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Adjust Margins

A margin is the empty space between a document’s contents and the edges of the page. Word’s default
margins are 1 inch on each side of the page, but you can change the margins to accommodate the needs of
your document.

Choose a Margin Size

Word includes several built-in margin settings that you can choose from.

o Click the Layout tab. = O1-adjus-margins
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Set Custom Margins

If the common margin settings don't meet your needs, you can create custom ones.

o Click the Margins button on = O1-adjus-margins
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Page Size and Orientation

The page size and orientation are two of the most noticeable page layout properties of a document.

Change Page Size

Word can lay out the page for any paper size that your computer’s printer supports. This means that you can
use Word not only to print letters, but also legal documents, postcards, tickets, flyers, and any other
documents that use a non-standard paper size.

o Click the Layout tab. = 02-paper-size-and-orientation
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e Click the Size button. v i — B
. . Yo 1 Size - Line Numbers = 1Z|opt = ) i)
A list of common page sizes 7 []] tener b eI (W Selection Pane 1
appears. 85" x 11" Paragraph IF Arrange ~
D Legal
85" x 14"
o Select the size you want to use. [ e
7.25"x 10.5"
A5
The document preview on the screen O sersear
adjusts to use the selected paper size. B
Envelope #10
. . 412"x9.5"
Tip: If the size you want to use doesn’t nvetope Monarch
appear in the list, select More Paper B
A6
Sizes. The Paper tab of the Page Setup RESSEE
dialog box appears, where you can s
enter a custom paper size. More Paper Sizes..
e B - ] + 90%

94



Change Page Orientation

Every document uses one of two different types of page orientations: Portrait and Landscape.

0 From the Layout tab, click
Orientation.

o Select a page orientation:

Portrait: The paper is taller
than it is wide—like a

portrait painting. This is the
default orientation setting.

Landscape: The paper is
wider than it is tall—like a
landscape painting.
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Classic Las Vegas Excursion
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years of
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 Updating the website

Month in Review

an office manager at Luna Sea, Inc. and has degrees in

April turned out to be a very busy and productive month for Bon Voyage. New business was up 34 percent from
last April. Flight delays were minimal—Bon Voyage received only one customer complaint because of a delay.

Classic Las Viegas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas” Excursion. Guests will get to experience
the Las Vegas of yesterday. Accommadations will be in the famous Gold Nugget hotel,located on historic

Freemont Street.

Landscape
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Headers and Footers

Documents with several pages often have information—such as the page number, the document’s title, or
the date—located at the top or bottom of every page. Text that appears at the top of every pagein a
document is called a header, while text appearing at the bottom of every page is called a footer.

Use a Header or Footer
° Click the Insert tab.

o Click the Header or Footer
button.

A list of built-in header or
footer designs appears. Each
option will include one or more
placeholders for information
such as document title, date,
or page number.

Hover over a built-in header or
footer option to view its
attributes and a description of
how it might be used best.

e Select a built-in header or
footer design.
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A new header or footer is
inserted, and the Header and
Footer Design tab also appears
on the ribbon.

o Click the Close Header and
Footer button when you're
done.

The Header and Footer Design tab
closes, and the header and footer are
set.
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Board of Directors Meeting ||

May 6

New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and

communications. Kerry's responsibilities will include:
Client correspondence
Internal communication

Press releases
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Remove a Header or Footer

Once you've added a header or footer, you can easily remove it if you find that it isn’t what you want.

0 Click the Header or Footer

button on the Insert tab.

o Select Remove Header or
Remove Footer.

The header or footer is removed.
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New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry's responsibilities will include:

Client correspondence
Internal communication

Press releases
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Create a Custom Header or Footer

Once you've added a header or footer, you can use the Header and Footer Design tab to customize its
appearance. Or, if you'd prefer to start from scratch, you can customize the header or footer without using

one of the built-in presets.

e Select Edit Header or Edit

Footer.

Click the Header or Footer
button on the Insert tab. il

The Header and Footer Design
tab appears, and you can now
add text, graphics, and
placeholders to the header or
footer.

Tip: You can also display the
Header and Footer Design tab
and edit the header or footer
by double-clicking in the top or
bottom margins of the
document, or by right-clicking
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New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry's responsibilities will include:

Client correspondence
Internal communication

Press releases
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e Make selections using the : O hesders-ank-focrers

Header and Footer DESIgn tab File Home Insert Draw Design Layout Reference Mailings Review View Help Design © Tellme: [
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formal internal and client communications. Kerry has four years of experience as
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also Choose to use a different communications. Kerry's responsibilities will include:
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header or footer on the first el ot
page of a document, or to use Procs releases
different headers or footers on = B -1 + s0%

odd and even pages.

Click Close Header and Footer
when you’re done.

