Yoobee house style/rules

Paragraphs

Definition

All paragraphs need definition. The most common choice are to use First line indenting or
Paragraph spacing. (never use both in the same paragraph)

Use paragraph definitions consistently. Don't chop and change unnecessarily.

First line indenting

Applied using paragraph setting, never use Spaces or Tabs to create the indent.

Applied to the every paragraph after the first paragraph following a heading.

FIRST PARAGRAPHS
First parapraphs are fundamental to the

ry and sets the stage by introd®gge tha
character(s) and giving informatiod™0 mﬁce
8 to continue reading,

Three storles that have strong first para-
graphs that draw us in and help us understand
the character and story are: “A Sick Call” by
Maorley Callaghan, "A Bird In The House™ by
Margaret Laurence, and "One Evening”™ by
David Helwig.

In the first paragraph of "A Sick Call” we
are introduced to Father Macdowell, a “huge,
old priest” who “was a bit deaf in one ear”. We
are also told that “nothing seemed to shock or
exclte him, or make him really angry”™. Thus,
it appears that something later on in the story
may test Father Macdowell’s fortitude and we
are drawn to read on. When we do, we discover
whiy his size and deafness are important.

Paragraph spacing

FIRST FARAGRAPHS

First paragraphs are fundamental to the stor
and need to “hool™ the reader in. If s
paragraph doesn’t prab you, then w
yoir read further? The first paragraph
yoil are introduced to the tone of the st
sets the stape by introducing the main 3
ter(s) and giving information to entice us T
continie reading.

Three stories that have strong first para-
graphs that draw us in and help us understand
the character and story are: “A Sick Call” by
Morley Callaghan, “A Bird In The House™ by
Margaret Laurence, and “One Evening”™ by
David Helwig.

In the first paragraph of "A Sick Call” we
are introduced to Father Macdowell, a “huge,
old priest” who “was a bit deaf in one ear” We
are also told that “nothing seemed to shock or
exclte him, or make him really angry”. Thus,
it appears that something later on in the story
may test Father Macdowell’s fortitude and we
are drawn to read on. When we do, we discover
why his size and deafness are important.

Can be applied to all paragraphs (including headings), as either space after (applied after each
paragraph) or space before (applied before each paragraph). Before and After values are added
together when they meet. so a heading with 3mm space after meeting a paragraph with 3mm
space before, will have a 6mm space between them.
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Never use a double return to create space, and spacing should never look like a double return.

Avoid floating headings. Heading that appear closer to the text above them than the text they are

for.
FIRST PARAGRAPHS FIRST PARAGRAPHS FIRST PARAGRAPHS
First paragraphs are fundamental to the story ~ First paragraphs are fundamental to the story
First paragraphs are fundamental to the story paragraphs ¥ and need 1o “hoole” the reader _

and need to “hook™ the reader in. If the first
paragraph doesn’t grab you, then yhoew
you read further? The first parg :
you are introduced to the tong
sets the stape by introducing
ter(s) and piving informa
continue reading,

THIS IS A FLOATING HEADING

Three storles that have strong first paragraphs
that draw us in and help us understand the
character and story are: “A Sick Call® by
Morley Callaghan, “A Bird In The House™ by
Margaret Laurence, and “One Evening”™ by
David Helwig.

In the first paragraph of A Sick Call™ we are
introduced to Father Macdowell, a “huge, old
priest” who “was a bit deaf in one ear” We are
also told that “nothing seemned to shock or ex-
clte him, or make him really angry” Thus, it
appears that something later on in the story
may test Father Macdowell’s fortitude and we
are drawn to read on. When we do, we discover
whiy his size and deafness are important.

and need to “hook™ the reader in. If the first
paragraph doesn’t grab you, then why would
you read further? The first paragraph is where
you are Introduced to the tone of the story and
sets the stape by Introdudng the main charac-
ter(s) and glving information to entice us to
continue reading.

THIS HEADING IS BETTER

The space between each of these paragraphs 15
too bilg. It appears to be the same width as a

double return.

In the first paragraph of “A Sick
Introduced to Father Macdow;
priest” who “was a bit deaf in

appears that something later o1 ory
may test Father Macdowell’s fortitude a.m:l we
are drawn to read on. When we do, we discover
why his size and deafness are important.

paragraph doesn’t grab you, th

ter(s) and giving information td
continue reading,

FIRST PARAGRAPHS

Three storles that have strong first paragraphs
that draw us In and help us understand the
character and story are: "4 Sick Call” by
Morley Callaghan, "4 Bird In The House™ by
Margaret Laurence, and “One Evening” by
Diavid Hebwig.

In the first paragraph of “A Sick Call” we are
introduced to Father Macdowell, a “huge, old
priest” who “was a bit deaf in one ear”. We are
also told that “nothing seemed to shodk or ex-
cite him, or make him really angry”. Thus, it
appears that something later on in the story
may test Father Macdowell's fortitude and we
are drawn to read on. When we do, we discover
why his size and deafness are important.

Hyphenation

Left/right aligned text

Use sparingly. Automatic hyphenation should be turned off for all left or right align text.

If necessary discretionary hyphens can be used. Never use a typed hyphen except unless for
hyphenated words or names.

