To format your document:

1. Open new document in Word
2. Click on Format, then Document. You will see a page like this:
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3. Make all margins 1”, but change the bottom margin to .8”
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4. Return to document.

5. Click on View, then Header/Footer
6. Click on the Right Align button, then type your last name

7. Click on the # button on the task bar. This will automatically number each page in your document for you.

8. Click anywhere on the document to begin typing.

