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Abstract This user manual provides instructions on how to use the Springer Nature
Word template effectively. It is intended as a guide for Springer Nature book and
chapter authors in understanding how the template functions. This user guide has
been prepared in the form of a sample chapter which at the same time explains the
different features offered by this tool.
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1 Introduction

This document is designed to help authors prepare their manuscript with all neces-
sary structures. The template contains predefined formats for all the essential ele-
ments in the manuscript. These formats can be easily applied using mouse clicks
and are compatible with both Windows and Mac. This documentation provides a
step-by-step instruction for using the template.

The Word template has been designed as a tool to help Springer Nature authors
to prepare their manuscripts in a well-structured format which can easily be con-
verted into XML. The XML format is the basis for displaying the content on various
electronic platforms and for transforming it into the final typeset layout according
to Springer Nature’s style specifications.

2 Getting Started

Open Word and in the File menu, click on Options. Click on Trust Center and
then on Trust Center Settings. Click on Macro Settings and choose “Disable all



Macros with notification”, then press OK twice. Exit Word. The following ordered
list summarizes the necessary steps to start working with the template:

1. Open Word

2. Make changes in the Trust Center Settings

3. Close Word

4. Open the template

5. Once you have completed these steps, a tab labelled “Styling” will be displayed

in the menu bar as shown in the following screenshot (— Fig. 1).

. Styling Q@ Tell me what you want to do...

Insert Figure  Insert Table Insert Link = Chapter Appendix  Ethics Approval
Figure Caption Table Caption Index Entry  Acknowledgment  Reference List Heading
Table Footnote Competing Interests Reference List Entry

Chapter Back Matter
Fig. 1 Screenshot showing the Word menu, highlighting the “Styling” option

3 Elements in the “Styling” Tab
The “Styling” tab is divided into five sections:

Styling

Chapter Header
Chapter Body
Chapter Back Matter
Extras

The features of the various elements available in these sections are explained in
detail below.

For each element, a short explanation is also available in the template itself and
can be seen when hovering over the specific element with the mouse (this feature is
currently only available in Windows).

The elements included in the sections: Chapter Header, Chapter Body and Chap-
ter Back Matter can be used to style new content as well as to render existing content
in a defined style.

In order to insert new text in a specific style, position the cursor on a new line in
the document, choose the element you want to use from the toolbar by clicking on
it, and then start typing.

If you want to style existing text, mark the relevant content, and then click on
the respective element in the toolbar.

3.1 Styling

The section “Styling” contains the following option:



Delete Format: If you have applied some styling that you wish to correct, first
remove the applied formatting by selecting the respective text and then clicking on
“Delete Format” (— Fig. 2). You can then apply the correct styling.

File Home |Insert Design Layout A

Delete Format | Chapter Mumber Author Mame Motto
Chapter Title Affiliation Abstract
Chapter Mote Keywords
Styling Chapter Header

Fig. 2 Screenshot displaying the Styling option, which includes a “Delete Format” function

3.2 Chapter Header

The section “Chapter Header” contains the following elements which cover the
header part of the chapter manuscript (— Fig. 3).

File Home Insert Design Layout References Mailing

Delete Format ~ Chapter Mumber Author Mame Motto Heading -
Chapter Title Affiliation Abstract = Paragraph Heading -

Chapter Note Keywords = Paragraph
Styling Ehapter Header

Fig. 3 Screenshot showing the available elements in the Chapter Header section

Chapter Number This element is optional and should only be used if the chapters
in the book are numbered. If a chapter number has been inserted, subsequent sec-
tions will be numbered automatically. In this user guide, no chapter number has
been inserted. When the “Chapter Number” option is selected, a dialog box appears
prompting you to enter the chapter number. Click “Ok” to confirm or “Cancel” to
proceed without entering a number (— Fig. 4).

Template X

Enter Chapter Tifle Number 1
Ok Cancel

Fig. 4 This option allows you to include the chapter number

Chapter Title In this manual, you can see the chapter title “Instructions for Using
the Springer Nature Word Template” displayed as the first item on the first page.



Author Name Author names are required in edited works. Please make sure to pro-
vide the first and last name(s) of all chapter (co-)author(s) in correct spelling. In this
manual, a sample structure for several author names has been inserted on the first
page below the chapter title.