Insert Special Character > Symbols >
Insert White Space > Markers >
Insert Break Character > Hyphens and Dashes > Em Dash

En Dash

>
> Discretionary Hyphen {+3-

Nonbreaking Hyphen  “C3-

Quotation Marks
Other

Fill with Placeholder Text

Show Hidden Characters w4

Justified text

Less is better. Automatic hyphenation can be helpful as long as it is set correctly.
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AMERICAN ELK

One of the animals that I h
chosen for the first paragrap
is the American Elk. I will talk

about this animal and the eaf-)

ing habits of the animal. This
animal is a secondary cons
er so that mean that it eats p

ducers. The elk eats varieties of

greens, dried grass, forbs, sand
and bark. It eats grasses such as
native bluegrasses, rough fescue,
Idaho fescue, prairie junegrass,
needlegrasses, bluebunch and

the primary foods in the sunf-)

mer and spring are slender and
thickspike wheatgrasses along
with sedges and early forbs. In
the summer more forbs and
woody browse are consumed
by the elk and more dry grasses
and browse are consumed ina

tumn. They do eat a lot but they
do prefer grass. Although in the
winter the American Elk eats
woody vegetation and shrubs
like serviceberry, willow, buds
of red osier dogwood, antelope

No more than 4 hyphen in a paragraph.
Never have 2 consecutive hyphens.
Never onto the list line of a paragraph.
Never hyphenate across columns.

Never hyphenate headings, or capitalised names.

oots, western juniper and
ush. This animals really
advantage of everything
they find. However it seems that
they eat a mixture of grasses,
forbs and shrubs in the winter
to make sure that they get the
roper intake of nitrogen.

DOULBE CRESTED G

MORANT

The next animal that T will talk
about is the Double Crested
Cormorant. This animal is an
bird but it is tertiary consum-
er. So that means that it will eat
only other animals. Mostly the
bird eats fish like: Walleye, Chi-
nook Salmon, Coho Salmon,
Lake Trout, Alewife, Gizzard
Shad, Yellow Perch, Sculpins,
Stickleback and many other fish
that live near the surface of Lake
Ontario and other bodies of wa-
ter near the area. They eat the
fish that are small (six inches).
In a normal day the bird would
get their food in shallow water
(25 ft) within a few kilometres

bitterbrush, snowberry, mﬁ'@wa_"

tain mahogany, winterfat,

The first paragraph
contains too many
hyphens.

Line 6-7 has two
cosecutive hyphens.

The last line of the first
column is hyphenate in to
the next column.

The second heading is
hyphenated.

(Most of the issues highlited
are caused by poor selection
of type size, column width
and hypenation settings.)
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AMERICAN ELK

One of the animals that I have chosen for the first paragraph is the

American Elk. I will talk about this animal and the eating habits of

the animal. This animal is a secondary consumer so that mean that

it eats producers. The elk eats varieties of greens, dried grass, forbs,

Hyphenation Settings ‘es such as native bluegrasses, rough
junegrass, needlegrasses, bluebunch
Hyphenate e siunmer and spring are slender and
words with at Least: . [EJR teteers p— with sedges and early forbs. In the
After First: = | 2 letters \ Yo dy browse are consumed by the elk

: owse are consumed in autumn. They
er grass. Although in the winter the
Hyphen Limit: | .. 1 hyphens getation and shrubs like serviceberry,
Hyphenation Zone: | ood, antelope bitterbrush, snowber-
iterfat, aspen shoots, western juniper
5 really take advantage of everything
[_] Hyphenate Capitalised Words [ Hyphenate Last Ward at the}r eat a mixture of grasses, forbs
] Hyphenate Across Column make sure that they get the proper

Before Last: | _ |2 letters Preview

Better Spacing (@) Fewer Hyphens

tIMORANT

talk about is the Double Crested
bird but it is tertiary consumer. So that
Mher animals. Mostly the bird eats fish
like: Walleye, Chinook Salmon, Coho Salmon, Lake Trout, Alewife,
Gizzard Shad, Yellow Perch, Sculpins, Stickleback and many other
fish that live near the surface of Lake Ontario and other bodies of
water near the area. They eat the fish that are small (six inches). In
Setting hyphen limit to 1, a normal day the bird would get their food in shallow water (25 ft)
and unitick the boxes) within a few kilometres awa...

(Setting a more appropriate
column width.

Words With At Least _ Letters Specify the minimum number of characters for hyphenated
words.

After First _ Letters / Before Last _ Letters Specify the minimum number of characters at the
beginning or end of a word that can be broken by a hyphen. For example, by specifying 3 for these
values, aromatic would be hyphenated as aro- matic instead of ar- omatic or aromat- ic.

Hyphen Limit _ Hyphens Specify the maximum number of hyphens that can appear on
consecutive lines. Zero means unlimited hyphens.

Hyphenation Zone Specify the amount of white space allowed at the end of a line of unjustified
text before hyphenation begins. This option applies only when you’re using the Single-line
Composer with nonjustified text.

Better Spacing / Fewer Hyphens To alter the balance between these settings, adjust the slider
at the bottom of the dialog box.

Hyphenate Capitalised Words To prevent capitalised words from being hyphenated, deselect
this option.
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Hyphenate Last Word To prevent last words in paragraphs from being hyphenated, deselect this
option.

Hyphenate Across Column To prevent words from being hyphenated across a column, frame, or
page, deselect this option.

Rivers
Orphans and widows
Line Length

Dashes
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