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This file is the Archives of Andrology manuscript template. 

When you open the template you are likely to see a warning telling you that the document contains macros or customizations that can carry viruses that may be harmful to your system. This is a standard Microsoft warning that commonly appears when macros such as this template are used. If you choose to disable this you cannot use the template, but you can, however, use the Read me file.

This template is designed for authors to use in two ways:

1. As a “blank” file to type a new paper into.

2. As a coding and formatting system to use for an existing manuscript.

Use of this template will ensure proper formatting of your manuscript when it is copyedited and typeset.

What follows in this introduction is an explanation of the elements represented in the template and how to use them. Please note that it is impossible to account for every type of information an author might want to present. This template covers all of the basic elements of a manuscript, but not every possible element.  If you wish to present information that simply cannot be adapted to a style option given here, you are free to include it. It is best to note any such item to the journal editor in charge of your paper’s review, so that it may be passed on to the publisher.

The template provides access to the manuscript elements in two ways:

· A drop-down style box

· A “Taylored” toolbar

Use one or the other throughout, or switch between them. The choice is yours.

THE DROP-DOWN STYLE BOX: Note, you must be in “Normal” view in order to properly use this template. On the top of the toolbar, click “View” then click “Normal” before beginning your paper. To access the drop-down style box put the cursor on the down arrow on the far left box of the format tool bar. Click it. The box will drop down and display the available styles. To utilize any of the styles, move the cursor down to the appropriate style and click, the box will disappear, then start typing. The box at the far left of the toolbar, will remind you of what style you are in at all times. Repeat this step whenever you want to change styles. For example, you choose Heading 1 and type in the Head, enter a return. Then go back to the drop-down style box and choose Text to continue typing the text of the manuscript. Be sure to use returns before changing styles.

THE TAYLORED TOOLBAR: You will see that the standard toolbar has been customized for the preparation of your journal article. The toolbar buttons refer to the most commonly used elements. 


AT = Article Title


AB = Abstract


AU = Author’s Name


KW = Keywords


AAF = Author’s Affiliation

Ext = Extract


Txt = Text



NL = Numbered List


H1 = Heading 1



UL = Unnumbered List


H2 = Heading 2



BL = Bulleted List


H3 = Heading 3



Ref = References


H4 = Heading 4

To use the toolbar, move the cursor to the desired style element and click on it. The style name will be shown in the style box on the far left. Type in the appropriate information after choosing the style. Follow the same procedures as you would with the drop-down style box as you change from one style element to another.

If the Taylored Toolbar does not appear, go to the standard toolbar, click on “View,” “Toolbar,” and “Formatting.”

If you are creating a new document, instructions follow immediately, if you are working with an existing document, proceed to page 9. Please read this file thoroughly before using the template.

CREATING A NEW DOCUMENT

The First Page of the Template

To begin, the first page should contain the following elements only:

3. journal name

4. article title

5. author(s) name(s)

6. author(s) affiliation(s)

Highlight the line at the top of the first page “Submitted for Publication” and highlight PUBLICATION NAME and key in the name of the journal to which the manuscript is being submitted. If applicable, also add the section name.

Highlight “Article Title” and fill in the appropriate information. Continue to do so for Author and Author Affiliation. If there are multiple authors, please list separately with their affiliations as indicated on the first page. If you accidentally delete any one of the listed elements, select that items from the drop-down box. For example move the cursor to select ARTICLE TITLE. Or click on the AT icon on the toolbar. Key in the article title. For AUTHOR and AUTHOR AFFILIATION, make your selection for each from the style box or by clicking on AU and AAF, respectively, on the toolbar. Key in the corresponding information.

Highlight the line at the bottom of the first page “Address Correspondence” and enter the name and address of the person to whom any correspondence concerning the article, including questions and follow up from readers, should be sent. For example: William Goss, PCC Research Corporation, Baltimore, Maryland 02210. Or, Jane Stanicki, Department of Sociology, Carnegie-Mellon University, Pittsburgh, PA 14568. E-mail:jstanicki@cmu.edu (There are no periods at the end of e-mail addresses.)

The Second Page of the Template

Start the text of the manuscript at the top of the second page of the template.

