Notes for Authors and Editors using the Mouton Template

The template

There are two general versions of the camera-ready-copy (CRC) template available: one for monographs, and one for edited works. Within each of these categories you can choose the template that matches your paper format. Mouton Template Monograph A4 should be used for monographs in the European A4 format, and Mouton Template Monograph US-letter is for monographs in the US-letter format. Mouton Template Edited Work A4 is for authors formatting their contributions to an edited work in the European A4 format; Mouton Template Edited Work US-letter is for contributions in the US-letter format.

Note for book editors: the easiest way to handle an edited volume is to distribute the "Instructions for disk conversion" to the contributors of your book. You collect the "pre-formatted" files from the contributors and copy them into the Mouton Template Edited Work for your paper format. Then you follow the instructions below.

Opening the template

The template is a WORD template which contains macros. When opening it, you may be warned by your virus scan system. This is only the standard warning and does not mean that the template is infected. Please allow WORD to activate the macros, otherwise you cannot use the template. To the best of our knowledge it is virus-free.

Text Editing

Click on template.dot to open a new WORD document. 

The most striking feature is an additional toolbar that contains the Mouton template elements in the form of buttons. If the toolbar is accidentally clicked away it can be recovered with the command View -> Toolbars -> Mouton CRC (it appears on the bottom of the list).

The text can be written directly into the WORD document. Already existing texts can be inserted by using the "copy" and "paste" commands. After the text has been inserted, each paragraph can be assigned the respective formatting by moving the cursor onto the paragraph (the paragraph does not have to be marked; simply place the cursor there). Then click on the button with the desired format. A sequence of paragraphs can be formatted in the same style by marking all of them with the mouse and assigning the desired format. 

Mouton formats

Paragraphs: The basic format in which most of the text is written is called "Paragraph Indented". Paragraphs after headings or quotations are not indented and their format is called "First Paragraph". 

Quotations are formatted by clicking on the "Quotation" button. The subsequent paragraph should be formatted "First Paragraph".

Headings: Headings can be assigned formats ranging from "first-grade" to "third-grade" according to their placement in the text. Please use the "Third-grade Heading" format for all headings below the third grade. The subsequent paragraph should be formatted "First Paragraph".

Tables, Figures, and Illustrations: Clicking on the "Fig Tab No" format button automatically creates the appropriate headings. When you insert or create tables and other items, please make sure that they do not exceed the print size of the page and that they are consistent with our style sheet (see below "What the template cannot do").

References: In the reference section please insert a tab before and after the year; the rest will be automatically formatted by the format button "References".

Notes: For footnotes or endnotes please use the command Insert -> Footnote first. Then use the button "Note No" to format the number according to the Mouton style sheet. 

Please do not use the template "Note No" for footnote or endnote numbers that have been typed in manually but only for numbers created through the "Insert Foonote" command. The template "Note No" will not automatically update manual numbering when additional notes are added.

The format "Note List" should be used within the notes themselves. Please delete the Note number created by WORD as the format "Note List" will assign and update note numbers to all paragraphs. 

(Tip: To insert a paragraph break within a single note please use the combination "Shift + Enter" to avoid that this paragraph is assigned its own note number!)

What the template cannot do

The template cannot provide formatting details. For example, we ask authors and contributors to avoid certain forms of emphasis, such as boldface (should be avoided completely, if at all possible), small caps, and excessive use of underline, italics etc.

Also, we ask authors to use only small lines in illustrations. 

Last but not least, we have our own style for the sequence of items in the list of references. 

For these and similar points you and your contributors will still need the Mouton Style Sheet. Please refer to the style sheet for the formatting details and for questions regarding Table of Contents, Index, and so on.

Forwarding the template

As previously mentioned, the template contains macros and may alert virus scan systems. For this reason it is also possible that the attachment may be rejected by some mail servers. In this case, please try to zip the files with any zipping software, which will disguise the macros.

Note for editors

If any contributors to a volume have difficulties working with the template, it may be easier for them to simply format the text according to our style sheet and submit it to the volume editor to be inserted into the template.

In this case, please refer the contributor to the Mouton style sheet for contributors. This is basically a guideline for standardizing a text so that the volume editor can easily format it (i.e. insert it into the template). Please also notify the contributors that the width of our print area is 11,8 cm (4.65 inches) and that they should avoid submitting wider tables or illustrations. 

In cases of doubt, problems and unexpected difficulties

Please do not hesitate to contact your Mouton editor or your technical editor. We will do our best to assist you!

Thank you for your cooperation

MOUTON DE GRUYTER

