
Time Line for Production of the Volume:   

 Rough draft chapters due to the Editors from the contributors on or before September 1, 

2016 

 Peer review rough draft chapters on or before January 1, 2017 

 A table of contents for the Work is due to the Publisher on or before January 9, 2017 

 Revised Manuscripts to be uploaded to the EMSS by March 1, 2017 

 The Editor will deliver one sample chapter to the Publisher on or before March 6, 2017 

 The full manuscript is due to the Publisher on or before April 10, 2017 

 Book distributed to Members by the end of 2017.  

A few notes on manuscript preparation: 

 

- We prefer that the contributors submit the manuscript through EMSS (Electronic Manuscript 

Submission System).  I have attached a document that outlines how to use EMSS.  If you would 

prefer to send the chapters via email as word documents, or if you would like to send the 

document as a PDF or LaTeX, please let me know in advance so that I can accommodate that 

request. 

- The contributors should not insert images in the Word document. This affects the resolution of 

the images.  They must be called out in the manuscript. They may also include the caption.  See 

the example below.  

 

Insert Figure 2.1.jpg 

Caption: Figure 2.1.  Add figure caption and description here. 

 

- The contributors should submit the images as separate high-resolution jpg, tiff, or .eps files 

(300 dpi or 72 dpi for screenshots) and name them with the chapter number and figure number. 

These can be uploaded to EMSS as well.  For example, an image for Chapter 1, Figure 1 would 

be Fig1.1.jpg or figure 1.1.tiff.  Tables can be created in the document. However, if you wish to 

retain the formatting or design elements of any tables, sidebars, boxes, etc., then you should 

also save these as images. Otherwise they will take on the formatting of the interior design we 

choose for the book. They should be numbered the same way as figures. 

 

- Please make sure the contributors have been granted all permissions for any images they are re-

using from third-party sources and that they are secured before the manuscript is completed.  If 

they have not resolved permissions, we are unable to use the image in the book, and the image 

will have to be replaced or removed. 

 

- Permission seeking guidelines for Elsevier authors can be found at the link below. 

http://www.elsevier.com/authors/permission-seeking-guidelines-for-elsevier-authors. 

You may also contact the Permissions Helpdesk directly at permissionshelpdesk@elsevier.com 

or (+1) 800-523-4069 x 3808. 

 

- Please make sure to submit an Abstract (150 words or less) and 5-10 keywords for each 

chapter with your manuscript. Feel free to collate them into a single Word document labeled 

“abstracts and keywords.” They will not be printed in the book.  However, Elsevier will use 

http://www.elsevier.com/authors/permission-seeking-guidelines-for-elsevier-authors
mailto:permissionshelpdesk@elsevier.com


them to enhance the search engine discoverability of the book. See the attached Abstract and 

Keywords guidelines for additional details. 

 

 

 

 

Elsevier S&T Books  •  Manuscript Preparation Guidelines 

 

This document includes general guidelines designed to help you meet Elsevier’s manuscript requirements, reducing 

queries and saving time during the copyediting and typesetting of your book. If you have any queries or concerns relating 

to these guidelines, please contact your editorial project manager (“EPM”), who will be able to provide assistance. Your 

EPM will be in frequent contact with you as your write your manuscript – please follow the delivery schedule provided by 

your EPM and let your EPM know immediately if you are unsure about or envisage any delay in your delivery schedule.   

 

The basics 

 Please use either MS Word or LaTeX to write your manuscript. If you wish to use any other software, please consult 
your EPM at Elsevier before starting work. 

 Please save each element (Preface, Chapter, Appendix, etc.) as a separate file with a logical file name excluding 
spaces or special characters, e.g., Ch01.doc.  Please provide the source file(s) for your figures, and do not embed 
figures in the manuscript text. Please save each figure as a separate file with the chapter and figure number, e.g., 
Fig01.2.tif (Fig.2 in Chapter 1). 

 Please pay attention to additional compulsory elements such as Abstracts and Key Words and resolve any 
Permission issues before submitting your manuscript. 

Text guidelines 

 Be consistent with spelling, US English is preferred but British English is also acceptable. 