If you are using an abstract or keywords, enter this information above the beginning text using the pull-down menu or toolbar to help you with the correct format. Abstracts should summarize the article in not more than 100 words.

Choose the drop-down style box and select TEXT and begin keying in the manuscript,

or, click the icon labeled TXT from the toolbar and begin keying in the manuscript.

When entering text on the template, put returns in only at the end of paragraphs (not at the end of each line of the paragraph).

Headings

Headings are listed as HEADING 1, HEADING 2, HEADING 3, and HEADING 4 in the drop down box and as H1, H2, H3 and H4, respectively, on the toolbar. Headings should be used with editorial consideration in mind.

The use of the different heading options is essential to producing an easy-to-read manuscript. The following use of the different headings is suggested by the publisher:

HEADING 1 – These are the “chapters” of your manuscript. “Analysis” or “Discussion” should always be put in this style. Any such heading should normally have some narrative before any lower heading is introduced. The heading, “Introduction” for the first paragraph of a paper is discouraged. Be sure to hit “Enter” after typing Heading 1 before returning to text or another element.

HEADING 2 – These should be phrases that highlight particular points of the main headings (Heading #1s). For example, if the Heading 1 were “U.S. Presidents,” Heading 2 might include “Abraham Lincoln” or “The Presidents of the 20th Century.” Typically there should be two or more Heading 2s used under each Heading 1. Be sure to hit “Enter” after typing Heading 2 before returning to text or another element.

HEADING 3 – These are supporting heads for the Heading 2s. They may not always be grouped as two or more. What is important is that they not be redundant or introduce information that doesn’t relate to the Heading 2s. A Heading 2 of “The Presidents of the 20th Century” should have Heading 3s under it of “The Cold War Presidents,” or “The Issue of Foreign Policy.” A Heading 3 of “Looking to the 21st Century” is not good; it should be a Heading 2. 

HEADING 4 – Heading 4s are discouraged unless the manuscript is large and presents a significant level of detail. These may be used either to further break down Heading 3 information or to introduce very brief information relating to a Heading 2. These Headings should not be used to do BOTH of these things however.  If, under the Heading 3 “The Cold War Presidents,” you’ve decided to use “John F. Kennedy” and “Richard Nixon” as Heading 4s, then you should NOT create a heading for the topic “The End of the Cold War.” However, if you were not giving each president their own Heading 4, you may want to draw the reader to the brief paragraph about “The End of the Cold War” with a Heading 4. 

To create a Heading 1, for example, select Heading 1 from the drop-down style box or click on H1 on the toolbar. Type the Head. Hit “Enter.” If you are returning to text, select Text from the drop-down style box or Txt from the toolbar and continue typing. If you are choosing another element, make your selection and continue typing. 

Lists

You may choose to draw the reader’s attention to specific information in the form of a list. The list uses few words and/or short sentences to make a point, highlight specifics, detail or put forth information in a brief way that will be expanded on at a later time. For example the list elements available on the template, presented as a BULLETED LIST are as follows:

· Numbered list

· Unnumbered list

· Bulleted list

An example of a NUMBERED LIST using short sentences is as follows:

7. A numbered list may include as many numbered items as you wish.

8. When you choose NUMBERED LIST from the drop-down style box or from the toolbar icon labeled NL the listed copy will automatically be placed in the correct format.

9. There is no need to key in the numbers as they will appear in sequence when the enter key (return) is pressed.

10. The alignment of numerals and text will automatically be done. 

Click on TEXT from the drop down box or TXT on the toolbar when your list is complete.

Please note, although the next number will appear when your list is ended, it will be deleted when you click on TEXT or another element.

For the UNNUMBERED LIST select it from the drop-down box or click UL from the toolbar. Key in the list and select TEXT or TXT when the list is completed.

Extracts

If your are using case history, dialogue, poetry, or the like, click on EXTRACT in the drop-down box or on EXT on the toolbar and enter the text. When complete, select TEXT or TXT to exit that format and return to manuscript text.

Tables and Figures

Due to the variance inherent in these elements, there is no format in the template for tables and figures.

