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1. Introduction

This template file is designed to assist authors in preparing their manuscripts for the VIII International Workshop on Non-Crystalline Solids conference.  It is an approximation to the layout, including paper size, margins, etc., of papers as published in the conference Proceedings.  As such, if used appropriately, it should assist authors in checking their page lengths when preparing submissions.
2. Using the Template

2.1 Click-and-Type sections

You will note several areas of this document which appear in grey-out, such as the line where the title would go.  Click the mouse in these areas and enter the requested information, e.g. the title of the paper, author list, author insitutions, abstract, etc.

Note that each of these areas has a defined MS-Word “style.”  To verify that the text is in the correct style after it is entered or pasted, select the text and reapply the style, e.g. “abstract” for the abstract text.

2.2 Document Body

When entering text into the body of your document, please delete the Introduction and Using the Template portions of this template file.  Enter or paste your own text here.  Again, note that you may need to reapply the styles to have the text appear correctly.  The paragraphs are in “normal” style, and we have defined styles “Heading 1” and “Heading 2” to be used for section and subsection heading, respectively.

Please note, when entering a subsection heading between paragraphs (e.g. the subsection heading is not immediately following a section heading), please enter a single carraige return between the subsection heading and the preceeding paragraph.  This requirement is due to the way in which MS-Word handles the section and subsection headings.  We apologize for the inconvenience

3. Equations

For entering equations, we recommend using the MS-Word Equation Editor.  Insert the equations in-line with the text, and add an equation reference number to the end of the line.  You may then right-justify the line to have the equation number appear in the traditional equation.  As an example, consider Equation 1,
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Note that there is a style, Equation, which can be applied to the equation to automatically right-justify the line and set the following line to normal text.  If you prefer not to use the Microsoft equation editor, you can also paste in equations as images from other programs, ensure that they are inline with the text (see above), and then format them with the Equation style also.

4. Images and Figures

[image: image1.wmf]2

2

w

w

2

a

1

g

+

=

l

l

For whatever reason, figures and images appear always to cause difficulties.  MS-Word has a tendency to further complicate these matters.

In MS-Word, a figure may be placed either inline with text, or floated over the text.  The difference in effect is that when a figure is placed in-line with text, it in principle is treated as a (very large) single character.  Thus, the usual paragraph formatting capabilies, such as centering, may be used, and the figure will always appear at a defined point in the text.  It also makes adding figure captions considerably easier.  For instance, the Figure below was inserted and then resized to be 3” wide.
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Fig. 1.  Example of a picture inserted inline, with caption following.

When floated over the text, MS-Word has a tendency to move figures around as the text is altered.  In general, the text is set to flow around the figure, which may alter the relationship between the figure and the text in an undesired fashion.  Also, you may need to enter the caption for a floating figure as a text box, placed below the figure.

4.1 Inserting a Figure or Picture into a Column

The column width in this template is 3 inches (7.6 cm).  If you size your figures to this width, they can be inserted into the document inline with the text.  To change whether an image appears as inline or floating over the text, do the following:

1. insert your picture into the paper template

2. left-click on the image

3. at the menu bar at the top of the screen, select Format/Picture or Format/Object

4. click the Layout tab.  Here you can select whether the picture appears in-line with text, or whether it is to float over the text.

5. click the Size tab.  Here you can resize the picture to the appropriate width.  Note that you can have MS-Word keep the picture’s aspect ratio constant as you resize.

Once the picture has been placed in-line with the text, to properly space it and add a caption, do the following:

1. enter the caption, including the figure number, below the picture

2. select the picture, and apply the Picture style

3. select the caption and apply the Caption style.

If, when applying the Picture style, the preceeding paragraph also changes (e.g. becomes centered), enter a carraige return between the last line of that paragrap and the picture.  Then reapply the Normal style to the paragraph, and the Picture style to the picture.  In this case, MS-Word thought that the picture was part of the paragraph; by entering the carraige return, you are forcing MS-Word to treat the picture as a separate paragraph.

4.2 Other Image Considerations

Keep in mind that figures and pictures are present in order to allow others to understand your work better.  Please use either Times New Roman or Arial lettering on text within the figures, and size the text such that it appears readable (preferably at least as high as this text) when sized properly for insertion into this document.  

5. Concluding Thoughts

Please note, this document is not intended to be a true camera-ready layout. All of the margin measurements are only approximations to those used by Elsevier in their journals, and they also reserve the right to resize and reposition figures in the final document.  This is also not the template Elsevier suggests the authors use for submission.  It is intended to provide guidance in terms of keeping to page-length limits.  It should be a relatively simple matter, therefore, to transition between this document format and that desired for submission.

In light of the preceeding comments, authors are strongly requested to not use exactly three pages in this format, as this may result in a page overrun.  As a suggestion, we would request you maintain one-quarter to one-eighth of a page free at the end of this template to allow for differences in layout at Elsevier.

Thank you, and best regards from the VIII International Workshop on Non-Crystalline Solids committee.

6. References

Figure 2.  Image and caption floated over text, with word-wrapping on.
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