












Instructions for Setting up Format for  

Minimum Transcript Format Standards 

(Microsoft Office Word 2007 & 2010) 

 

Selecting Font 

Click on “Home” Tab 

 Select Font:  Courier New 

 Size 12 

 

Setting Margins 

Click on “Page Layout” Tab  

Click on “Margins” Tab 

Click on “Custom Margins” at bottom of box 

Set Margins: 

 Top = .8 

 Bottom = .5 

 Left and Right = 1.3 

Hit “Okay” 

 

Setting Line Spacing 

While on “Page Layout,” click on “Paragraph” 

Change Line Spacing to “Double” 

Click on box that says “Don’t add space between paragraphs 

of the same style” 

Hit “Okay” 

 

Orphans and Widows 

While on “Page Layout,” click on “Paragraph” 

Click on “Line and Page Breaks” tab 

Under “Pagination” uncheck all categories 

Click “Okay” 

 

Setting Tabs 

While on “Page Layout,” click on “Paragraph” 

On bottom left-hand corner click on “Tabs” 

Reset Default Tab Stops to .4 

Hit “Okay” 

 

Line Numbering  (Must have a minimum of 25 lines on each 

page) 

While on “Page Layout,” click on “Line Numbers” 

Click on “Restart Each Page” 

 

Inputting Page Numbers 

Click on “Insert” Tab 

Click on “Page Number” 

Scroll to “Bottom of Page” and then move cursor left and 

click on “Plain Number 3” 

Click on “Close Header & Footer” 