The custom header or footer is applied.
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Page Numbers

Add Page Numbers

If you have a longer document, you can add automatic page numbering to make it easier to know your place
in the document.

° Click the Insert tab. = ——

. File Home M Draw Design Layout References Mailings Review View Help 2 Tellme [t =
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Board of Directors Meeting
. May 6
The page number is added. v
New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

Client correspondence
Internal communication

Press releases
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Format Page Numbers

Once you've added page numbers, you can customize the number format, enable chapter numbers, and

adjust how the numbering starts.

o Click the Insert tab.
o Click the Page Number button.
0 Select Format Page Numbers.

The Page Number Format
dialog box opens, with a few
ways to customize how page
numbers appear.

o (Optional) Choose a number
format.

In addition to numbers, you
could also use letters or roman
numerals.

o (Optional) Include chapter
numbers.

If your document is set up with
chapter numbers, you can have
those appear with the page
numbers.

O (Optional) Modify page
numbering.

If the document you're
working on is a continuation of
another document, you can
also specify a number that the
page numbers will start at.

o Click OK.

The number format has changed.

04-page-numbers
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New Communications Director

Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry's responsibilities will include:

Client correspondence
Internal communication

Press releases
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formal internal and client communi s. Kerry has four years of experience as
an office manager at Luna Sea, Inc. s degrees in both marketing and
communications. Kerry's responsibilities will include:

Client correspondence
Internal communication

Press releases
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Remove Page Numbers

If your document no longer needs page numbers, they're easy to remove.

o Click the Page Number button.
o Select Remove Page Numbers.

The page numbers are removed.

Tip: You can also remove page
numbers manually by editing the
header or footer to remove the page
number placeholders.
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Kerry Oki was named communications director and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as
an office manager at Luna Sea, Inc. and has degrees in both marketing and

communications. Kerry's responsibilities will include:
Client correspondence
Internal communication

Press releases
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Columns

If you have a document that is pretty text-heavy, like a newsletter or magazine, you can format it in columns
to make it a little easier to read. When using columns, you can also control where a new column begins
using column breaks.

Format Columns

o Click the Layout tab. g 05-colurnns
. File Home Insert Draw Design Layout References Mailings Review View Help O Tellme [ =
e Click the Columns button. [ oo - B B
. - 1 Size - 12 Line Numbers - “|1=lopt - ) i
A short list of a few column e e Yo | = e - (HSelection Pane 24
options appears. You can select 2 FEECTE = HIEIEE &
one, two, or three columns, or .
a special two-column layout
Three
with either the left or right i£
column narrower than the e ut to be a very busy and productive month for Bon Voyage. New
. up 34 percent from last April. Flight delays were minimal—Bon
Other' e ed only one customer complaint because of a delay.
== More Columns...

e Select a column option. gas Excursion

Next month Bon Voyage will introduce our new 7-day “Classic Las Vegas”
Excursion. Guests will get to experience the Las Vegas of yesterday.

The COIUm n Iayo ut iS a pplled Accommodations will be in the famous Gold Nugget hotel, located on history

Freemont Street.

Two Nation Vacation

Tip: Select More Columns to manually
. Travelers heading for the Pacific Northwest have the opportunity to sample two
COI’lfIgU re your column IaVOUt from the nations in a single visit. Seattle and the Canadian cities of Vancouver and Victoria
Columns dialog box. Eﬁ e e
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Use a Column Break

Inserting a column break ends the current column, moving the text cursor and any text after it to the top of
the next column.

0 Click where you want to insert 05-columns

the column break File Home Insert Draw Design Layout References Mailings Review View Help 2 Tellme &) =]
[ Orientation + | Breaks + Indent Spacing ~ & =-

| )

[@Se\e:tion Pane £

e Click the Breaks button onthe |, B%  Pecse

-~ == Columns - Page
Layout tab. e ’,—‘ Mark the point st which one page ends

and the next page begins.

Select Column. Copumn
Indicate that the text following the column
break will begin in the next column.
Text Wrapping

Separate text around ohjects on web
pages, such as caption text from body text.

TEE

I Arrange A~

The column break is inserted, and the Mont

uver, 140 miles up the Pacific

cursor moves to the beginning of the April . Section Breske from Seattle, is an enviable
e city with a glittering harbor
next column. produl || MextPage hnic neighborhood
Newb 'T= Inserta section break and start thenew  2rant ethnic neighborhoods.
from| | | sectiononthened page. uver has world-class museums
minim Continuous 1e of the best aquariums in
one cl Insert a section break and start the new  pAroorico
section on the same page. .
delay. o
Even Page -accented Victoria on

Insert a section break and start the new uver Island, a short boat ride
section on the next even-numbered page.

