
Using the Manuscript Template 
The Journal of University Teaching and Learning Practice manuscript template should be used in 
conjunction with the JUTLP Manuscript Preparation Guidelines. 

The body of your manuscript should use 11pt, left justified, Arial font with 1.15 line-spacing and 
should not be indented. Examples of main section headings are: Introduction, Literature, Results, 
Discussion, and Conclusions. 

MS Style Heading Level 1 for First Main Sections  
After the introduction use a Level 1 heading for the next main section of the paper (e.g., Method).  

MS Style Heading Level 2 for sub-section headings 

Text begins as a new paragraph. The first two heading levels get their own paragraph, as shown 
here. Use Level 2 headings for subsections of Level 1 headings. Do not label headings with 
numbers or letters.  

All topics of equal importance should have the same level of heading. For example, in a single 
experiment manuscript, the Method, Results, Discussion and Conclusions sections should all 
have the same heading level. 

MS Style Heading 3 for sub-section headings  
Text begins as a new paragraph. Heading 3 is a run-in heading used at the beginning of the 
paragraph. Use Level 3 headings for subsections of Level 2 headings. Do not use abbreviations 
in headings unless they are already defined in the text. 

In-text Citations 

APA Style uses the author–date citation system, in which a brief in-text citation directs readers to 
a full reference list entry. The in-text citation appears within the body of the paper (or in a table, 
figure, or appendix) and briefly identifies the cited work by its author and date of publication. The 
in-text citation can either be in a parenthetical or narrative style. This enables readers to locate 
the corresponding entry in the alphabetical reference list at the end of the paper. Further 
information about in-text citations: https://apastyle.apa.org/style-grammar-guidelines/citations  

Use of Quotes 

For quotations of fewer than 40 words, add quotation marks around the words and incorporate 
the quote into your own text. For a direct quotation, always include a full citation in the same 
sentence as the quotation, including the page number (or other location information, e.g., 
paragraph number).  

Format quotations of more than 40 words as block quotations. Do not use quotation marks to 
enclose a block quotation. Start a block quotation on a new line and indent the whole block 1.27cm 
from the left margin. Either (a) cite the source in parentheses after the quotation’s final punctuation 
or (b) cite the author and year in the narrative before the quotation and place only the page 
number in parentheses after the quotation’s final punctuation. Further information about quotes: 
https://apastyle.apa.org/style-grammar-guidelines/citations/quotations  

https://apastyle.apa.org/style-grammar-guidelines/citations
https://apastyle.apa.org/style-grammar-guidelines/citations/quotations


Lists 

When writing a list, ensure all items are syntactically and conceptually parallel. For example, all 
items might be nouns or all items might be phrases that begin with a verb. Most lists are simple 
lists, in which commas (or semicolons in the case of lists in which items contain commas) are 
used between items, including before the final item. To draw additional attention to items, APA 
Style also supports the use of lettered lists, numbered lists, and bulleted lists 

When a list within a sentence contains three or more items, use a serial comma before the final 
item. E.g., We gathered information about participants’ age, gender, and socioeconomic status. 

Use a numbered list if you want to display items in a numbered series. E.g., Our hypotheses were 
as follows: 

1. Social media use would be associated with lower mood. 
2. Active participation in social media would be associated with higher mood than passive 

participation. 
3. Perceived meaningfulness of online activity would mediate the relationship between online 

activity and mood. 

Use a bulleted list if you want to draw visual attention to items without implying that they go in a 
certain order. E.g., Poor sleep quality has been linked with the following symptoms: 

• higher levels of negative mood 
• physical symptoms such as insomnia 
• stress 
• use of medications 

If bulleted items are complete sentences, begin each item with a capital letter and finish it with a 
period or other appropriate punctuation. Further information about lists: 
https://apastyle.apa.org/style-grammar-guidelines/lists  

Tables and Figures 

Tables and Figures should appear in the document near where they are referenced in the text. 
These should be formatted to APA 7 standards. Large tables or figures should be put on pages 
by themselves. All tables and figures must fit within 2.54 cm margins on all sides (top, bottom, left 
and right). Further information about tables and figures: https://apastyle.apa.org/style-grammar-
guidelines/tables-figures  

Tables 
Table number (e.g., Table 1) appears above the table title in bold font. Number tables in the order 
in which they are mentioned in your manuscript. The table title appears one double-spaced line 
below the table number. Give each table a brief but descriptive title, and capitalise the table title 
in italic title case. 

https://apastyle.apa.org/style-grammar-guidelines/lists
https://apastyle.apa.org/style-grammar-guidelines/tables-figures
https://apastyle.apa.org/style-grammar-guidelines/tables-figures


Table 1 

Table Title 

 
Limit the use of borders or lines in a table to those needed for clarity. In general, use a border at 
the top and bottom of the table, beneath column headings (including decked heads), and above 
column spanners. You may also use a border to separate a row containing totals or other 
summary information from other rows in the table. 

Do not use vertical borders to separate data, and do not use borders around every cell in a table. 
Use spacing between columns and rows and strict alignment to clarify relations among the 
elements in a table. 

Figures 
Figure number (e.g., Figure 1) appears above the figure title and image in bold font. Number 
figures in the order in which they are mentioned in your manuscript. The figure title appears one 
double-spaced line below the figure number. Give each figure a brief but descriptive title, and 
capitalize the figure title in italic title case. 



Figure 1 

Figure Title 

 
The most important principle to follow when creating a figure is to present information in a way 
that is easy for readers to understand. Provide sufficient information in the figure itself so that 
readers do not need to read the text to understand it. Shading and colour should be limited for 
clarity; use patterns along with colour and check contrast between colours with free online 
checkers to ensure all users (people with colour vision deficiencies or readers printing in 
grayscale, for instance) can access the content. Gridlines, figure borders, and 3-D effects should 
be avoided unless they are necessary for clarity or essential content information. Further 
information can be found here: https://apastyle.apa.org/style-grammar-guidelines/tables-
figures/colors 

  

https://apastyle.apa.org/style-grammar-guidelines/tables-figures/colors
https://apastyle.apa.org/style-grammar-guidelines/tables-figures/colors


References 
A list of references always begins on a separate page after the text. It is titled References. The 
list of references should be in alphabetical order of author’s last name, and includes all and only 
those sources cited in the manuscript.  

The list of references should be 1.15 spaced within and between entries. The second and 
subsequent lines of an entry must have a hanging indent of 1.27cm. Further details can be 
found here: https://apastyle.apa.org/style-grammar-guidelines/references  
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