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Please follow formatting instructions and file extension requirements for 
each type of manuscript file. Restricted file formats: .bmp, .com, .docx, .eps, 
.exe., .jpg, .ppt, .shs, .vbs, .zip.  
 
Arrange the manuscript file or files in the following order:  
 
1. Text (Main Document), 2. Figures, 3. Tables, 4. Supplemental files (if any).  
 
Figures and/or tables may not be embedded within the text (Main Document); 
attach these to the end of the text, or upload separately (see "Figures" and 
"Tables," below). Manuscripts submitted with figures and/or tables embedded 
within the text will be returned to the submitter for resubmission.  
 
Text (Main Document)  
 
Begin the text document with a cover sheet listing the manuscript title, 
authors/affiliations, designated corresponding author, the manuscript abstract,  
and keywords. The text should include (generally) the following labeled sections: 
Introduction, Methods, Results, Discussion, Conclusions, Recommendations 
(if any), Acknowledgments (if any), and References.  
 
Format 
Use Microsoft Word (.doc) for best results. 
Embed fonts to preserve symbols and special characters. 
Single column, double space the text. Use Times New Roman or Arial 12-point font. 
If applicable, convert page size from "A4" to "Letter" (8.5" x 11").  
 
Field Codes 
Remove EndNote®, Reference Manager®, or other document management 
software field codes before upload (on your computer, save a version with codes 
intact for future revisions).  
 
Change-tracking 
First submission: do not show revisions. Using the Review toolbar, "Accept All 
Changes," then Save. 
Revised submission: indicate revisions using a bolded, underlined typeface 
(uncheck/deactivate the "Reviewing Pane," which will show revisions on additional 
pages).  
 
Figures  
 
Number and caption all illustrations as figures (includes drawings, graphs, charts, 
photographs, and maps.)  
 
Black and white line drawings are preferable to photographs.  
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Format - Charts, Graphs, and Drawings 
Format in Microsoft Word (.doc). Page orientation may be portrait or landscape. 
Size each figure on its page for maximum clarity and legibility. Type the figure 
number (use Arabic numerals) and caption below the figure (see example under 
"Figure Captions and Table Titles," below).  
 
Format - Image files 
Format image files in TIFF (.tif). Manuscript Central recommends TIFF images 
created in Photoshop or IrfanView to ensure compatibility during the conversion 
process (IrfanView is graphics software similar to Photoshop that can be 
downloaded free from the Internet).  
 
TIFF images must be publication-quality: camera-ready, high-resolution (300-600 
dpi), between 4 and 6 inches wide at 100% of final size, and less than 40 
megapixels. Use LZW compression on files too large to upload.  
 
Crop excess white space around TIFF images. Do not place borders, lines, or boxes 
around images. Do not embed a caption as a part of the image itself (caption 
separately as specified below under "Figure Captions and Table Titles").  
 
Figure files in .jpg, .bmp, .eps, .ppt, or .pdf format; Microsoft Imaging TIFs; or 
image files containing a thumbnail preview may not be uploaded (deactivate the 
thumbnail preview option).  
 
Submission 
Upload a Word document listing the figure captions (or include this as a part of the 
Main Document, following the Reference section). Then upload Word file(s) or 
camera-ready .tif files of the figures (or include with the Main Document, following 
the caption list).  
 
If figures are uploaded as Word file(s), include the captions on the file(s).  
 
If figures are uploaded as TIFF files, captions must be entered into the 
"Caption/Legend" field that pops-up with each file upload. The "File Tags" field is 
optional. If you wish to use the File Tags field in addition to the Caption/Legend 
field, enter the figure number only (a file tag creates a hyperlink to the figure in the 
HTML version of the manuscript; it does not "number" the figure. Use the 
Caption/Legend field to number the figure).  
 
Tables  
 
Format 
Format in Microsoft Word (.doc). Do not include vertical lines, unnecessary 
horizontal lines (lines under headers are acceptable), or table borders. Important: 
Convert tables generated in Excel and other formats to Word. Remove vertical 
lines, unnecessary horizontal lines (lines under headers are acceptable), and table 
borders.  
 
 



 
 
 
Page orientation may be portrait or landscape. Size each table on its page(s) for 
maximum clarity and legibility.  
 
Type the table number (use Roman numerals) and a brief title above each table 
(see example under "Table Titles," below).  
 
Figure Captions and Table Titles  
 
Use Arabic numerals (1, 2, 3) to identify figures. Format figure captions as in this 
example:  
 
          FIGURE 3. Measured and estimated radon levels  
 
Use Roman numerals (I, II, III) to identify tables. Follow the table number with a 
brief title that does not duplicate information provided in column headings. If 
footnotes are used with tables, each should be identified with a superscript capital 
letter. Format table titles as in this example:  
 
          TABLE III. Summary of Correlation Results  
 
Supplemental Files  
 
Format "For Review" files in Microsoft Word. Format "Not for Review" files 
(Copyright Transfer Form signature page, scanned or downloaded articles, 
brochures, webpages, etc.) as PDFs.  
 
Copyright Transfer Form  
 
Important: A signed Copyright Transfer form must be uploaded with your 
manuscript files.  
 
Upload a signed (signature page only) JOEH Copyright Transfer Form to File 
Designation:"Copyright Form (not for review)." Only PDF files may be uploaded to 
this file designation; signed Word documents must be scanned to PDF or converted 
to PDF using Adobe Acrobat.  
 
File Conversion for Review  
 
Upload as many files as needed for your manuscript, in groups of three or fewer. If 
necessary, reorder your files to the correct progression after upload. (To change the 
order in which your files appear, use the dropdown numbers in the "Order" column 
under "My Files," below, then click on "Save File Order.")  
 
Manuscript Central will combine your files, in the order listed under "My Files," into 
a single PDF proof, the document used in review (not including the Copyright 
Transfer Form and other files designated "Not for Review").  
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When your files have been successfully uploaded and are in the correct order, check 
the PDF review proof of your manuscript files by clicking on the "PDF" button, 
below. Verify that all requested manuscript sections are present and in the correct 
order. Verify the accuracy, clarity, and legibility of all text, figures, and tables. If 
you find errors, correct and/or reorder your files, save, then check the PDF again 
before final submission. If you need assistance, contact the Manuscript Central 
Helpdesk or the JOEH Editorial Office.  
 
Submitting a Revision  
 
Indicate revisions using an underlined bolded font.  
 
Delete and replace original file(s) that have been revised. You may resubmit 
original files that have not been revised. NOTE: Retain and resubmit the signed 
Copyright Transfer Form. Reorder files after upload  
if necessary to the correct file progression.  
 
Please contact the JOEH Editorial Office at ccarol@u.washington.edu if you 
require assistance with file formatting or upload. For manuscript content 
requirements, please read the JOEH Instructions to Authors.  
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