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Preparing the Document 
 

 

 

 Program .............. Microsoft Word 

 

 

 

 

 Save As .............. Menu 

 

 

 

 



 Page Margins Top & Bottom margins set to 0.5”.   

 Click Page Layout, 

 Click Margins, 

 Click Custom Margins, 

 Change the Top and Bottom Margins, 

 Click OK. 

 

 

 

 

 

 

 

 In the Styles group under the Home tab, choose the No Spacing Style option. 

 



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Font - Arial  
  

Style - Plain 
 

Size - 12  
  

Alignment – Justify 
 

Press Enter twice when finished 
 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

If the ruler isn’t showing, open the ruler.  



 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Font - Times New Roman 
 

Size - 12 
 

Style – Plain, but…  
(Soup of…Assorted…and Tuna…are Bold.) 

 

Alignment – Left (To see how to set the Tabs, hold a Control key and click on one of the links below) 
 

Set Left-aligned tabs at 1½” and 4”  Set Decimal tabs at 2½” and 5”  
 

 

 

 

Press Enter twice when finished 
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The menu needs to fit on one page.  If it doesn’t fit… 
 

 Make sure there is only one space between the different parts, 

 Make sure that the one space between the different parts is size 12 and not larger. 

 If this space is larger than size 12, select the space and change the size. 

 

 

 


