Microsoft Office 2007
Setting Margins, Page Orientation and Paper Size in Microsoft Word

It is easy to change document margins, page orientation and paper size in Microsoft Word 2007.
This Low Threshold Activity will cover the steps needed to change margins, page orientation
and paper size using Page Layout Tab and Page Setup Group.

These commands can be found in the Page Setup Group on the Page Layout Tab. The Page
Layout Group allows you to set margins, page orientation and page size.

To change the margins in a document, click on the Page Layout Tab and then click the Margins
button. Notice that Normal is highlighted. When opening a new document the default margins
will be 1 inch on the top, bottom, right and left. There are a number of frequently used margin
settings available such as Narrow, Moderate, Wide, etc. If the margins need to be decrease to %2
inch, simply click on the Narrow button.

To customize the margins, click on Custom Margins...
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Themes Last Custom Setting
Top: 0.8" Bottom: 0.8
Left: 1" Right: 1"
Mormal
Top: 1" Bottom: 1"

) Left: 1" Right: 1"

- Marrow

Top: 0.5" Bottom: 05"
Left: 0.5" Right: 0.5"
Moderate
Top: 1" Bottom: 1"
Left: 0.75" Right: 0.,75"
Wide
Top: 1" Bottom: 1°
Left: 2" Right: 2"
Mirrored
Top: 1" Bottom: 1"
Inside:r 1,257 Cutsider1”
Office 2003 Default
Top: 1" Bottom: 1°
Left: 125" Right: 1.25"

/ Custam Margins...

Decreasing the margin size will increase the amount of text on a page. Increasing the margin
size will decrease the amount of text on a page.



