
 

 

 

 

Handy Hints and Information 

to Assist Authors with Academic English Writing 

Version 1.4 

October 2013 

 

 

Prepared by Andrew Warner (English Editor, Kasetsart Journal Natural Science) 

with feedback from the Journal’s editorial staff and board 

 

This document provides further information and assistance to 

the Kasetsart Journal Natural Science Style Guide for Authors, Version 1.4 

 

 

 

A publication of Kasetsart University, Bangkok, Thailand 

Copyright © 2013 Kasetsart University 



 

Table of Contents 

Before You Turn the Page .............................................................................................................. 1 

General references supporting the Kasetsart Journal Natural Science style ................................... 2 

Manuscript requirements and reference formatting ........................................................................ 2 

Inserting line numbers using Microsoft Word 2007 ................................................................... 2 

Spelling ........................................................................................................................................... 3 

Using Spell Checking in Microsoft Word 2007 ......................................................................... 3 

Punctuation ..................................................................................................................................... 4 

Punctuation – period ................................................................................................................... 4 

En dash ........................................................................................................................................ 4 

Em dash ....................................................................................................................................... 4 

Differences between a hyphen, en dash, em dash and the minus sign ........................................ 5 

Use of hyphen in prefixes and suffixes ....................................................................................... 5 

Inserting a fixed hyphen in text .................................................................................................. 5 

Inserting a fixed space in text ..................................................................................................... 6 

Numbers .......................................................................................................................................... 6 

Operands ......................................................................................................................................... 7 

Inserting special Unicode symbols in text .................................................................................. 8 

Units ................................................................................................................................................ 9 

Significant digits ........................................................................................................................... 10 

Citations ........................................................................................................................................ 11 

Citations in text ......................................................................................................................... 11 

Reference section ...................................................................................................................... 11 

Web references.......................................................................................................................... 11 

Using Track Changes in Microsoft Word 2003 and 2007+ .......................................................... 12 

Feedback and Suggested Changes ……………………………………………………………... 18 

 



Handy Hints and Information to Assist Authors with Academic English Writing Version 1.4   Page 1 

Before You Turn the Page  

Examples of correct usage for English words are shown in blue text with italics or bold as 

required.  

nonabrasive, self-regulatory, rainforest 

Examples of incorrect English usage in this document are rare (to avoid encouraging their use); 

where used, they are in red (in bold) and prefaced by the word NOT (capitalized in bold). 

Where alternatives are acceptable to the Journal style, they are indicated by the word OR 

(capitalized in bold) between the options. Similarly, the word BUT (capitalized in bold) is used 

to show differences. 

English word parts (for example, prefixes and suffixes) are shown in bold preceded or followed 

by a hyphen indicating they are only a part of a word   -ly, -ise, ize, ex-, self-. 

The  (light bulb) icon indicates a handy (bright) hint that may help you with your English 

writing.  

The  (binoculars) icon indicates another place where you can get further information on the 

discussed topic. 

The  (World Wide Web) icon indicates a weblink (also known as a uniform/universal 

resource locator; URL) that has useful information on the discussed topic. 

You are encouraged to add the weblinks to the favorites list on your internet browser so that you 

can quickly access them when you are writing in English.   
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General references supporting the Kasetsart Journal Natural Science style 

1. The Journal uses American spelling; this is identified as ‘English (U.S.)’ in Microsoft Word 

on the Word Status Bar at the bottom of the screen (right click on the bar to see the options 

you can select from, including one called “language”). 

As a basic online reference, you should use the Merriam-Webster open dictionary, see: 

     http://nws.merriam-webster.com/opendictionary/  

2. The Journal style is solidly based on The Chicago Manual of Style (University of Chicago 

Press, 2010) now in its 16th edition. It a widely used and respected style guide in the United 

States and is considered the de facto guide for American English style, grammar and 

punctuation. The Chicago Manual of Style Online provides an excellent reference source 

that subscribers can access and search online and is frequently consulted by the English 

editor for KJNS; it can be accessed on a 30-day trial basis at the following weblink: 

  http://www.chicagomanualofstyle.org/home.html  

Manuscript requirements and reference formatting 

The manuscript requirements and examples of reference formatting are detailed on the Kasetsart 

Journal (Natural Science) web page. 

  http://www.rdi.ku.ac.th/KU_Journal/notice.pdf 

See also the section on Citations later in this document. 

