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• What is the basic tools for editing with word?
• JACoW Template——Current JACoW Template (Word)——Get familiar

• Citation (reference style) Information——Annex B of Full Template——Pay attention 
https://www.jacow.org/Authors/FormattingCitations（Authors often encounter the most issues here. ）

• Quick JACoW Template Review——Video from Ivan，A brief introduction regarding the key points 
to note in the template and some minor errors in it.

• CatScan Tool

• Reference Search Tool

• Editor Quality Assuarance Overview

• Paper editing checklist

• Basic procedures and points to note
• Tips and Tricks
• Precautions and Experiences
• Summary

https://github.com/JACoW-org/JACoW_Templates/raw/master/MSWord/A4/JACoW_W16_A4.pdf
https://www.jacow.org/Authors/FormattingCitations
https://ipac-docs.jacow.org/PaperEditing/Editing/TemplateReview/
https://scan.jacow.org/
https://refs.jacow.org/
https://ipac-docs.jacow.org/PaperEditing/Editing/material/Editor_Quality_Matrix.pdf
https://ipac-docs.jacow.org/PaperEditing/Editing/TemplateReview/#resources-cited-in-the-video


•Very useful, as it 

presents the 

important aspects of 

the template in a 

concise manner. It is 

a commonly used 

tool in QA.

•It is very useful for 

editors. After 

working for a long 

time, one may feel 

fatigued. Having this 

checklist serves as a 

reminder, so the 

editor won't forget 

any important 

points.



• Basic tools

• Procedures and points to note

• Tips and Tricks

• Precautions and Experiences

• Summary

References: Writing a JACoW paper: hints and reminders: https://ipac-docs.jacow.org/Paper/Writing/general/

Writing a paper in MS Word: resources: https://ipac-docs.jacow.org/Paper/Writing/word/

https://ipac-docs.jacow.org/Paper/Writing/general/
https://ipac-docs.jacow.org/Paper/Writing/word/


◼ Paper tags top 3:
➢ Reference Formatting

➢ Reference missing info

➢ Figure/Table/Reference not 
referenced



◼ Red? Yellow?  Green?

• Green dot

• Perfect paper, also in JACoW size

• Paper can go to QA

• Yellow dot

• Source file changed to fix problems

• Author will proofread and approve or reject

• Red dot

• Extensive work necessary, author should fix and resubmit



◼ Whether I can fix, and how long will it take?
➢ First check for problems that must be corrected by the author (Use CatScan Tool to help you)

• References, figures and tables are not cited in the text

• The main content of the references is missing

• The whole template is completely wrong...

➢ If there are no problems above, judge how long will take you to fix it and make decision. 

• If not so bad, go through each item and make revisions.

• According to Ivan's recommendation, if it takes more than 10 minutes to fix the paper, you 
can give a red dot.

➢ Taking notes while checking is a good habit :

Give suggestions

Tell what is fixed



◼ Overall document

◼ First page

◼ Headings

◼ Main text

◼ Figures

◼ Tables

◼ Equations

◼ References

◼ Print version corresponds with 
screen



◼ Formatting the author-affiliation 
block:  (No Zipcode)

➢ There are two ways to group authors and 
institutes (although only the first one is 
documented in the JACoW template):

➢ by institutes: all authors of the same 
institute are grouped, the main author 
starts, further institutes are listed in 
alphabetical order

➢ by authors: the authors are listed in 
alphabetical order and carry a superscript 
number to refer to the institute



➢ Please ensure that all units with mixed case (keV, MeV, GHz, µs, …) are written correctly.

➢ The same is true for acronyms like (SwissFEL, g-2, SuperKEKB, e-BEAM, IsoDAR, ThomX,
LhARA, XiPAF, IoT, FCC-hh, HiSOR, ...). If unsure whether it is a mixed-case acronym, check
the paper how it is written when no automatic uppercasing is in effect.

➢ The plural of proper nouns and acronyms in uppercase has to be a LOWERCASE "s" (LINACs,
PLMs, …).

➢ Line breaks(Shift + Enter) in author-affiliation block: if author list and institute has a line
break, place the institute on a line by its own (in this case the last author is not separated
from the institute by a comma)

➢ Line breaks (Shift + Enter) in title and section headings:
➢ do not let a single word stand on a line,

➢ try to break lines by meaning or context,

➢ do not hyphenate words.



