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Introduction

This template acts as an example as well as a means of formatting a paper’s content. It does not cover all contingencies but the most common formatting issues are addressed.

The formatting for IJDC papers is based on, but not exactly the same as, that specified by the American Psychological Association (APA, 2010). If the following guidance does not cover your needs, please refer to the APA style guidance.

Please do not skip over the abstract on the cover page, as it is not a real abstract but a set of preliminary instructions.

Styles Provided

Please use the styles provided. The highest level headings in your document should be given the ‘Heading 1’ style, as the headings ‘Introduction’ and ‘Styles Provided’ above have been. The text of the heading should be written in ‘title case’; in other words, you should Give Each Significant Word an Initial Capital Letter. The first paragraph after the heading should have the style ‘After Heading 1/2’ (i.e. it should not have an indented first line).

Subsequent paragraphs use the ‘Body Text’ style. This progression of styles should happen automatically as you type into the document, but if you are copying and pasting you may have to set the styles manually.

Using Subheadings

The first level of subheadings should be given the ‘Heading 2’ style. As with the main headings, they should be written in title case and followed by a paragraph with the ‘After Heading 1/2’ style.

Again, subsequent paragraphs use the ‘Body Text’ style.

Lower level headings

While most authors need only one or two levels of headings, sometimes more are needed. The template provides a total of five levels: the two mentioned above and ‘Heading 3’, ‘Heading 4’ and ‘Heading 5’. These last three levels are handled slightly differently. They are written in normal sentence case; in other words, initial capital letters are given only to the first word and proper nouns. Contrary to normal APA style, though, they do not end in a full stop/period since they do not run into the following paragraph.

The lower three levels of headings are followed by paragraphs using the ‘Body Text’ style.

Lists

When creating lists, please start a new paragraph and apply the relevant style rather than use the toolbar buttons. This will ensure the correct spacing is applied.

If the order of the elements in a list is significant, a numbered list should be used:

1. select ‘Numbering 1 Start’ for the first item;

2. the second and later items should automatically be given the style ‘Numbering 1’;

3. otherwise please apply the style manually.
If the order of the elements in the list is not significant, a bullet list should be used:

· select ‘List 1 Start’ for the first item;

· the second and later items should automatically be given the style ‘List Bullet’;

· otherwise please apply the style manually.
After resuming normal text, please ensure that the paragraph style is changed back to ‘Body Text’ or whatever is appropriate.

Figures and Tables

When including an image as a figure, start a new paragraph and give it the style ‘Figure’. Insert the image as an inline graphic, not ‘floating’ or with text flowing around. In Microsoft Word, this is described as a wrapping style of ‘In line with text’ under the image properties (see Figure 1).
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Figure 1.
Picture format dialogue box from Microsoft Word, showing wrapping styles.

The figure should be followed immediately by a paragraph with style ‘Caption’ if it fits on one line, or ‘Caption (Long)’ otherwise.

Another pair of caption styles is provided for use with tables. Use ‘Table Caption’ if the caption fits on one line and ‘Table Caption (Long)’ otherwise. Unlike with figures, the caption appears above the table rather than below it.
Table 1.
Papers and articles published in the IJDC in 2008 and 2009, showing the proportion that are peer-reviewed.

	
	Frequency
	
	Percentage

	Issue
	Peer-reviewed
	General
	
	Peer-reviewed
	General

	3(1)
	
	9
	
	
	7
	
	
	56.3
	43.8

	3(2)
	
	5
	
	
	7
	
	
	41.7
	58.3

	4(1)
	
	10
	
	
	4
	
	
	71.4
	28.6

	4(2)
	
	8
	
	
	6
	
	
	57.1
	42.9

	4(3)
	
	3
	
	
	15
	
	
	16.7
	83.3


Tables should be inserted without any text wrapping to the sides and be centred on the page (see Table 1). They should have a thick border (1 pt) top and bottom, and a thin border (0.5 pt) separating the table head from the table body. They should not use vertical lines to separate columns, and ideally should not use horizontal lines to separate rows in the body of the table: white space and text alignment should be sufficient.

There is a style, ‘Table Contents’, for the content of tables (11 pt text, no indents). Textual content should normally be left-aligned. Numeric data should be aligned at the decimal point among itself but centred with respect to the heading.

Where decked (subdivided) headings are used, there should be a border beneath the upper-level heading (column spanner) indicating to which of the lower-level headings it applies.

Empty cells can either be left blank or represented by an em dash. A blank cell indicates non-applicability, while an em dash signifies that the data was not collected or has been omitted.

Please leave a blank paragraph after a table.

Quoted Text

Long portions of quoted text should be set apart in a paragraph with style ‘Quotations’, as in the following example.

‘Cras porttitor dictum lacus. Class aptent taciti sociosqu ad litora torquent per conubia nostra, per inceptos hymenaeos. In consectetuer, diam at volutpat elementum, libero lectus pulvinar sem, vel sollicitudin quam libero ac felis.’ (Borgman, 2007)

Note the use of inverted commas and the placement of the citation.

Reference List and Citations

This template uses APA style (6th edition) for citations and references (APA, 2010). The examples in this document are intended as a reminder of the correct format.

In-text citations are given parenthetically in author–date format. If author forms part of the narrative, as with Rinaldo, Warnement, Baione, Kalfatovic, and Fraser (2011), only the date is added in parenthesis, otherwise both author and date are given (Smith et al., 2003). The date component of the citation is used as a link to the corresponding reference list item. Where multiple citations are given at once, the order should be the same as in the reference list, i.e. alphabetically by author, with co-authored works coming after singly-authored works, then chronologically (Borgman, Wallis, & Enyedy, 2006; Digital Curation Centre, 2005; Mazairac & Beetz, in press; Santini, 2004a, 2004b; Smith et al., 2003; Witten & Frank, 2005). Where multiple works share the same author and date, they are ordered alphabetically by title and differentiated by a letter after the year.

Any data collected by the authors that underlies the results presented in the submission should be placed in an appropriate repository and cited (Waterton, Watson, & Norton, 2013), with the reference placed in the reference list. The above cited data set provides an example for formatting purposes.

Please do not cite entire websites through the reference list mechanism. Instead, provide the title of the website (in English) and the URL in a footnote.
 If the title of the website is not clear from the visible pages, the contents of the HTML title element may be used. Other explanatory notes, whether about the body text or cited items, should also be given as footnotes rather than as endnotes or reference list annotations.

Entries in the reference list are each in a paragraph with style ‘Reference’. The reference list below provides examples of the most common types for your convenience. You will note that the entries have all been prefaced by the type of entry (e.g. journal article, proceedings, book) in square brackets. Please do likewise when compiling your reference list. This is an aid to the editors, allowing them to check that the entry has been correctly formatted, or to format it for you if it is in some way unusual. These prefaces will be removed during the copy editing process, so do not take them into account when putting the entries into order.

Please provide digital object identifiers (DOIs) for referenced items where available.

If you have any queries about the template or matters which, for the sake of brevity, it does not cover, please contact ijdc@ed.ac.uk with your query.
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