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GUIDELINES FOR MANUSCRIPT PREPARATION


USING WORD TEMPLATES





INTRODUCTION


In response to many requests for Word template files we have developed a package to help authors create their manuscript in a particular style using Word 6.0. This can be used for Camera Ready Copy (CRC) submissions and for those that require further processing by a typesetter.





COMPONENTS OF PACKAGE


The package consists of:





Template file WORDTMP6.DOC


Sample pages


Print specification


File naming requirements





INSTRUCTIONS FOR USE


To set up the system to create a manuscript


Load the template file off the disk onto your hard drive





To create a file using the template:





Open a file


Attach the template file TTC01.DOT (this file should be situated on the PC in the \winword\template directory) from the style gallery option to the data file


Tag each type of information e.g. chapter number, chapter title, headings, by referring to the print specification sheet (make sure the paper size is A4 and the margins match the template)


or call up the template file, select Save As option, save as Word document and give it a name and then overwrite the text with the new data, this option will be easier when the style file contains drawn rules.





FILE NAMING


It would be extremely helpful if the files are named following our file naming convention (see filenaming requirements for full details). Restrict the name to 8 characters plus the 3 character extension .doc. Chapter file names are built up of:





Position 1–2—First 2 characters of author’s surname


Position 3–4—Chapter Number, from 01 to 99


Position 5—t for a table


                     f for a figure


                     s for a scheme


Position 6–7—Table/Figure Number, from 01 to 99


Position 8—Second Figure identifier, from a to z





For example:


Author: Tony Parke


Book: Data Abstraction


Chapter: 1


Would be: PDA01.doc








GRAPHICS


Graphics should be created in either CorelDraw or Illustrator if possible and should be drawn same size.





Although you may include the graphics files in the Word document you must also supply the source file for each graphic. In addition you should save each source file as an .EPS (Encapsulated PostScript) file and supply this as well.





The guidelines you should try to adhere to are:





Always state which software package has been used and the version. If possible use llustrator 5.5 on MacIntosh or the latest CorelDraw on IBM PC.


Supply hard copy for each figure with file name written on it.


Supply original (source) file as well as .eps file, if different. State if saved in another format.


Use Helvetica typeface and avoid using any characters from any other typefaces.


Type to be 8pt at final size.


Linework to be no thinner than 1pt at final size.


Tints to be avoided as much as possible. If they have to be used do not go lighter than 20% or darker than 70%. Always make them as different as possible.


Do not use textures as they appear in a different form on different systems and will not rotate if required to.





MANUSCRIPT SUBMISSION


When submitting your completed manuscript please supply:





complete print out


all Word files and graphics source and .EPS files on disk





TECHNICAL SUPPORT


If you have any queries about the template 


file please feel free to contact:





Tony Parke, Production Technology Department


Tel: 01243 770313 (direct line)


Fax: 01243 770379


e-mail: parke@wiley.co.uk
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