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Abstract:
This paper is indeed rather abstract, since it only describes how we would like you to format your paper for the DDSS 2010 conference. The abstract should briefly outline the contents of the paper and indicate its most important conclusions. The conclusion of this paper is that it is best to use the Word template for the preparation of your paper.

1. Paper size, Font, and number of Pages

1.1 The KAP menu

When you start a new document based on the DDSS2010template.dot template, you will see a new menu, called KAP (for Kluwer Academic Publishers). If this menu does not function, please follow the instructions in section 5 of this example document.

1.2 Paper size

The paper size can be set from the KAP menu. You can select A4 or US Letter sized paper. For A4 this leads to the following margins: top 2.3 cm; bottom 7.7 cm; left 2 cm; right 7 cm; gutter 0cm; header distance 1.4 cm; and footer distance 7.53 cm. The remaining text area is thus 12 cm wide and 19.7 cm high. Page numbering and the header of the pages is taken care of by the KAP menu command ‘Prepare Copy’.

1.3 Font for normal text

All text should be formatted using the styles that are predefined in the template. Use the Normal style for normal text, which is in 11 pt Times New Roman. Text is left and right justified. The first line of each paragraph indents 0.53 cm. Do not use blank lines between paragraphs.

For the keywords and abstract the style Abstract should be used, which is in 9 pt Times New Roman.

1.4 Number of pages

Your paper should not exceed 16 pages. Papers exceeding this limit will not be accepted.

1.5 Page headers

Page numbering is automatically taken care of by the ‘Prepare Copy’ command from the KAP menu. On the odd (right) pages, the title of your paper will be inserted. If you have a long title, please use the ‘Edit Headers’ command from the KAP menu to change this header to an abbreviated version.

2. Title, Authors and Affiliations

Title and subtitle can be formatted with the styles ‘Title’ and ‘Subtitle’ available in the template. Preferably, however, this information should be entered using the ‘Document Details’ command from the KAP menu.

All authors should be included at the top of the paper in one paragraph, i.e. without paragraph-breaks or line-breaks. If authors have an affiliation that differs from that of the first author, this can be indicated using superscripted numbers, as is done in this example (you will have to add these numbers manually after closing the document details dialog box). The various affiliations can be separated using line-breaks (shift-enter).

3. headings in your paper

3.1 Headings

Headings in your paper should be created using the predefined heading styles in the template. Generally, headings 1 to 3 should be used, heading 4 only when you really need it, and headings 5 and further should be avoided. All headings use Times New Roman, bold.

Heading 1 is in 13 pt font, using all capitals in bold. For exact details, such as the line-spacing before and after headings, please see Table 1. 

3.2 Heading 2

Heading 2 is also in 13 pt font, bold, but not all capitals.

3.2.1 Heading 3

Heading 3 is in 11 pt font, bold, again not all capitals. If headings follow one another without text in between them, some adjustment will be done when you select the ‘Prepare Copy’ command from the KAP menu. An example of this case is shown in the heading of section 3.1.

3.2.1.1 Heading 4

Heading 4, if you really insist on using it, is similar to heading 3 but just adds another level to your numbering.

4. Figures and Tables

4.1 Figures

Figures must be inserted using the ‘Insert Figure’ command from the KAP menu. This command must be invoked with the cursor in an empty paragraph. The command inserts a picture place-holder and a caption. The picture can then be pasted or inserted over the place-holder. Using this command leads to pictures that are horizontally centred on the page, with a caption in 9 pt font below the figure, starting with Figure n.
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Figure 1. This is a white picture

Pictures can be vertically inserted in between paragraphs, aligning on top or bottom of the page is not necessary.

4.2 Tables

Tables must also be inserted from the KAP menu. Number of columns and rows can be indicated and a caption will be inserted. This command must also be invoked with the cursor in an empty paragraph. The table below is an example. The caption is placed above the table in 9 pt font, starting with Table n.

Table 1. Styles in the CF2001 template

	Style name
	Style format

	Abstract
	small + Indent:  Hanging  55 pt Flush left, Space  After 13 pt

	Affiliation
	Font: Times New Roman, 9 pt, Italic, (no proofing), Flush left, Line Spacing Exactly 11 pt, Space  After 26 pt, Widow/Orphan Control

	Appendix
	small + Indent:  First  12 pt

	Author
	Font: Times New Roman, 11 pt, (no proofing), Flush left, Line Spacing Exactly 13 pt, Space Before 24 pt, Widow/Orphan Control

	BlockQuote
	Normal + Indent:  Left  15 pt First  0 pt, Space Before 6 pt  After 7 pt

	capLabel
	Default Paragraph Font + Italic, Not Superscript/ Subscript

	Caption
	small +

	ChapterNo
	Normal + Font: 15 pt, (no proofing), Indent:  First  0 pt Flush left, Line Spacing Exactly 17 pt, Space Before 57 pt  After 13 pt

	CN
	ChapterNo +

	Endnote Reference
	Default Paragraph Font + Superscript

	Endnote Text
	small + Indent:  Hanging  12 pt

	Equation
	Normal + Indent:  Left  18 pt First  0 pt, Line Spacing Single, Space Before 13 pt  After 13 pt, Tab stops: 335 pt Right Flush