Next r 'ancouver or Seattle, has an

introd [c1=| OddPage ance of historic sites and the
T3-| Insertasection break and start the new

Vegas| |[=—| section onthe next odd-numbered page.  famous Butchart Gardens.

experience the Las Vegas of Adults will enjoy Victoria's pubs and

t

BE B -0 +
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Page Breaks

While Word automatically manages when text flows to a new page in a document, you can also manually
choose where a new page starts.

Insert Page Breaks

A page break is a special marker that will end the current page and start a new one.

o Click to place your cursor = [— Keyla Claypoo
Where you wa nt to Sta rt a hew File Home ﬂ Draw Design Layout References Mailings Review View Help 2 Tellme [y ~
page. B & o 2| Eg|l=) | 3 | [B] |[4]] [0

Pages Table Document | Add- Online Links | Comment | Header& | Text Symbols
: - - Item ins* | Video = Footer ~ - -
e Click the Insert tab. s . — P— "
Eurcpe by Eurail

e If necessary, expand the Pages
group by clicking it.

The European Rail system is considered by many to be the finest on earth.
European trains are known to be fast, reliable, economical, and pleasant.

o CIle the Page Break button o [Rail is the preferred method of travel for Europeans traveling through Europe.

Regrettably, Americans frequently forget about the train option for their intra-
European travel, perhaps because most Americans have never ridden on a

A page break iS inserted and any text passenger train. For Americans, ground travel usually means driving a car. While
7
after that point is moved to a new

page.

Shortcut: You can also insert a page
break by pressing Ctrl + Enter.

rail travel is considered to be a poor travel option in America, train travel pales in
comparison to European rail travel in most every regard. Try this travel method

Tip: If you’d rather insert an entire 3 B -1 v o
blank page at the break, select Blank
Page in the Pages group.

06-page-breaks Kayla Cla

File Home Insert Draw Design Layout References Mailings Review View Help 2 Tellme [t =

%%Fo o 2| Eg|l=) | 13 | [B] |[4]] [0

| lllustrations | Document | Add- Online Links | Comment | Header& & Text Symbols

- ltem ns= Video Footer - -

Tables Tap Media Comments -~

I% D >% ipe by Eurail

EWE' Blank ~ Page European Rail system is considered by many to be the finest on earth.
age~ Page Break

Pages ! pean trains are known to he fast, reliable, economical, and pleasant.

is the preferred method of travel for Europeans traveling through Europe.
Regrettably, Americans frequently forget about the train option for their intra-
European travel, perhaps because most Americans have never ridden on a
passenger train. For Americans, ground travel usually means driving a car. While

rail travel is considered to be a poor travel option in America, train travel pales in

comparison to European rail travel in most every regard. Try this travel method
# B - 1 + 90
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Remove a Page Break

If you decide later that you don't want the page break where you inserted it, you can remove it.

Page breaks are inserted as special hidden formatting marks, so to easily find and remove them, first show
formatting marks.

0 Click the Home tab. = J——

File Home Insert Draw Design Layout References Mailings Review View Help 2 Tellme [t =

o Click the Show/Hide 9] button. ﬁﬁishwndﬂ . == p, 5| B

I'U-ax x A -
Paste = : © Styles | Editing | Dictate

This displays special S A LA e | A T
punctuation characters in your | <& " Fort = Paragraph é £ Spes B Yoice i
document, such as spaces, urope by Eurai]

paragraph markers, and most European-trains-are-known-to-be-fast, reliable, -economical,-and-pleasant.{]

importantly for this lesson, 0 e Page Brealcommemeend]

page and section breaks.

O Double-click the page break to

¥

The-European-Rail-system-is-considered-by-many-to-be-the-finest-on-earth.-

select it.
o Press Delete.
The page break is deleted. !

Rail-is-the-preferred-method-of travel-for-Europeans-traveling-through-Europe.-
Regrettably,-Americans-frequently-forget-about-the-train-option-for-their-intra-

B B - 1 + 90%

Insert a Blank Page
You can also insert an entire blank page at any point in the text.
o With your insertion point 3 < [— Kayla iy

Where you wa nt the blank File Home ﬂ Draw Design Layout References Mailings Review View Help 2 Tellme [t =

page added, click the Insert A % ﬁ Be | 2] Bg (L=l | 2] (4] [0

Pages I ions | Document | Add- | Online | Links | Comment | Headerd& | Tet | Symbols
ta b - - Item ins = Video M Footer - h -
Tables Tap Media Comments A~

o Expand the Pages group, if B [ ok pebyturain

necessary. ,S:;:i ?3':;': gfegai European-Rail-system-is-considered-by-many-to-be the-finest-on-earth.-

o 2 pean-trains-are-known-to-he-fast, reliable,-economical,-and-pleasant.q

e Select Blank Page.

