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1. Page setup

(1) Check whether there are page numbers

on the bottom of the page, if any, delete it;

(2) Check “Page Layout”- “Margins”-

“Custom Margins”

(3) Check “Page setup" "custom page

margins", set the top and

bottom:30mm, left and right:15mm,

binding thread: 0mm;

(4) Orientation: Portrait; Multiple

Pages: Normal; Apply to: Whole

Document

Microsoft  Word 2010



1. Page setup

(5) Paper size:A4;

Width:210mm;

Height:297mm;

Apply to : whole document;



1. Page setup

(6) Starting position of section: new page;

Page header and page footer: Different

first page;

Page header:12.7mm;

Page footer:12.7mm;

Apply to: whole document;



1. Page setup

(8) Text flow: Horizontal Direction;

Grid: No grid;

Apply to: the whole document;



2. Paragraph Setup

（1） “ Ctrl+A” select whole paper;

（2） Right-click enter “ paragraph”

Setup;

（3）Set 0pt spacing before and after  

the paragraph;

（4）Line spacing: Single



3. Title

• Title：No.16 typeface, center, overstriking;
• Name：No.12 typeface, center;
• As for name, capitalize the first letter rather than  all letters; eg: Jian-Guo Zhao, 

Jason FT Mak, David Jones2; when  the name is double,  put“-” between  them;
• Blank line between title and name: No.12 typeface;
• Address：No.11 typeface, center, italic; when the addresses are same, there is no 

need to write; when they are different, mark them after name; if  one author has 
two addresses, mark both and separate them1,2 with “,”and superscript;

• Blank line between author’s name and communicational e-mail: No.12 typeface;
• Communicational author should  put “*”after name and make it superscript;
• Other blank lines in paper: No.11 typeface;
• Whole paper is written with Times New Roman;



4. Abstract and key words

(1) Insert1 line×1 column diagram, only reveal upper and under edge line; fill the  
diagram with abstract and key words;



4. Abstract and key words

(2)“Abstract”and“Keywords”:No.11 typeface, overstriking;
Put“;”between each key word;
Capitalize the first letter of each key word;
No punctuation after the last key word;
The typeface of blank line within abstract, abstract content and key words is No.11;



5. Paper’s Main Body

(1) No Space in the first paragraph of each chapter 

No Space

(2) As for the first line of the other paragraph, use “first line ”with 1 character 



5. Paper’s Main Body

(3) If the illustration of picture is more 

than one line, use justify align rather 

than center;

(4) If picture and illustration can’t be 

revealed in the same page, you should 

adjust the size of picture slightly to let 

them in the same page; 



6. Chapter headings

(1) First-level heading:

No. 14 typeface, overstriking;

Second-level heading:

No. 12 typeface, overstriking;

Third-level heading:

No. 11 typeface, overstriking;

(2) No blank line between paragraphs, 

otherwise, delete them;

(3)The blank line between title and

upper and lower paragraph: No.11

typeface;

First-level heading

Second-level heading

Third-level heading:



7. Diagram

(1) In the main body, the format of
pictures' numbers (eg: Fig. 1、Fig.
2)should be unified;

(2) When mentioned diagram’s number, 
use "Table 1 and 2“,and capitalize 
first letter; no plural;

(3) If the diagram can’t  be revealed in 
one page, advance latter words and 
put the whole diagram in next page;

picture number

table number



8. Column

（1） Apply to the whole paper；

（2） Check “Page Layout”-

“Column”- “More Columns”

• Number of Columns ：1；

• Width：18cm

Notice：If there is section break in 

paper, set each chapter separately;



9. Reference

(2) Name’s  style of writing in reference: last name first, then acronym of name; as for 
dual names, there is no blank space between initial;

(3) Annotation order: Name. Paper name. Journal name: Year ; Issue ; Paper number.

(4) The punctuation after name, paper name and ending is “.”;

Notice: Journal Titles is Abbreviations

Wrong，Please kindly Change to 

[1,2]

Notice： [ Reference number]

(1) In paper, the express of labeling bibliography is [1,2] rather than [1 and 2] and there 
is no blank space after comma;



9. Reference

(1) Select all Reference；
(2) Click decurrent arrow buttons

next to “Numbering”;

(3) Open small serial number;

Select available serial number

format.

(4) It there is no this kind of serial

number format, click “definite

new number format” which is

under this window.

1. Select all Reference

2.Click“Numbering”
decurrent arrow buttons

3. Select available serial 

number format

4. definite new 

number format



9. Reference

2019/11/10

(5) How to definite new serial number format:

1.Like the right picture, select “ serial number 

pattern “ serial number format” and “alignment”

2.Click the Arabic number  which is under  

“serial number format” then add  square brackets 

before and after it;

3.Click “confirmation” then the literature serial 

number is as following.



10. Three-line table

（1）Select the three line table which needs to be modified

（2）clicking the right mouse button，select “Borders and Shading”



10. Three-line table

（3）Remove the middle line of the form



10. Three-line table

(4) select subject line, clicking the right mouse button，select “Borders and Shading”

（5）Add the bottom line of the form



2019/11/10




