How to set up a document in Word
This is a step-by-step illustration of how to set up your Word so that it meets all the requirements of the School of Law at Unisa.  To do this, you need to learn how to set up a Style Sheet and a few other things.  Here we go.
1.	You start by setting the language.  At the bottom of your screen you will see the language displayed. It now says English (South Africa). Click on it and change it to English (United Kingdom).
[image: ]
[image: ]
Also click on Set as Default.  Your Word will now check your spelling and grammar.
2.	Now we're going to set up die Style Sheet.
[image: ]
Click on the little arrow in the Styles box. This will open up all the available styles.  It looks like this:
[image: ]
At the bottom click on Options.  It will now show you this:
[image: ]
In this dialog box select All styles, then Alphabetical and click the choice of New documents based on this template.  The list of styles on the right will now be considerably expanded.
3.	Scroll down until you get to Footnote text.
[image: ]
[image: ]
Hover your mouse over this and click on the arrow.  It will now open this:
[image: ]
Click on modify.  You will now see this:
[image: ]
Now click on Format.  You will see this:
[image: ]
Click on Font and when it opens change the options so that it looks like this:
[image: ]
In other words, it is in Arial, font size 10.  Click okay.  You will be directed back to the previous screen.  Now select 
[image: ]
Make sure the Alignment is Justified and the Spacing is in Single without spaces before or after.  Now go to Indentation and, under Special click on the drop-down menu and select Hanging and the measurement to 1.25.  Click okay.
[image: ]
You will now be re-directed to the previous page:
[image: ]
Select Add to style gallery; select Automatically update and select New documents based on this template.
Click okay.
You are now set for footnotes.  Now how do you insert a footnote?
[image: ]
On the ribbon at the top of your screen, select References and then select Insert footnote.  The programme will now automatically insert the footnote and the formatting will be automatically correct because you've set it up correctly.
[bookmark: _GoBack]One last thing: When you now insert your footnote, you need to press the Tab button on your keyboard.  This will ensure that the footnote is correct.
Now, In Styles do the same for all your paragraphs by selecting Normal.
[image: ]
Now set up your Normal paragraph in the same way.  It should look like this:
[image: ]
And like this:
[image: ]
Remember to also do this:
[image: ]
You're now basically set.  You can also format quotes, headings, page numbers, etc.
I really hope this helps.  If it does, I get the bragging rights!
Prof IJ Kroeze
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