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Cat egories: 

Action Wizard 

Adobe Online Services 

Catalog 

Color Management 

Content Editing 

Convert From PDF 

Convert To PDF 

Email Accounts 

Forms 

Ident ity 

Internet 

Java.Script 

language 

Measuring (2D) 

Measuring (3D} 

Measuring (Geo) 

Multim edia & 3D 

Multim edia (legacy) 

Multimedia Trust (legacy) 

Reading 

Reviewing 

Search 

Security 

Security (Enhanced) 

Signatures 

Spelling 

Tracker 

Trust Manager 
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Units 

Page & Ruler Unit s: ~I l_n,_h_es ______ v I 

layout Grid 

Width between lines: ~ ffi 
Heig ht between lines: ~ ffi 

Grid offset from left edge: ~ ffi 
G,id offset from top edge, ~ Hl 

Guides 

Rulers 

Subdivisions: ~ffi 
Grid line color: [i] 

Guide color: [i] 

~ Show rulers when opening documents 

Formatting Checklist  

1. Check your page margins for: 

 
 
 
 

� 
� 
� 
� 
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Page headers  
Table of Contents  
List of Figures and/or List of Tables (if applicable)  
Text of document  
Figures, tables, images, etc. (if applicable)  

In Adobe DC, from the  Edit  menu, go to  Preferences.  

Under  Categories  click on Units and Guides.  

Under  Layout Grid  use the settings shown  in the figure below to create a template that shows  
the page  margins when you open your PDF in Adobe DC.  

Page & Ruler Units: Inches   

Width between lines:  6 in   

Height between lines: 9 in  

Grid offset from left edge: 1.25 in   

Grid offset from top edge: 1 in  

Subdivisions: 1   

Grid line color: red   

Guide color: blue  

Check the box “Show rulers when opening documents” 

2. Check your page numbering 
  The title page is not numbered  
 
 

 

�
� 
� 
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All front pages are numbered consecutively  
All pages in the body of the document are numbered consecutively to the end of  
the document  
Page numbers are centered and .75 inch from the bottom of the page.  



   

 

 
  

  
 

 

 

 

 

 

   
          

 

 

 
 

 

 

 

 

 

 

 

 

 

  

- Word 

Insert Desrgn Layout References Mailings Review View Acrobat Q 

I r.. Font 

AaBbCcDc AaBbCcl 

2.0 

25 

3.0 

11Normal 

Line Spacing Options ... 

:ik: Add Space ~efore Paragraph 

t Remove Space ~fter Paragraph 

11 No Spa, 

3. Check your line spacing on the front pages 

In MS Word on the Home tab, go to the 
Paragraph Settings section of the ribbon to 
find the Line and Paragraph Spacing icon (up 
and down arrows next to stacked horizontal 
lines). 

To  check and change the setting for  part of your document, highlight the text in question. If you  
see gray above or below the text you may  need to adjust the settings.  

Generally, places you may need to check the line spacing are:  
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Title Page  
Certification Page (for dissertations)  
After the page headers in the front pages  

For basic spacing, you may use the dropdown options in the Line and Paragraph Spacing dialog 
box. There are toggle switches to “Add Space Before Paragraph” and “Remove Space After 
Paragraph.” 
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