Formatting Graduate Theology Papers
setting Margins and Page Numbers

The formatting of these research papers can be thought of in terms of sections. Each of these
sections has different formatting that needs to be applied. Typically research papers have 4 or

more sections:

The Title page,

The First page / Introduction,

The Body of the paper,

The First page of the Bibliography, and if needed
Remaining pages of the bibliography.
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Now click on the Layout tab and then on

Margins.
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Now, click on the Insert tab and click on Header, then Edit Header.
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Go to the Layout tab and then

In the dropdown menu,

click on Custom Margins.

In the popup menu, change
only the top margin to2”.
Make sure the Apply to
selection says “This
section”. Click on OK
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Now we need to set up the top margin of the first page of your page to 2” and leave the top

margin of the following pages at 1.4”.

Make sure your cursor is somewhere on your first page.

To set up the margins on the first page, click on the Insert menu, then click Header. Select Edit
Header

Design Layout References Mailings Review View Zotero EndNote X9 Acrobat '5;:‘ Tell me what you want to do..

e

1 - = 2 E“ﬂ AN B Ej
O 16 % = 1 I &+ @ store \\4 S I i
ble | Pictures Online Shapes SmartArt Chart Screenshot .‘MyAdd-ims -~ Wikipedia Online  Hyperlink Bookmark Cross- Co

- Pictures - Video reference
THples lllustrations Add-ins Media Links

(R0 [0

ent Header Footer Page Text
- ~  Number~ | Box~
Comments Built-in

“4 ' Blank

[Type hese]

1

Blank (Three Columns)

Lorem ipsum-dolor-sit-amet,-consectetur-adipiscing elit. sed-do- )
insididuntut labors st delors magna-aliqus. Quam pellentesque Bes R
acondimentum vitae sapien pellentesavs, Aliquam ultrices sagittis orci -
Sollisindintsmpoxid < nisl e Sed fmisibus turplin swmibibend
In-ante-metys-dictum-attempor-commedo-ullamcorper-a.‘Et molestie-ac
[ o

gravida-dictum-fysce ut-plagerat-orci-nulla,-Gravida-neque-convallis-g g

vitae. Laoreet-non.qurabifi gravida-arcy-ac tortor. -

1

i .mtEger.Qm‘ Facet (Even Page)
Ultriges dui-sapien-eget mi. Uina id volutpatlacus-laoreet non.
Diam-quis-enim lobortis scelerisque fermentum-dui-fangibus:i

1

Maore Headers from Office.co

. [ Edit Header

DLl L T L o T T Lt S | B B N B T

CheCk the box neXt :nces Mailings Review View Zotero EndNote X9 Acrobat Design ‘:;‘" Tell me what you want to do...
,j‘ H [, Previous v| Different First Page i+ Header from Top: 1" : E
leferent Flrst o I@ o Different Odd & Even Pages " Footer from Bottom: 0.75" z Close Hond
Pi;;?:g —J:.é i ';“" Link to Previous | Show Document Text Insert Alignment Tab ;S;F:;l;r
Page’ and CIICk on Navigatio Options Position Close
T I R R R R
Link to Previous to
unlink the header of
the page from the .
header of the title , -—_—_—,-TT——— T
rem-lpsum-dolor'su ‘gt sensestemradipiscing glit. sed-do-siusmed fempor
page. incididunt-ut-labore st-dolore magna-gliqua. Quam pellentesaug neg namaliquam sem. Yengnatis|




Formatting Graduate Theology Papers
setting Margins and Page Numbers

Make sure your cursor is at the very
beginning before the first word on the
first page.

Hit the enter key 5 times to manually
set your top margin to 2”. It is
important to manually set the top
margin on this page, so that your
footnote numbering stays correct in

your paper.
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Word sets the page number at 2. Don’t delete and manually type the number. Instead, select the

page number, click Page Number, and then on Format Page Numbers.
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Click on Link to Previous to unlink the footer
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Go to the end of your paper [ ; ; ; : PR,
and put your cursor before
the word BIBLIOGRAPHY.
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On the popup menu, change the top margin to 2\

Make sure the selection next to Apply to is This
Section. Click OK.

If you have more than one page of your
bibliography, put your cursor after the last word on
the first page of the Bibliography — even if it is the

middle of the citation.
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Select the radio button next to Continue from previous
»/ Page Number Format ? * |
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Select the page number, click on

Page Number, then on Format

Page Number.
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»/ Page Number Format
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previous section, and then click OK.
Heading 1
(h-,-‘phen] File Home Insert Design Layo

—

@Egontinue from previous section:

O startat

1

-
-

Cancel

@ ¥ i Breaks
%D Line Nu
Margins Orientation Size Columns

b&” Hyphen

Last Custom Setting

E Top: 2" Bottom: 1"
H Left: 1" Right: 1"
Click on Layout tab, ’
. Normal
Margins, and then on Top: 1" Botrom: 1"
Left: 1 Right 1"
Custom Margins. N
arrow
Top: 05" Bottom:0.5"
Left. 05" Right: 0.5"
Moderate
Top: 1" Bottom: 1"
Left: 0.75" Right: 0.75"
Wide
Top: 1" Bottom: 1"
Left: 2" Right: 2"
Mirrored
m Top: 1" Bottom: 1"
Inside:  1.25" Qutside:1"
Office 2003 Default
Top: 1" Bottom: 1"
Left. 125" Right: 1.25"

—

Custom Margins...
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Formatting Graduate Theology Papers
setting Margins and Page Numbers

Page Setup ? X
Heate R ~ Change the top margin to 1.4”. Make sure the
Margins
T " : selection next to Apply to is This section.
Left: 1 = Right: 1 =
Gutter: o" : Gutter position: Left 2
Qrientation
Portrait Landscape
Pages ’l;
Multiple pages: MNormal =
Preview F
e p)
- 1.
Apply to: | This section b /
Set As Default Cancel F

Put your cursor in the footer of the second page Of [ o s Design

- - . - - [, Previous | Different First Page % Header from Top:

the Bibliography. Next click on Link to Previous L Next A— &QE pages | D+ Footer from Btf
: : " Link to Previou ocument Text [5] Insert Alignment :

to unlink the footer on this page from the footer of | ' optons ]
. ‘--‘?-‘-1‘--\‘-‘2--‘|-‘-3‘J-_-\‘-‘4--‘

the previous page. Delete the page number from i i i v T A i A B

the footer of the second page of the bibliography.
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