Margins and Section Breaks Tutorial B

FLORIDA ATLANTIC UNIVERSITY

Graduate College

This guide provides essential instructions for setting up margins and section breaks
in your manuscript according to specific formatting guidelines. By following these
steps, you ensure that your document meets professional standards, enhancing its
readability and presentation. The tutorial simplifies the process of managing different
margin requirements for various sections, such as title pages and chapters.

1 Please visit our website and open the Thesis/Dissertation Guidelines at
https://www.fau.edu/graduate/degree-completion/thesis-dissertation/
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https://www.fau.edu/graduate/degree-completion/thesis-dissertation/

& Please follow these margin settings for the manuscript. Found in the FAU
Formatting Guidelines on page 21. Only the Top margin will change, review the
exceptions below:

Margins

All thesis/dissertation manuscripts should have the following margins. Note that the top margin
differs depending on page heading. It is generally recommended to print several pages.
physically measure the margins with a ruler. and make any adjustments as needed.

Right: 11inch

Left: 1.5 inches
Bottom: 11inch

Top: 1 inch gxcept:

* Preliminary pages with titles (fitle page, copynight page, signature page,
vita, acknowledgements. abstract. dedication. table of contents. list of tables.
and list of figures): 2 inches.

= Note: If any of these preliminary sections continue onto a
second page, the top margin of the second page is 1 inch.

+ First page of a major division (e.g.. chapters, appendix.
bibliography/references): 2 inches.

Page number: 0.75 inch
Note: In Microsoft Word, page number position is determined by the footer margin

Landscape pages have specific margin and page number position requirements (See the
Appendix for sample page and details).

@ First, go to your home tab on the top ribbon and turn on hidden formatting
marks, that's this symbol right here that looks like a backwards P, this will show
you where section breaks are in your manuscript.
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To see the margins easier we advise that you use the ruler function in word to see

the margins and to make margin adjustments.

Click view on the top ribbon and check 'Ruler’
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6 Change the margins here. We will change the left margin to 1.5". The majority of
the top margins will be 1" so we will change the ones the need to be 2" later on.
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7 Once you changed the margins to the correct value make sure to click on 'Apply
to:'
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Now we want to make sure the footer margin is correctly set. In the Page Setup
window that you just changed the margins, click on 'Layout'
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10 Go to the Footer section and type in .75" for the footer margin.
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@ For pages with titles, such as the title page, we want a two-inch top margin for
each one of these title pages. If you were to simply change the top margin to two
inches it will affect the following pages as well, this is why we need section breaks
in the manuscript to isolate your two inch top margin pages from the pages

following it.

13 For the next page section break we want to go to the end of the text on the page.
On this page, the 5in 2025 is the last text that should be on that page so we will

click there.
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16  Click "Next Page"

Now the section break will show at the end of the page.
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