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Guide to Instructions to Authors and 

EMSS (Elseviers Electronic Manuscript System) 

Instructions to Authors

Aims and Scope of
International Encyclopedia of Social & Behavioral Science 2nd Edition
General scope 

This will be transdisciplinary, authoritative reference work can still surprise students and researchers with new ways to understand subjects in the social and behavioral sciences. Even though information sources continue to multiply, a large, broad encyclopedia possesses an inherent capacity to enrich the research process. Both its format and its integrated articles encourage discovery and the building of contexts and connections. The second edition of the International Encyclopedia of Social and Behavioral Sciences, first published in 2001, will take full advantage of advances in electronic publishing.

As in the 1st edition, articles in the 2nd will be written by top international researchers, professors, and scholars. The articles will reveal the dynamics of current thinking about a given topic and discuss how it relates to other subjects.

Length and focus

The recommended length of each article has been established by the Editors and is specified on your Homepage (http://editorial.elsevier.com)  and in the contributor agreement. 
Article Structure

Your article should include the following:*Essential items

	Cover Page*
	Article Title

Full name(s) of Author(s) as they should appear in the finished work

Full contact information for each author (Address, Phone, Fax, Email)

	Glossary
	A dictionary-style definition of any unusual terms used in your article

	Nomenclature
	List and define any unusual symbols used in your article

	Keywords*
	10-15 keywords, which will be used for indexing purposes only. These should be listed alphabetically.

	Abstract *
	50-100 word abstract of the article which will appear in the body of your article and to summarize the work online

	List of relevant web pages 
	Include a list of any relevant web pages

	Reference list*
	Listing up to 15 books, chapters, reviews or seminal articles to which the reader can be directed for further information on this topic.   

	Illustrations, Tables and Multimedia
	If applicable

	Permissions*
	For both print and electronic formats for any copyrighted Illustrations, Tables or (if applicable) Multimedia content you wish to reproduce in the Work

	Cross References *
	Suggestions for cross-references to other articles within the Work: please read through the contents list and include a list of the numbers of articles that might relate to yours

	
	


The Article Template, available on your Resources tab in EMSS, guides you through these elements.
Please see the sample article which is available on the Resources tab of your Homepage, and illustrate examples of our standard style for articles in this work
Text

Spelling

· American spelling should be used
· Merriam-Webster’s Collegiate Dictionary will be followed for spelling and hyphenation
· After acceptance, minor changes may be made to your manuscript to reflect this
Emphasis

· It is our house style not to use italics, bold or underlining to emphasize text
· Single quotation marks or italics may used to define new terms but are not used for general emphasis of words within the text
Headings

· All text must be prefaced by a heading
· Use up to three levels of heading:


Heading One


Heading Two


Heading three
· Finer levels of organization should be captured using bullet lists

Units and nomenclature 

· SI units should be used

· These should be expressed in the form m s–1 ( not m/s)

· Where the community commonly uses non-SI measures (for example: gal. ha–1), the standard units should be given, with the SI equivalent expressed in parentheses
References
References should be cited within the text, and will follow the Harvard Style: 

(note Authors Full names should be provided where possible)

Harvard style references (Name (Date))

· References should be cited within the text and tables, using the format Name (Date). Multi-authored articles should list all authors if there are up to five of them, or the first three, followed by “et al” if there are more than five.  More than one reference from the same Author(s) in the same year must be identified by the letters “a”, “b”, “c”, etc., placed after the year of publication 

· The Reference List should be arranged alphabetically

Books

Surname, A. B. (2000). Title with capital letters only for first word and Proper Names. Place: Publisher.

Surname, A. B. and Surname, C. D. (2000). Title as above (3rd edn.). Place: Publisher.

Surname, A. B. (ed.) (2000). Title as above. Place: Publisher.

Surname, A. B., Surname, C. D. and Surname, E. F. (eds.) (1985–2000). Title as above for multivolume series (4 vols.). Place: Publisher.