➢ First check the format of the references (use reference search tools for help)

➢ Then adjust the fonts and alignment

➢ If a DOI for a JACoW conference is present, the entry "paper xyz..." should/could be removed

➢ the DOI is typeset as (example with JACoW): doi:10.18429/JACoW-<conference>-<paperID>

never as a URL like: https://doi.org/10.18429/JACoW-<conference>-<paperID>

➢ Pay attention to the font for the DOI links, it is “Liberation Mono”

➢ “If a DOI ends up in a new line because it cannot be hyphenated and the previous line is spread due to justification, 
introduce a hard line break at the end of the text before the DOI.

➢ Rules about author names in references according to IEEE style:

• "first name initial" (+ middle initials) "last name" → only this sequence

• "one author + et al.," → no comma before "et al."

• "first author and second author" → "and", no comma before "and"

• "first author, second author, and third author," → ", and" with comma before last author

• "first author, second author, et al.," → comma before "et al." only if more than one name



➢ The numerical value always precedes the unit, and a space is always used to separate the unit 
from the number, e. g. 10.2 m (not 10.2m). 

➢ The same should be done with temperature degrees: 30.2 °C (not 30.2°C or 30.2° C).

➢ Numerical value and unit, Fig. and its number,  are typeset with an unbreakable space 
between them: use the shortcut CTRL + SHIFT + space to make a space that won't break at the 
end of the line.

➢ The only exceptions to this rule are for the unit symbols for degree, minute, and second for 
plane angle ( ° ,  ‘ , and  ", respectively), for which no space is left between the numerical 
value and the unit symbol.



• Basic tools
• Basic procedures and points to note
• Tips and Tricks

➢ Visualization
• Print Layout View 

• Outline View

• Text Boundaries

• Punctuation and hidden symbols

➢ Search's
• Find

• Find and Replace

➢ Formatting
• Styles

• Format Paint Tool

• Fudging Line Spacing's (Shift + Ctrl + “<“ OR “>”)

• Insert Objects Inline with Text

• Remove Hyper Links

➢ Breaks and shortcuts

• Precautions and Experiences
• Summary

https://indico.jacow.org/event/65/contributions/3150/attachments/345/1310/TipNTricks - Word2023.pptx


Default view we are all use to viewing

• The view of what the document will look like when printed.



Flattens document into linear sequence  

• Good for finding tricky formatting issue in the document



Shows the boundaries to which sections of text can exist within
• Good for giving simple clues to the layout problem in document such as figure and table 

placement and oversize, etc. 
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File > Options > Advanced > (Check) Show Text Boundaries

How to Turn On Text Boundaries



Displays non-visual text layout and punctuation characters as symbols

• Can give editor clues as to what the author has done during construction of their document.  



The find tool can be use to locate existence of in text references such as;
• Figure sequence and references (search for “fig.”)

• Sighting of reference in text (search for “[”)

• Table references (search for “table”)

• Etc.

Home 

Ribbon



Can iterate through document, and replace appropriate 

as “Found” in sequence, only replace the ones 

required. 

Note: Do Not use “Replace All”

More accurate than scanning and replacing by eye…

Find What:  “Fig.”

Replace With:  “Figure”



The template comes with JACoW required styles as displayed on the Home Ribbon 

Style Font Space Before Space After

PAPER TITLE 14 pt

UPPERCASE EXCEPT FOR REQUIRED 

lowercase letters

Bold

0 pt 3 pt

Author List 12 pt

UPPER- and lowercase

9 pt 12 pt

Abstract Title 12 pt

Initial Caps

Italic

0 pt 3 pt

SECTION

HEADING

12 pt

UPPERCASE

Bold

9 pt 3 pt

Subsection

Heading

12 pt

Initial Caps

Italic

6 pt 3 pt

Third-level Heading 10 pt

Initial Caps

Bold

6 pt 0 pt

Figure

Caption

10 pt 3 pt ≥3 pt

Table

Caption

10 pt ≥3 pt 3 pt

Equation 10 pt base font 12 pt 12 pt

References1 when ≤ 9 9 pt, justified with 0.52 cm (0.2 in) hanging indent 0 pt 3 pt



Step1: Highlight the text which is formatted the way you want to copy.

Step2: Select brush, paint the text you want to have the same formatting. 