Should you wish to use either of these, place them at the end of your file or in a separate file. When used, there must be an indication in the text where the TABLE or FIGURE should be placed. The insertion should be on a separate line. To indicate placement of FIGURES and/or TABLES, go to “Insert” at the top of the standard toolbar, go down to AutoText, go to Normal. At Normal the drop-down box will list

 <Insert Figure # here> and <Insert Table # here>.

 Make the appropriate choice and click on it. The line will appear, highlight the # and type in the appropriate number. Hit “Enter” for a return and continue.

Table and Figure Legends. To enter legends for tables or figures, go to the style drop-down box and select LEGEND and key in the appropriate text. Please note, tables and figures are to be placed at the end of the file or in a separate file. Legends should be included in sequential order, with the table titles on a separate page from the figure legends.

Equations

This template is limited in its ability to work with equations. If you need to work with them, please

follow these suggestions. If you need to insert equations into the text of your manuscript, it is suggested that you use Microsoft Equation Editor 3.0. Simply click “Insert” on the taskbar, then next click on “Object.” You will be given an options window; scroll down until you reach “Equation Editor” and double click on it.

Build the equation from selecting symbols from the toolbar and typing variables and numbers. Equation Editor allows you to use over 150 mathematical symbols and a variety of templates to help with fractions, integrals, summations, etc.

If Microsoft Equation Editor is not installed (is not an option under “Object”) you may rerun the Setup program, or reinstall Office. Be sure, when you select the options to install, you have selected Equation Editor.

If you do not wish to insert equations this way, or have created them using another application (such as TeX), you may use commands similar to placing figures and tables, to indicate placement of EQUATIONS. Go to “Insert” at the top of the standard toolbar go down to AutoText, go to Normal. At Normal the drop-down box will list 

<Insert Equation # here >. 

Click on it. The line will appear, highlight the # and type in the appropriate number. Hit “Enter” for a return and continue. The insertion should be on a separate line. You must then provide clean, fully labeled hardcopies of the equations.

Footnotes and Endnotes

All notes should start on a separate page at the end of the article. Click on ENDNOTES from the

drop-down box for this material to appear in the appropriate format. Notes will appear as footnotes or end notes when printed in the journal, according to the journal’s style.

References

References should be set using the “reference” option from the drop-down box or Ref on the toolbar. References to cited literature should be identified in the text in square brackets and grouped at the end paper in numerical order of appearance.  Each reference should be cited in the text.  References should be styled and punctuated according to the following examples: [1]; book; [2] theses; [3] report; [4] proceedings; [5] edited book; and [6] journal article.

1.  Kao F (1973): An Introduction to Respiratory Physiology. New York: Elsevier North Holland, pp 50–61.

2.  Getachew D (1994): Non-Newtoniam Convection in a Porous Matrix: Constitutive Equations and an Application. Ph.D. thesis, University of Illinois: Chicago.

3. Welch JE, Harlow FH, Shannon JP, Daly BJ (1966): The MAC Method, Los Alamos Scientific Lab. Rept. LA-3425: Los Alamos, NM.

4. Hartnett JP (1994):  Single Phase Channel Flow Forced Convection Heat Transfer,  Heat Transfer 1994: Proc. 10th Int. Heat Transfer Conf. Brighton, UK, 1: 247–258, Taylor & Francis: Washington, DC.

5. Pepper DW, Baker AJ (1988): Finite differences versus finite elements. In: Handbook of Numerical Heat Transfer, Minkowycz W, Sparrow EM, Schneider GE, Plethcher RH (Eds.), New York: Wiley, pp. 125–133.

6.  Mei-Tal V, Meyerwitz S, Engel GL (1970): the role of psychological process in a somatic disorder: multiple scelerosis. Psychom Med 32:67–89.

Saving the File

To save the file go to “File,” click “Save As.” The box that appears calls for the appropriate information to be filled in for “File Name” and “Save as Type.” Enter the file name and, from the drop-down box in “Save as Type,” choose to save the manuscript as a Word document, not as a template. When saved as a document, the extension will read .doc. When the file is selected as a Word document, the extension will automatically be applied.

