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Introduction to Wiley-edit.dot

This template provides a framework for authors to use when preparing manuscripts in Microsoft Word. Following the template conventions will ensure that your text, tables, and equations are formatted consistently and correctly so that your files are used as the source for typesetting, thus avoiding re-keyboarding the text. 

This template can be applied successfully to most Science, Technical, and Medical manuscripts that incorporate simple mathematical displays (light math). “Light math” is defined as an average of no more than two displayed equations per page. Displayed math equations are set using Word’s Equation Editor, which is resident in Word, along with Math-Type, an add-on program for Word. This template is not recommended for complex, technical, mathematical texts. Wiley recommends using the software application “LaTeX for preparing manuscripts with moderate to heavy mathematics. To assist the author who wants to use LaTeX, Wiley has prepared LaTeX macros with documentation that can be downloaded from the Wiley ftp site via our Web address: www.wiley.com/authors/guidelines. Before you begin work, please discuss the best options for your manuscript with your Wiley acquisition editor. Then read through the Wiley Author Guidelines for Preparing Manuscripts electronically and the Wiley Guide to Art Preparation, which can be found via our Web address: www.wiley.com/authors/guidelines/stmguides

Installing the Wiley-Edit Template

In order to use the Wiley-edit template successfully, you must install it on your hard drive. (Word stores all templates on the hard drive.) The following instructions outline how to install the file, Wiley-edit.dot, which is available via the Internet (www.wiley.com/authors/guidelines/stmguides) or as a diskette from your Wiley editor. 

1. Open MS Word
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If you are accessing the template from a diskette, insert the disk into the correct drive and open the file. It is a document template (.dot), not a Word document (.doc), so when you first open the directory, you may not see the file. Be sure you’ve selected to view All file types and you will see wiley-edit.dot on the disk. Click File-Save As and save the file to the MS Word Templates directory (usually C:\word\templates, C:\winword\templates, or C:\msoffice\winword\templates). To find the correct directory, click on Tools–Options–File Locations in MS Word. The templates that Word accesses are all saved where User Templates or Workgroup Templates are found. Copy your Wiley template to either of those directories and you should be able to access it from Word.

Fonts

The default font for this template is Times New Roman. It is a True-Type font that is packaged with Microsoft Office and should be available to authors using this template. It is also the most common and accepted font for setting mathematics. Wiley prefers that authors use the styles in the template; however, there may be occasion to alter or add to the template. 

Two Ways to Use the Template

The Wiley-edit template has been designed for use by authors writing their manuscripts or by those who have already written the text and need to format their material to meet Wiley’s submission guidelines. 

If you are just beginning to write your work, once you have installed the template in the correct directory, create a new document based on the Wiley-edit template (File/New/Wiley-edit), and begin typing.

For those who have already written the text and need to revise the format according to Wiley’s stylesheet, open a new document based on the Wiley-edit template and insert your manuscript file into the new document (Insert/File/[choose your file]).

One of the first things you should do, when either writing or styling your document in the wiley-edit template, is View/Header/Footer. Edit the information in the header (you may need to wait until you’re on page two for it to appear) so that every page of the document will automatically be numbered, and have identifying information on it.

Using the Wiley-Edit Styles

Styles are automatically assigned to paragraphs as you write your manuscript. However, manual styling needs to be imposed on heads, quotes, equations, all lists (numbered, bulleted, or unnumbered), references, tables, and any other special text. For those authors inserting their existing text into the Wiley-edit template, all styling will need to be done manually to each paragraph. 

To manually assign a style to a paragraph, place your cursor somewhere within the paragraph, making sure not to select any text, and click the appropriate button on the styles toolbar.

You can view the paragraph styles while you are editing. Be sure you are in the Normal view and choose Tools–Options–View/Style Area Width. Change width from 0 to 0.5. A new section will be visible on the left-hand side of your screen, with the paragraph styles labeled. You may make the style area larger or smaller by dragging the vertical rule left or right.

[image: image3.png]


Text Formatting

When the template is first opened, two toolbars should be visible on the right-hand side of the screen: wiley-edit, and styles. The styles toolbar (see left) contains buttons for most of the styles necessary for creating a Wiley-edit document. If the toolbar does not appear, go to View/Toolbars and select styles. The toolbar should appear on the right-hand side of the screen. You can move the toolbar around by clicking and dragging it by the title bar. If the title bar disappears, click on the toolbar anywhere there is a space between two buttons, and drag it to where you’d like it to appear.

The styles on the toolbar are self-explanatory, except for Note! which is used to insert an instruction (not to be typeset) to the copyeditor/typesetter/publisher, such as Insert figure 5 here or Begin boxed text. 

