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1. Adjust Page Margins in Word 2010

In this chapter, we will discuss how to 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.

In the screenshot given below, | have shown top, left and right margins, if you will type
the complete page, word will leave 1-inch bottom margin as well.
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To change the overall look of your document, choose new Theme elements on the Page

e in the Quick Style gallery, use the Change Current
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e Adjust Margins

The following steps will help you understand how to set margins for an open document.

Step 1 — Open the document the margins of which need to be set. If you want the margins
to be applied only to a selected part of a document, select that particular part.

Step 2 — Click the Page Layout tab, and click the Margins button in the Page Setup
group. This will display a list of options to be selected but you have to click the 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 the Apply to: option to
apply the margin on selected text or complete document.
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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 gutter is on with the Gutter Position drop-down list. After setting all the desired
values for all the margins, click the OK button to apply the margins.
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2. Header and Footer in Word 2010

In this chapter, we will discuss how to add header and footer in Word 2010. Headers and
footers are parts of a document that contain special information such as page numbers and
the total number of pages, the document title, company logo, any photo, etc. The header
appears at the top of every page, and the footer appears at the bottom of every page.

e Add Header and Footer

The following steps will help you understand how to add header and footer in a Word
document.

Step 1-— Click the Insert tab, and click either the Header button or the Footer
button that which needs to be added first. Assume you are going to add Header; when
you click the Header button it will display a list of built-in Headers from where you can
choose any of the headers by simply clicking on it.

Inserttab Header & Footer Buttons
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.| diagrams, the 2nt document look.

You can easil swe te rae ed text in the document text by choosing a
| look for the < L s gallery on the Home tab. You can also form: ¥
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using the loo [ P— -3 a format that you specify directly. 3
4 R} oo s >
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| m—— ad)

[ !

Edit Header option Built-in Header styles

Step 2 — Once you select any of the headers, it will be applied to the document in editable
mode and the text in your document will appear dimmed, Header and Footer
buttons appear on the Ribbon and a Close Header and Footer button will also appear at
the top-right corner.
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Header & Footer Buttons
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Step 3 — Finally, you can type your information whatever you want to have in your
document header and once you are done, click Close Header and Footer to come out of
the header insertion mode. You will see the final result as follows.

Final Document Header
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You can follow a similar procedure to add footer in your document.

e Edit Header and Footer

The following steps will help you understand how to edit the existing header or footer of
your document.

Step 1 — Click the Insert tab, and click either the Header button or Footer button or
whatever you want to edit. Assume you are going to edit the Header, so when you click
the Header button it will display a list of options including the Edit Header option.
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Edit Header option  Built-in Header styles

Step 2 — Click on the Edit Header option and Word will display the editable header as

shown in the following screenshot.
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Step 3 — Now you can edit your document header and once you are done, click Close

Header and Footer to come out of the edit header mode.

You can follow a similar procedure to edit the footer in your document.
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3. Add Page Numbers in Word 2010

In this chapter, we will discuss how to add page numbers in Word 2010. Microsoft Word
automatically assigns page numbers on the pages of your document. Typically, page
numbers are printed either in header or footer but you have the option that can display the

page number in the left or right margins at the top or the bottom of a page.

e Add Page Numbers

Following are the simple steps to add page numbers in a Word document.

Step 1 — Click the Insert tab, and click the Page Number button available in the header
and footer section. This will display a list of options to display the page number at the top,

bottom, current position etc.

Inserttab Option Menu Page Number Button
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You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also for

text directly by using the other controls on the Home tab. Most controls offer a choice of *
o

using the look from the current theme or using a format that you specify directly. p

Step 2— When you move your mouse pointer over the available options, it displays
further styles of page numbers to be displayed. For example, when | take the mouse

pointer at the Bottom of Page option it displays the following list of styles.
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Step 3 — Finally, select any one of the page number styles. I selected the Accent Bar
1 style by clicking over it. You will be directed to the Page Footer modification mode.
Click the Close Header and Footer button to come out of the Footer Edit mode.

You can format your page numbers using the Format Page Numbers option available

under the listed options.

Header & Footer Buttons

Close Header and Footer

Inserttab
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e Remove Page Numbers

The following steps will help you remove page numbering from a Word document.

Step 1 — Click the Insert tab, and click the Page Number button available in the header
and footer section. This will display a list of options to display page number at the top,
bottom, current position, etc. At the bottom, you will have the Remove Page
Numbers option. Just click this option and it will delete all the page numbers set in your
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4. Insert Blank Pages in Word 2010

In this chapter, let us discuss how to insert blank pages in Word 2010. A blank page is a
page which does not have any text or any other content over it. This chapter will also
make you understand how to delete a blank page from your Microsoft Word document.

e Insert Blank Pages

Following are the simple steps to insert blank page in a word document.

Step 1 — Bring your insertion point immediately before the text where you want to insert

a blank page.

Step 2 — Click the Insert tab, and click the Blank Page button available in the Pages

group.