USING THE TEMPLATE WITH AN EXISTING DOCUMENT

Before beginning, make sure you are in “Normal” view. At the top of the toolbar, click “View” then “Normal.” This will ensure that you are able to properly use the template. 

If you are working with an existing document as opposed to typing in a new manuscript on the template, you will need to enter the first page information as follows:

The First Page of the Template

To begin, the first page should contain the following elements only:

1. journal name

2. article title

3. author(s) name(s)

4. author(s) affiliation

Highlight the line at the top of the first page “Submitted for Publication” and highlight PUBLICATION NAME and key in the name of the journal to which the manuscript is being submitted. If applicable, also add the section name.

Highlight “Article Title” and fill in the appropriate information. Continue to do so for Author and Author Affiliation. If there are multiple authors, please list separately with their affiliations as indicated on the first page. If you accidentally delete any one of the listed elements, select that items from the drop-down box. For example move the cursor to select ARTICLE TITLE. Or click on the AT icon on the toolbar. Key in the article title. For AUTHOR and AUTHOR AFFILIATION, make your selection for each from the style box or by clicking on AU and AAF, respectively, on the toolbar. Key in the corresponding information.

Highlight the line at the bottom of the first page “Address Correspondence” and enter the name and address of the person to whom any correspondence concerning the article, including questions and follow up from readers, should be sent. For example: William Goss, PCC Research Corporation, Baltimore, Maryland 02210. Or, Jane Stanicki, Department of Sociology, Carnegie-Mellon University, Pittsburgh, PA 14568. E-mail:jstanicki@cmu.edu (There are no periods at the end of e-mail addresses.)

The Second Page of the Template

Insert your manuscript at the top of the second page of the template. 

To place your manuscript in the template, open your file. Go to “Edit” on the toolbar. Select “Select All” (your whole article will be highlighted), go to “Edit” hit “Copy.” Minimize your article file. You should still be at the top of page 2 of the template file. Go to “Edit” and hit “Paste.” Your article will be inserted into the template.

Style elements are contained in the drop-down style box. The style box is accessed by clicking the arrow in the box located at the far left of the toolbar. The toolbar also contains the style elements represented as icons. Refer to page 1 for detailed explanations of the drop-down style box and taylored toolbar.

Abstract/Keywords

If you are using an ABSTRACT or KEYWORDS, enter this information above the beginning text, or, if already there, highlight the words and click on Abs or Kw as appropriate.

Highlight the text and select TEXT from the drop down style box, or click on TXT from the toolbar. 

Headings

Headings are listed as HEADING 1, HEADING 2, HEADING 3, and HEADING 4 in the drop down box and as H1, H2, H3 and H4, respectively, on the toolbar. Headings should be used with editorial consideration in mind.

The use of the different heading options is essential to producing an easy-to-read manuscript. The following use of the different headings is suggested by the publisher:

HEADING 1 – These are the “chapters” of your manuscript. “Analysis” or “Discussion” should always be put in this style. Any such heading should normally have some narrative before any lower heading is introduced. The heading, “Introduction” for the first paragraph of a paper is discouraged. Be sure to hit “Enter” after typing Heading 1 before returning to text or another element.

HEADING 2 – These should be phrases that highlight particular points of the main headings (Heading #1s). For example, if the Heading 1 were “U.S. Presidents,” Heading 2 might include “Abraham Lincoln” or “The Presidents of the 20th Century.” Typically there should be two or more Heading 2s used under each Heading 1.Be sure to hit “Enter” after typing Heading 2 before returning to text or another element.

HEADING 3 – These are supporting heads for the Heading 2s. They may not always be grouped as two or more. What is important is that they not be redundant or introduce information that doesn’t relate to the Heading 2s. A Heading 2 of “The Presidents of the 20th Century” should have Heading 3s under it of “The Cold War Presidents,” or “The Issue of Foreign Policy.” A Heading 3 of “Looking to the 21st Century” is not good; it should be a Heading 2. Heading 3 is not a stand-alone head. The text will continue on the same line after that head is used. Do not hit “Enter” after typing Heading 3, click on Text to continue with text 

