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Chapter Note: This is a sample chapter note. This is an optional feature which you may for instance use to dedicate the chapter to someone or to acknowledge equal authorship.
“A motto is a brief statement or phrase that captures the essence or main idea of a chapter. This is an optional feature and should be styled right-aligned.”
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. By reading through this document, authors will gain hands-on familiarity with Springer's strict typographic guidelines, ranging from heading hierarchies to specialized didactic paragraphs and back matter formatting.
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1 Introduction
This document is designed to help authors prepare their manuscript with all necessary structures. The template contains predefined formats for all the essential elements 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 and styles.
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 converted 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
To initialize and work with the template's macro-enabled features, you must configure Microsoft Word's Trust Center to allow Springer's custom formatting toolbar. 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 Microsoft Word.
2. Make changes in the Trust Center Settings as detailed above.
3. Close Microsoft Word.
4. Open the Springer Nature Word template.
5. Once you have completed these steps, a custom tab labelled “Styling” will be displayed in the menu bar (→ Fig. 1).
This custom “Styling” ribbon tab is divided into five main sections: Styling, Chapter Header, Chapter Body, Chapter Back Matter, and Extras. The features of the various elements available in these sections are explained in detail below. For each element, a short explanation is 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).
3 Heading Hierarchy and Typography
Maintaining a strict heading hierarchy is essential for successful XML generation and automated indexing. Springer Nature supports up to five sequential heading levels. You must never skip a heading level (for instance, never place a Heading 3 immediately following a Heading 1; a Heading 2 must always intervene).
3.1 Numbered Headings
Numbered headings use sequential numerals. Below is an illustrative demonstration of nested levels from Heading 3 down to Heading 5, showcasing the strict hierarchical structure required.
3.1.1 Numbered Heading Level 3
A Heading Level 3 is nested within a Heading Level 2. The first paragraph following this heading has no first-line indent, as shown here. The typography is set to 12 pt, bold, and is aligned to the left margin.
3.1.1.1 Numbered Heading Level 4
3.1.1.1.1 Numbered Heading Level 5 — A Heading Level 4 is formatted in bold italic. If your manuscript requires a fifth level, Heading Level 5 is styled as an unnumbered italicized header, or can be run-in as demonstrated below.
Unnumbered Heading Level 2 (Sample)
Unnumbered headings follow the same hierarchical and typographic rules as numbered headings but omit the prefixing numbers. They are typically used in non-technical books or specialized chapters.
3.2 Paragraph Headings (Styles 1, 2, and 3)
Paragraph headings are utilized when you wish to prefix a paragraph with a distinct title without creating a full-blown section heading. The Springer template offers three custom paragraph heading styles:
Style 1 Paragraph Heading To apply Style 1, select the entire paragraph and choose the 'Paragraph' option in the styling toolbar. Then, select only the run-in heading text and choose 'Style 1' from the 'Paragraph Heading' menu. This formats the run-in header in bold while the rest of the text remains in normal typography on the same line.
Style 2 Paragraph Heading To apply Style 2, select the entire paragraph and choose the 'Paragraph' option. Then, select only the run-in heading and choose 'Style 2' from the 'Paragraph Heading' menu. This formats the run-in heading in bold italic. Like Style 1, this is a true run-in heading where the body text continues on the same line.
Style 3 Paragraph Heading
Unlike Style 1 and Style 2, Style 3 is not a run-in heading. To apply Style 3, select the entire paragraph and choose the 'Paragraph' option. Select only the heading and select 'Style 3' from the 'Paragraph Heading' menu. This formats the heading in bold and moves the subsequent body text to start on a new line.
4 Lists, Quotes, and Code Blocks
Lists, quotations, and code snippets require custom styling to differentiate them from surrounding body paragraphs. Use the specialized styles provided in the 'Chapter Body' section of the Styling ribbon.
Unordered lists use a solid round bullet glyph, followed by a tab:
Unordered list item demonstrating standard indentation.
Unordered list item demonstrating a secondary point.
To nested sub-elements within a list, select the 'Sublist' option. This indents the item and applies a dash (–) glyph:
–  Sublist item nested under a bullet point.
–  Second sublist item demonstrating alignment.
Long quotations (typically exceeding 50 words) should be separated from the main body using the 'Block Quote' option. This indents the quotation on both the left and right sides to visually isolate it:
“A block quote is a long quotation that is visually separated from the surrounding text. 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 on your custom styling toolbar to apply these properties automatically.”
Source code or programming instructions should be formatted in a monospaced font using the 'Computer Code' style, as shown in this Python snippet:
	def find_largest(numbers):
    largest_number = numbers[0]
    for number in numbers:
        if number > largest_number:
            largest_number = number
    return largest_number