Blank Page Button
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|«
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Home | et | Pogetlayout
a) Congl page + 3 ’
| sl B
. Op
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diagrams, they also coordinate with your current document look,

183 3

cover pages, and other document building blocks, When you create pictures, charts, or

Pou can easily change the formatting of selected text In the document text by choosing a
Aok for the selected text from the Quick Styles gallery on the Home tab, You can also format
lext directly by using the other controls on the Home tab. Most controls offer a choice of
sing the look from the current theme or using a format that you specify directly.
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Insertion Point

Word inserts a new blank page and moves all the text after the page break onto a new

page.
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e Delete Blank Pages

The following steps will help you delete blank page from a Word document.

Step 1-— Click the Home tab, and click the Show/Hide ¢§ paragraph marks button
available in the Paragraph group or simply press the Ctrl + Shift + * keys. This will
display all the page breaks as shown below —

Home tab Show/Hide 4] Button

Page 2014 | Words:185 | 5  Englsh US) | infent

Page Break Mark

Step 2 — Bring your cursor immediately before the Page Break mark available on the
blank page and press the Delete Key. This will delete the blank page and again you can
click the Show/Hide  paragraph marks button to hide all the paragraph marks.

5. Cover Pages in Word 2010

In this chapter, we will discuss Almost all the good documents and books have an
attractive first page that includes the document title, its subject, author and publisher name
etc. This first page is is the Cover Page and Microsoft Word provides an easy way to add
a cover page.

e Add Cover Pages

Following are the simple steps to add a cover page in a Word document.

Step 1 — Click the Insert tab, and click the Cover Page button available in the Pages
group. This will display a list of Built-in Cover Pages as shown below.

_13_
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Cover Page Button
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Step 2 — Choose a cover page from the options available in the gallery. The selected
cover page will be added as the first page of your document which can later be modified
according to the requirements. If you want to place the cover page elsewhere except the
first page, right-click the cover page in the gallery and select the location you want from
the menu that appears.
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e Delete Cover Pages

The following steps will help you understand how to delete an existing cover page from a
Word document.

-14 -
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Step 1 — Click the Insert tab, and click the Cover Page button available in the Pages
group. This will display a list of Built-in Cover Pages as shown below. You will find
a Remove Current Cover Page option available at the bottom of the cover page gallery.

Cover Page Button
Inserttab

‘r'l, o = ¢ Document! - Microsoht Weed % i |
| B 2 :
Footer * g B 2o

1 J By ) smansa ™
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>
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—— = - b | use these galleries to insect tables, headers, footers, lists

r—i*i I nt bullding blocks. When you create pictures, charts, or
. w— with your current document look
atting of selected text in the document text by choosing a
! =

the Quick Styles gallery on the Home tab. You can also format

R 4 ——— controls on the Home tab. Most controls offer a choice of

theme or using a format that you specify dir e\!|\

— ==
L g e
. I3 -
~t <€—— Built-inCover Pages

Current Cover Page option

Step 2 — Click the Remove Current Cover Page option and your cover page will be
deleted from your document.

6. Page Orientation in Word 2010

In this chapter, we will discuss page orientation in Word 2010. Page Orientation is useful
when you print your pages. By default, Microsoft Word shows a page
in portrait orientation and in this case the width of the page is less than the height of the
page; the page will be 8.5 inches x 11 inches.

You can change the page orientation from portrait to landscape orientation. In such case,
the width of the page will be more than the height of the page and page will be 11 inches
x 8.5 inches.

e Change Page Orientation

The following steps will help you understand how to change the page orientation of a
word document.

Step 1 — Open the Word document the orientation of which needs to be changed. By
default, orientation will be Portrait Orientation as shown below.

_‘]5_
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Page Orientation : Portrait
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On the Insart tab, the galleries include items that are designed to coordinate with the overall
look of your document. You can use these galleries to insert tables, headers, footees, lists,
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You can easlly change the formatting of selected text in the document text by choosing =
Took for the selected text from the Quick Styles galiery on the Home tab. You can also format -
text dicectly by using the other controls on the Home tab. Most controls offer a choice of
using the look from the current theme or using & format that you specify directly. |

To change the overall look of your document. choote new Theme elements on the Page
Layout tab. To change the looks availabie in the Quick Style gallery. use the Change Current
Quick Style Set command. Both the Themes gallery and the Quick Styles gallery provide reset 1
commands 50 that you can always restore the look of your document to the original
contained inyour current template.

Page Height

ot

Step 2 — Click the Page Layout tab, and click the Orientation button available in the
Page Setup group. This will display an Option Menu having both the options (Portrait &
Landscape) to be selected.
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On the Insert tab, the galleries include items that are designed to coordinate with the overall ;‘l
look of your document. You can use these galleries to insert tables, headers, footers, lists, =
cover pages, and other document building blocks. When you create pictures, charts, or
diagrams, they also coordinate with your current document look.

You can easily change the formatting of selected text in the document text by choosing a
look for the selected text from the Quick Styles gallery on the Home tab. You can also format
text directly by using the other controls on the Home tab. Most controls offer a choice of
using Ihei|ook from the current theme or using a format that vou specify directly.
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Step 3 — Click any of the options you want to set to orientation. Because our page is
already in portrait orientation, we will click the Landscape option to change my
orientation to landscape orientation.

Page Orientation: Landscape
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