Affiliation For each chapter (co-)author, at least one correct and complete affilia-
tion must be provided. In this manual, you can see the sample structure for affilia-
tions on the first page below the author names.

Chapter Note This is an optional element which can be used to provide information
concerning the complete chapter, e.g. to dedicate the chapter to someone or to state
that two co-authors have contributed equally to the work. In this manual, you can
see the sample chapter note on the first page below the affiliations.

Motto This is an optional element which can be used to include a motto for the
chapter. In this manual, you can see the sample text displayed right-aligned as a
motto on the first page above the abstract.

Abstract Chapter abstracts are strongly encouraged. They will appear online on
Springer Nature Link and other sites and will be freely accessible. In this manual
you can see a sample abstract on the first page. The run-in heading “Abstract” will
automatically be inserted upon choosing this element.

Keywords Keywords may be required. If you are unsure, please check with your
editor. If keywords are to be provided for your chapter, please supply 5-10 key-
words. In this manual, the sample keywords “Manual”, “Instructions”, “User
Guide”, “Word Template” and “Springer Nature” have been inserted on the first
page. The run-in heading “Keywords” will automatically be inserted upon choosing
this element.

3.3 Chapter Body

The section “Chapter Body” contains all the elements necessary in the main body
of the chapter (— Fig. 5).

Layout References Mailings Review View MathType Q@ Tell me what you want to do...
e Motto Heading ~ Special Paragraph -~ Block Quote Insert Figure  Table Caption  Insert Link - Chapter Appendix
Abstract Paragraph Heading = Footnote Computer Code Figure Caption Insert Table Index Entry  Acknowledgment
e Keywords = Paragraph List ~ Equation Table Footnote Competing Interests
Chapter Body Chapter

Fig. 5 Screenshot showing the available elements in the Chapter Body section

Heading This menu offers two options for managing heading styles.

e  Numbered heading: Use this to insert headings with sequential numbers. The
following heading levels are available: Heading 1, Heading 2, Heading 3,
Heading 4, and Heading 5. The levels must be used as a hierarchy, where Head-
ing 1 is the highest level of section. Never skip a heading level, i.e. a heading
level 2 should only be inserted if a heading level 1 is already present, etc.

e Unnumbered heading: Use this to insert headings without numbers. The fol-
lowing heading levels are available: Heading 1, Heading 2, Heading 3, Heading



4, and Heading 5. The levels must be used as a hierarchy, where Heading 1 is
the highest level of section. Never skip a heading level, i.e. a heading level 2
should only be inserted if a heading level 1 is already present, etc.

Paragraph Heading The menu includes three options for handling paragraph titles.
Two of these options are run-in headings, i.e., the text runs on in the same line after
the heading. These run-in headings are presented as bold or bold italic. Examples
are listed below for your reference:

Style 1 To apply Style 1, select the entire paragraph and choose the “Paragraph”
option. Then, select only the run-in heading and select “Style 1” from the “Para-
graph Heading” menu. This will format the run-in heading in bold.

Style 2 To apply Style 2, select the entire paragraph and choose the “Paragraph”
option. Then, select only the run-in heading and select “Style 2” from the “Para-
graph Heading” menu. This will format the run-in heading in bold italic.

Style 3

Only Style 1 and Style 2 are true run-in-headings. For Style 3, the text will start in
anew line. To apply Style 3, select the entire paragraph and choose the “Paragraph”
option. Then, select only the heading and select “Style 3” from the “Paragraph
Heading” menu. This will format the heading in bold and move the following text
to the next line.

Paragraph This option is used to style the paragraph text with a standard first-line
indent.

Special Paragraph A didactic element is a component within a piece of work that
primarily aims to teach or instruct. Eight styling choices for didactic elements are
available in this menu. They are listed below for your reference. Each didactic ele-
ment must finish with an End Tag (see "End Tag" description below).

Example This example demonstrates how to add an “Example” element as a dis-
tinct didactic feature that stands out from the main content. When you select the
“Special Paragraph” option and choose “Example”, the heading “Example” will be
automatically inserted if it is not already present. According to the default settings,
an “End Tag” will be automatically included after the first paragraph. If the “Exam-
ple” consists of two or more paragraphs, please include an “End Tag” manually as
described below.

