Using the Monash University Publishing template
The first part of this document explains where to save and then how to attach and view the Monash University Publishing template, for Microsoft Word 2003 and 2007. It is assumed that other versions of Word will follow similar paths. Monash University Publishing operates in a pc environment so is unable to advise on saving and attaching templates using a Mac.
The second half of this document lists all of the template styles and how/when to use them.
Saving, attaching and viewing the template in Microsoft Word 2003
Saving the  template in your “Templates” folder in Word 2003
The template should be saved in your Microsoft “Templates” folder as a .dot file. The location of your computer’s “Templates” folder  can vary.  To find the correct location, open a new Word document. Click on “Tools” from the main toolbar, then click “Templates and Add-ins”. In the pop-up box that opens, click on “Attach”. A new “browse” window should open, with the folder “Templates” displayed at the top. Click the down arrow along the bar from “Templates” to display the file path to the Templates folder. Now go back to the Monash University Publishing template, and follow the file path in reverse to save it to the “Templates” folder. Make sure it is saved as a .dot file.
You only need to save the template to your “Templates” folder once, but you need to attach it to each new article that you work on. Saving the template into the Templates folder will make this process faster.
Attaching the template in Word 2003	
To attach the Monash University Publishing template, open the article that is to be styled. After the document has opened, click “Tools” from the main toolbar, then click “Templates and Add-ins”. Tick the box “Automatically update document styles”, then click “Attach”. The Monash University Publishing template should be shown in the Templates folder that automatically opens (if not, go to the folder where you’ve saved it). Click “Open” to add the template. Then click “okay” in the “Templates and Add-ins” window. The template styles are now available within that document … unfortunately all the styles that the author used are also still in the document: you will need to replace these styles if they are not also part of the Monash University Publishing template. (To confirm whether they are part of the Monash University Publishing template or not, you may need to refer to the document “Using the Monash University Publishing Template”, until you are familiar with the template.)
Viewing the template styles in Word 2003
To view the template styles you can click on the [image: ] icon in the Toolbars menu at the top of the page. Or you can click “Format” on the Toolbar, then “Styles and Formatting” from the dropdown menu. Both of these options will open the “Styles” window.  From the bottom of the “Styles” window, click “Available Styles”.
IMPORTANT: Once you have attached the template to your document, the Styles window will show both the template styles and the styles that were in the original document. You may need to refer to the list of styles below to ensure that the document only contains template styles before submitting it to Monash University Publishing.
Saving, attaching and viewing the template in Microsoft Word 2007
Saving the  template in your “Templates” folder in Word 2007
The template should be saved in your Microsoft “Templates” folder as a .dot or .dotm file. The location of your computer’s “Templates” folder  can vary.  To find the correct location, open a new Word document. Clikc on the Microsoft icon [image: ] at the top left of your screen. Click “Word Options” at the bottom centre of the window that opens. Click “Add-ins” from the left hand menu. Near the bottom of the screen where it says “Manage”, from the dropdown menu click “Templates” then click “Go”. In the pop-up box that opens, click on “Attach”. A new “browse” window should open, with the folder “Templates” displayed at the top. Click the down arrow along the bar from “Templates” to display the file path to the Templates folder. Now go back to the Monash University Publishing template, and follow the file path in reverse to save the template to the “Templates” folder. Make sure it is saved as a .dot or .dotm file.
You only need to save the template to your “Templates” folder once, but you need to attach it to each new article that you work on. Saving the template into the Templates folder will make this process faster.
Viewing the styles in Microsoft Word 2007
Because Word 2007 does unhelpful things with regard to looking at the Styles in the Template – showing styles that are not actually in the template (depending on which viewing “Options” you have selected), a list of the template Styles is provided below, in alphabetical order, along with a description of their use/purpose.
To see the list of styles in the template in Word 2007, open the template, from the Home tab, at the right hand side click on the arrow in the “Styles” section to open the Styles pane; alternatively, clicking Crtl+Alt+Shift+S will open up the Styles window.  At the bottom of the Styles window click “Options”, then under the text “Select Styles to Show”  choose “In Current Document”. Please do not choose “Recommended”,  “In Use”  or  “All Styles”  because you will be presented with styles that are not part of the Monash University Publishing template and which shouldn’t be used in your files.
Sometimes your computer’s settings will override the look of the styles in our template. It doesn’t matter so much what the style looks like at this stage (because the document hasn’t yet been typeset) as long as the correct styles are used. Please see “Normal” in the list below for more information.
IMPORTANT: Once you have attached the template to your document, the Styles window will show both the template styles and the styles that were in the original document. You may need to refer to the list of styles below to ensure that the document only contains template styles before submitting it to Monash University Publishing.


The complete list of styles in the template
Note: In order to create a bullet list or a numbered list, please use Word’s bulleting and numbering features applied to the relevant paragraph styles as listed below.
(If there isn’t a style to represent what you need to represent, please use the “Normal” style and adjust it to show the display you would like.)
	Abstract
	Required for peer-reviewed journal articles and other main journal articles. Optional for book chapters (note to editors: if a book decides to include abstracts, each chapter should contain an abstract)

	Author Notes
	This is for the author’s biography and/or affiliation information

	Block Text
	For inset quotations

	Body Text No Indent
	Use this paragraph style for any “Normal” paragraphs where an indent is not required. For example, after an inset quotation, after headings, for the very first paragraph, etc. The “normal” paragraphs are inset.

	Book Subtitle
	For books only – the subtitle of the book

	Book Title large
	For books only – the title of the book

	Chapter Author
	The style to apply for the names of the authors of both chapters and journal articles.