Single click or double clicks



In Pitstop the editor will use the move tools to improve the layout and 

distribution of text. You can use a small trick to do this in word. 

This is done by decreasing or increasing the font size on a line.

1. Select Blank Line

2. Use Shift + Ctrl AND “<“ or “>”  



Example:

Author has constructed figure in a text box

with text wrapped around the shape.

(To Get Menu: Select Shape/Object, Right Click)

Documents which have figures 

or objects which are not inline 

with text are highly unstable 

and almost impossible to edit 

without document layout 

changing unpredictably.

You need to place the 

figures/objects inline with text.

Note: You may have to use the 

“Group”  tool if the figure are 

made up of a number of 

objects.    



Objects to Group Can now be place inline 

with text



The final PDF JACoW format document should not have any 

hyper links.  To remove hyperlinks in the word document use the 

“Ctrl + K” Edit Hyperlink menu, click “Remove Link”.

www.jacow.org

http://www.jacow.org/


Name Shortcut Description

Paragraph Break New Line Enter Standard carriage return 

Line Break Shift + Enter Goes to next line without 

new paragraph

Page Break Ctrl + Enter Starts text on next page

Column Break Ctrl + Shift + Enter Starts text in top next 

column

Unbreakable Space Ctrl + Shift + Space Use to adjoin item such as 

units which should remain 

to adjacent values 



Shortcut Description Shortcut Description

Ctrl + A Select all on page ★ Ctrl + + Superscript (toggle)

Ctrl + Shift + A all CAPS (toggle) Crtl + - insert unbreakable hyphen

★ Ctrl + B Bold (toggle) ★ Crtl + Shift + < decrease font size

★ Ctrl + D font panel ★ Crtl + Shift + > increase font size

Ctrl + Shift + D double underline Ctrl+Shift+Enter Column Break

Ctrl + E Center (toggle) ★ Crtl+Shift+Space unbreakable space

★ Ctrl + I Italic (toggle) Ctrl+Backspace Delete Word back

★ Ctrl + J Justify paragraph Ctrl+Delete Delete Word

Ctrl + K insert hyperlink F1 + Shift show formatting

Ctrl + Shift + K small capitals ★ F3 + Shift case toggle (CAPS, lowercase, 

original)

Ctrl + L paragraph left aligned F7 + Shift Thesaurus

Ctrl + R paragraph right aligned F7 + Alt Next Misspelling

Ctrl + U underline text ……………….. Explore more ^_^

➢ The shortcut key 

will be displayed 

when the mouse 

hovers over a 

command icon.

➢ So you could 

explore more 

when practicing.
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◼ Informing the authors in advance is important:

◼ Basic Hints and Tools

◼ Detailed instructions on how to write a good JACoW paper are included in the JACoW template. We suggest to also read through the following pages or 
use the linked tools to ensure an acceptable quality of your papers:

• Common Author Oversights

• Formatting Citations

• Reference Search Tool (instructions)

• CAT Scan Editor – docx & LaTeX validator (instructions)

• Description of Electronic Processing of Submissions

http://www.jacow.org/Editors/CommonAuthorOversights
http://www.jacow.org/Authors/FormattingCitations
https://refs.jacow.org/
https://www.jacow.org/Authors/RefSearchToolHelp
https://scan.jacow.org/
https://www.jacow.org/Authors/CSEHelp
http://www.jacow.org/Authors/HomePage


◼ When editing:
➢ Take a note about the main problems of the paper in case for looking up and communicating with 

the authors

➢ When scaling the figure in the text, we should ensure that the figure is clear, and pay attention to 
the annotation text in the figure to maintain it is not misplaced.

➢ Fair to all the papers

• It is important to have all editors working to the same level of pickiness, clearly identifying what 
must be fixed, and those things you do not want to spend a lot of editing time on.

• The proceedings needs to maintain a unified quality. 

• It will not cause controversy because of favoritism.

◼ When transfer to PDF:
➢ NOTE: Always use the Adobe PDF Printer with JACoW's settings

➢ DO NOT USE »PDFMaker« nor »Save As PDF« in Word nor any »Generic PostScript Printer«.



1.

Familiarize 
with the 
template

2.

Prepare 
the tools

3.

Check step 
by step

4.

Take clear 
notes

5.

Check the 
boundaries and 
font embedding 
after converting 

to PDF

6.

Print and 
check the 

overall layout

DONE