Inserting line numbers using Microsoft Word 2007 

You are encouraged to insert line numbers in your document to help the reviewers direct you to 

their comments. 

  Click on the Page Layout tab, click on the Line Numbers option in the Page Setup block 

and select ‘Continuous’ to number every line in your document. This can be turned off to remove 

page numbering by selecting ‘None’ at the top of the Line Numbers options.  

 

 

 

 

 

http://nws.merriam-webster.com/opendictionary/
http://www.chicagomanualofstyle.org/home.html
http://www.rdi.ku.ac.th/KU_Journal/notice.pdf
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Spelling  

There are some major differences between US and UK English spelling with verbs that end in 

-ise (UK) and -ize (US).  However, there are some exceptions; the following are always spelled 

-ise. 

 advertise, advise, appraise, apprise, chastise, 

circumcise, comprise, compromise, demise, despise, 

devise, disfranchise, enfranchise, enterprise, excise, 

exercise, improvise, incise, premise, revise, 

supervise, surmise, surprise, televise 

Using Spell Checking in Microsoft Word 2007 

  Check that you have the English (U.S.) spell checking option in Microsoft Word 

activated. Right click on the Status bar located along the bottom of the screen (just above the row 

showing the sessions you have open). Place the cursor over the status bar and right click to show 

the Language option. Now go to the Status bar and double click with the left cursor button on the 

Language option to select from the options you have loaded on your computer. Do NOT use 

English (U.K.) as you will then be given options for the British spelling. 

 

  For Microsoft Word 2007, see the following weblink to learn more about checking the 

English spelling in a document. 

   http://www.dummies.com/how-to/content/how-to-run-a-spell-check-in-word-2007.html  

Many technical words may not be included in the dictionary; however, you can add technical 

words that are specific to your field of study to the Word dictionary on your computer using the 

technique described in the above weblink (usually, this can be quickly done by right clicking 

with the mouse on any word you want to include in the English dictionary on your computer that 

is not already in it and then selecting the option ‘Add to Dictionary’).  

http://www.dummies.com/how-to/content/how-to-run-a-spell-check-in-word-2007.html
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Punctuation   

The correct use of punctuation makes the text easier to read and understand. Good punctuation 

should be unobtrusive and certainly should not confuse the reader.   

As a general rule, less rather than more punctuation is recommended; however, punctuation 

should be used wherever it can help avoid misinterpretation or confusion by the reader.  

  There is detailed discussion on the different punctuation marks (including the 

comma, space and period, as well as most other common symbols used) in the Kasetsart 

Journal Natural Science Style Guide for Authors, Version 1.3 which is also available from 

the KURDI website  

For more assistance and a good general description of the correct use of punctuation,  see 

the Online Writing Lab (OWL) at Purdue University at the weblink below. However, please note 

that Kasetsart Journal Natural Science style detailed here and in the Style Guide to Authors in 

some cases differs from the Purdue OWL recommendations. You should always conform to the 

Journal’s style where alternatives are possible or recommended.  

  http://owl.english.purdue.edu/owl/resource/566/01/  

Here are some other general points that address common punctuation inconsistencies with the 

Journal’s style found in manuscripts submitted during the past few years. 

Punctuation – period 

An ellipsis (used to show missing words in quotes) consists of three periods in a row each 

separated by a space = ‘. . .’ and is NOT three periods = ‘…’ 

En dash 

 You can insert an en dash by holding down the Ctrl key (bottom left of the keyboard) and at 

the same time the ‘minus’ sign key on the numeric key pad (NOT the ‘hyphen’ on the 

underscore key on the top row of the main QWERTY keyboard to the right of the keys with the 

numbers 1–9). 

Em dash 

 You can insert an em dash by holding down both the Ctrl key and the Alt key (bottom left of 

the keyboard) and at the same time the ‘hyphen’ sign key on the numeric key pad (NOT the 

‘minus’ on the underscore key on the top row of the main QWERTY keyboard to the right of the 

keys with the numbers 1–9). 

http://owl.english.purdue.edu/owl/resource/566/01/
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Differences between a hyphen, en dash, em dash and the minus sign 

While the Journal’s editorial board has decided (for now) to allow authors to use the hyphen as a 

minus sign, note that the hyphen is NOT the same as a minus sign despite the fact that the 

normal ‘ASCII’ keyboard uses the same Unicode four-digit hexadecimal value for both. 