Surname, A. B., Surname, C. D. and Surname, E. F. (eds.) (1991). Title as above for series 4: Title of individual volume. Place: Publisher.

Article in edited books
Surname, A. B. (1999). Article title with capital letters only for first word and Proper Names. In Surname, C. D., Surname, E. F. & Surname, G. H. (eds.) Book title as above. 3rd ed, pp 3–56. Place: Publisher.

Articles in journals

Surname, A. B. (1991). Article title with capital letters only for first word and Proper Names. Journal Title with all Content Words in Capital Letters 24, 128–156.
Proceedings

Surname, A. B. (2003). Article title with capital letters only for first word and Proper Names. In: Surname C. D. (eds.) Proceedings of International Conference of Scientific Reference Works, pp.1099–1111. Place: Publisher.
Patents

Surname, A. B. (1994). Br. Pat. 1 099 184 (Journal Title with all Content Words in Capital Letters, 1995  6, 56).
Website citations

· Websites may not  remain active for the life of publication and may not be peer-reviewed. Please only submit the top-level of any website addresses and not deeply-linked sources as they are unlikely to remain active for the life of the publication
· Please supply a short title with each web address, as guidance for the reader (e.g. ‘BBC News’ www.bbc.co.uk/news)
· As reference works are expected to be a valid reference source for a long time, only the website addresses which are expected to remain valid for a long time should be used. Website addresses may be edited to conform to this stylistic requirement
· Websites should be cited in a “List of Relevant Websites” section at the end of the article, not in the text
· Web addresses may be used in tables in the text, but please note that the links in these will not be active in the online environment
Extensive reliance on earlier sources

· We prefer that your contribution be prepared drawing on your broad knowledge of the available literature on the subject
· For any verbatim quotation(s), please ensure that they are fully attributed with author, year and page number, and that they are for illustrative purposes only. In no way should these be presented as your own original work. If in any doubt seek permission
· For more information on copyright permissions and obtaining them, see below: “Permissions”
Figures and Tables 
Each figure, scheme, important equation, structure and table should be cited within the text in numerical order, indicating their position in the text as follows:
<Figure 6 near here>
<Table 1 near hear>
If there are problems with the typesetting of any given element, these will be addressed in your proof.
Tables

· Please submit tables as separate files 
· Each table should include: title, table number, column headings, indication of units used (stated in the column headings) 

· Any explanatory material which is essential to the understanding of the table should be placed in footnotes to the table
· Data sources – references for tables should be given in full and will be placed in the footnotes to the table
Figures/Artwork
	File Format
	Line drawings
	Halftones/photographs

	EPS
	(
	Min 72dpi, line weight 0.35-1.5pt
	X
	Do not send halftones in this format

	Tiff
	(
	Min 1000dpi
	(
	Min 300dpi

	JPEG
	X
	Do not send line drawings in this format
	(
	Discouraged as resolution often too low for print

	PDF
	(
	Min 1000dpi
	(
	Min 300dpi

	Word
	(
	
	X
	Do not send halftones in this format

	Excel
	(
	
	X
	Do not send halftones in this format

	PowerPoint
	(
	
	X
	Do not send halftones in this format

	ChemDraw
	(
	
	X
	Do not send halftones in this format


· Please submit electronic files for all of your figures/artwork (where possible)
· Send all figures/artwork files as separate files 

· Figures may be redrawn to meet house-style
· We can accept items that require scanning: please supply these in a form suitable for reproduction without retouching or redrawing, clearly labeling the reverse with your manuscript number, figure number.  Please do not send us unique or precious artwork as we cannot guarantee it will be returned
· Full details on the preparation of figures/artwork and multimedia can be found at our Author Artwork homepage:

· If you have any questions about preparing figures/artwork please don’t hesitate to contact your Development Editor

Multi-media Annexes

· Multi-media annexes are files (sound, video, spreadsheets, Word documents, etc) that provide supplementary information to your  article and appear in the online version of the work only
· They appear at the end of an article online. 
· Please note that any multimedia material supplied is subject to the same review process as the articles.