5 Didactic Elements (Special Paragraphs)
A didactic element is a component within a piece of work that primarily aims to teach or instruct. The Springer Nature Word template provides eight styling choices for didactic elements. Each special paragraph style automatically inserts the corresponding bold label (e.g., 'Warning') and places an 'End Tag' (represented by a structural marker) at the end of the first paragraph. If a didactic block spans multiple paragraphs, you must insert the 'End Tag' manually at the very end of the last paragraph. Below, we demonstrate all seven didactic options formatted as professional callouts:
	Example This example demonstrates how to add an 'Example' element as a distinct didactic feature that stands out from the main content. When you select 'Example' from the Special Paragraph menu, the heading 'Example' is automatically inserted if not already present. An 'End Tag' is appended to define its end. ■



	Definition This example demonstrates how to add a 'Definition' element. It is styled with distinct boundaries to highlight critical terminology and conceptual frameworks. An 'End Tag' must be appended at the end of the definition. ■



	Warning This example demonstrates how to add a 'Warning' element as a distinct feature. This style is utilized to alert the reader to crucial pitfalls, common manuscript errors, or structural requirements that could compromise XML conversion. ■



	Overview This example demonstrates how to add an 'Overview' element. Use this style to present high-level chapter summaries, propose structurally complex concepts, or outline upcoming multi-step instructions for readers. ■



	Important This example demonstrates how to add an 'Important' element. Apply this formatting to draw attention to essential guidelines, specific style exceptions, or non-negotiable Springer manuscript rules. ■



	Question This example demonstrates how to add a 'Question' element. This style is designed for instructional material, textbooks, or chapters that prompt self-assessment, critical thinking, or review questions for the reader. ■



	Legal This example demonstrates how to add a 'Legal' element. It is reserved for copyright declarations, licensing conditions, third-party permissions, and legal liability waivers associated with the chapter content. ■



6 Mathematical Equations
Equations in Springer Nature manuscripts can be presented in two ways: inline within the running text flow, or displayed on a separate line. Displayed equations can be either numbered or unnumbered.
Inline equations appear naturally within the flow of text, similar to regular words. To insert an inline equation such as a^2 + b^2 = c^2, place your cursor at the desired location and select 'Equation' to embed a Microsoft Equation Editor block.
Displayed equations are placed on separate lines. If they are numbered, the equation number must be right-aligned within parentheses. Below is a beautifully aligned example of a numbered displayed equation:
	√a^2 + b^2
	(1)



7 Figures, Tables, and Footnotes
All visual and structural additions like figures and tables must follow precise placement and captioning guidelines. Crucially, figure captions must be placed underneath the figure, whereas table captions must be placed above the table. Standard footnoting can be applied in running text (→ Footnote 1).

	


1  This is a sample page footnote. Place your cursor where you want the footnote to appear and choose 'Footnote' from the ribbon.
Table 1  Sample table counting some elements of a manuscript
	Manuscript Elements
	Number
	Citation in Text

	Figures
	9
	Yes

	Tables
	1
	Yes

	Equationsa
	1
	Yes


aSample table footnote. Place cursor in cell, click Table Footnote to link.
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Fig. 1 1 Screenshot showing the Word menu, highlighting the “Styling” option
8 Cross-Referencing and Links
Springer Nature uses standard cross-referencing styles to link to figures, tables, equations, sections, and bibliographic references. The 'Insert Link' menu provides automated formatting fields:
Table Link: Cites tables with a red arrow prefix, e.g., → Table 1.
Figure Link: Cites figures with a red arrow prefix, e.g., → Fig. 1.
Equation Link: Refers to equations in parentheses, e.g., Eq. (1).
Reference Citation (Name Year): Formats author-date citations, e.g., (Author 2024). Use consistently throughout the chapter.
Reference Citation [Number]: Formats numbered citation in square brackets, e.g., [1, 2]. Do not mix citation styles.
Section Heading Cross-References: Links to sections within the chapter, e.g., → Section 2.
Chapter Cross-References: Links to chapters within the book, e.g., → Chapter 2.
9 Chapter Back Matter
The back matter of your chapter contains supplementary information, acknowledgments, mandatory declarations, and the comprehensive bibliography. Formatting structures for each are provided below:
Appendix
An appendix is a supplementary section at the end of a chapter that contains 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.
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