Definition This example demonstrates how to add a “Definition” element as a dis-
tinct didactic feature that stands out from the main content. When you select the
“Special Paragraph” option and choose “Definition”, the heading “Definition” will
be automatically inserted if it is not already present. According to the default set-
tings, an “End Tag” gets automatically included after the first paragraph. If the
“Definition” consists of two or more paragraphs, please include an “End Tag” man-
ually as described below.

Warning This example demonstrates how to add a “Warning” element as a distinct
didactic feature that stands out from the main content. When you select the “Special



Paragraph” option and choose “Warning”, the heading “Warning” will be automat-
ically inserted if it is not already present. According to the default settings, an “End
Tag” gets automatically included after the first paragraph. If the “Warning” consists
of two or more paragraphs, please include an “End Tag” manually as described be-
low.

Overview This example demonstrates how to add an “Overview” element as a dis-
tinct didactic feature that stands out from the main content. When you select the
“Special Paragraph” option and choose “Overview”, the heading “Overview” will
be automatically inserted if it is not already present. According to the default set-
tings, an “End Tag” gets automatically included after the first paragraph. If the
“Overview” consists of two or more paragraphs, please include an “End Tag” man-
ually as described below.

Important This example demonstrates how to add an “Important” ele-
ment as a distinct didactic feature that stands out from the main content.
When you select the “Special Paragraph” option and choose “Im-
portant”, the heading “Important” will be automatically inserted if it is
not already present. According to the default settings, an “End Tag” gets
automatically included after the first paragraph. If the “Important” con-
sists of two or more paragraphs, please include an “End Tag” manually
as described below.

Question This example demonstrates how to add a “Question” element as a distinct
didactic feature that stands out from the main content. When you select the “Special
Paragraph” option and choose “Question”, the heading “Question” will be automat-
ically inserted if it is not already present. According to the default settings, an “End
Tag” gets automatically included after the first paragraph. If the “Question” consists
of two or more paragraphs, please include an “End Tag” manually as described be-
low.

Legal This example demonstrates how to add a “Legal” element as a distinct
didactic feature that stands out from the main content. When you select the “Spe-
cial Paragraph” option and choose “Legal”, the heading “Legal” will be auto-
matically inserted if it is not already present. According to the default settings,
an “End Tag” gets automatically included after the first paragraph. If the “Legal”
consists of two or more paragraphs, please include an “End Tag” manually as
described below.

End Tag An end tag is automatically inserted after the first paragraph of a didactic
element as it is automatically assumed to consist of only one paragraph. If, however,
a didactic element should span multiple paragraphs, not just one, mark the end of
the last paragraph manually with an “End Tag” by clicking on this option in the
“Special Paragraph” menu. This will insert a bookmark to clearly define the didactic
element’s end.




Footnote Place your cursor where you want the footnote reference to appear in your
text. Select the Footnote option, this will create a superscript number in your text
and open a footnote area at the bottom of the page or document. Type the desired
content within the footnote area.

List This menu offers three options to customize the appearance of your lists.

1. Ordered List: An ordered list is a numbered list, which displays items in nu-
merical order, with each item preceded by a number and a tab.

e Unordered List: An unordered list is an unnumbered list, which displays items
preceded by bullet points and a tab.

—  Sublist: To create a sublist within a list, simply place your cursor within the
paragraph you want to turn into a sublist. Then, navigate to the “List” menu
and select the “Sublist” option. This will automatically indent the paragraph,
marking it as a sublist item with a dash symbol.

Block Quote A block quote is a long quotation that is visually separated from the
surrounding text. Here is an example of a block quote in the template:

It is typically formatted with a larger indent on both the left and right sides, and may also
use a different font or font size. To create a block quote, use the “Block Quote” option.

Computer Code Source code can be written in any programming language. Use
the “Computer Code” option to format code snippets. For example,

def find largest (numbers) :
largest number = numbers[0]
for number in numbers:

if number > largest number:
largest number = number
return largest number

Equation Equations can be presented in two ways: inline in running text, or dis-
played on a separate line. Displayed equations can be either numbered or unnum-
bered.

o [Inline equations: These appear naturally within the text flow, similar to regular
words. To insert an inline equation, position your cursor at the desired location
and select the “Equation” option. This will embed a Microsoft Equation Editor
directly into your text.

