Step 2. Create a template

You can create a template from an existing document or template that contains some or all of the
page, paragraph, character, and other styles you want for this document, or you can create the
template from a blank document. For more about templates, see Chapter 10, Working with
Templates. Be sure to use File > Save As Template when creating the template.

OTip

You can also create master document templates; see page 363.

Step 3. Create the master document

It does not matter in what order you create the master and subdocuments, and you do not have
to create all the subdocuments at the same time, when you are starting the project. You can add
new subdocuments at any time, as you need them.

Follow this process to create the master document:

1) Open a new document from the template you created in Step 2, by choosing File > New
> Templates, then selecting the template you created. Be sure the first page of this new
document is set to the page style you want for the first page of the final document; if it is
not, change it. In our example, the style for the first page is Title page.

2) If any text or page breaks came into this document from the template, delete the text.
(The TOC, index, and any fields in headers and footers can stay.)

3) Click File > Send > Create Master Document. Save the master document in the folder
for this project. We will return to this master document later. For now, you can either leave
it open or close it.

Note

Using File > New > Master Document will create a master document file (.odm)
associated with the default template. If your document is, or will be, based on a
custom template, use the method described above.

OTip

You can also create a master document directly from a master document template;
see page 363.

Step 4. Create subdocuments

A subdocument is no different from any other text document. It becomes a subdocument only
when it is linked into a master document and opened from within the master document. It can still
be used as a stand-alone document. Some settings in the master document will override the
settings in a subdocument, but only when the document is being viewed, manipulated, or printed
through the master document.

Create a subdocument in the same way as you create any ordinary document:

1) Open a blank document based on the project template (very important) by choosing File
> New > Templates, then selecting the required template.

2) Delete any unwanted text or other material that was brought in from the template, and set
the first page to the page style you specified for the first page of a chapter.

3) Click File > Save As. Give the document a suitable name and save it in the folder for this
project.
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