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Guidelines alignment in Word

Show you how to align correctly in Word 2007, 2010, 2013

Today, the drafting of text as an indispensable skill at work, but people often do not pay attention to the standard
regulations in drafting documents. Therefore, most of the documents and documents often have many different
formats to solve this problem.l would like to introduce to you how to align correctly in Word.

The following is an example of atext that is not aligned correctly:
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Article guidelines properly aligned in Word

Note: First you need to know about the standard alignment rules in a document:

Top (Top aligned): 20mm-25mm

Bottom (Bottom alignment): 20mm-25mm

Left: 30mm-35mm

Right: 15mm-20mm
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Step 1. Select the unit of measurement to align the marginsfor the text

-On the File tab, select Options
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- The Word Options window appears, select Advanced, go to the Dislay section, switch Show measurements in
units of from inches to Centimeters (because this is a standard measurement unit) -> OK

-
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Step 2: Proceed to align text

- Select the Page Layout tab, select Margins and select Custom Margins.
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- Page Setup window appears, we enter the parameters to align the text as shown:
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And theresult we get is:



M- o= 2356.doc [Compatibility Mode] - Microsoft Word = B8 %
Home Insert Page Layout References Mailings Review ThUThuatPha nMem -,VI]’
A5 J F |3 Orientation - \é' 4] Watermark ~  Indent Spacing “:J:
- & ; 13 size - 8- Apage Color-  EE 0 m BiE= T
Margins __ i £ | = | Arrange
- == Columns = b~ J Page Borders | E% 0.cm | = Auto % -
Themes Page Setup » | Page Background Paragraph
Mavigation - X E;
Search Document P - %
=)
] | Ga | & . Ty Ty
= A. Qua trinh hinh thanh va phat trién cia céng ty Amazon
-
4 A, Qua trinh hinh thanh v... 1. Gisi thifu m§t vai nét vé cong ty
| 1. Gigithiéu métvain.. | : > . -l
SR EE Tt —~|= Amazon.com Inc (mi niém yét trén san NASDAQ: AMZN) la mét céng ty
2. Mat vai nét ve Jeffre... S i & e SR - . '_
P — throngmai dién ti ciia M dittai Seattle, bang\fvasl\ungi.on Ba\_v 13 hé théing ban 18
R 1on nhat cua Mi véi doanh thu banhang qua Interet gan gap ba lan. z.{mazun la cong
ty kinh doanh danganh da ngheé nhwsich, dich vumua bannhac, phin mém tin hoc,
5 .Cac dong san pham trangtri ndi that, game..Quang cio ciia Amazon dap vio mit ta bat cirkhindo ta
& Website click vao Intemet. Cac chuyén gia goi Amazon com 1a mét trong nhimg céng ty co
tiém nang va trifn vong bac nhat hitn nay. Véi doanh thu hang ty 46 la/nam trong
vong 4 nim hinh thanh va phat trién, 1& rang siéu thi ban 1é qua mang nay 1a mét
trong nhifmg ngwii khéng 16 cua thé gidi thuong mai disn ti | Y
B. Chién lugc kinh doanh, ) .
4 L Tim hiéu thi trréng Jeffrey P.Bezos1a ngwii sdnglip ra Amazon vao ndm 1994 va bit dau kinh =
- & " = A o - o - 3 - 4 F
1. Tiém nang phat trié... [+ 4 'i L lODe Dess “”‘" - L — . 1y
Page:10f32 | Words: 11,770 | <&  Engiish US) | [ElpE z= 0% C—0 ¥

In the tutorial above, | use Microsoft Word 2010 software you will do the same for Microsoft Word 2013. For
Microsoft 2007, you do the same thing only in the first step instead of going to File and selecting Options then
Click the Microsoft Office icon in the top left corner and select Word Options.

Y ou finished reading the article "Guidelines alignment in Word" edited by the TipsM ake team. We hope this
article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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