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The use of JCQU-E manuscript template
The template helps you with preparing manuscript for submission to Journal of Chongqing University English Edition (JCQU-E). Follow the procedures below to incorporate all parts of your paper into a Word document.
1.
You can input the text of your paper into this template in two ways: (A) type your manuscript directly into the template and (B) apply the template formatting to an already prepared manuscript.

A.
If typing your manuscript directly into the template, select (highlight) the text of the template that you want to replace (e.g., select the Title section for typing in your title) and begin typing your manuscript into the template.
B.
If you have already prepared your document in a Word file, copy and paste your manuscript into the template. If following either of these methods, it would be useful to print a copy of the template so that you know what the different Styles are for the different parts of the manuscript. Further instructions can be found in the readme file at the site where you downloaded this template.
2.
To insert tables and figures within the text immediately after the paragraphs where they are referenced.

3.
Delete all sections from the template that are not needed.
4.
Select Save As (File menu) and save the file as a Word Document (.doc) which is named as “Corresponding Author Name-Paper Title”.






[image: image1.emf]