Adjusting the Page Layout

After you have edited and formatted a document, you may wish to make other adjustments such as changing the

margins, selecting a different paper size, or modifying the orientation. These actions can be performed in the page

setup dialog box.

1. A document should be open within the Microsoft Word program.

2. Click on the File menu and select Page Setup...

= The Page Setup dialog box opens.

3. The Margins tab appears at the top left. By default, the top and bottom margins are
set to 1 inch. The left and the right margins are set at 1.25 inches. You can either
type the number for the margin setting you would like or use the arrows to increase

or decrease the current setting.

4. To adjust the orientation, there are two settings, portrait and landscape. By default,

Word documents print pages with the portrait orientation.

Eile | Edit Wiew Insert Fof

O Hew... Chrl+HM
= Open... ChrHo
Close
Save Chrl4+5
Save fs..,
gy Save as Web Page...
B Search...
Wersions...

Weh Page Praview

Page Setup...

@. Print Presvigw

& print... K
Send To »
Properties
Exit

Adjusting the setting by
typing in a number or using
the up and down arrows to
increase or decrease the

Select either Portrait or

Page Setup x|
Maragins | Paper I Layauk I
Margins
Top: = Boktam: |1" =
Left: |1.25" 5‘ Right: |1.25" = —
Gutter; ID" 5‘ Gutker positian; ILeFt 'I
Orientation settinas.
A
(G L
Partrait Landscape
Pages Landscape
Multiple pages: INDrmaI j
Preview
Apply bo; —
‘Whole document j _—
Default. .. | oK I Cancel

Funded by grants from the Milwaukee Public Library Foundation

© MPL
Spring 2008

16