Note: Word has many automatic functions set as defaults when they are turned ON, such as automatically numbered and bulleted lists, formatting of outlined text to its resident formats, making Web addresses into links, and otherwise fixing items that you may not want fixed. It is possible to turn off these functions by going to Tools/Options and unchecking the functions you don’t want (e.g., spelling and grammar checks as you type). You can also turn off functions by going to Tools/Autocorrect and unchecking automated functions in Autoformat as you type. We recommend turning off Apply as you type headings, borders, tables, automatic bulleted lists, automatic numbered lists, ordinals with sub- and superscripts, and fractions.

Creating New Style Elements

The styles used most often are Text, Indent-text, and Ref (references). You may want to create a new style for a text element that doesn’t fit into any of the styles on the toolbar. When adding any new styles, please type a Note! or a query (the ? button on the wiley-edit toolbar) after the first instance, with a description of the new style. The Wiley-edit-template styles are written so that one style logically follows the next. If you are writing your manuscript within the template and style a head as an H1, the next paragraph will automatically be styled as Text, and the following paragraph as Indented-text. Since many indented paragraphs usually follow one another, the Indented-text style is followed by Indented-text. To change from the Indented-text style to a different style (i.e., starting a new section with a new heading), you’ll need to style the paragraph manually by clicking another style button.

Special Characters
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Special characters can be formatted using the wiley-edit toolbar. The first two buttons allow you to insert a superscript or subscript. These are toggle buttons, so you need to click them again when you want to return to regular text. The square-root button allows you to insert an Equation Editor or Math Type equation (see the next paragraph for instructions), and the omega button allows you to insert a special character such as Greek letters or specific symbols.

Installing Equation Editor

If you cannot immediately access Equation Editor, you will need to install it. In older versions of Word, Equation Editor is not part of the default list of extension programs (i.e., WordArt) that are installed when using the Word Standard Installation. Insert the original installation disks and go through the setup program as if you were reinstalling Word. When you come to the screen that allows you to choose which kind of Install/Uninstall program you would like, choose Custom Install. You can install the extension without having to install Word all over again and lose any of your settings. Choose Equation Editor, Finish, and restart your machine. When you access the template again, Equation Editor should be available when you click the square-root button.

Inserting Equations
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Click the square-root button on the wiley-edit template to access Equation Editor (or Math Type, if installed). A toolbar will pop up with drop-down boxes containing special characters and math signs. Key in the equation, clicking the appropriate buttons when you need to insert a special character or function. The help menu is very useful for creating equations. If you do not see a symbol that you need to use, please insert a Note! or query and handwrite the correct symbol on the hard copy. 

Please note: Not all typesetters can read Equation Editor files. Therefore, your equations may need to be rekeyed. However, using Equation Editor will give the typesetter an exact representation of how the equations should appear. If you have another equation program that you prefer to use, please do so, and be sure to document which other programs you’ve used when you submit your final manuscript and files to Wiley.
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Tables should be prepared in files separate from the main text. Each chapter should be in its own file, and all of the tables associated with that chapter should be in their own file. Please use the Word Tables feature (Table/Insert Table), if possible, to create each table. Table titles should be styled as Table-title, outside of the table, with the table heads and table body text styled accordingly within the table. Consult the MS Word Help file if you have trouble creating tables.

Do not insert art directly into a Word document as this renders the art unusable electronically. Please prepare illustrations with an art software application, such as Adobe Illustrator, Adobe Photoshop, Corel Draw or Chem Draw for chemistry and schemes, and save in an EPS or TIFF format. File resolution should be at least 266-300 dpi for halftones and 1200 dpi for line art. Please provide a clean laser printout of every illustration (600 dpi minimum) even if you are providing files. Contact your Wiley editor if you have questions regarding illustration preparation or consult Wiley’s author guide to preparing art on the Web at: www.wiley.com/authors/guidelines/stmguides. Click “Author Guides for STM Books”

It is important that any files containing illustrations or tables be named in a way that clearly identifies chapter and order number (i.e., Table 1.1 is chapter 1, table 1) and where they go in the manuscript. For example, if your chapter is called Jones01.doc, tables for that chapter should be in a file named Jones01tables.doc, and figures should be Jones01fig1. Again, if you have any questions about naming conventions, please contact your editor or consult the author guide for preparing manuscripts, available via the Web at: www.wiley.com/authors/guidelines/stmguides.   See the section “File Naming Conventions” in the “Preparing Your Manuscript” guide.

Questions?

If you have applied a style, or inserted an equation box or symbol, or accidentally done something that you didn’t want to do, don’t forget that there is an undo button on your standard toolbar. Just click the button successively until the function you’ve mistakenly done is undone. If you have any questions regarding these instructions or use of the template, please contact the Wiley production staff at STMbooktemplates@wiley.com, or your Wiley editor.
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