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Setting Margins

Select Format | Document
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Select the Margins tab - adjust accordingly
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Line Spacing
Format line spacing on a blank document
Select Format | Paragraph
Select Indents and Spacing tab

Adjust line spacing as needed
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Format existing text
Highlight the text
Select Format | Paragraph
Select Indents and Spacing tab
Adjust line spacing as needed
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Line Numbering
Select Format | Document
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Select the Layout Tab
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Add line numbering as needed
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Page Numbers

Select Insert | Page Numbers
Word File Edit View Format Font
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Page Numbers

Position: Preview
' Bottom of page (Footer) I-q*ri

Alignment;
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_| Show number on first page
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Position options are top of page (header), bottom of page (footer), and center
Alignment options are left, center, right, inside, and outside

Select the Format button

Page Number Format

Number format: 1y 2y 3¢ =
] Include chapter number
Chapter starts with style | Headint
Use separator: hypher
Examples: 1-1,1-A

Page numbering
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