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[Format for first heading: Use a numbering system
starting with 1; All uppercase; Times New Roman,
11 pt,  bold, centered; 12 pt  before and 6 pt after
paragraph spacing; single line spacing]

Right below Keywords and before the first heading
(i.e.,  INTRODUCTION),  you  need  to  insert  a
Continuous  Section  Break  [located  under  Page
Layout in Microsoft Word] and change the layout
format to a 2-column with 0.25” margin layout. 

[Format for body text: No indentation; Times New
Roman, 11 pt, justified alignment; 0 pt before and 6
pt after paragraph spacing; single line spacing]

We need  to  use  a  special  margin  setting  for  the
journal.  To  change  the  margins  for  the  whole
document, go to  Margins setting, change  Multiple
pages: to Mirror Margins, Top, Bottom, and Inside
margins  to 1", and  Outside margin to 0.88" (Lau,
2014). 

2. LITERATURE REVIEW

You need to write at  least  a paragraph under the
first  heading  before  using  a  subsection.  You can
use as many subheadings as you like, but you need
to number them appropriately. 

We adopt the APA Citation Style Guide, 6th edition
(2014). Several examples of the APA citation can
be  found at  Research  and Documentation  Online
(2014) and Williams College Libraries (2014).  

2.1 History of Company

[Format  for  second  heading:  Use  a  numbering
system  starting  with  .1;  Capitalize  Each  Word;
Times  New Roman,  11  pt,  bold,  centered;  12  pt
before and 6 pt after paragraph spacing; single line
spacing]
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Section Break. All tables and figures must have a
corresponding caption.  The table caption must  be
placed above the table and the figure caption will
be placed below the figure. Try to keep your whole
table on the same page. If you must split your table,
must sure that you include a table heading to the
second  half  of  the  table  too.  Right  below  your
table/figure,  change  your  layout  back  to  the  2-
column with 0.25” format. 

I have inserted Table 1 This is a Simple Example of
a Table and Figure 1 This is  a Sample Figure to
demonstrate  how  the  layout  with  table/figure
should look like. If possible, it is also a good idea
to include the source of the figure right below the
figure  caption.  Do  not  hyperlink  your  tables  or
figures in the body text.
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before and 6 pt after paragraph spacing; single line
spacing]

You will continue to use the 2-column layout until
you want to insert figures and/or tables. To change
the  layout  from  two-column  to  one-column,  you
will  insert  a  Continuous  Section  Break  [located
under  Page  Layout],  change  the  format  to  one
column, and then insert your figure/table below the
Section Break. All tables and figures must have a
corresponding caption.  The table caption must  be
placed above the table and the figure caption will
be placed below the figure. Try to keep your whole
table on the same page. If you must split your table,
must sure that you include a table heading to the
second  half  of  the  table  too.  Right  below  your
table/figure,  change  your  layout  back  to  the  2-
column with 0.25” format. 

I have inserted Table 1 This is a Simple Example of
a Table and Figure 1 This is  a Sample Figure to
demonstrate  how  the  layout  with  table/figure
should look like. If possible, it is also a good idea
to include the source of the figure right below the
figure  caption.  Do  not  hyperlink  your  tables  or
figures in the body text.1. Introduction

[Format for first heading: Use a numbering system
starting with 1; All uppercase; Times New Roman,
11 pt,  bold, centered; 12 pt  before and 6 pt after
paragraph spacing; single line spacing]

Right below Keywords and before the first heading
(i.e.,  INTRODUCTION),  you  need  to  insert  a
Continuous  Section  Break  [located  under  Page
Layout in Microsoft Word] and change the layout
format to a 2-column with 0.25” margin layout. 

[Format for body text: No indentation; Times New
Roman, 11 pt, justified alignment; 0 pt before and 6
pt after paragraph spacing; single line spacing]

We need  to  use  a  special  margin  setting  for  the
journal.  To  change  the  margins  for  the  whole
document, go to  Margins setting, change  Multiple
pages: to Mirror Margins, Top, Bottom, and Inside
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margins  to 1", and  Outside margin to 0.88" (Lau,
2014). 

2. LITERATURE REVIEW

You need to write at  least  a paragraph under the
first  heading  before  using  a  subsection.  You can
use as many subheadings as you like, but you need
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column with 0.25” format. 

I have inserted Table 1 This is a Simple Example of
a Table and Figure 1 This is  a Sample Figure to
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11 pt,  bold, centered; 12 pt  before and 6 pt after
paragraph spacing; single line spacing]
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(i.e.,  INTRODUCTION),  you  need  to  insert  a
Continuous  Section  Break  [located  under  Page
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[Format for body text: No indentation; Times New
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pt after paragraph spacing; single line spacing]
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document, go to  Margins setting, change  Multiple
pages: to Mirror Margins, Top, Bottom, and Inside
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2014). 

2. LITERATURE REVIEW

You need to write at  least  a paragraph under the
first  heading  before  using  a  subsection.  You can
use as many subheadings as you like, but you need
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We adopt the APA Citation Style Guide, 6th edition
(2014). Several examples of the APA citation can
be  found at  Research  and Documentation  Online
(2014) and Williams College Libraries (2014).  

2.1 History of Company

[Format  for  second  heading:  Use  a  numbering
system  starting  with  .1;  Capitalize  Each  Word;
Times  New Roman,  11  pt,  bold,  centered;  12  pt
before and 6 pt after paragraph spacing; single line
spacing]

You will continue to use the 2-column layout until
you want to insert figures and/or tables. To change
the  layout  from  two-column  to  one-column,  you
will  insert  a  Continuous  Section  Break  [located
under  Page  Layout],  change  the  format  to  one
column, and then insert your figure/table below the
Section Break. All tables and figures must have a
corresponding caption.  The table caption must  be
placed above the table and the figure caption will
be placed below the figure. Try to keep your whole
table on the same page. If you must split your table,
must sure that you include a table heading to the
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column with 0.25” format. 
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