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Introduction

This is the documentation for authoring of AES article(s) with Microsoft Word by the implementation of a template (AES_Paper_Template.dot).

Application specific requisites

1. Windows 2000/ XP

2. Microsoft Word 2000 and 2002/ XP

3. Math Type 4.0 and 5.0

How to Use Template

Create shortcut of template to Desktop

Creating a template shortcut to Desktop is another way to use template in the most interactive way. Following are the steps to use the template from Desktop:

a. Open the folder where the template has been placed in the Hard Drive.

b. Right Click & choose “Send To  Desktop (create shortcut)” option (See Figure 1).
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Figure 1: Create template shortcut to Desktop
c. Double click the “Shortcut of AES_Papers_Template.dot” to create a document (See Figure 2).
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Figure 2: Shortcut to AES_Paper_Template.dot in Desktop

Getting Started

Open a blank document with customized predefined styles.

An “AES Styles” toolbar will appear automatically over the document. In case the toolbar did not appear, right click over the toolbars (See Figure 3) and select AES Styles Toolbar.
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Figure 3: Right Click over the Microsoft Word toolbars
Figure 4 displays an AES_Paper document with sample text and toolbar (this toolbar may not always appear as shown in this figure) for all the styles. User can apply relevant style(s) on the article text as required (Please refer to Style Description section).
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Figure 4: A blank document with AES Style toolbar and sample text
Style Description

Most of the styles related features have been taken care of and explained in the most interactive way in this section. Following are the style(s) available in the template:

· Title_document
Chapter title of the article.

· Author(s)
Style for author name.

· Email_address
Style for email address.

· Affiliation
Style for authors’ affiliation.

· Abstract
Style for abstract writing.

· Corressponding_address
Style for correspondence address.

· Intro_head
Style for introductory heading.
· Head1
Style for Heading level 1 (i.e. Section 1). 

· Head2
Style for Heading level 2 (i.e. Section 2).

· Head3
Style for Heading level 3. 

· Para_FL
Paragraph no-indent.

· Para_indented
Paragraph indent.

· Listing
Style for the ordered list item(s).

· List_unnumbered
Style for the un-numbered list item(s) except first & last list item(s).

· Display_eqn_num
Style for displaying numbered equations.

· Display_eqn_unnum
Style for displaying unnumbered equations.

· Example
Paragraph example text
· Extract
Paragraph extract text.
· Figure_place
Style to position figure(s) in the document.
Note: Following are steps to add figure(s) in the document:

a. Go to Insert  Picture  From File (See Figure 5).

b. Locate & add the image file(s) in the document.

c. Select the figure & apply style "Figure_place".
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Figure 5: Insert image(s) in the document

· Figure_legend
Style for figure caption.

· Table_caption
Style for Table caption.
· Table_column_head
Style for Table column-head.

· Table_body
Style for Table body.
· Table_footnote
Style for Table footnote.
Note: Following are the steps to insert a table:

a. Go to Table  Insert  Table (See Figure6).
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Figure 6: Insert Table

b. Select number of rows & columns for the table (See Figure 7).
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Figure 7: Insert Table – Enter number of columns & rows
· Bib_head
Style for References heading.

· Bib_entry
Style for Bibliography entries.

· Abbreviation
Style for abbreviation.

· AuthorBio_head
Style for biography heading.

· Bio_photo
Style for biography photo.
· Bio_au
Style for biography author.

· Running_head
Style for running head.

Note: Following are steps to apply running head(s) in the document:

a. Go to View  Header and Footer (See Figure 8).
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Figure 8: View/ Modify Header & Footer of the document

b. Insert the running head information (See Figure 9).
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Figure 9: Verso running head

Microsoft Word Additional Features

Footnote:
Footnotes are used in printed documents to explain, comment on, or provide references for text in a document.


Following are the steps to insert footnote(s) in the article:

a. In print layout view, click where you want to insert the note reference mark.

b. Go to Insert  Reference  Footnote (See Figure 10).
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Figure 10: Insert Footnote

c. Under Numbering, click the option you want. 

d. Word inserts the note number and places the insertion point next to the note number. 

e. Type the note text.

f. Scroll to your place in the document and continue typing.

Note:

· To explore more Microsoft Word related features, visit Microsoft Online Help
AES_Paper Word Template
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