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Page Layout Tab

* This tab contains groups of commands that produce a
formatted document’s layout for the entire document
or sections of the document.
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Setting Page Layout

The layout of a page helps communicate your message.

Although the content of your document is important,
having correct margins, page orientation and paper
size all help the document’s readability and
appearance.
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Margins

White space that borders the top, bottom, and sides
of a document. Eaee

By default, 1" is the margins in Word. ... ..o

You can select preset margins or set &
Custom margins. ¢
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Set Margins

- Click Custom
Margins to open
the Page Setup
dialog box shown
at right.

- Notice at the bottom o1

The Page Setup dialog
Box that you have

Another drop down optior

This allows you to apply

To the entire document or

Just part.

Margins can be
customized in the Page
Setup dialog box

The orientation of a
document. Portrait
is the default.

Preview area

Margins Paper Layout

Margins
Top: 0.5 % Bottom: b.5*
Left: 0.5 &= Right: 0.5
Gutter: 0 = Gutter position: Left

Orientation

Portrait  Landscape

Pages
Multiple pages: Normal

Preview

>

Apply to: |Whole document | v

Set As Default

Select how margin
settings are applied



“Page Orientation
- In the Page Setup group of the Page Layout tab, you

can click the drop-down arrow to display the
Orientation menu.

- Portrait = commonly used for business documents.
The document is taller than wider.

Landscape = used for brochures, graphics, tables.
Document is wider than taller.
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Margins Orientation Size (

Portrait is the default
orientation

=
. J POrtrait —ffm—

= Landscape




“Another Way to Select a Pag{

Orientation

By clicking the File tab, and then click Print, you can
preview the document in Backstage view.
Under Settings, you see another way to change the
Orientation.

- Also, notice you can access Page Setup dialog box
from the Print screen.

It is good practice to preview your document before
printing to ensure the text will print correctly.
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Choose a Paper Size

EE S O-

- From the Page Setup group of the i“_’:“ it
d oy iy E

Page Layout tab, click the drop- g reon S8 coums ' 5
down arrow to display the Size L =
menu. A variety of preset “‘ R

Sizes are shown. »
- Selecting a paper size can also be ] s

B5 (JIS) Preset sizes for different

Done in the Backstage View under

Envelope #10
4.12"x 95"

Setti ng S. Envelope DL

433" x 8.66"
Envelope C5
6.38" x 9.02"

Envelope B5

Envelope Monarch
388" x 7.5"

More Paper Sizes.

T

Opens the Page
Setup dialog box
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Working with Breaks

Word automatically starts a new page when the text
reaches the bottom of the page.

However, you might want to control where a page or
section breaks.

You can insert and remove these breaks and also
control hyphenation or set nonbreaking spaces in
Word.
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Insert a Manual Page Break

- A page break is the location in a document where one
page ends and a new page begins.

- Manual page breaks display as a single dotted line
with the words Page Break in the center when you turn
on the Show/Hide button.

Prepared-by:+ -+ Daniel'Sladey
Montgomery,-Slade-and-Parkerq|
1

Description: -  This project proposalisintended to-give-a brief overview-of-the three best:
corporate-headquarter-relocation-options-for USA-Health-Rescurces.
Additional research-data-is-available-for-review. |

1

Page break appears as
a single dotted
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Insert a Manual Page Break

- On the Page Layout tab,

in the Page Setup group, | |
click the drop-down arrow ... .
to display the Breaks o[ Ee

Page

Indent

menu. The Breaks menu iy M

appears, as shown at right.

ndicate that the text following t

MAILINGS

Spacing

ne column

break will begin in the next column

- Select Page from the o T

ate text around objects on web

menu and a manual page pages such 3 capton et fom body et

Section Breaks

break is inserted, and text NextPage

ert a section break and start the new

is forced to the next page.

— Continuous

nsert a section break and start the new

- Page break will begin at =] o v same e

Even Page

Location of your cursor. B Sl

2 Odd Page
3 nsert a section break and start the new
section on the next odd-numbered page

The two types of breaks are
Page Breaks and Section Breaks

11



Insert a Manual Page Break

- Another option to insert a manual page break is to

position the insertion point where you want the break
and press Ctrl+Enter to enter a manual page break
using the keyboard shortcut.
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Remove a Manual Page Break

- select the Page Break marker. (remember you may
have to turn on the show/hide)

Press the Backspace key. The page break is deleted.
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“Section Breaks

A section break is used to create multiple sections in the same
document.

You can create different sections on the same page.
Each section can have its own layout or formatting.

A section break appears with a dotted double line labeled Section
Break.

You can select and delete section breaks just as you can remove page
breaks.

USA-Health-Resourcesf
Corporate-Headquartersj|

Relocation-Proposal ... .. ~g——— continuous
1 d section break

1
|

21401 20XXY

A oA -

e ek (et Vg

T

Section breaks appears
as double dotted lines
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Section Break Options

* There are 4 available
options for creating
Section Breaks in Word:

Next Page Inserts a section break and starts the new
section on the next page

Continuous Insets a section break and starts the new section
on the same page

Even Page Inserts a section break and starts the new
section on the next even numbered page

Odd Page Inserts a section break and starts the new
section on the next odd numbered page.
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Section Breaks

Section breaks can be used to change the types of
formatting for:

e Columns

» Footnotes and endnotes
e Headers and footers

e Line numbering

e Margins

e Page borders
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