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Importont Reminder. Add aw extro return/space after o chapter title or before
a new subheading. Iftwo subheadings are together, there is no-added

space between the two- subheadings. Subheadings move thaw 4-4% inches
long should be divided and single-spaced.

AW text, tables; figures;, and appendix materiady must fit within the draww
rectongle; incduding the page number!

The following are some wovd processing hints.

1. InWord (PC) to-set up mawrging: Go-to-“File,” “Page Setup,” “Margins,” and
Top = 1.0”
Bottomv = 1.5”
Left=1.5"
Right = 1.0”
Gutter = 0.0”
Header = 0.5”
Footer = 1.0” (This is the mawgin for your page numbers:)

2. InWord 2000, there iy a default setting which adds extro space after
paragraphs. To-overrvide this, go-to- “Format,” “Paragraph,” “Spacing,” set the

Before = 0.0”
After = 0.0

3. To set the page number font to- match the text, yow should be in Print Layout
View. Triple click the page number thuy selecting the actual page number. Inw
the “Style” window, “Page Number” should be displayed. followed by the “Font”
window and Sige. Please set these to- match yowr text.

4. There iz also-ov defoudt setting inWord 2000 and XP to- automatically add
atal- withy v new pawragraph, which affecty centering of chaptertitles and
subheadings. In 2000, to-disable this, go-to-“Tools,” “Options,” “Edit,” and
uncheck “Tabs and backspace set left indent.” InXP, go-to- “Format,”
“Autocorrect,” “Autoformat as yowtype,” uncheck “Set left- and first-indent
with tabs and backspaces.”

Please check withy Barbi for moawgin informatiow if yow want to- use upper -
corner right-hand page raunbering.
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