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Tips to prepare AMCA papers in MS Word

Each paragraph with different format is defined in Word as a stlyle called “xxxx AMCA”.

If you write over the amcastyle.doc document provided, all the formatting work is almost done.

Use A4 paper size with 2.5cm for left and right margins, 3.4cm in top margin and 2.3cm at bottom margin. In this way, a 16x24cm box is set.

Activate markers clicking on the button with the ¶ symbol in the menu bar.

If you want to break the line (ex: paper title, affiliations) before some word, but without the paragraph spacing between lines: instead of the standard <enter> (paragraph-jump ¶) press <shift><enter> (line-jump ()
If you want the equations auto-numbered, copy and paste the (1) in the corresponding example in the template. There is a field on it for auto numbering. 

If you want to reference an equation into the text, select the equation number and add a bookmark (menu: Insert → Bookmark…). You can give it any name, e.g eq_NewtonLaw. Then go to the position in the text where you want to insert the cross-reference to that bookmark (menu: Insert → Reference…→ Cross-reference…). First set up “Reference_type → Bookmark”; “Reference to: → Bookmark text”, and tick the box “Insert as hyperlink”, the list of markers you have made so far will be displayed, click on the one you want, e.g. eq_NewtonLaw, and press insert.
For Figures and Tables, Word helps you to automatically enumerate and create the cross-references: once you set the position of your figure or table, click on it with the right-button mouse and then choose “Caption”. With Tables you  should  only indicate  the caption goes “below selected item”; with figures you might have to define a “new Label…” called “Figure”, since Word uses the “Illustration” label by default. Then, in the text you can insert a cross-reference to “Reference_type → Figure” or “Reference_type → Table”, setting “Insert reference to: Only label and number” instead of the Word pre-set “whole epigraph”. 
The author reference style is somewhat different. Write the reference in the corresponding section. Select the whole reference and insert a bookmark e.g. Zienkiewicz91. Insert the text with the style explained in chapter 10 in the position where you want to make the reference. Select the inserted text and click with the right-button mouse to put “Hyperlink”, “link to:”, “Place in This document” and select the Bookmark. 
Remember to paint in blue the links to internal text: select them and apply the “Internal Link AMCA” style.
The paper should be sent in pdf format. In order to convert it, you can choose any software tool, OpenOffice, for instance, is free and it does a good job. May be your converter does not handle the internal links properly, this is not a major problem. In turn, non-standard fonts used into equations or even into the text are requiring additional care on verifiying they are correctly seen on another computer without those fonts installed. Please check that.
Word metadata are saved by default onto the pfd file. On the menu File → Properties you can write the appropiate metadata.
Yo can ask AMCA team for help on any problem.
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