Lesson C3a – Handout 

CHANGING THE MARGINS OF A DOCUMENT

Change the Margins:  The default margin settings for MS Word are 1.25” left/right and 1” top/bottom.  The margins of this hand out have been changed to 1”, left and right, .5” top and bottom.

Procedure to Change Margins:


File Menu


Page Setup . . .(Dialog Box)


Margins Tab:  

Change Top, Bottom, Left, Right as desired by either keying in desired margin or by rolling up/down arrows 


OK
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