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v Page layout

Page layout Is the term used to describe how each page of your document will

appear when 1t I1s printed. In Word, page layout Includes elements such as the

margins, the number of columns, how headers and footers appear, and a host of

other considerations.




Elements of Page Layout

v Page margin
v Page size
v Page background

v Page column

v Watermark
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v Page margin

A margin Is the area between the main content of a page and the page edges.
The margin helps to define where a line of text begins and ends. By default, a
new document's margins are set to Normal, which means It has a one-Inch space

between the text and each edge. You can change margin Size as per your wish.
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v Breaks

£ ) Line Numbers ~
Orientation Size Columns
S ~  b& Hyphenation ~
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Bottom: 1°
Right: 1°

Top: 0.5° Bottom: 0.5°
Left: 0.5° Right: 0.5°

Moderate
Top: 1° Bottom: 1~
Left: 0.757 Right: 0.75°

Wide
Top: Bottom: 1°
Left r Xy Rightt 2°

Mirrored
Top: 1° Bottom: 1°
Inside: 1.25° Qutside:1”

Office 2003 Default
Top: 1° Bottom: 1°
Left: 1.25° Right: 1.25°

Custom Margins...

Page margin




v Page size

* The default paper size in Microsoft Word Is 8.5 x 11 inches.

* This standard page size Is called Letter.

* You can choose a different paper size such as legal, A3, A4.
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