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Formatting Margins

Google Docs
To begin formatting
a Margins Example ¢ P your document’s
Edit View Insert Format Tools Extensions Zotero Help | margins in Google

Docs, click on “File”
in the upper left hand
corner.

Q. Menus S & = A F 100% ~ Normal text ~ Aria

() Details

@ Language >
At the bottom of the drop-down menu,

[2 Page setup you will click “Page setup”.

#= Print ®P
Page setup X
The “Page setup” pop-up box will provide you
Pages Pageless with various formatting options, but the
important section for formatting margins is in
Apply to
the red box.
Whole document ~
Orientation Margins (inches) || Margins are expressed in inches and can be
- — ndscsie T easily changed by simply typing in your
desired margin width.
Paper size
Bottom 1 . .
Letter (8.5"x 117) ~ If you would like to set a certain group of
Foados i |3 margins to be the defa}llt setup for future
documents, you can click “Set as default” on
Right 1 the bottom left corner of the pop-up box.
ﬂ Clicking “Ok” will save your margin settings.

Set as default Cancel “
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Microsoft Word

Design References
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The resource bar on top

2 REEEEEEE of your screen has a tab

Home Insert
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Margins |Orientation Size  Columns Breaks bac_ Hyphenation v

Draw Design Layout References

e v 5. Line Numbers v

D Normal
Top: 1", Bottom: 1", Left: 1", Right: 1"

Wide

D Mirrored

Narrow
Top: 0.5", Bottom: 0.5", Left: 0.5", Right: 0.5"

D Moderate
Top: 1", Bottom: 1", Left: 0.75", Right: 0.75"
D Top: 1", Bottom: 1", Left: 2", Right: 2"

Top: 1", Bottom: 1", Left: 1.25", Right: 1"

Custom Margins...

Mailings Review View  Zotero for “Layout”, which is
where you will find the
tools to format your

= ==E|[EY|&2vH~ margins in Microsoft
Word.

Under “Layout”, the
first group of tools
will feature a
“Margins” drop-
down menu.

Word will provide you with common margin settings,
but if you need to set your own custom margins, you

can click “Custom margins...”

Margins  Layout

Bottom: 1"
Left: 1"
Right: 1"

Gutter: 0"

<120 (<< <>

Once here, you
can type in your
desired margin
widths, in inches.

Gutter Position: ~ Left

If you would like to set a certain group of margins to be the default setup for future
documents, you can click “Default...” on the bottom left corner of the pop-up box.

Default...

Page Setup...

Clicking “OK” will save your margin settings.



