steps to keep the software free of bugs, viruses, 
spyware, "back door" entrances or any other harmful code. We will not track or collect 
any information about you, your data, or your use of the software except as you 
specifically authorise. The software will not download or install patches, upgrades or any 
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third party software without first obtaining your permission. We will not intentionally 
deprive you of your ability to use any features of the software or access to your data.

DISCLAIMER OF WARRANTY ON SOFTWARE

6. You expressly acknowledge and agree that use of the software is at your sole risk. The 
software and related documentation is provided "AS IS" and without warranty of any kind 
outside of the "Limited Warranty" stated above.

LIMITATIONS ON LIABILITY

7. UNDER NO CIRCUMSTANCES, INCLUDING NEGLIGENCE, SHALL LITERATURE & LATTE 
BE LIABLE FOR ANY INCIDENTAL, SPECIAL OR CONSEQUENTIAL DAMAGES THAT RESULT 
FROM THE USE OF, OR INABILITY TO USE, THE SOFTWARE OR RELATED 
DOCUMENTATION. Your exclusive remedy under the above limited warranty shall be, at 
our option, either a full refund of the purchase price or correction of the defective 
software. To the fullest extent permitted by applicable law, we disclaim all liability for 
indirect or consequential damages that arise under this licence agreement.

GENERAL PROVISIONS

8. If any part of this agreement is found to be invalid or unenforceable, the remaining 
terms will stay in effect. This agreement does not prejudice the statutory rights of any 
party dealing as a consumer.
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