1.

USING WORD 2000 TO SET MARGINS, ETC

Institutional guidelines usually specify page setup, i.e., margins and page

numbering.

Go to the Filenenu and choose Page Setup....
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The Page Setup dialog box pops up with the Margins tab showing.
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2. Enter the margins specified by your institutionouyprobably do not need to set header
and footer margins but the diagram below shows tihay are applied.

Diagram showing how Word applies margin settings

----------------------------------------------------

Left margin Right margin

Bottom margin

Footer margii

If Word displays measurements in inches and you need to enter measurementsin
centimetres, see below how you can change how Word displays measurements.
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3. Go to the Toolsnenu and choose the Optiamstion, as shown below left.

Tools *.%

! “«.,B/Q Spelling and Grammar. . .
Language
Wiard Cauntk, .,
=] AukaSummarize. ..
AutaCarrect, ..

Look Up Reference. ..

Track Changes

Merge Docurments. ..
Pratect Document. ..
Cnline Collabaration

Mail Merge. ..
=] Envelopes and Labels. ..
Letter Wizard. ..

Macro
i Templates and Add-Ins...
| Cuskomize. ..

Cpkions. ..

Table E Options

Track Changes ] ser Information l Cormpatibility l File Locakions l

Wigw zeneral l Edit ] Prink ] Save ]Spelling&Grammar]

eneral opkians
d
[ Blus background, white text
I Provide feedback with sound
[ Provide Feedback with animation
I Confirm conversion ak Cpen
[ Update automatic links at Cpen
Iv* Mail as atkachment
Iv Recently used file list: |9 El: entries
[ Help For WordPerfect users
I Mavigation kevs For WaordPerfect users

Measurement units:

Centimeters -

Inches

ML Features

Millimeters
Poinks

Picas Web Options. .. | E-mail Options. . |

o]

Cancel |

?)X

4. Go to on the Generéhb and choose from the Measurement Uigit$ox, as shown

above right.
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