Example of default margin settings:
one inch (1.0) top, bottom, right and left

Tha quich bowmfox jumped swer e by do g, Th quich b fox jumped ooz e gy dog.
Tha quish b wmfox jumped vwer e by dog. The quich tovwm fox jumped o e by de g
Tho quih bvwmfix jumped vwer o Ly do 7. Tha quich bovomfor jumped vwnx o L do g
Tha quish b wmfox jumped 016z e by do g, The quich bovwmfir jumped owex fe gy de g
Tha quih b wmfin jumped vvez e by do 7. Tha quich bovwmfor jrmped +iex e by di g
Tha quich baowmfox jumged o1z e by do . Tha quich bovsm fox jumped owex e e do g
Tha quish b wmfox jumped v16r e by dog. The quich bovwmfor jumped ower fe gy de g
Tha quih baswmfin jumped vvez e by do 7. Tha quich bovwmfor jrmped +iez e by g
Tha quish b wmfox Jumped 016z e b do . The quich hovwm fox jumped owex e gy de g
Tha quish b wmfix jumped v e by dog. The quich bovemfox jumped o e by de g
Tha quich baowmfox jumged o1z e by do . Tha quich bovsm fox jumped owex e e do g
Tha quish b wmfox jumped v16r e by dog. The quich bovwmfor jumped ower fe gy de g
Tha quih b wmfin jumped vvez e by do 7. Tha quich bovwmfor jrmped +iex e by di g
Tha quich baowmfox jumged o1z e by do . Tha quich bovsm fox jumped owex e e do g
Tha quish b wmfox jumped v16r e by dog. The quich bovwmfor jumped ower fe gy de g
Tho quih bevwmfix jumped vwer e by do 7. Tha quich bovomfox jrmped +1nx o g d g
Tha quish b wmfox jumped 016z e by do g, The quich hovwmfox jumped owex e by de g
Tha quish baswmfix jumped vvez e b do 7. Tha quich bovwmfox jrmped +1ex e by de g
Tha quich baowmfox jumped vwer e by do g, The quich bovsm fox jumped ooz e b dog.
Tha quish b wmfox jumped v16r e by dog. The quich bovwmfor jumped ower fe gy de g
Tha quish bavwmfix jumped vvez e b do 7. Tha quich bovwmfox jrmped +inx e by de g
Tha quich baowmfox jumped vz e by da g, The quich bovsm fox jumped ooz e g dog.
Tha quish b wmfox jumped vwer e by dog. The quich tovwm fox jumped o e by de g
Tho quih beswmfix jumped vwer o Ly do 7. Tha quich bovomfox jumped ownx o g d g
Tha quish b wmfox jumped 016z e by do g, The quich hovwmfox jumped owex e by de g
Tha quish baswmfix jumped vvez e b do 7. Tha quich bovwmfox jrmped +1ex e by de g
Tha quich baowmfox jumped vz e by da g, The quich bovsm fox jumped ooz e g dog.
Tha quish b wmfox jumped vwer e by dog. The quich tovwm fox jumped o e by de g
Tha quih baswmfix jumped vvez e b do 7. Tha quich bovwmfox jrmped o1ex e by g
Tha quish b wmfox Jumped 016z e b do . The quich hovwm fox jumped owex e gy de g
Tha quish b wmfix jumged vwe e by dog. The quich bovwmfox jumped o e by de g
Tho quih bvwmfix jumped vwer o Ly do 7. Tha quich bovomfor jumped vwnx o L do g
Tha quish b wmfox jumped 016z e by do g, The quich bovwmfir jumped owex fe gy de g
Tha quih baswmfin jumped vvez e by do 7. Tha quich bovwmfor jrmped +iez e by g
Tha quish b wmfox Jumped 016z e b do . The quich hovwm fox jumped owex e gy de g
Tha quish b wmfix jumped vwe e by dog. The quich tovwmfox jumped o e by de g
Tha quih baswmfin jumped vvez e by do 7. Tha quich bovwmfor jrmped +iez e by g
Tha quish b wmfox Jumped 016z e b do . The quich hovwm fox jumped owex e gy de g
Tha quish b wmfix jumped v e by dog. The quich bovemfox jumped o e by de g
Tha quich baowmfox jumged o1z e by do . Tha quich bovsm fox jumped owex e e do g
Tha quish b wmfox jumped v16r e by dog. The quich bovwmfor jumped ower fe gy de g
Tho quih bevwmfix jumped vwer e by do 7. Tha quich bovomfox jrmped +1nx o g d g
Tha quish b wmfox jumped v16x e by do g, The quich hovwmfox jumped owex e g de g
Tha quish b wmfix jumped v e by dog. The quich bovwm fox jumped o e by de g
Im quih brvwmfin jumged vwer s Ly dog. Tha quich bovomfor jumped +1nx e g de g

