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	These instructions give you guidelines for preparing manuscript for ESTEEM Journal of Social Sciences and Humanities. Use this document as a template if you are using Microsoft Word 2001 or later for Windows, or Word X or later for Mac OS X. Otherwise, use this document as an instruction set. The title of paper should be 18 pt Arial, upper case, bold and centered. It is preferable if the title is written in not more than 15 words. The author full name should be 10 font Times New Roman, capitalize each word and centered. Use 10 font Times New Roman, itallic and centered for the author affiliation (capitalize each word) and email. The abstract heading should be 11 pt Times New Roman, uppercase and centered. The abstract must be in a single paragraph stating the objectives, scope, methodology, findings and conclusion of the paper between 250-300 words, Times New Roman, 12  font, italic and justify paragraph.  


1. FORMATTING INSTRUCTIONS 
Authors are recommended to use the journal template file to prepare your manuscript, you can simply type your own text over sections of this document, or cut and paste from another document and use the available markup styles. If you choose to cut and paste, select the text from your original Word document and choose Edit>Copy. (Do not select your title and author information as the document spacing may be affected. It is a simple task to reenter your title and author information in the template.) Open the journal template. Place your cursor in the text area of the template and select Edit>Paste Special. When the Paste Special box opens, choose “unformatted text.” Please keep in mind that special formatting such as subscripts, superscripts, and italics may be lost when you copy your text into the template.

To apply the journal formatting, use the Formatting Toolbar at the top of your Word window. Click on the top left arrow to open the Font menu, and then click on the arrow to the right of the Style menu to see a list of formats, including Heading 1, Heading 2, Text, etc. (for example, the style at this point in the document is “Text”); all the styles you will need to format your document are available in the menu. Highlight a heading or section of text that you want to designate with a certain style, and then select the appropriate style name from the menu. The style will automatically adjust your fonts and line spacing. Repeat this process to apply formatting to all elements of your paper. Do not change the font sizes, line spacing, or margins. Do not hyphenate your document. Use italics for emphasis; do not underline.
2. OTHER INSTRUCTIONS
The font size of headings should be 12 pt font, in bold and upper case letters. There should be a single spacing between the first paragraph of a text and the heading.

Manuscript should be written in English or Malay with the length of the paper should be between 8 to 14 pages inclusive of references. All notes should be endnotes and not footnotes. Notes should not be used for bibliographical information. All margins should be set at 2.5 cm. Please avoid using page numbers, headers and footers. The text should be left and right justified. An indention is not needed to start the text. A single spacing should be left in between paragraphs. 
Figures and tables must be centered. Graphics may be full color. Figures and tables must be numbered using Arabic numerals. Figure and table captions must be in 10 pt Times New Roman and centered. Captions with figure numbers must be placed after their associated figures, as shown in Figure 1. Captions with table numbers must be placed before their associated tables, as shown in Table 1. Both tables and figures should be embedded within the text where appropriate. Glossy photographs when required should be scanned to a suittable resolution (minimum 300dpi), which enables quality reproduction. 
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Figure 1: Sample of Figure

Table 1: Sample of Table

	
	M (SD)
	Sex
	Age
	Income
	Educ.
	Relig.
	Dist. Intol.

	Sex
	1.53 (.50)
	
	.07
	-.09
	.02
	.14
	.06

	Age
	31.88 (10.29)
	
	
	.08
	.19*
	.20*
	.01

	Income
	2.60 (1.57)
	
	
	
	.04
	-.14
	-.09

	Dist. Intol.
	3.75 (1.19)
	
	
	
	
	
	


Equations can be created using the in-built Microsoft Equation editor. If you choose to cut and paste, select the text from your original Word document and choose Edit>Copy. Place your cursor in the text area of the template and select Edit>Paste Special. When the Paste Special box opens, choose “Microsoft Equation 3.0 Object.” To apply the journal formatting, use the Formatting Toolbar at the top of your Word window and pick “Equation.”
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2.1 Sub-headings
The font size of sub-headings should be 12 font, in bold and italic. Letters are in lower and upper cases. There should be a single spacing before and after sub-headings.  A single line should be left in between paragraphs. 
2.1.1 Tertiary Headings

The usage of italic Times New Roman 12 pt font is required to print a tertiary heading. Use upper and lower case letters. There should be a single spacing between the first paragraph of a text and the tertiary heading. A single spacing should be left in between paragraphs.

3. CONCLUSION

This section should be an intergral part of the manuscript. Authors should use this section to reinforce the purpose, findings and implications of the research.
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For further information, authors are encouraged to refer to APA citation website at  https://apastyle.apa.org/style-grammar-guidelines/references/examples. To ensure the quality of the manuscripts, those submitted manuscripts to the journal will be initially screened by the editors. Only those manusripts considered of a sufficiently high standard will proceed to undergo a double blind review. Upon completion, the manuscript will be passed to an editorial board member for appraisal of their value. Additonally, they will be reviewed by an expert in that research discipline. 
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