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Introduction

This template is an example of how a text can be formatted suitably for posting it in an open access repository. For more information see http://von-wachter.de/oa-en.htm.

Word documents can be formatted much more coherently if you use ‘styles’, also called ‘paragraph templates’. So put the title in style ‘Title’, first-level headings in style ‘Heading 1’, second-level headings in style ‘Heading 2’, normal text in style ‘Text body’ (or ‘Normal’), and quotations in style ‘Quote’. If you then, e.g., change in style ‘Heading 1’ the font size from 12pt to 13pt, this change is applied to all headings of this level. Likewise, if you need to submit a double-spaced version of you paper to a journal, change the style ‘Text body’ to line spacing 2. Create more styles as you need them.

This document is set to language ‘English UK’. You can change this by changing the style ‘Standard’ (or ‘Normal’) to ‘English USA’ or whatever other language you need.

You find many instructions for using styles in Word if you search the web for ‘styles word’. For example: http://office.microsoft.com. Writer from LibreOffice or OpenOffice also uses styles (perhaps even more powerfully). Press F11 in order to open the styles pane.

This template is formatted in paper size A5 because this looks good and is convenient. It can be printed on paper of size A4 or Letter with 100 %, which creates margins, enlarged, or two pages on one sheet. You can change this to Letter or A4, but then you should use font size 12 pt and big margins (e.g. 2 cm left, 3 cm top, 4 cm right and bottom), otherwise the lines become inconveniently long. Lines should not be longer than 66 characters.
 A good alternative is to use Letter or A4 with two columns.
Heading 2

This is normal text.
 

This is a quotation. Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco laboris nisi ut aliquip ex ea commodo consequat. 

This is more text.
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Creating bibliographies is much easier if you use bibliography software like the free Zotero. The word processor plugin makes quoting very easy.

�	This is a footnote. Lorem ipsum dolor sit amet, consectetur adipisicing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. ident, sunt in culpa qui officia deserunt mollit anim id est laborum.


�	Another footnote.
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