	Chapter Number
	For books, the style to apply at the start of the chapter to the chapter number.

	Chapter Title
	The style to apply to the title and subtitle of both chapter and journal article titles.

	Figure Caption
	This is for a paragraph describing a figure. It is not for the title of the figure.
Where there is a copyright disclaimer or a “source” for the image, please use the Style “Sources”.

	Figure File Name
	This is the name of the image file that is going to be inserted in the final publishable document (images must not be inserted into the Word document). For example, where the author’s last name is “King”, the Figure File Name paragraph would contain something like “king_f01.tiff” (where the “f01” stands for figure 1).

	Figure Title
	For both the number and the title of the figure.
So, for a figure, you may have something like the following:	

	
	Paragraph Style
	Paragraph text

	
	Figure File Name
	Wheeler_f01.jpg

	
	Figure Title
	Figure 1. The April Hamer during side-cast dredging operations in the Reeves Channel, January 2005

	
	Figure Caption
	Side-cast dredge spoil is temporarily re-distributed in the channel system some 25 to 30 metres from the dredge point under this method of dredging. It is possible that this spoil is quickly redistributed back to the dredged areas via the action of tidal currents.

	
	Sources
	© 2005 Peter Wheeler

	Footnote Reference
	This is Microsoft Word’s automatic superscript numbering system for footnotes. (Note that footnotes should be used, rather than endnotes.) Please be sure to use Word’s automatic footnoting system, rather than manually creating footnotes.

	Footnote Text
	This is Microsoft Word’s automatic paragraph style for the footnote text at the bottom of the page.

	Heading 1
	This is the first level of headings within a chapter or article: it should not be used for the title of the chapter or article. It should also be used for headings within chapters or articles such as “References” and “Appendix”, etc.

	Heading 2
	This is the second level of headings within a chapter or article. Note that you cannot have a Heading 2 unless it is preceded by a Heading  1, or follows on from a preceding Heading 2 which follows a Heading  1.

	Heading 3
	This is the third level of headings within a chapter or article. Note that you cannot have a Heading 3 unless it is preceded by a Heading  2, or follows on from a preceding Heading 3 which follows a Heading  2.

	Heading 4
	This is the fourth level of headings within a chapter or article. Note that you cannot have a Heading 4 unless it is preceded by a Heading  3, or follows on from a preceding Heading 4 which follows a Heading  3.

	Heading 5
	This is the fifth level of headings within a chapter or article. Note that you cannot have a Heading 5 unless it is preceded by a Heading  4, or follows on from a preceding Heading 5 which follows a Heading  4.

	Index level 1
	This is for books (primarily), and is for the first level of entries of an index.

	Index level 2
	This is for books (primarily), and is for the second level of entries of an index. Entries using this style are preceded by an Index Level 1 entry.

	Index level 3
	This is for books (primarily), and is for the third level of entries of an index. Entries using this style are preceded by an Index Level 2 entry.

	List Para
	This is not a list style in itself. The way this style works is that if there is a list entry (ie a bullet list or a numbered list) that requires an additional descriptive paragraph that doesn’t have a bullet or number, then use this style. It is for an additional paragraph within (and often describing) a list entry. For example:

	
	Normal + bullet
	· Weight the criteria.

	
	List Para
	The AHP weights are calculated using the WEIGHT module in IDRISI GIS software (IDRISI32 2000). A consistency ratio is also calculated to measure consistency of the pair-wise comparison.

	
	Normal + bullet
	· Validate the Suitability Maps.

	
	List Para

	The same panel of experts assesses the result and validates the final suitability map. If necessary, weighting and intensity ratings of the ‘criteria for growth’ can be adjusted.

	List Plain
	This style is to be used where there is a list that doesn’t require either numbering or bulleting. For example, a list of all magazines targeted at Australian women in 1957.

	Normal
	This is the main paragraph style, to be used for normal paragraphs of text. The style is indented, so if you have a “normal” paragraph that needs to be not indented, such as following a heading or an inset quote, use the style “Body Text No Indent”.
IMPORTANT.  Your computer may decide to apply the formatting from your computer’s “Normal.dot” template to the “Normal” style in the Monash University Publishing Template.  The actual look doesn’t matter, as long as the correct style is applied, but if this happens you may need to take extra care. For instance, if your “Normal” style does not display with a first line indent, it will when we put it into InDesign, so you need to be very careful that all paragraphs following headings and that otherwise need to be fullout use the style “Body Text No Indent”, or when published they will incorrectly be indented.

	Part Number
	This paragraph style is for books only, where a book is divided into Parts. This style will normally be used in conjunction with “Part Title”.

	Part Title
	This paragraph style can be used for books or journals, to indicate the new Part of the book or section of the journal. For books, the Part Title should be on a page of its own, or as a document of its own if each chapter is to be submitted as an individual file. For journals, the Part Title should be included on the same page as, and before the “Chapter Title” of, the first article or item in that section. For example:

	
	Books
	Journals

	
	Part Four
Contemplating Rome
[page break]
[Begin the next chapter]
	Book Reviews
Review of Carolyn Landon’s Jackson’s Track Revisited

	References
	This is the paragraph style to use for all entries in a reference list. The heading for the section should be Heading 1.
(History Australia articles include their references in the footnotes rather than having a separate list of references.)

	Sources
	This is the paragraph style to use when acknowledging the source of an image or graph or table, etc.

	Table Text
	Please use this style for the text within any tables.
The “Figure” styles  should be used for table captioning that is outside the table proper.
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