 Do not attempt to style your manuscript to make it look like a final typeset, printed book. However, please use 
consistent formatting (e.g., bold, font size) across the manuscript to indicate different heading levels, e.g., 

First level heading 
Second level heading 
Third level heading 

 Indicate clearly the appropriate position for content provided separately, e.g., figures, tables, computer code, etc., 
by inserting the phrase, e.g., ‘FIGURE 2.1 HERE’. 

 List your references — those works cited in the text — at the end of each chapter, and ensure your listings are 
complete in the information they provide and consistent in form. You should use one of Elsevier’s nine standard 
reference styles. Only one standard reference style should be used through the book.  Your EPM will provide you 
with these styles. 

 Generate equations using MathType or MathML and import them individually into your text. If you wish to use any 
other software (such as MS Equation Editor), please consult your EPM at Elsevier before starting work. 

 Text boxes can be used to highlight key information and should be numbered sequentially, e.g., Box 1.1, 1.2, etc.  

 Avoid the use of cross-references and footnotes. 

Artwork and table guidelines 

 Number and refer to each figure sequentially, e.g., the fifth figure in chapter four would be Figure 4.5. Consider any 
type of photograph, line drawing, or small “in-text” image as a figure and number accordingly.  

 Number tables sequentially in the same manner as figures, e.g., Table 1.1, 1.2, etc. 

 Please ensure that if you have figure parts, for example (a), (b) and (c), that they are also referred to and explained in 
the figure caption. 



 Do not place figures within the manuscript text. Instead, insert a note to indicate figure placement, e.g., [Insert 
Figure 2.1 Here], along with the caption for the figure and any necessary credit or citation. Please see the 
Permissions section for further information on obtaining permission.  

 Identify figures within the text by figure number e.g., “as you can see in Figure 7.9” instead of “in the next figure” or 
“as you can see above.” Please ensure all Figures and Tables are mentioned in your manuscript. 

 Halftones should be supplied with at least 300 dpi resolution, line drawings with at least 600 dpi resolution, and 
screenshots with 72 dpi resolution. Preferred file types are .eps, .jpg and.tif. We cannot accept .wb3, .3d, .rtf, .csv, and 
.docm. 

 Unless agreed otherwise with your EPM, figures will appear in black and white in the printed book, and (where 
applicable) in color in the electronic version (eBook). Please ensure that all figures are suitable for the reader to 
understand in black and white. 

 Supply original figures and tables if you can, or else seek permission for its use. Please see the Permissions section 
for further information on obtaining permission. 

 Please submit an artwork list detailing all figures and tables, their files names and any additional information, such as 
if a figure needs redrawing or permission has been requested.  You can use the supplied XL spreadsheet for this 
purpose. 

 Include the old figure number as well as the new if preparing a new edition and using previous edition figures, e.g., 
[Fig. 1.25 (old Fig. 1.23) Rolling element bearings]. This information can also be provided in the artwork list. 

 If figures need to be redrawn from drafts or examples, please get in touch with your EPM who will be able to provide 
further guidance. 

 

Permissions 

We recommend you use original, unpublished artwork, tables and other content in your manuscript whenever possible.  

If you choose to reproduce previously published material, written permission must be obtained from the rights holder for 

re-use in both print and electronic formats. Unless otherwise stated in your contract, it is your responsibility as the author 

to obtain permission to use any third-party material, and to pay any associated permission fees.  You will also need to 

complete a permission log documenting all material (both third-party and original) appearing in your contribution and 

provide the completed log and copies of all permission grant letters to Editorial along with your manuscript. 

Chapter Abstracts and Key Words 
As an author, editor, or contributor, you are required to prepare a short abstract and key word list for each chapter and 

appendix in your book, to be delivered along with each completed chapter.  

 Abstracts should be 100-150 words long and provide a brief summary of the chapter theme and content.  

 Keyword lists should comprise 5-10 words or phrases that describe the contents of a chapter, or would likely be used 
by someone searching for the specific information provided within the chapter. (Maximum 100 words per book.) 
Abstracts and Key Words are very important as they will be used to help the discoverability of your work online.  