Example of one half inch margins:
(0.5) on top, bottom, right and left

Tha quich b vm e jumped ster e iy dog. Tho quish beown fox jumped v e lawy dog. Ta quich
o wn e jrmpod 070z e gy dog. Tha quich hovwm fox jrmged over o Ly do g, Ta quich bmmmdir
e o e dusy g Th ] Moy gl vr 10 gy . 1o QUi W ox It e
dog. The quich boowm fox jumped v o lamy o quich Yo fox jumged s e b dog.
m i) by vm ot jumped stex o Ly dog. The quid hovwm fox jrged oter o gy do 7. The quisk
oy e mped 076z e bugy do g, The qmic) baowm foxjumped 016z e logy do g, Tha quicd boowmfox
jmmged vwr fie g deg. Tha s boowm fox juged over o gy do 7. The qmid bovwm fox jumged ovex
fin gy dog. The quisd mownfox jumped owr e Ly do . Tho guich Yovom fox jumped eve fin by dog.
Tha qmich bmsom e jumped iz o e dog. The quich brown fix jumped s o Limy dog. Tha quich
oy wn i jmped 0161 e Ly do g The quic) oo wm foxjumped ower e lagy do g, Tho i) bowmfox
jumped owr fin gy dez. Tha quic) brosm fox jumged oter o iy do 7. The qma) bovom fox jomjed ot
o gy do g Tha quish mown o jumped owr e legy do g, Tho guich bovom fox jumped wer e lagy dog.
Tha quich bevvm e jumped o1az fa by dog. The quish bevwfoxn jrmped v e lay dog. Tha quich
o wn e jmped 0761 el do 7. The qmic oo wm foxjumped o16r fla gy do g, Tho ) boowmfox
jrunped owa e bar de g Tha s boowe fox jumged v e by o 7. Tla quish bovom fox jumped s1nz
o by dog. The quicd hownfoxn jumped 0w e lmy do g, Tho guich dovomfox jumped ewer e lagy dog.
Tha quic) oo wm e jumped s1ex e sy dog. The quish boown fox jumped o e by dog. Tla quich
oo wan fix jrmped 076 fa by do gz Tha quich brawm foxjumped 016z fla lagy daz. Tha quic) boowm fox
junged 0w fhe by deg. Te puis) boown fox junped ovar e day do g, The quis) bovom fox jrmged o
o lamrdo g The quis tmowmfon jumped over o Loy do g, Tho guich bovom fox jumped swez o Lagy do
Tha qmic) b vm e jumped ot o by dog. Tho quich heown o jumped v e gy dog. Tha qrich
o wen e jrmped vinz e by do g The quic) baowm foxjrmped 0wz e logy do g, Tha quicd boowm o
jmnged ve1 e gy de g Tha quisd boowm o jumped oter e sy do 7. The qme) bovwm fox jumged ot
s sy do g The quisd tmowmfon jumped over e lay do 7. The guich bovom fox jumped svaz e ey dog.
Tha quich boswm e jumped otz o e dog. The quich bowafox jumped o o lmy dog. Tha quich
oo wen fiox jmped 06 fha gy dog; The quic) browm foxjumped 0w fla gy deg, The i) boowm fox
jumped o fio bgr dez. Tha quic) broom fox jomged oter o by do 7. The quic) bovom fox jumged ez
Tin by dog. The quisd mownfox jumped owr e sy do . Tio guich tonom fox jumped e e by dog.
Tho quich bevvm e jumped otz o Ly dog. Tho quish bevwfon jrmped o o Lmy dog. Tha quich
o wn iox jmped 0161 e lagy do g, The quic oo wm foxjumped o16r e gy do g, Tha i) boowm o
junged owa o gy de g Tha quic) boom fox jumged v o Ly do g, The quicd bovom fox jrmged ovez
fin bgydo g The quish mownfox jmged 0w e Ly do g, Tho guich dovom fox jumped wer e lagy dog.
Tha quich bevvm o jumped 1z fa by dog. The qmish beowfoxn jumped v e lxy o g Ta qmich
oy wen fiox jmped 016 e L do g Tho qic) baowm foxjumped 0w fla lagy do g, The i) bowmfox
jrunged o e by de g Tha s boowe fox jumged ot e Ly do 7. Tha qmiad bovwm fox jrmged ovez
o e do g The quish brownfox jumged ower o by do g, The quich bovom fox jumged swez o by dog.
Tha quich b vm e jumped ster o by dog. Tho quish beown fox jumped v e bwy dog. Tha quich
oo wn fix jmped 0767 e by do gz The quich baawm foxjumped 016z fla lagy daz. Tha quic) boowm fox
el o e dosy g T ] Moy ol e £ gy . Ta Q] W ox gt ez
o by dog. The quis tmewmfon jumped over o loy do g, Tho guich bovom fox jumped wez o gy dog.
Tha quic) b vm e jumped ster B by dog. Tho quich heown fox umped s o gy dog. Tha qrich
oy e jmpod 076z e lagy do g The qmich baowm foxjumped 016z e Loy do g, Tha quicd baovmfox
jmmped v fie gy deg. Thae q\'n:] oo fox uped o e gy do 7. Tha quic) dmvwmfox jumged ez
fin by dog. The quish Townfox junped ower e leay dog. Tio guich bovom fox jumped swe fie lagy do
Tha qmich bmsom e jumped iz o e dog. The quich brown fix jumped s o Limy dog. Tha quich
oo wen fix e 06 e gy dog The quic) oo v foxjumped 0w fla sy deg, The i) boowm fox
jumped otar fin gy dez, Tha quic) brosm fox jumged oter o by do 7. Tha qmcd bovom fox jumjed ot
o gy do g Tha quish mown o jumped owr e legy do g, Tho guich bovom fox jumped wer e lagy dog.
Tha quic) bevvm e jumped 1az fa by dog. The quish bevwfoxn jrmped v e lxy o g Tha quich
o wn iox jmped 0161 e Ly do g, The qmic oo wm foxjmmped 016r e gy do g, Tho i) bowm o
jrunged owa e bar de g Tha s boowe fox jumged over e iy do 7. fla qmid bovwm fox jrmged ez
o by dog. The quicd mownfon jumped owr el do g, The guich dovom fox jumped 1ed e lagy dog.

