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Begin paper. Paragraphs should have a rough edge on the right side. This means that they should not be set to have a straight and even margin on both sides. Make sure you have selected the ragged edge margin from the tool bar instead of the justified one. Paragraph indents are about 5 spaces, but should be set using the TAB key or the indent function on the ruler bar. If you use this template your margins and indents will be correct and you will have 27 lines of writing on each page.

Saving

When you SAVE your paper, give it a name that identifies YOU and the paper. For Example, if your Family Name is "Tanaka" and you are writing your paper about "Japan's NGO Law", you could save it as "Tanaka NGO law.doc" so it will be different from other papers. 

Be sure to DELETE these directions from your paper.
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