Rail-is-the-preferred-method-of travel-for-Europeans-traveling-through-Europe.-
Regrettably,-Americans-frequently-forget-about-the-train-option-for-their-intra-
European-travel,-perhaps-because-most-Americans-have-never-ridden-on-a-

TWO page-breaks are inserted, creating passenger-train.-For-Americans, -ground-travel-usually-means-driving-a-car.-While-
a full blank page before the text

continues.

1

rail-travel-is-considered-to-he-a-poor-travel-option-in-America,-train-travel-pales-in-
comparison-to-European-rail-travel-in-most-every-regard.-Try-this-travel-method-
# B - 1 + 90

106



Page Background Elements

You can dress up pages in a document with page borders and background settings. You can line the margins
of your pages with borders to give them finished edges or to make certain pages stand out, and you can
even create your own page designs using colors and watermarks.

Add a Watermark

A watermark is a faint message or image that indicates a document should be specially treated. It does not
obscure text on the page.

o Click the Design tab. = TPy = e e Kayla Claypool
File Home Insert Draw Design Layout References Mailings Review View Help O Tellme [ =
o Click the Watermark button. = Paragraph Spacing
- n Eﬁ‘ects' 6 D @ D
You can choose a built-in = (<] P ) et s et B e s
watermark from a category - — g
such as Confidential, -
Disclaimers, or Urgent, or you
can create a custom :
- Board of Dire
watermark. : Ve
CONFIDENTIAL 1 CONFIDENTIAL 2 DO NOT COPY 1
0 Select a watermark. - Disclaimers
- New Commu
] Kerry Oki wa
It's applied to every page in the B formal Inter -
: : office manag @ More Watermarks from Office.com v
document, set behind the text. : SOMMUNIEE| 3 st stermer
: Chent con ustom Watermark...
- [‘} Remove Watermark
? Internal com ®
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Add Page Color

You can also add a background color to your document. This color will only appear in digital copies of the
document—Word will not print the page color.

° On the Design ta b, click the TPy = e e (in B

Page Color button. File Home Insert Draw Design Layout References Mailings Review View Help © Tell [t =
TITLE w_«.\ Title A =7 Paragraph Spacing D @ D
o SeleCt a C0|or' = 2= ey : Es @‘Eﬁ‘ecS' Watermark Page Page
- Smm RS SEEET mmmemes 7] LT L () Set as Default - R eoders
Document Formatting Theme Colors nd e
Page color won't be printed; it will only |- RN RER SRRNRERE ERENRERT ERRNRERTTECRRRR Bl O T T 1 T 1

appear when viewed digitally—as a :
Word document, PDF, or web page. e o

: Board of Directors Meeting HE ENEENR
% May 6 [ noColor

More Colors...

- Eill Effects...
New Communications Director

Kerry Oki was named communications directer and will coordinate and direct all
formal internal and client communications. Kerry has four years of experience as an
office manager at Luna Sea, Inc. and has degrees in both marketing and
communications. Kerry’s responsibilities will include:

Client correspondence
Internal communication
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Add Page Borders

Finally, you can add page borders along the margins to give it a finished look.

908

On the Design tab, click the
Page Borders button.

Using the Borders and Shading
dialog box, customize how you
want the border to look.

Select a border style from the
Style list.

You can choose from a variety
of solid lines, dotted and
dashed lines, and patterns.

Select a border color.
Select a border width.

Choose which sides of the page
will have a border by clicking
the top, bottom, and/or sides
of the preview.

Choose which sections of the

document will have the border.

You can choose the whole
document, just this section,
just the first page in this
section, or every page in the
section but the first page.

Click OK.

The border is added to the selected

pages.

File Home

(m]
£ Tellme 1

Borders

Page Border  Shading

Style:

Insert Draw Design Layout References Mailings Review View Help

TITLE Tite Title E A =7 Paragraph Spacing D @ D
vy = I

| Borders and Shading ? * Page Page

Color > Borders

Click on diagram below or
use buttans to apply borders

©
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Apply to:
n
Whale document ~
[none) -
Options...
oK Cancel
TITCET T COTT T ICETToTT
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Backgroun A
Preview Al

File Home

Title TITLE

Insert Draw Design Layout References

Mailings Review View Help 2 Tellme [t

Borders

Borders and Shading

e Title . . = Paragraph Spacing - . @ D
- &=l
? b Page Page
Color ~ Borders
Page Border ~ Shading Background
Style: Preview el A
,,,,,,,,,,,,,,,,,,,, " Click on diagram below or
use buttons to apply borders
E—
<)
Color:
I
Width:
1% pt v
Apply to:
At This section - First page only v 6
(nonej o
Options...
oK Cancel
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