Ortiz Group Guidelines for Preparing Manuscripts for Submission for Publication

1. Decide which Journal you would like to submit to making sure of length restrictions, get approval from all coauthors.

2. Download Instructions for Authors.

3. Decide on chronology of author list.

4. Prepare everything in Word with the following sections, or modify them according to the journal requirements, place appropriate subsections in M&M, Results, and Discussion sections :

TITLE

AUTHORS

KEYWORDS

ABSTRACT

INTRODUCTION

MATERIALS AND METHODS

RESULTS 
DISCUSSION  

CONCLUSIONS

ACKNOWLEDGEMENTS

APPENDIX : LIST OF SYMBOLS, ABBREVIATIONS, GREEK SYMBOLS
REFERENCES

FIGURES AND FIGURE CAPTIONS

TABLES

*see one of Joonil's papers here as a template : http://web.mit.edu/cortiz/www/GAG.pdf
5. FIGURES : 

a. Please import all Figures into Word from other applications as follows to ensure the highest resolution possible :


INSERT



OBJECT



MICROSOFT WORD PICTURE



EDIT 



PASTE SPECIAL



PICTURE (usually works best, or select best format, import directly from 


the program you created the Figure with)

b. Prepare Figures in the size they will appear in the journal : 1 and 2 columns 

c. Use the same Font for all Figures, ARIAL 12 point in preferred, color code all datasets consistently throughout the paper, don't use very light colors like pink and yellow
d. For all graphs, please bold axis numbers, tick marks, axis labels, and legend keys (otherwise they do not show up in the printouts after conversion to PDF).
e. Print out all Figures from Word and from PDF and make sure everything is clearly readable

7. Use Endnote software (see Tim Doyle for software disk) and create a master reference file, insert refs into manuscript.

8. Get approval from all coauthors before submission. 
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