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HOW TO FORMAT A MANUSCRIPT



By Karl Arnold Belser

This document is a manuscript template whose text explains how to set up a manuscript in Microsoft WORD.

GENERAL FORMAT DESCRIPTION


The manuscript should be typed in a Courier, 12-point type (historically called Pica type).

The first page should have the author and subject information starting 1-inch from the top edge of the page.  This text should be single-spaced.  

The author information comprises name, address, phone number, and e-mail address in the upper left corner.  The subject information comprises manuscript type, date, and number of words in the upper right corner.

The title should be typed in capital letters, centered, and positioned about 4-inches from the top of the first page.  The by-line should be centered two spaces below the title.  

The first paragraph should start three spaces below the by-line, and the rest of the manuscript should be typed double-spaced.

Each paragraph in the manuscript should start with an indentation of 5 spaces.  Headings within the manuscript should be typed in capital letters, centered, and separated from adjacent paragraphs by blank lines.  

A header should appear at the top of the second and following pages positioned one-half inch from the top of the page.  This header consists of a title key word plus author identification in the upper right corner and the page number in the upper left corner. 

Type “THE END” or “# # #” centered at the end of the manuscript separated by one blank line after the last paragraph

FORMATTING INSTRUCTIONS

PAGE SETUP

1) Open a new Microsoft WORD document.  

2) Click “Edit” on the Menu Bar.  Then click “Select All” in the menu so that the global page properties can be set.  All of the lines of the document (except the header and footer) will be highlighted.

3) Select “Courier New” and “12” point type on the Menu Bar and the text will change. 

4) Click “Format” on the Menu Bar.  Then click “Paragraph” in the menu and a dialog box will open which contains a window labeled “line spacing”.  Select “double”.  Then click “OK”, the dialog box will disappear, and the line spacing will change.

5) Click “View” on the Menu Bar.  Then click “Print Layout” in the menu.  The headers and footers, after they are entered, will be shown in light gray text after they are entered.  

SECOND PAGE HEADER SETUP

6) Click “View” on the Menu Bar.  Then click “Header and Footer” in the menu.  A dialog box will appear on top of the document, and the header and footer areas will each be denoted by a dotted-line rectangle and labeled either “header” or “footer” in the upper right corner.  Scroll to the footer if you want to see it.  The cursor will initially be at the left edge of the header rectangle.  Click the mouse pointer in the footer to mover the cursor there.  

7) Select “Courier New” and “12” point type on the Menu Bar for the header, and the text will change.

8) Type your second page title key word and author identification at the left edge of the header.  For example, “Manuscript Format by Karl Belser”.  

9) Tab to the left edge of the header rectangle.  Type “Page ” (Note the space after the ‘e’).

10) Click on the ‘insert page number’ icon in the dialog box and the page number will appear.  Note that placing the mouse pointer over any icon in the dialog box causes a text description of the icon to appear.  

11) Type “of ” (Again note the space after the ‘f’).  

12) Click on the ‘insert number of pages’ icon in the dialog box and the total number of pages will appear.

13) If for some reason the page information is not at the left edge or wraps to a second line, add or delete tab characters until the text is positioned correctly.  

FIRST PAGE HEADER SETUP

14) Click on the ‘Page Setup’ icon in the dialog box and an additional dialog box will appear.  Click on the box labeled ‘different first page,’ and a check will appear there.  Click ‘OK’ to close this additional dialog box.  

15) Note that the first page header and footer rectangles now contain no text and are labeled “First Page Header” and “First Page Footer.”  The header information previously entered will be on the second and following pages only.

16) Type three carriage returns to move the cursor down three single spaces before typing the header.

17) Type the author and Subject information described in the GENERAL FORMAT DESCRIPTION above.  

18) Click ‘close’ in the “header and footer” dialog box to finish.

VERIFY THAT THE FORMAT IS CORRECT

19) Enter enough carriage returns to get a second page.  Scroll through and check the document format.  Note that the second page header is visible if there are two or more pages.

# # #







