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How to shrink the text in Word. When you want to print afile and suddenly realize that the number of pagesto
print is too much while the content of the document is not much. The large gap in the page occupies much of the
'space’ of thefile.
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When you want to print a file and suddenly realize that the number of pages to print is too much while the
content of the document is not much. The large gap in the page occupies much of the "space” of the file. If you

encounter this problem, you can read the following article of TipsMake.com to know how to shrink text in
Word.


https://tipsmake.com
https://tipsmake.com/c/application/
https://tipsmake.com/c/office-information/
https://tipsmake.com/how-to-shrink-the-text-in-word

ey chm B i o by

i sang sia qua Nhams ciming qui 2 dh vit, thi vt [m moi dim o plnmg whag ¢
i 1wy, Bonasera nzbd thé, nhimz ki bifu sa0 10 vin mang o quy 1k He sur

ming ci thiy cb et i g 2i3 i b romg v ndy.

1241 1221 1200 1181 116

Tin gy nrya i meen Trgu bbc Lin. @ o b chi Jim vim itk Jokemry I nb b4
ThuThuatPhanMems=vn e I
v cho com v o, thim bdi ey dim com hay ph iy thing ban, gai Tomn G thi kwms
dimg o dy? Ky cuc qua. Minh mufing dic il Cha hii dang kn th nghéo, i phd 1én

‘mike 3ém chiot nho r2 “phie” chal choi cho ban bé mei 13 tinh s Va0 nit. Tao dmg
nghinnfing. Chén m doi Hinmim cudi chus chis, tho ngay rio i
i chnrydn Jén, Fadns s ching Fohrery Fortone cling Jims i tim

Thié L2 Jabeay cir by
miy cb da0 lon shit swoc M A

Mo tighet thé, ham

mika! H3n bém bz
‘M mei rizhe iéng kinod mé lach cack Jobamy bidt 12 no vi, nlamg cirthima gifeg b
wan b bé tinh banéc rron. Mo beoe v, 16 dime sinz ngay i v i divimz
‘mift, him ciirg oir ¥ 12 Coi, con 1y con Jep qua cho? Eiudn ndr ‘md kivdi sp 38 lai v
il thei, 4 s thom e rySe, i nmet i dify v cilng cin

Page 1 of 21 3815 words  English {United States)

There are alot of things that leave your writing with unnecessary redundancy, so we'll analyze each of the most
interesting aspects.

1. Paper margins

A standard Word document usually has amargin of 2 to 3 cm. But if your text adjusts the width of the margin on
the left margin, the left margin of the right margin is too large, it will make the margin space become too wide,
not only losing the aesthetics of the presentation but also causing your text to be stretched unnecessarily. set.

To adjust the margin of atext, you can adjust the ruler directly on the ruler.

Clicking on the communication position between gray and white and dragging it to the top of the ruler will
narrow the margin of your text.
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If you don't see the ruler bar displayed, you can go to View and add a checkmark to the Ruler line in the Show
section .
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And if you do not want to use the function on the ruler because you think it is not very accurate, you can use the
M ar gins function of Word.

Open the Layout ribbon on the toolbar, at the Page Setup section you will seethe Marginsicon .
In the Margins also common types of hinges so you can choose to use it to file your documents. Besides, there
will be clear comments on the margins on the top (Top), the bottom margin (Bottom), the left margin (Left) and

the right margin (Right).

But if you want to choose the margins more freely, you can go to Custom Mar gins at the bottom.



H O =

File Home Insert Design References Mailings Review View
@ P" IE % ’# Breaks ~ | Ir.1dent ) Spacing
03 UThuThuatPhanMemuvn: - 1= serore o

A4

Margins Orientation  Size Camns 5 ey pyi
= = = bc Hyphenation - =% Right: 0 cm - |#=After |3 pt

Last Custom Setting [ Paragraph I
Top:  0.41cm  Bottom: 0.61 cm Fisseroier oy T e o £ et [
Left:  0.51cm  Right 0.51cm

Normal
Top:  254cm  Bottom: 234 cm
Left:  254cm  Right 2.34cm

| 5 =8

Narrow
Tep: 1.27cm  Bottom:1.27 cm
Left: 1.27cm  Right 1.27cm

Moderate
Top: 254cm Bottom: 2,54 cm
Left:  1.97cm Right 1.91cm

Wide
Top:  254cm  Bottom:2.34 cm
Left: 508 cm Right 5.08cm

Mirrored
Tep: 254cm  Bottom: 2534 cm
Inside: 318 cm Qutsider2.34 cm

E Custom Margins
Custom Margins... h

In this function dialog box, you can adjust the margin gap at the Marginstab Margins.

With Top being the upper margin is the distance from the first line to the top edge of the paper.
Bottom is the bottom margin that is the distance from the bottom line to the bottom edge of the paper.
L eft isthe left margin calculated by the distance from the left edge of the paper to the text character.
Right isthe upper margin that is the distance from the right edge of the paper to the text character.

Particularly for Gutter , it is the distance for you to close the book (or understand the back of the book) so you
can customize all 4 positions on the 4 sides, it will leave a small space anymore so that when printed, you can
bring close the book without affecting the distance of the previously adjusted margins.

If you do not want to customize Gutter, you can add manually to the margin distance above, for example, |
added 1.5 cm to the left margin (Left).