· Please supply a description for each multimedia annex supplied. When published on-line, the descriptive text will appear as captions alongside links to the multimedia annexes. These should be not less than 50 words or greater than 1000.

Types of files
· Movies/animations

· Additional images (beyond those included as part of the main article)
· Audio files

· Application-specific files (note this excludes executable applications)

· Word documents containing additional information (e.g. samples from a corpus)
· Excel spreadsheets

· PowerPoint presentations

· Acrobat PDF documents

· We cannot use executable files
Permissions

· It is the Author’s responsibility to ensure that they have secured permissions for any multimedia annexes

Permissions
· We recommend using original, unpublished artwork/tables/multimedia
· If you reproduce previously published material, written permission must be obtained from the copyright holder (usually the publisher, not the author) for both print and electronic formats of the Work
· Please note that it is the Author’s responsibility to obtain permission to reproduce any copyrighted material

· Note that if the copyright owner requires the credit line to be in a specific form you must follow this exactly 
· The correspondence granting permission should be sent to Elsevier with your manuscript (ensure that it is clear which figure(s) the permission relates to)
· If permissions are in progress, provide a copy of your request, and then forward the actual permission as soon as it is received
Permission is required:
· Material reproduced from a previously published work

· Modified figure/table from a previously published work, recognizably similar to the original source. (The legend should indicate that it is adapted: “Adapted from… with permission”)

· Use of material from your own published work, unless you have a prior agreement with the publisher allowing you to reuse your own artwork in future writings without requesting permission 

· Material previously published by Elsevier or its subsidiary imprints 

· An unpublished photograph taken by someone other than yourself (copyright of the photographer), unless the copyright has been transferred to you in writing 

· Any verbatim quotations of 50 words or more from a copyrighted source or where the manuscript contains a total of more than 200 words or 8 quotations from a single source. Note that all verbatim quotations must be fully attributed with author, year and page number.
Permission IS NOT required:

· Where material is clearly presented in a different format from the original. This generally applies to graphs and tables where copyright only applies to the presentation of the data. However, in these cases it is still necessary to credit the original source. Please note that for all other modified images, if the figure is still recognizable as having been derived from the original copyrighted image then permission will need to be obtained from the copyright holder
· A table compiled from several data sources. Note that all data sources must be cited in the footnote to a table

· Discussions of the data from copyrighted figures and tables, where the figures and tables themselves are not reproduced
Citing other works

· The source(s) of data must always be cited in full, regardless of whether permission is required
If you have questions or concerns about how you should go about securing permissions, please contact your Development Editor.

Submission

· Submit your manuscript electronically by uploading it to the EMSS (Electronic Manuscript Submission System) site
· We do not need hard copies of manuscripts, however if this will present any problems, please contact the Development Editor
· Use an editable word-processing application, e.g., Microsoft Word

· Do not submit your text files in PDF-format

· Do not format your article to look like the sample articles

EMSS (Electronic Manuscript Submission System)
The EMSS website is a workflow system. The beauty of this system is that everyone involved knows exactly where each manuscript is, and who is in charge of it, at each stage of the process.  Deadlines and expectations are crystal clear. In addition, the website is the main storage bank for all of the manuscript files, figure files, and contributor information.  It truly makes everyone’s job very easy!

You will submit your manuscript, figures, and affiliation information on this site and all correspondence will be conducted through it. If you will be unable to submit your materials through the website you must make special arrangements with the Major Reference Works Editorial team at MRW-ISB2@elsevier.com, or +44 (0) 1865 843279 or +44 (0) 1865 843279 843339. 
Please be aware that late contributions delay publication and affect the currency of contributions received on time.
HOW TO USE EMSS?
First: Logging In

Log in to the website at emss.elsevier.com.  (Your password is your last name in lower-case letters).   
Select International Encyclopedia of Social & Behavioral Sciences from the drop-down menu.  