Scientific writing uses four different types of horizontal line.  

Name Symbol Example Unicode 

(hex) 

Hyphen -   -1 002D 

Minus sign −   −1 2212 

En dash – 1–7 2013 

Em dash —   —namely, 2014 

 

Note:  The Unicode hex values in the table all use the number zero, NOT the letter O. 

Use of hyphen in prefixes and suffixes 

 Use the Merriam-Webster dictionary online to check. 

A hyphen should be used to avoid ambiguity or make comprehension easier. 

small animal hospital = the size of the hospital that treats animals is small  

small-animal hospital = the hospital only treats small animals 

Inserting a fixed hyphen in text 

 If you want to keep a hyphen attached to the following letter or number to stop the whole 

expression from being split at the end of the line (known as a fixed hyphen) then with your left 

hand, hold down the Ctrl key and then at the same time hold down the Shift key and then with 

your right hand press the hyphen key  

For example, if we have the amount 45 g.L
-1 

and it is at the end of a line then it could look like 

the following text  

       The third experiment involved adding some dissolved extract from the first study (45 g.L
- 

1
) which was then added to the …      

However, with the fixed hyphen (which is also a superscript in this case), the unit amount (g.L
-1

) 

is always kept together. 

       The second experiment involved adding some dissolved extract from the first study (45 

 g.L
-1

) which was then added to the …      
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However, it would be better still if the amount and the unit were on the same line—we need to 

use a fixed space. 

Inserting a fixed space in text 

 A fixed space (CTRL + Shift Key + Spacebar)—also called a non breaking space or hard 

space — forces the two components joined by the space to both be on the same line and avoids 

having a number and its unit (or a date) separated by the automatic line adjustment procedure in 

the word processor. 

By using a fixed space as well as the fixed hyphen our example now looks fine. 

       The second experiment involved adding some dissolved extract from the first study 

(45 g.L
-1

) which was then added to the … 

Numbers 

For numbers larger and smaller than about four digits, use the accepted prefixes and their 

symbols that form part of the SI system. [Available from: 

http://physics.nist.gov/cuu/Units/prefixes.html].[Cited: 15 May 2010]. 

 

 

 

 

 

 

 

 

Note that kilogram is the only SI unit that includes a prefix as part of its name and symbol. 

However, to avoid confusion with multiple prefixes, weights using the prefixes must be 

expressed in grams. 

1.2 × 10
-6

 g  (1.2 micrograms or 1.2 µg) 

4.8 × 10
15

 m (4.8 petameters) 

 

 

http://physics.nist.gov/cuu/Units/prefixes.html
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Operands 

 Note that the operand for the multiplication sign is NOT a lower case ‘x’ but rather Unicode 

00D7 (zero zero D7) = ‘×’.  

  The design layout involved 4 × 3 replicates.  NOT  . . . 4 x 3 replicates 

Some of the more common mathematical operators are shown in the table here, BUT note that 

only four symbols (in bold) can be created from the normal ASCI keyboard—the others must be 

inserted into your document using the ‘Insert Symbol’ option in Microsoft Word, by copying 

from here or by using specialized software for mathematical formulas.  

 

Description Symbol Unicode 

Plus sign               (same as keyboard) + 002B 

Minus sign − 2212 

Multiplication sign × 00D7 

Middle dot (multiplication)  · 00B7 

Division sign  ÷ 00F7 

Division slash  ⁄ 2215 

Ring operator  ∘ 2218 

Union  ∪ 222A 

Intersection  ∩ 2229 

Plus or minus  ± 00B1 

Minus or plus  ∓ 2213 

Asterisk operator  ∗ 2217 

Circled asterisk operator  ⊛ 229B 

Circled plus  ⊕ 2295 

Circled minus  ⊖ 2296 

Circled times  ⊗ 2297 

Circled dot operator  ⊙ 2299 

Ratio  ∶ 2236 

Equals sign          (same as keyboard) = 003D 

Not equal to  ≠ 2260 

Almost equal to, asymptotic to  ≈ 2248 

Approximately equal to, isomorphic to  ≅ 2245 

Less than              (same as keyboard) < 003C 

Much less than  ≪  226A 

Greater than        (same as keyboard) > 003E 

Much greater than  ≫ 226B 

Less than or equal to  ≤ 2264 

Greater than or equal to  ≥ 2265 

     00 in the Unicode value is ‘zero zero’ not the letter ‘O’. 
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Once you have used a symbol in your text, you can copy and then paste it to other places in the 

text. Some symbols are not available in some fonts. Wherever possible you should use the 

Journal’s standard font of Times New Roman 12. 

