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Subtitle
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Copyright © Year Your Name
ISBN

Dedication

Epigraph
— Source
Prologue
Prologue, Foreword, Preface, Epilogue, Afterword, Acknowledgments and About the Author are headings Kernsetzer knows by name, and it does not count them as chapters.
Title of the Chapter
Every chapter starts with a heading in the Heading 1 style. Write only its title; Kernsetzer numbers the chapters itself. If you would rather number them yourself, put the number in the heading: “Chapter 3” or “Chapter 3: The Crossing”.
The text is in the Normal style.
For italics, use the Emphasis character style or simply Ctrl+I. Bold works the same way (Strong), and small capitals have a style of their own, Small Caps.
* * *
The line above is a scene break: three asterisks in the Scene Break style. Kernsetzer puts the scene break of your design in its place. A line of other symbols, such as # or ~ ~ ~, works too.
A letter, a sign or a long quotation goes in the Quote style. Kernsetzer indents it and sets it off from the text.
Poems and song lyrics go in the Verse style, one stanza per paragraph. Shift+Enter starts a new line in the stanza, Enter the next stanza:
This stanza is one paragraph,
Shift+Enter made this line,
and Enter makes the next stanza.
The second stanza
is the next paragraph.
Footnotes are Word’s own (References › Insert Footnote).[footnoteRef:1] Kernsetzer takes them over as they are. [1:  This is a footnote.] 

A Sub-heading
Heading 2 is for sub-headings inside a chapter.
Title of the Chapter
Epigraph: paragraphs in the Epigraph style right under a chapter heading are that chapter’s epigraph, and a line starting with a dash is its source.
— Source
If your book has parts, give each part a Heading 1 (“Part One” or “Part One: The Title”), and move the chapters down to Heading 2 and the sub-headings to Heading 3.
A picture goes on a line of its own, and its caption right under it in the Caption style.
Kernsetzer makes the table of contents from the headings.
Acknowledgments
What comes after the last chapter, such as the acknowledgments, has a Heading 1 too.
About the Author
Kernsetzer reads this heading by its name, like Acknowledgments.
