ADJUST PAGE MARGINS IN WORD 2010

Margins are the space between the edge of the paper and the text. You can adjust the right, left,
top, and bottom margins of your document. By default, Word sets all margins left, right, top, and

bottom to 1 inch.

Below, | have shown top, left and right margins, if you will type complete pa
inch bottom margin as well.

ge, word will leave 1

M id - w

RaBbCon | AsBblcid AaBhbls |

thisonat | Tleotpen.  Hestng |

Top Margin

On the Irsert tak, the galleries inchude itents that are designed to coordinate with the everall
lock of your document. You can use these galleries 1o indert tables, headers, footers, o,

cover paget, and other docurmnent bulbding blocks. When you croate pictures, charts, or
diagrams, they alio coordinate with your ¢urrent docurnent fook

You can saslly change the formatiing of sefected text In the docment text by choosing a
> ok fon the selectad 1ext from the Quick Sndes gallery on the Home tab. You can also format
Left Mal'gil'l text directly by wslng the other controls on the Home tab, Most controls offer o choice of
using the look from the current theme or using a format that you specify directly.

T change the owerall look of your doosment, choote now Thema elaments on the Page
Layonat tab. To change the locks available in the Quick Style gallery, use the Change Current
Cruick Style Sot commmand. Both the Themes gallery and the Culck Styles gallery provide resst
commands $o that you can abways rettore the look of youwr document to the original
contained inyour current template,
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Adjust Margins:

Following are the simple steps which will be used to set margins for an opened document.

Step 1: Open the document whose margins you want to set. If you want the
to a selected part of a document, select that part now.

Step 2: Click the Page Layout tab, and click Margins button in the Page

margins to apply only

Setup group. This will

display a list of options to be selected but you have to click Custom Margins option available at

the bottom.

You can also select any of the predefined margins from the list, but using custom margins option

you will have more control on all the settings.
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Custom Margins Option

Step 3: You will have to display a Page Dialog Box as shown below where you can set top, left,
right and bottom margins under the Margins tab. Select Apply to: option to apply the margin on
selected text or complete document.
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Apply to option

Step 4: If you are going to bind the document and want to add an extra amount of space on one
edge for the binding, enter that amount in the Gutter text box, and select the side the gutteris on
with the Gutter Position drop-down list. After setting all the desired values for all the margins,
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