After adjustment is complete, click OK to confirm the entire setting.
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2. Paragraph and line spacing

The length between two paragraphs and lines together is also an issue in this article zooming out:

The distance between two paragraphs is not necessarily too large, just about one line of words is enough.
Normally, the spacing of paragraphs with the same section of the chapter should be as wide as one line of text,
but if it istoo far apart, you should adjust it.

Similarly the space between two lines of text in the same paragraph does not need to be too large.
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To close the spaces, highlight the paragraphs that have extra spaces between the paragraph and the line. Or if
you want to adjust this throughout the text, you can use Ctrl + A to highlight the whole thing.

Then go to the Layout ribbon , click the expand arrow in the Paragraph section to open the Paragraph

function dialog box .
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the distance of the selected text with the text below.

Normally if you do not use Enter as a paragraph separator method, you can leave each one as 6 pt, plus the total

distance between the paragraphs will be 12 pt.



The distance is approximately equal to one line of paragraph if you use the font 12 for al your text.

If you have used Enter as a method of line spacing, you can set both Befor e and After to O.
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Line spacing is the distance between lines. The space between lines you can leave by default is 1.5 lines or set
between 1 and 1.5 pt. Thisis moderately spaced for linesin text layout.

3. Character format

Adjusting the font size and font also helps you significantly narrow your drafting text.

3.1 Batch size adjustment

For normal administrative documents, the font size ranges from 12 pt to 14 pt. Some texts use smaller custom
Sizes.

When adjusting the Size, you need to highlight all the text to adjust and go to Home, change the Size in Font .
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In addition, the font is also afactor to note, the font often used in Vietnam administrative editor is usually Times
New Roman or Arial . If you use larger, more colorful fonts, it also takes up a bit more writing area. For
documents that are hundreds of pages long, just a little change across the entire document will make your
document tens of pages longer.
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batch size will cause formatting errors for lines of different sizes. there.

Therefore, we can use the size down function in bulk to avoid the above problems.

First, click on the down arrow icon in the corner of the Customize Quick Access Toolbar .

Then select the M ore Commandsline .



Customize Quick Access Toolbar S Mailings Review
New = Al
Ey Open - :
Rt il v Save x| A-¥-A- BE=== 2 O
Clipboard Email t I Paragraph
L Cuuick Print A
- Print Preview and Print
= Editor (F7)
i Undo
- Redo
= Draw Table
§ Touch/Mouse Mode
. More Commands... h
7 Show Below the Ribbon
: ThuThuatPhanMem:vn
3
-

Inthe Word Options function dialog box , change the Choose commands from option to All Commands.

Ward Options

General

Display

Proofing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E—E Customize the Quick Access Toolbar.

LChoose commands from: (i

Popular Commands

Customnize Quick Access Toolbar (@

For all documents (default)

Popular Commands
Commands Mot in the Ribbon
All Commands

Macros

File Tab

Blog Post Tab

Print Preview Tab

Qutlining Tab

Canflicts Tab

Home Tab

Insert Tab

Draw Tab

Design Tab

Layout Tab

References Tab

Mailings Tab

Review Tab

View Tab

Developer Tab

Add-ins Tab

Help Tab

Foxit Reader PDF Tab
SmartArt Tools | Design Tab
SmartArt Tools | Format Tab

Chart Tools | Design Tab

racaround emod T U ITMUATPHANMeEmEVn

B save
€ Unde
i@ Redo

Customizations: Reset *

0K

Import/Expart ¥ |0

Cancel

Then scroll down and select Shrink One Page . The list of All Commands will be arranged in alphabetical
order, so you can scroll down and look for the lines with the letter S to see Shrink One Page more simply.

After selecting Shrink One Page, click Add to add it to the Customize Quick Access Toolbar .

Then click OK to confirm the installation.



Word Options ? s

Sl EEE Customize the Quick Access Toolbar.
Display
LChoose commands from: (& Customize Quick Access Toolbar(®
Proofi T T = 1
N All Commands x| | For all documents (default) =
Save
¥ SO TSt C oy = E
Laig ey |E Show Footnotes = :E lSJav: i
ndo
Ease of Access B Show Header/Footer I Red
s = . tedo
| Show Level 3
Advanced §D Show Line Numbers 3
Customize Ribbon E SHoMarkii 2
+  Show Only Comments and For...
Quick Access Toolbar Show Repairs
Addiins |+ Show Revisions in Balloons
EE Show Source Documents 3
Trust Center |¥ Show Text Formatting
|® Show Training
£ Show/Hide Editing Marks (e
| A" Shrink Font 1Pt
7 S One
Shrink Selec|
BB sideto Side
Sign In
Sign In

e

Signature Line [
Signatures...

Signed In 3
[ Single Web Page (*.mht]

Size B

= =

Customizations: | Reset » [|@

[ Shew Quick Access Taolbar below the . i | )
Ribbon Import/Export ¥ | @

ﬁ. Cancel

Then you can see the Shrink One Page (Shrink to Fit) you just added will appear on the Quick Access
Toolbar .
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When you click on thisicon, you will see the font size of the entire text will be scaled down in proportion.
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After trying to correct all of the above issues, you can see that your draft text has significantly shrunk.
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Thank you for following the article of TipsMake.com on how to shrink text in Word. Hopefully this article is
helpful for you and that helps you to accomplish this job. Please follow more articles at TipsMake.com to

support us and increase your knowledge.

Y ou finished reading the article "How to shrink the text in Word" edited by the TipsM ake team. We hope this
article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and

guides. Thank you for reading and for following us regularly.
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