Formatting Fixes between Word 2003 and 2007 versions (& for research)
	
	Word 2007
	Word 2003

	1. CM (cm) to INCHES (in)
	-Click on large Windows circle in upper left corner of Word document.

-At bottom right of pop up window, click on Word Options, Advanced.

-Scroll down. In Display section, second line says "Show measurements in units of." From drop-down box, choose Inches and then OK.
	-Click on Tools, Options, General.

-Towards bottom of this page, find Measurement units. From drop-down box, choose Inches and then OK.

	2. Margins          (1” on 4 sides)
	-Click on Page Layout, Margins, Normal.
	-Click on File, Page Setup, Margins, change to 1" on all 4 sides, and click on Default and Yes. 

	3. Paper size (Letter, not A4)
	-Click on Page Layout, Size, Letter. 
	-Click on File, Page Setup, Paper, Paper Size, and choose Letter, OK.

	4. Paragraph Indent (0.5”)
	-Click on Page Layout. In lower right corner to right of Paragraph, click on small arrow in box (show Paragraph dialog box). 
-Click on Indents and Spacing, Special, First Line, and change to 0.5.
	-Click on Format, Paragraph, Indents and Spacing, Special, First Line, and change to 0.5”

	5. Alignment 

(Left Align)
	-Keyboard way: Ctrl A and Ctrl L.

-Mouse/screen way: Page Layout, click on small arrow in box for Paragraph dialog box.

-Indents and Spacing, and under General Alignment, choose Left.
	-Keyboard way: Ctrl A and Ctrl L.

-Mouse/screen way: click on symbol to right of U .OR Format, Paragraph, Indents and Spacing. Under General and Alignment, choose Left.

	6. Lines at bottom of page
	-Click on Page Layout. In lower right corner to right of Paragraph, click on small arrow in box (show Paragraph dialog box). 

-Click on Line and Page Breaks. 
-Under Pagination make sure Window/Orphan Control box is NOT checked. (In fact, make sure all 4 boxes at the top are NOT checked.)
	-Click on Format, Paragraph, Line and Page Breaks.

-Under Pagination make sure Window/Orphan Control box is NOT checked. (In fact, make sure all 4 boxes at the top are NOT checked.)

	7. Spacing
	-To double-space: Ctrl A, Ctrl 2.

-To remove 10 pt. extra spacing after paragraphs: Page Layout, Paragraph Spacing. All 4 boxes should say 0.
	-To double-space: Ctrl A, Ctrl 2.

-N/A.

	
	
	

	8. Short title
	-Insert, Header, enter text in Blank, right-align (Ctrl R), Close Header (big red X)
	-View, Header/Footer, enter text, right-align (Ctrl R), Close

	9. Page numbers
	-Insert, Page Number, Top of Page, Plain 3, Close Header (big red X)
	-Insert, Page Numbers, Position: Top of Page (Header), Alignment: Right

	10. Header/footer
	
	-File, Page Setup, Layout, Header / Footer: 0.5”, Default, Yes.

	11. Hanging indent
	
	-Highlight references page and do Ctrl T (hanging indent=0.5”)


Windows Circle / Word Options / Advanced / (scroll down to Display) / Show measurements in units of: Inches
Home(Paragraph dialog box:
1. Indents and Spacing
a. General (Left, Body Text)
b. Indentation (0”, 0”, First Line by 0.5”)
c. Spacing (before and after BOTH 0 pt, Line Spacing=Double)
d. Default(Yes
2. Line and Page Breaks

a. All boxes should be Unchecked
b. Default(Yes

Page Layout(Page Setup dialog box:

1. Margins
a. Top, bottom, left, right=1”
b. Default(Yes
2. Paper
a. Letter, 8.5”, 11”
b. Default(Yes 
3. Layout
a. Header, Footer=0.5”
b. Default(Yes

Insert
1. Page Number

a. Top of Page
b. Plain Number 3

2. Header

a. Blank

b. Type your short title
c. Ctrl R to right-align it