Additional Deliverables 
The following additional text elements may be appropriate or desirable for provision with your manuscript: 

 List of Authors or Contributors   With affiliation details and short biographies (esp. for contributed books) 

 Dedication and/or Acknowledgements 

 Foreword   Usually written by a prominent outside authority to place the book in the context of its fieldPreface or 
Introduction   To provide an overview of the book, its organization and unique appeal 

 Glossary or Nomenclature list   To list technical words, abbreviations or equations used in the book 

 Appendices   Supporting material or material for inclusion that is beyond the scope of the main text 

Submission 

 Please submit a sample chapter following these guidelines as early as possible in your writing. We will evaluate the 
chapter and make any necessary suggestions to assist smooth production of your book. 

 Please submit a final table of contents and confirm the title of the book and names of the authors/editors as you 
would like them to appear in the book as early as possible.  

 At final delivery, your material must be in final form. Further alterations will not be possible once the material has 
been put into production. If you wish to deliver your manuscript in batches, please discuss this with your EPM before 
starting your work. 

 Discuss any required change to the number of words or figures originally agreed as early as possible with your EPM. 



 Submission should be made via Elsevier’s Electronic Manuscript Submission System (“EMSS”). Your EPM will guide 
you through using this system. This is mandatory for edited/contributed books and preferred for authored books. 

 Please let your EPM know immediately if you are unsure about or envisage any delay in your delivery schedule.   

Overview of the Production Process 
 
When your manuscript is ready to enter the production process, it is assessed by a production project manager. The 
production project manager is responsible for seeing your book safely through the production process (copyediting, 
typesetting, indexing, and manufacturing) and they will be an important point of contact from delivery of your 
manuscript until publication.  

The production project manager will contact you with details of the production process and to outline the schedule with 
you. Your manuscript will be copy-edited, typeset, indexed, and structured for online publishing, all by professional 
suppliers. The production project manager will carefully coordinate each step; all the while working closely with editorial 
colleagues. 

 

Elsevier’s Standard Reference Styles 

 

The automatic conversion of authors’ unstructured references into consistent and correct XML references has been 
perfected by suppliers over the past decade. However, achieving this result, particularly in regard to punctuation, 
requires detailed programming. If a standard reference style is not adopted for a book and an unstructured (non- 
Elsevier standard) style is used, this would require new extensive programming for each new title. This approach proves 
inefficient, expensive and time consuming, therefore a fixed number of standard styles have been chosen for use in all 
of our books which are XML-rendered. 

 

Responsibility for the accuracy of bibliographic citations lies entirely with the authors. 

References in the text Citations in the text: Please ensure that every reference cited 
in the text is also present in the reference list (and vice versa). 
Any references cited in the abstract must be given in full. 
Unpublished results and personal communications should not 
be in the reference list, but may be mentioned in the text. 
Citation of a reference as “in press” implies that the item has 
been accepted for publication. 

Web references Citing and listing of web references. As a minimum, the full 
URL should be given and the date when the reference was last 
accessed. Any further information, if known (author names, 
dates, reference to a source publication, etc.), should also be 
given. Web references can be listed separately (e.g., after the 
reference list) under a different heading if desired, or can be 
included in the reference list. 

 

The following Elsevier standard reference style will be used: 
 

1. Numbered Style – Standard numbered style 
 

Examples of the standard styles are as follows: 



Numbered style (Style 1): 
 

In-text citations: Indicate references by number(s) in square brackets in line with the text. The actual authors can be 
referred to, but the reference number(s) must always be given. 
Example: “..... as demonstrated [3, 6]. Barnaby and Jones [8] obtained a different result ....” 

 

Reference list: Number the references (numbers in square brackets) in the list in the order in which they appear in 
the text. 

