Chapter

Margins and Indents

Page Margins

Page Margins are the space between the edge of the paper and where your text is
printed. They allow you to control where your text is printed on a page. All printers
require a certain amount of space from the edge of the paper to where the printing starts
and documents would not look very professional if they started very close to the edge of
the paper. The following diagram shows the position of the page margins.
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When your document is set to A4 paper, Microsoft Word sets the TOP, BOTTOM, LEFT and
RIGHT margins to 2.54 cm (1 inch). These settings can be adjusted as required, but it is
unwise to set margins below 1.5 cm. There are two ways to alter page margins, using the
PAGE LAYOUT tab of the RIBBON or by using the RULER.

Loading a Sample Document

A sample document has been prepared for you which needs to be loaded from the
WORD 2010 SUPPORT FILES.

1  Load Microsoft Word or close the current file then click on the FILE tab and select
OPEN.

2 Access the WORD 2010 SUPPORT FILES.

3 Double click on the CHAPTER 6 folder to open that folder, then double click on the
CHAPTER 6 file to load the file and select YES to the READ ONLY message.
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A word processing program allows you touse a computer to enter text. Microsoff Word
has many powerful features that give vou enonmous control over the appearance of vour

5 The right margin on the page has
changed to about 16 cm.
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6  You can set custom margins when required.
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A word processing program allows vou touse a computer to enter text.

Microsoft Word has many powerful features that give you enormous camra[
over the appearance of vour documents. You can print !
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(9 Select OK to return to the document
and notice that the Ruler now
finishes closer to 14.0 cm as we have

made the left and right margins

larger and reduced the print area.

Manually Adjusting Page Margins Using the Ruler

You can adjust the margins directly on the screen using the Ruler.

1 Check that your screen ZOOM is set to 100%.
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2 Move the pointer over the right
boundary of the left shaded area in
the Ruler, which is the LEFT MARGIN,

horizontal arrowed line.
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left edge of the paper.

ii The INDENT markers at the left of the Ruler have been moved
to the right slightly in this document to make it easier to move
the boundary of the LEFT MARGIN box.

IE“ H92-00E~ Chapter & [Read-Only] {

Home Insert Page Layout References Mailings Rev(4 |ncrease the TOP MARG'N to4.0cm
n = [ [ W= Breaks ~ 1A Wate] :

I =R J dmmmm . by dragging the bottom boundary

hem . Marglns Orlemahon Sue Columns ) Of the Shaded area at the top Of the

vertical Ruler at the left of the screen
EETNEEEE

Lo

Themes

Ei

"'3"'4i|

M S ]

o

""A'word processing program all
Micrasoft Word has many pow
control over the appearance of]

£ ey

6-4 © Guided Computer Tutorials 2011



	Margins and Indents
	Page Margins
	Loading a Sample Document
	Changing Margins Using Page Setup
	Manually Adjusting Page Margins Using the Ruler