If you have problems generating a symbol and you know its 4 digit Unicode, you can use the 

handy weblink below to generate the symbol and then copy and paste the symbol into your 

document. (The weblink is set to show the ratio symbol. You can use the input box at the bottom 

of the web page to enter the Unicode for the symbol you require.) 

  http://www.cs.tut.fi/cgi-bin/run/~jkorpela/char.cgi?code=2236&.submit=Show+character   

For a more complete list of symbols, see the weblink below for the Unicode charts.  

  http://www.unicode.org/charts/  

Inserting special Unicode symbols in text 

To insert a Unicode symbol in Word if it is available on your computer for the font chosen: 1) 

Select the Insert tab in Word and then 2) click the Symbol icon at the far right of the icons on 

this tab to make the ‘More Symbols …’ option visible at the bottom of the popup 

 

window. Click on this option. Then, 3) select the Unicode (hex) Character Set option in the 

bottom right picklist box. Enter the 4 digit Unicode value in the Character code box for the 

desired symbol and click Insert. Then close the box to return to your text. 

For more complex equations, you should learn to use the Equation editor in Word. 

  

http://www.cs.tut.fi/cgi-bin/run/~jkorpela/char.cgi?code=2236&.submit=Show+character
http://www.unicode.org/charts/


Handy Hints and Information to Assist Authors with Academic English Writing Version 1.4   Page 9 

Units 

The Journal uses the International System of Units (known as the SI units); from the French Le 

Système International d'Unités) for scientific units of measurement. Table 1 below is taken from 

the weblink shown below that provides extensive details on the SI units system.  

 

There are many commonly used units that are accepted for use in addition to the main SI units. See 

the Kasetsart Journal Natural Science Style Guide for Authors for useful information on some 

units of time that are not described by the SI system but are commonly used. 

For more detail see: 

 http://physics.nist.gov/cuu/Units/units.html  

  

http://physics.nist.gov/cuu/Units/units.html
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Significant digits 

When you use non integer numbers (generally those with at least one decimal place), the number 

of significant digits must be consistent with the precision of your initial measurements. Thus, if 

your measured data has been recorded in grams to one decimal place, while interim calculations 

may involve numbers with a larger number of digits to avoid rounding errors, you should only 

use a maximum of two decimal places in any results from your calculations.  

 See the weblink below for more explanation on why an extra significant digit can be used in 

certain cases. Be especially careful when quoting percentages. 

26 ⁄ 83 = 31.325 = 31% (only two significant 

digits in both numbers in the calculation, so the 

answer in this case also has two) NOT 31.33% 

(claiming unjustified accuracy with four 

significant digits) 

 

 http://academic.umf.maine.edu/magri/PUBLIC.acd/tools/SigFigsAndRounding.html#Traili

ngZeros is a weblink to the University of Maine that provides a good overview—with many 

explained examples—of using significant digits. 

 

  

 

http://academic.umf.maine.edu/magri/PUBLIC.acd/tools/SigFigsAndRounding.html#TrailingZeros
http://academic.umf.maine.edu/magri/PUBLIC.acd/tools/SigFigsAndRounding.html#TrailingZeros
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Citations  

Citations in text 

Every reference cited in the text must be present in the reference list (and vice versa). An 

important task is to check that the reference has been correctly cited by careful reference to the 

original source. 

References should not be cited in the abstract unless absolutely essential. 

Unpublished results and personal communications should be included in the text and NOT in the 

references section. 

Reference section  

A reference can only be listed "in press" if it has been accepted for publication and a copy of the 

acceptance information must be provided at the end of the manuscript (it will be removed after 

the in-house editing process and before publication). 

For references not in English, you may provide a translated title in square brackets instead of the 

original, especially if it uses a unique font style. Indicate the original language in square brackets 

at the end of the reference—for example, [in French]. If appropriate, you can also provide an 

English translation in square brackets after the original title. 

Titles of publications in non-Roman alphabets, if possible, should be transliterated (presented 

using the characters available in the Times New Roman font) and notation such as "[in Thai]" or 

"[in Thai, with English abstract]" should be added after the translated title.  

