INSTRUCTIONS FOR USING THE FOLLOWING TEMPLATE:  
1. Download template and save under a new name, for ease of use consider having another copy of the template in easy reach as an instructional guide as you format your work with the other.
2. Read the entire template carefully in order to be aware of all formatting rules (font sizes, margins etc.)  Note: there are areas of papers that will change from original submission to final formatting (such as headers—original submission should NOT have authors listed on even pages, while they will be listed there in accepted submissions).

3. The first part of the first page of the actual template will not be used in the initial submission as Manuscript central will ask for abstract, authors, and keywords separately from the body of the paper.
4. When copying your work to the template, it is suggested that you copy the entire body of your paper (not the abstract, keywords, references, tables or pictures) to the template (in the section under the section titled Body of the Submission) and then use the “paste-special” function selecting “unformatted text” as the type to paste in.  To do this: a) hit the Alt button and the ‘e’ button; b) hit the ‘s’ button; c) select “unformatted text” from the list; d) Hit ‘enter’ on your keyboard or click on the “Ok” button.  The reason for this is so that the majority of your paper will be pasted in under the correct format (body of the paper).
5. Manually format the section headers, sub section headers, and sub-sub-section headers by either manually changing font size, bolding, or by selecting the text and following steps 6 or 7.  This will be fairly straightforward, as all information on formatting for headings is in the template.  Then insert tables and pictures as recommended in this template.
6. For Word 2007 users: To use the pre-formatted styles mentioned throughout the template, highlight the text you wish to change the style on, and click on the expansion-box under the styles section in the home tab (circled in red below) and then click on the appropriate style:

7. For Word 2003 (and earlier versions): To use the pre-formatted styles mentioned throughout the template, go to the formatting menu and click on the sytles and formatting option, this will bring up the different styles available.  Proceed as above.
8. Once you have copied over and formatted your manuscript, please go through it once to be sure that all areas are formatted appropriately.  You are now ready to submit your manuscript to the Manuscript Central system.
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