Generally, the meaningful-credibility confidence-level Type equation here.-
should be-greater-than-0.5(Zhang-and-Hang-2010).-Based-onthe-aforementioned-
credibility definition, by converting the fuzzy credibility constraints-in the model-
and -consideringthe intrayear-allocation process the following-deterministic-con-
straints-can be-obtained:q



o Displayed equations: These equations are presented on separate lines. They
can be either numbered or unnumbered, depending on your preference. To in-
sert a displayed equation, position your cursor at the desired location and select
the “Equation” option. This will open a Microsoft Equation Editor for you to
input your equation.

Generally, the meaningful credibility confidence level Type equation here.
should be-greater-than-0.5(Zhang-and -Hang-2010).-Based -on the aforementioned-
credibility definition, by-converting the fuzzy credibility constraints in-the model-
and-considering the intrayear-allocation process, the following deterministic con-
straints-can-be-obtained:q

Type equation here|

where- 4 -is-the-confidence-level,- 0 -is-the-minimum-possible-value-

of-the- total-available - water- resources,- ¢ - is- the- most-likely-value,-

VaZ + b? (1)

Insert Figure To insert a figure, use the “Insert Figure” option. This allows you to
browse and select an image from your computer to place within your document.
Figure Caption To add a figure caption, use the “Figure Caption” option. This will
automatically insert “Fig.” in bold, followed by a space. Then, type the figure num-
ber in bold after “Fig.” and add the caption text after another space (not in bold).
Please include the caption underneath the figure.
Table Caption To add a table caption, use the “Table Caption” option. This will
automatically insert “Table” in bold, followed by a space. Then, type the table num-
ber in bold after the space, and add the caption text after another space (not in bold).
Please include the caption above the table.
Insert Table If you want to include a table from another Word document, please
place the table below the table caption. If you are incorporating a table from an
Excel file, please copy the content from the Excel sheet and insert it into the docu-
ment below the table caption.

To add a new table, click the “Insert Table” option. This will open a window
where you can choose the desired number of rows and columns. Once you've made
your selection, click “OK” to create the table (— Fig. 6).



Insert Table ? x
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[] Remember dimensions for new tables

Fig. 6 A feature to add a table to the document

Table Footnote To insert a table footnote, position your cursor where you want the
footnote reference to appear within the table cell. Then, select the “Table Footnote”
option. This will insert a superscript footnote indicator in both the table cell and the
designated footnote area directly underneath the table.

Table 1 Sample table counting some elements of a manuscript

Manuscript Elements Number Citation in Text
Figures 9 Yes
Tables 1 Yes
Equations® 1 Yes

2Sample table footnote

Insert Link To insert a citation, use the “Insert Link™ option.

1. Table Link: To cite a table in your text, use the “Table Link” option. This will
automatically insert a red arrow followed by a space. After the arrow, type the
table citation, for example: — Table 1.

2. Figure Link: To cite a figure in your text, use the “Figure Link” option. This
will automatically add a red arrow followed by a space. After the arrow, type
the figure citation, for example — Fig. 1.

3. Egquation Link: To cite an equation in your text, use the “Equation Link” fea-
ture. This will automatically insert parentheses, within which you can enter the
equation number. For example, you would write “Eq. (1)” to refer to equation
number 1.

4. Reference Citation (Name Year): When referencing a source within your text
using the “name year” format, select the “Reference Citation (Name Year)”
option. This will automatically insert parentheses, allowing you to easily add
the citation. For instance, you would write “(Author 2024)”. Please use either
Name Year citation or numbered citation throughout the chapter/book.

5. Reference Citation [Number] To cite sources using numbered references
within your text, choose the “Reference Citation (Number)” option. This will



automatically add square brackets, making it simple to insert citations. For ex-
ample, you would write “[1, 2]” to reference sources numbered 1 and 2. Please
use either Name Year citation or numbered citation throughout the chap-
ter/book.

6. Section Heading Cross-References To reference a specific section within your
chapter, use the “Section Heading Cross-References” option. This will auto-
matically insert a red arrow followed by a space. After the arrow, type the sec-
tion citation, for example: — Section 2.

7. Chapter Cross-References To reference a specific chapter within your text, use
the “Chapter Cross-References” option. This will automatically insert a red ar-
row followed by a space. After the arrow, type the chapter citation, for example:
— Chapter 2.

Index Entry To insert an index entry, position your cursor at the desired location
within the text. Select the “Index Entry” option to open a dialog box. Here, you can
specify index term details and mark the entry.