Every author of a reference should be listed in the Reference section. 

See the following weblink for examples of correct referencing format and style for the Kasetsart 

Journal (Natural Science). 

   http://kasetsartjnatsci.kasetsart.org/ and click on the Literature Cited Format tab. 

Web references  

These should include the full URL and the date when the reference was last accessed. A DOI 

(Digital Object Identifier—for more information see: http://www.doi.org/) should be provided, if 

available. Web references should be included in the reference list in the normal manner. 

For example: 

Purdue Online Writing Lab. (2011). Identifying dependent and independent clauses. [Available 

from: http://owl.english.purdue.edu/owl/resource/598/1/]. [Sourced: 30 May 2011]. 

  

http://kasetsartjnatsci.kasetsart.org/
http://www.doi.org/
http://owl.english.purdue.edu/owl/resource/598/1/
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Abbreviations for journals should follow standard abbreviation rules. The following weblinks 

provide some recommended abbreviations for well-known journals. 

Chemical Abstracts Service 

  http://www.cas.org/expertise/cascontent/caplus/corejournals.html  

Medical journals in the US National Library of Medicine 

 http://www.ncbi.nlm.nih.gov/books/NBK3827/table/pubmedhelp.pubmedhelptable45/  

 

Using Track Changes in Microsoft Word 2003 and 2007+ 

1. The Kasetsart Journals (Natural Science and Social Sciences) both require authors to 

respond to English editing using the Track Changes options in Microsoft Word. 

2. The following information provides some illustrated instructions on how to set up Word 

in either version 2003 (see Figures 1a, 1b and 1c below) or version 2007 (see Figures 2a 

and 2b below) so that all editing changes by authors and the English editor can be tracked 

through the different stages of English editing. 

3. It is important that authors do not use the Accept or Reject Changes options, as these 

remove the editing trail which is essential for each Journal’s procedures. Furthermore, the 

Track Changes option must always be active. 

4. Word automatically uses a different text color to track the changes by different people 

when Comments  or Insertions and Deletions or Formatting  are ticked in the Show 

Markup options. 

5. By turning off the Comments, the Insertions and Deletions and the Formatting options 

under Show Markup, the current version of the text can be easily read and any editing 

changes made (make sure that Track Changes is always active). These options can be 

turned on or off independently without affecting any editing in the document. 

6. Authors must provide a response (including any requested follow up if applicable) to 

every Comment inserted in  the document.  Authors need take no action if they agree 

with an edit to the text (that is, the editing does not include a comment). Authors can 

change any wording in the document using the keyboard to enter new words or the Delete 

key to remove any text (though it will still remain in the document as a tracked change by 

Word as is required by each Journal’s editing process).   

http://www.cas.org/expertise/cascontent/caplus/corejournals.html
http://www.ncbi.nlm.nih.gov/books/NBK3827/table/pubmedhelp.pubmedhelptable45/
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7. Once all follow-up action has been provided by the corresponding author, the English 

editor will delete all interim editing and the manuscript is then forwarded for the next 

stage in publication. No manuscript will progress in the publication progress until every 

follow-up comment has been completely addressed. 

8. Examples (Figures 3a to 3d) are provided that show some editing actions and the correct 

way for authors to record their responses. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 1a  Using Track Changes in Word 2003 – making the Reviewing toolbar visible. 
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Figure 1b  Options to select for Track Changes in Microsoft Word 2003. 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 1c  Option not to use in Microsoft Word 2003. 
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Figure 2a  Options to select for Track Changes in Microsoft Word 2007. 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2b  Options to select to see final text in Microsoft Word 2007. 
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Figure 3a  Process of successive files in the editing chain. 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3b  Sample showing original author text. 
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Figure 3c  File returned to author for action after English editing (Word 2007). 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 3d  Corrected file from author sent to English editor (Word 2007). 

 

 



Handy Hints and Information to Assist Authors with Academic English Writing Version 1.4   Page 18 

Feedback and Suggested Changes 

If you have any feedback on this document or there is a special area of grammar that you believe 

would be of interest to other authors, please contact me so that we can consider including it in 

the next revision of this document. 

 

Andrew Warner  

English Editor 

Kasetsart Journal Natural Science 

andywarnertas@gmail.com  

mailto:andywarnertas@gmail.com

