Working with the template
1.  Save the received SED.dotm file to your local drive.
2. Right click the file to open in MS Word version. 
3.  SED template will be included as ribbon. Type the manuscript directly into the template.
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4. There are labeled placeholder text inserted in the template as shown below.
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   The below elements have labeled placeholder text in the template
· Series Number
· Series Title
· Sub Title
· Copyright year
· ISBN
· Preface text
· Preface author and date
· Chapter Title
· AuthorNames
· Abstract
· Table caption
· Figure caption
· References

5.  SED ribbon tab consists of buttons for the available style elements in the template. To use these styles, simply click the relevant button either before or after entering the text. The style will then be assigned to the paragraph that currently has the cursor in it. The descriptions below show how each of these elements can be used

	Style
	Use

	Reference heading
	Inserts the text ‘References’ and the required style is applied

	Reference text
	Inserts a placeholder text ‘Reference text’ where the references text can be included

	Chapter Label
	Inserts the text ‘Chapter #’ (# is chapter number)

	Chapter Title
	Respective style is applied and the Chapter title can be entered

	Chapter sub-title
	Respective style is applied and the Chapter sub title can be entered

	Author
	Respective style is applied and the AuthorNames can be entered

	Abstract
	Respective style is applied and the Abstract Paragraph can be entered

	Section – A, A+,B,C,D,E
	Different levels of heading can be inserted using this section button.

	Insert Figure
	Placeholder to insert the image is included

	Insert Figure caption
	Place the cursor where the figure caption has to be inserted and then click the button. The button inserts the figure numbering i.e Fig # followed by the placeholder text to enter the figure caption

	Insert table
	A table is inserted when this button is clicked
and the cursor is placed below the table 

	Insert table caption
	Inserts the table numbering i.e Table # followed by the placeholder text to enter the table caption.


 
 6. TOC can be updated by clicking the placeholder text ‘Update Table’.
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