Mark Index Entry ? *

Index

Main entry: | |

Subentry: | |

Options
(O Cross-reference: [See
@ Current page
() Page range
Bookmark:

Page number format

[ Bold
[ ttalic

This dialog box stays open so that you can mark
multiple index entries.

3.4 Chapter Back Matter

The section “Chapter Back Matter” contains the following elements which cover
the Back Matter part of the chapter manuscript (— Fig. 7).

Q Tell me what you want te do...

Table Caption InsertLink= Chapter Appendix  Ethics Approval Show Chapter Table of Content
Insert Table Index Entry ~ Acknowledgment  Reference List Heading = Show Chapter Index
Table Footnote Competing Interests Reference List Entry

Chapter Back Matter Extras

Fig. 7 Screenshot showing the available Back Matter elements



The Chapter Back Matter section contains options to style references, appendix,
acknowledgments and declarations (see samples below).

In edited works, a declaration of competing interests is required for each chapter.
Ethics approval must only be included in contributions on primary studies with hu-
mans or with animals. In authored works, the declarations should be included in the
Book Front Matter.

Appendix An appendix is a supplementary section at the end of a chapter that con-
tains additional information relevant to the chapter's content but is not essential for
understanding the main text. The numbering of tables, figures, and equations in the
appendix section continues on from that in the main text. Selecting the “Chapter
Appendix” option will conveniently add the heading “Appendix” for you. If there
is only one heading, retain it as “Appendix”, but adjust it to the relevant number
(“Appendix 17, “Appendix 2”, etc.) if there are more than one.

Acknowledgments In the Acknowledgments section, you can express your appre-
ciation to those who supported your research and writing. Selecting the “Acknowl-
edgment” option will conveniently add the heading “Acknowledgments” for you.

Competing Interests Please declare any competing interests in the context of your
chapter. The following sentences can be regarded as examples: This study was
funded by [X] [grant number X]. [Author A] has a received research grant from
[Company W]. [Author B] has received a speaker honorarium from [Company X]
and owns stock in [Company Y]. [Author C] is a member of [committee Z]. The
authors have no conflicts of interest to declare that are relevant to the content of this
chapter. Selecting the “Competing Interests” option will conveniently add the head-
ing “Competing Interests” for you.

Ethics Approval If your chapter includes primary studies with humans, please de-
clare the adherence of ethical standards. Example text: This study was performed in
line with the principles of the Declaration of Helsinki. Approval was granted by the
Ethics Committee of University B (Date.../No. ...). In addition, for human partici-
pants, authors are required to include a statement that informed consent (to partici-
pate and/or to publish) was obtained from individual participants or parents/guard-
ians if the participant is minor or incapable. If animals are studied, authors should
make sure that the legal requirements or guidelines in the country and/or state or
province for the care and use of animals have been followed or specify that no ethics
approval was required. Selecting the “Ethics Approval” option will conveniently
add the heading “Ethics Approval” for you.

Reference List Heading The References section is placed at the end of the docu-
ment to list all cited sources. Selecting the “Reference List Heading” option will
conveniently add the heading “References” for you.

Reference List Entry To format a reference list entry, select the desired text and
choose the “Reference List Entry” option. A dialog box will appear. If using num-



bered citations, check the corresponding box and click “Ok”. For name-year cita-
tions, simply click “Cancel” (— Fig. 8). A sample list of references has been added
at the end of this manual.

Reference Style Form X

™ Numbered Style

Ok Cancel

Fig. 8 An option to choose a numbered style for references, allowing for automatic
insertion of numbers in the reference list

3.5 Extras

The section “Extras” contains elements that allow you to check the Table of Con-
tents and Index (— Fig. 9).

Chapter Appendix  Ethics Approval Show Chapter Table of Content

Acknowledgment  Reference List Heading = Show Chapter Index
Competing Interests Reference List Entry
Chapter Back Matter Extras

Fig. 9 Additional styling elements can be found in the Extras menu

e Show Chapter Table of Contents: This option generates an overview of the
chapter structure, listing its headings and subheadings. Please note that a Chap-
ter Table of Contents is normally not included in chapters.

e Show Chapter Index: This option generates a list of index terms included
within the chapter. A Chapter Index is generally not included.

Both functions allow you to check your input. Please delete both Chapter Table
of Contents and Chapter Index before submitting the manuscript.
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