To change the orientation, click the Orientation button. Notice that Portrait is highlighted. To
switch to the Landscape orientation, click the Landscape option.
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Example of Portrait Orientation

Tha quich hmowm fox junged a1 fhe ligr dog. The quicd bawmfox jumged swer fhe by do 7.
Tha ymicd browmfoxjumped c1ez e Lny do 7. The quich boowmfox Jumped cver e Loy do 7. e

T qaick brovn fox jumped over the lazydag. The quick browm fox jumped overthe lazydog. The quick brovm fou jumped over the lazy dog.
Do gl deonmfon jumped sz o ey dog Tho qis) RoewmSmimaedewr S by bon ¥l\e quicle browm forc furaped o the lazydog, The quick brown for jumped overthe lazydog, The quiclk brovm fo urmped over the Lazy dog.

e anfox junged ooz tha Luge do g ams wafox jumged o1er e b do g The quick brown foxc jumped over the lazydog. The quick browm fox jumped overthe lazydog. The quick brown foo jurmped over thelazydog.
Ila quish boo v fox jumped s1ez e by dey. The quich boe wnfox jumped ovex the by de 7. The quick brorm fose uraped over the lazydog. The quick browm fos jumped over the lazydog. The quick brovm for umaped over the lazy dog.
Tha qmich browamfoxjumped cwz e Lo dog. The quich boowmfox Jumped cver e Loy do . : i ?

o I € A Jampe € The quick browm foschomped over the lazyrdoz. The quick brown fox pnnped averthe lazmyrdoz. The quick browm fosc umped aver the lazmyrdoz.
Ita quich brownfox jumped o1z e Ly de g Iho guicd bovwofox jumped o1er 6 gy do g The quick browmn fos jumped over the lazydog. The quick brosmn fox jumped overthe lazydog. Thequick brovm fo jumped o ver the lazy dog.
Tha quich hooom fox jumpad oves o lage do g Tha quish oo fox jumged 016 the luge do g ‘The quick brovm fo Jumped over the lazydog. The quick brown fox jumped overthe lazy dog. The quich brovm fouc jumped over the lazy dog.
Ik guich browmfox jumped ez de g dor. The guic) boewmfox jumped o1er fe lagye de g The quick brosm fos jumped over the lazydog. The quick brosm fox pumped over the lazydog, Thequick browm fooc umped over the lazydog.
;1; q\nﬁ: mngjmr-: o\nx gi\:x ;: q\qﬁ} mng J_mrng onxx g :ﬁ Z The quick brown fox Jurmped over the lazydog. The quick broam fox jumped over the lazydog. The quick browm Fox jurmped over the lazy dog.