 

[1] A. Paivio, B. Jansen, L.J. Becker, Comparisons through the mind’s eye, Cognition 37 (2) (1975) 635–647. 
[2] A.W.C. Yuen, Lamotrigine: a review of antiepileptic efficacy, Epilepsia 35 (Suppl. 5) (1994) S33–S36. 
[3] R. Glaser, L. Bond (Eds.), Testing: Concepts and Research, American Psychologist 36 (10) (1981) 
(special issue). 
[4] N. Yasuda, S.-i. Takagi, A. Toriumi, Spectral shape analysis of infrared absorption of thermally 
grown silicon dioxide films, in: T. Hattori, K. Wada, A. Hiraki (Eds.), Proceedings of the Second International Symposium 
on the Control of Semiconductor Interfaces, ISCSI-2, Karuizawa, Japan, October 28–November 1, 1997, Appl. Surf. Sci. 
117–118 (June (II)) (1997) 216–220. 
[5] E.H.M. Assink, N. Verloop, Het aanleren van deel–geheel relaties (Teaching part–whole relations), 
Pedagogische Studiën 54 (1977) 130–142 (in Dutch). 
[6] H1 Collaboration, Nucl. Phys. B 504 (1997) 3. 

[7] S. Weikert, D. Freyer, M. Weih, N. Isaev, C. Busch, J. Schultze, et al., Rapid Ca
2+

-dependent 
NO-production from central nervous system cells in culture measured by NO-nitrite/ozone chemoluminescence, Brain 
Res. 748 (1997) 1–11. 
[8] J.C. VanDecar, R.M. Russo, D.E. James, W.B. Ambeh, M. Franke, Aseismic continuation of 
the Lesser Antilles slab beneath northeastern Venezuela. J. Geophys. Res. 108 (2003) 2043, 
doi:10.1029/2001JB000884. 
[9] W. Strunk Jr., E.B. White, The Elements of Style, third ed., MacMillan, New York, 1979 (Chapter 4). 
[10] College Bound Seniors, College Board Publications, Princeton, NJ, 1979. 
[11] A.R. Luria, The Mind of a Mnemonist (L. Solotarof, Trans.), Avon Books, New York, 1969 (Original 
work published 1965). 
[12] S. Letheridge, C.R. Cannon (Eds.), Bilingual Education: Teaching English as a Second Language, Praeger, New York, 
1980. 

[13] T.E. Chaddock, Gastric emptying of a nutritionally balanced liquid diet, in: E.E. Daniel (Ed.), 
Proceedings of the Fourth International Symposium on Gastrointestinal Motility, ISGM4, 4–8 September 1973, Seattle, 
WA, Mitchell Press, Vancouver, British Columbia, Canada, 1974, pp. 83–92. 
[14] M.J. Adams, B.J. Briscoe, S.K. Sinha, Interface friction and energy dissipation in soft solid 
processing applications, in: D. Dowson, C.M. Taylor, T.H.C. Childs, M. Godet, G. Dalmas (Eds.), 
Dissipative Processes in Tribology, in: D. Dowson (Ed.), Tribology Series, vol. 27, Elsevier, Amsterdam, 
1994, pp. 223–234. 
[15] J.G. Wilson, F.C. Fraser (Eds.), Handbook of Teratology, vols. 1–4, Plenum Press, New York, 1977–1978. 
[16] C.E. Sluzki, J. Beavin, Symmetry and complementarity, in: P. Watzlawick, J.H. Weakland (Eds.), 
The Interactional View, Norton, New York, 1977, pp. 71–87. Reprinted from: Acta Psiquiatrica y 
Psicologica de America Latina, 11 (1965) 321–330. 

[17] F. Yu, X.-S. Wu, Phys. Rev. Lett. 68 (1992) 2996. Available from: <hep-th/9112009>. 
[18] F. Douglis, Th. Ball, Tracking and viewing changes on the web, in: Proc. 1996 USENIX Technical 
Conference, 1996. 
[19] See the references in: H.A. Buchdahl, The Concepts of Classical Thermodynamics, first published by Cambridge 
University Press, Cambridge, 1966. Also available electronically as The Concepts of Classical Thermodynamics (last 
updated 1999). This reference discusses the basic concepts in a very thorough manner. Its literature list is a main entry 
point into the discipline. 

[20] Cancer Research UK, Cancer statistics reports for the UK. 
<http://www.cancerresearchuk.org/aboutcancer/statistics/cancerstatsreport/>, 2003 (accessed 13.0

http://www.cancerresearchuk.org/aboutcancer/statistics/cancerstatsreport/


 


