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Document Setup
MS Word document setup

Step 1- Setting A4 Paper

Many installations of Word will set the paper size to‘US Letter’ by default. You will need to ensure
that your document setup is setup as A4.

«Menu / File / Page Setup

« Click on the “paper size” tab

« Select “A4"then OK

Step 2 - Changing units of measure

Before you set the margin sizes (step 3) it is essential to ensure that the document units are in cm
and not inches.

«Menu /Tools / Options

« Click on the “General” tab

» Change “measurements” to centimeteres

Step 3 - Change the Margin Sizes

The University regulations state that the left margin should be at least 4cm and the right margin
should be at least 2cm.

«Menu/ File / Page Setup

« Click on the “Margin” tab

« Change the left margin to 4.0 cm (the right margin should be greater than 2cm by default)

In addition to the above setup advice it is best practice to start a new page by using the Menu /
Insert / Break command and choosing page break and not by using carraige returns to begin a
new page.

Creating a PDF document

Windows PC

To create pdf documents in Windows you will need to have access to Adobe Acrobat Standard
edition.

This program is very well documented and is widely used in businesses and Universities.

Itis available to buy from www.adobe.com

»Menu /File / Print

« Click Save as PDF at the bottom of the Print menu

« Uncheck the hide extension box

- Choose where to save your file; then click Save

Apple Mac

All Macs running OSX have the ability to convert any document to PDF format built into the
operating system.

3. moodle =% = >+ 2019/3/29 23:59 = + # 3 moodle °



4, Fimwm = >t 2019/3/729 T = (5:00pm)BEw e < 3 (B BB (70T

AN
4

#

fl
b
wht
==
I
N
stk
N

TUEEES
1. Coversheet
2. E-Thesis
QL: .7 7 3 &a BEFE &g (B EHD
Q2: Fotef 4 4% FOR LR+ o0 LT 7O S R ejeds -
(%: ATLLo)
Q3: T3, 2 w58 e e 2 PRPE T RBE T AW, )

(%?: %J‘L—‘)EH ﬁ(gﬁj )