quic) browm fox jumped st # Iha quic) Baowmfox jumped swer T The quick brovm foxcfumped aver the lazydag. The quisk byowm fox inuped averthe lazydog. The quick browm foo fumped over the lazy dog.
Tle quich browm fox jumped ewet e Ly dog. The guich boowm fox jumped over fe gy do g The quick hrowm fosc jumped over the lazydoz. The quick hroem fox onped overthe lazyrdoz. Thequick browm fos jumped over the lazyrdoz.
The quish b wadox junged ewes the Ly dog. The quisd bowndhx junged over fe lagy do g The quick brovm fox jumped over the lazydog. The quick brown fax jumped overthe lazydog. The quick brove foo jurped over the lazy dog.
Tha qmich browamfoxjumped cwz e Lo dog. The quich boowmfox Jumped cver e Loy do . The quick brove for ramped over the Lazydog. The quick brown fox pumped overthe Lazydog. The quick brove foo pumped over the lazy dog.
Tho quich beowmfox jumped e1ez e Loy deg. Tho quis) bmwmx jumped s1ez e Ly do 7. The quick brove for umped over the lazydog. The quick brown fox jumped overthe Lazydos. The quick brove foo jumped over the lazy dog.
Tl quic) Teewntox Junped o1z e Ly doz. The quicd boowafox Jumped e1ez £ oy dog. The quick brove for amped over the lazydog. The quick brown fox pumped overthe lazydos. The quick brove foo pumped over the lazy dog.
The quish heown fox jumped ez fe Lgy deg. The quisd b wndox jumped s1er e by do 7. The quick browm for fumped avver the lazydog. The quick brown fox jumped averthe lazydog. The quick brown foc fumped over the lazy dog.
Tha guich heowmfox jumped cwz e g dog. The quicd boowmfox Jumped cver e Loy do g, The quick brown fo juraped over the lazydog, The quick brown fox jumped overthe lazydog. T hequick brown foo jurped aver the lazy dog.
Tha qmicd hrowm fox jumped o1t e Lgr dog. The quic hoswmfx jumped s16r e b do 7. The quick brovm faxcfumped aver the lazydag. The quick byowm fox inuped averthe lazydog. The quick browm foo furped o ver the lazy dog.
Tha quich hanwm fox junged o1 fhe ligr dog. The quicd bawmfox jumped swer fhe by do 7. The quick brovm fachumped aver the lazydag. The quick browm fox inuped averthe lazydaz. The quick browm foo furped over the lazy do.
Tha ymicd browmfoxjumped c1ez e Lny do 7. The quich boowmfox Jumped cver e Loy do 7. The quick brovm fox urmped over the lazydog. The quick brown fax jumped overthe lazydog. The quick brove fo jurped over the lazy dog.
Tho qmich baowm fox jumpad cver e L dog, The qmicd boowm S jumped cver e gy do g, The quiclt brovm foxc uraped avver fhe lamydog. The quink brown fox jumped averthe lamydog. The quick brovm food fumped over the Lazy dog.
Tha quicd bunwn fox jumpad o fha Ly oy The quich honwm fox jumped s e g do 7 The quick browm fo fumped avver the lazydog. The quick brown fox jumped averthe lazydog, Thequick brown foc furmped over the lazy dog.
Tha quich haowm fox junged w1z e by deg. The quicd boownfox jumped otes e by do 7. The quick brown fose uraped over the lazydog. The quick brown fox jumped overthe lazydog. T hequick brown foo jurped ver the lazy dog.
Tha quic)h haswm fox jrmgad stz fa luge do 5 Tha gmiad boowm fox jmmged s1nz £ oy 4o 5 The quick browm foscjunped ovey the lazydog. The quick brown fiorumped overthe lazydog. Thequick brove foo umped over the lazy dog.
Tho Juich haswm fox jmmped otez 0 Luge do . Tho qmic) bowm 6o jmmped ons 6 lugyr 4o 5 The qick b s mpiomxgxg. Tom el b o pupad vzt iyy:g Tiequils brow mpiowxgxg
Tha qmicd hrowm fox jumped ower e g dog. The quicd hoowm fox Jumped sver e lage do qaick brove fo umped over €. The quick brown fox omped over| €. Thequick brovm foc umped o ver <.
The paih tewa fom jamad svet e ]ﬁﬁa.og The aaich bovwn i imga plint- ]ﬁz e The quick browe forc umped over the Lazsdog, The quick browm fox jumped overths Lizydog, T he quick browm foo jumped aver tha lazy dog.
Tha qic) haswm fox Jmmped o1z B lame 4o 5 Tha qmicd boowm fox jmmped s1nz £ Ly 4o The quick brove for umped over the lazydog. The quick brown fox jumped overthe Lazydos. The quick brove fosjumped over the lazy dog.
Tha qmich browm fox jumped 16T the Luge do 7. The quich ho wm fox jTmped o1er e gy do 7. $$ -l\nd]z:mwr‘::mc my:-jm'lﬂzhxyzg % quml]z:xwmgnx uxnpegovex!}}: hzvtg $Eq\ucl]§§mwn£mc mvjﬂmx]azy:g
Tte quich toowa fox jumpad wwes o Ly do g The quisd boo v fox jumped o1ar e by do 7 The quick browm fir xpxggmgdﬂg The quiek brown fox Eﬁdg:;:m Eaf The gk browm foo ﬂ"e‘aggmﬁa‘f
Tho guich toowafox junged ez the Ly doy. The quick bowmfox junged over fe lay do g The geicl bromm forpmped ores the Limgdog. The ticl bromn fo ptted sves the Lamydog, The quielk bronm for g ed orver e Lumgy doc.
o quic) oo fox jumpad swnz fo by dog Tho quic Rovwmfh jumped evez o by 1o 1. The quieh browm o b o sl dng. The quick brown for fmpnd over the Ly dog, Tho quinl brown o el ores the Loy doc,
It quicd doewmdox fumged o1es o g do g Tho quicd doewmfox fumged s o oy o g The quieh browrm o b o1 D Ly g, The quiek browrn Fon fammped oves the e dog, Tho quieh browe o el oves the Loy doc,
Tha quish toowm fox jumpad ovex tha Lgr do g Tha quish o s fox jomged oo tha Ly do g. The quick bromm v el over the Loy dog. The auick browm for pmmed over the Ligdoe, Tl aich browe: Fo pmped o the Ly dog
Ila quish too v fox junped w1ez e by dey. The quish boe wofox jumped o vex the by de . The quick browm fox uraped over the lazydog. The quick brown fox jumped over the lazydog. The quick brown fo uraped over the lazy dog.
Iha guich beowmfox jumped ovex e Ly do 7. The guisk boo oo jumped over e Loy do 7 The quick browm foee uraped aver fhe lazsrdog. The quick brosm fox umped overthe lazydog. The quick brovs oo juraped over the lazrdog.
;: ;:; ‘x:z:;:;: ::;x g:‘:g ;: z:; ‘j‘::g: i:§: :::x E ::g The quick hrcwm fiore jurped aver the lazydoz. The quick browm forx imuped overthe lazrdng. Thequick brovm foo prrmped over the lazydog.
T e e o T e e e e 1 The quick brove forc amped over the lazsdog. The quick brovn fox pumped overthe Lazydog. Thequick brovm Foo numped over the lazy dog.
Iha qmiad brownfox jumped cwez e Ln do 7. The quish boowmfox jumped cver e Loy do .

