Formatting Questionnaire Tips for WORD
Use tables “behind the scenes” to help format questionnaires –
Advantages: lets you change headings, line things up without dealing with “tabs” 

1. Font size and font – times roman is easier to read than arial – no caps

2. Spacing on page – 1” margins at least.
3. Instructions 

a. Can use another row of a table (automatically keeps instructions within same bounds as the table)

i. Need to “merge cells” across this top row.

4. Headings

a. Heading rows repeat

i. Highlight heading row, go to Table, click heading rows repeat

b. Headings centered and low 

i. Highlight heading row

1. go to Table properties, Cell, select “bottom”

2. Center horizontally

c. Take out unnecessary lines (borders) to make items and instructions look professional

i. go to Format, Borders and Shading, and delete top and side borders

5. Item stems
a. Can be in the first column

b. Hanging indents to line up (format, paragraph, special (“Hanging”), about .25 or .30 

6. Number items

a. Hard number your items – otherwise any changes will offset numbering 
7. Do not let row break across pages 

a. table, select, Select, “table”

b. Go to Table properties, Row, unclick “let row break across pages”

8. Centering response choices

a. Highlight all rows
i. “center” (centers horizontally) 
ii. Go to Table properties, Cell, select “center” (centers vertically)
9. Tracking across rows in a matrix

a. Format, borders and shading, shading – choose 10% shading on every other row
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