HEADING 4 – Heading 4s are discouraged unless the manuscript is large and presents a significant level of detail. These may be used either to further break down Heading 3 information or to introduce very brief information relating to a Heading 2. These Headings should not be used to do BOTH of these things however.  If, under the Heading 3 “The Cold War Presidents,” you’ve decided to use “John F. Kennedy” and “Richard Nixon” as Heading 4s, then you should NOT create a heading for the topic “The End of the Cold War.” However, if you were not giving each president their own Heading 4, you may want to draw the reader to the brief paragraph about “The End of the Cold War” with a Heading 4. The text will continue on the same line after that head is used. Do not hit “Enter” after typing Heading 4, click on Text to continue with text

To create a Heading 1, for example, select Heading 1 from the drop-down style box or click on H1 on the toolbar. Type the Head. Hit “Enter.” If you are returning to text, select Text from the drop-down style box or Txt from the toolbar and continue typing. If you are choosing another element, make your selection and continue typing. 

If you already have Heading 1 in your article, highlight it and click on the H1 button on the toolbar or select Heading 1 from the drop-down style box .

Scroll down the text, highlighting and selecting the various elements you wish to apply.

If you are adding an element that was not previously in the text, place the cursor at the beginning of where the new element is to go, and click on that element. For example, if you are adding a BULLETED LIST place the cursor at the point in the copy where you want the bulleted list to be. Select BULLETED LIST from the drop down box or the BL icon from the toolbar and key in the information. If you had previously expressed the information in TEXT and now wish to present it as a BULLETED LIST, delete the TEXT copy and use the BULLETED LIST element.

Tables and Figures

If you previously have placed tables and/or figures in the document, please move these to the end of the document or place them on a separate file. It must, however, be indicated where in the article the table, for example, is to be placed. To indicate placement of Figures and/or Tables, on separate line go to “Insert” at the top of the standard toolbar go down to AutoText, go to Normal. At Normal the drop-down box will list 

<Insert Figure # here> and <Insert Table # here>.

 Make the appropriate choice and click on it. The line will appear, highlight the # and type in the appropriate number. Hit “Enter” for a return and continue.

For Table and Figure Legends, select LEGENDS from the drop-down style box and enter the appropriate information. Legends should be included in sequential order, with the Table titles on a separate page from the Figure legends.

Equations

This template is limited in its ability to work with equations. If you need to work with them, please

follow these suggestions. If you need to insert equations into the text of your manuscript, it is suggested that you use Microsoft Equation Editor 3.0. Simply click “Insert” on the taskbar, then next click on “Object.” You will be given an options window; scroll down until you reach “Equation Editor” and double click on it.

Build the equation from selecting symbols from the toolbar and typing variables and numbers. Equation Editor allows you to use over 150 mathematical symbols and a variety of templates to help with fractions, integrals, summations, etc.

If Microsoft Equation Editor is not installed (is not an option under “Object”) you may rerun the Setup program, or reinstall Office. Be sure, when you select the options to install, you have selected Equation Editor.

If you do not wish to insert equations this way, or have created them using another application (such as TeX), you may use commands similar to placing figures and tables, to indicate placement of Equations, on separate line go to “Insert” at the top of the standard toolbar go down to AutoText, go to Normal. At Normal the drop-down box will list 

<Insert Equation # here >. 

Make the appropriate choice and click on it. The line will appear, highlight the # and type in the appropriate number. Hit “Enter” for a return and continue. You must then provide clean, fully labeled hardcopies of the equations.

Footnotes and Endnotes

All notes should start on a separate page at the end of the article. Click on NOTES from the

Drop-down box for this material to appear in the appropriate format. Notes will appear as footnotes or end notes when printed in the journal, according to the journal’s style.

References

Please refer to the previously stated instructions and examples to prepare your manuscript to conform to the publisher’s style.

Saving the File

To save the file go to “File,” click “Save As.” The box that appears calls for the appropriate information to be filled in for “File Name” and “Save as Type.” Enter the file name and, from the drop-down box in “Save as Type,” choose to save the manuscript as a Word document, not as a template. When saved as a document, the extension will read .doc. When the file is selected as a Word document, the extension will automatically be applied.
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