Second: Knowing the workflow

AUTHOR

SECTION EDITOR 

ADVISORY EDITOR

EDITOR IN CHIEF
PUBLISHER
Depending upon your role(s) in the project, you will be granted access to a specific “view” on the website.
Your personal homepage

After you log in, you will always be taken to your “homepage” first
The “To-Do” list tells you which chapters will require immediate attention by you. The Current Status column tells you who has responsibility for the chapter at this very moment, and in this case, it is set at the first “station,” which is you – the author.
After clicking on a specific chapter link in your “To-Do” List, you will see….

Manuscript Tab

On this tab, the author can download and open the previous edition file, and also upload their final manuscript file
Figures Tab

On this tab, the author can upload all of the figures for their chapter (maximum file size 99MB, if your file is larger please contact your development editor).  Of course, we will still accept hard copies of line drawings, or any other type of figure that doesn’t lend itself easily to this uploading program
New Note

On both the manuscript and figures tab, the author has the ability to send their section editor, or the editor, a note about their chapter.   See the "new note" link
Manuscript Status Box

This box tells you who currently has responsibility for a chapter. When the author submits the chapter to the section editor, the orange box will move one space to the right. When the section editor submits the chapter to the editor, the box moves another space, and so on, until the chapter makes it to the publisher
Action Box

This box allows each person in the workflow to forward the manuscript. Authors will forward the manuscript onto the section editors, and eventually, section editors will forward the manuscript to editors. Finally, the manuscript will be submitted to your Development Editor. Every time a manuscript is moved, the appropriate person is directed via e-mail to go to the website and download the manuscript file
The Chapter Specifications box is only found on the author view. This box is self-explanatory, and tells the author how many figures, tables, and printed pages they are allotted for the chapter
Third: How does the workflow move?  Who moves it?

· Manuscripts are submitted to the next person on the workflow through the Action box
· Every time a manuscript is moved through the chain of command, the appropriate person is directed via e-mail to go to the website and download the manuscript file
· As a manuscript moves through the workflow, one can track where it is at any given time by looking at the manuscript status box
Uploading and submitting a manuscript 

Downloading: Download the manuscript file by hitting the “download manuscript” arrow on the right side of that box
Uploading: Upload a new file by clicking the “upload new revision” button the top right portion of that same box
Submitting: In the Actions Box, select to whom you wish to send the manuscript (section editor or editor) from the drop down menu, and then click the “submit” button.  The chapter will not go anywhere until one makes this final click
Downloading, uploading, and submitting figures

The instructions above also apply to black and white figures, color figures, and line drawings

Proofs

· Please consider the revised manuscript you submit after the review process to be the final version
· You will have an opportunity to correct the proof, but changes should be kept to a minimum
· We will send you detailed information about the proof stage, as the Work gets closer to publication
· As soon as a significant proportion of manuscripts have been approved by the Editor the production of the Work will start
· Once production has started, your manuscript will be copy-edited and typeset before the proofs are sent to you
Contact Information

· If you have any questions or comments concerning the International Encyclopedia of Social & Behavioral Sciences, please feel free to contact us
· Regarding article deadlines, these instructions and any other administrative matters please contact:

Richard Berryman or Claire Byrne
Major Reference Works 

Elsevier Ltd, Langford Lane 

Oxford, OX5 1GB UK 

Tel: +44 (0) 1865 84 3279 or 843339
Fax: +44 (0) 1865 843974 

Email: MRW-ISB2@elsevier.com 
· Regarding the scientific content and scope of an article, please contact the Editors, whose contact information can be found in the Assignments box on your Homepage
· Note that article deadlines form part of your Contributor Agreement. Any queries concerning these dates must be discussed with the Development Editor not the Academic Editors



� HYPERLINK "http://mrw.elsevier.com/isb2/menu.htm" ��For additional resources please refer to the Project website� 
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