Tha qmicd hrowm fox jumped o1t fhe g dog. Tho qmicd homfx jumped s16r e by do 7
Tha quich hmowm fox jumged o1 fhe lagr dog. The quicd bawmfox jumped ower fhe by do 7.
The quish b wadox junged ewes the Ly dog. The quisd bowndhx junged over fe lagy do g
Tha qmich browmfoxjumped c1ez e Lo do g, The quich boowmfox Jumped cver e Loy do 7.

Example of Landscape Orientation

To change the paper size, click on the Size button. You have several preset page sizes to choose
from. Notice that the default paper size is Letter 8.5 x 11.
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- e - _J Letter

Themes 8.5 11"
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Legal
B.5"x 14"

Executive
7.25"x 105"

Ad
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4,33"x 8.66"

Envelope C5
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Envelope BS
£.93"x 984"

More Paper Sizes..

If you wanted to change your page size to Legal 8.5 x 14, click on the Legal button. If you
prefer setting your paper size using the Size Dialog Box, click on More Paper Sizes...
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Your feedback is important to me — what did you think of this LTA? Please take a
minute and fill out a short survey at the following link:
http://CTL Silhouette.wsu.edu/surveys/ZS36378

Thank you!


http://ctlsilhouette.wsu.edu/surveys/ZS36378