	Figure
	Normal + Indent:  First  0 pt Centered, Line Spacing Single, Space Before 13 pt  After 13 pt, Keep With Next

	Footer
	Normal + Centered

	Footnote Reference
	Default Paragraph Font + Font: Times New Roman, 9 pt, Superscript

	Footnote Text
	small + Indent:  Hanging  12 pt

	Header
	Normal + Italic, (no proofing), Indent:  First  0 pt Flush left

	Heading 1
	Normal + Font: 13 pt, Bold, All Caps, Kern at 11 pt, Indent:  Hanging  45 pt Flush left, Line Spacing Exactly 15 pt, Space Before 26 pt  After 13 pt, Keep With Next, Keep Lines Together, Auto Numbering

	Heading 2
	Normal + Font: 13 pt, Bold, Indent:  Hanging  45 pt Flush left, Line Spacing Exactly 15 pt, Space Before 13 pt  After 13 pt, Keep With Next, Keep Lines Together, Auto Numbering

	Heading 3
	Normal + Bold, Kern at 11 pt, Indent:  Hanging  45 pt Flush left, Space Before 13 pt  After 13 pt, Keep With Next, Keep Lines Together, Auto Numbering

	Heading 4
	Normal + Bold, Kern at 10 pt, Indent:  Hanging  50 pt Flush left, Space Before 13 pt, Keep With Next, Keep Lines Together, Auto Numbering

	Heading 5
	Heading 4 + Auto Numbering

	Heading 6
	Heading 4 + Auto Numbering

	Heading 7
	Heading 4 + Auto Numbering

	Heading 8
	Heading 4 + Auto Numbering

	Heading 9
	Heading 4 + Auto Numbering

	HeadingMath
	Normal + Small Caps, Indent:  First  0 pt Flush left, Space Before 13 pt, Keep With Next

	HeadingOther
	Heading 1 + No Numbering

	LISTalph
	Normal + Indent:  Hanging  15 pt Flush left, Auto Numbering

	LISTdash
	LISTalph + Bullet

	LISTnum
	Normal + Indent:  Hanging  15 pt Flush left, Auto Numbering

	Macro Text
	Font: Courier New, 9 pt, English (UK), Flush left, Line Spacing Exactly 12 pt, Tab stops: 24 pt, 48 pt, 72 pt, 96 pt, 120 pt, 144 pt, 168 pt, 192 pt, 216 pt

	Motto
	small + Indent:  Left  77.95 pt Flush Right, Space Before 18 pt  After 18 pt

	Normal
	Font: Times New Roman, 11 pt, English (UK), Indent:  First  15 pt Justified, Line Spacing Exactly 13 pt, Widow/Orphan Control

	Notes
	small + Indent:  Hanging  12 pt

	References
	small + Indent:  Hanging  12 pt Flush left

	small
	Normal + Font: 9 pt, Indent:  First  0 pt, Line Spacing Exactly 11 pt

	Subtitle
	Normal + Font: 13 pt, Italic, (no proofing), Indent:  First  0 pt Flush left, Line Spacing Exactly 15 pt

	Table
	small + Flush left

	Title
	Normal + Font: 15 pt, Bold, (no proofing), Indent:  First  0 pt Flush left, Line Spacing Exactly 17 pt


5. KAP menu not functioning in Word

If, when you open the example document, the KAP menu is not functioning properly, this may be caused by two conditions:

1. The DDSS2010template.dot file is not placed in your system’s template folder. Copy the file to the appropriate folder and try opening the example document again.

2. The security settings in Word prohibit the menu from starting the macros. You can resolve this by either lowering the security settings (not recommended) or by making sure the template file is in the templates folder (see point 1 above) and allowing macros to be run from that folder (see the menu Tools, Macro, Security, then check the checkbox on the Trusted Sources tab).

6. References

References must follow the author-date style as outlined with examples below. References can be formatted using the style References.

The references are in 9 pt font. The first author is mentioned with surname first, then initials. Other authors have their initials first. The year follows the authors, within commas. Titles of books, proceedings, and journals are italicised, titles of articles and papers are in quotes. There is no extra space between lines of references, but the second and following lines are indented 0.42 cm. When relevant, page numbers are added at the end.

In the text, the references should be in parentheses (Author and Otherauthor, 2000). Append a lowercase letter to the year to distinguish between multiple publications from the same authors in the same year (e.g. 1999a, 1999b, etc.). In case of more than two authors, use this format: (Westman, Eastman, et al., 1999b).

Author, I.M. and A.N. Otherauthor, 2000, Title of a book in italics, Publisher, City.

Westman, A.B., C.M.Eastman, and D. Northman, 1999a, “Title of an article in quotes”, Journal name in italics, 23(4), p. 2-42.

Westman, A.B., C.M. Eastman, and D. Northman, 1999b, “Title of a chapter or paper in a book also in quotes”, in: Augenbroe and Eastman (eds.) Computers in Building: Proceedings of CAAD Futures ’99, Atlanta, USA, Kluwer Academic Publishers, Boston, p. 399-423. 
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