l ipsMake.c.,m

TipsMake > Application >Office information >

Word 2013 Complete Guide (Part 6): Aligning page
layout

Page layout affects how content appears on the page including orientation, margins and page size. Join
TipsMake.com to find out more about page layout in Word 2013!

The text format aims to attract the reader's attention to specific parts of the document and emphasize the
important information contained therein. A format aspect that you will need to consider when documenting a
document is whether to perform page layout alignment . The page layout affects how content appears on the
page and includes the orientation, margins and size of the page.

Please refer to the video below to learn more about page layout alignment on Word 2013 :

In addition, you can refer to the Word 2013 Complete Guide (Part 3,4 and 5) here:

1. Word 2013 Complete Guide (Part 3): How to store and share documents
2. Word 2013 Complete Guide (Part 4): Get familiar with text editing
3. Word 2013 Complete Guide (Part 5): Formatting text

|. Page orientation

Word gives the user 2 choices of Landscape and Portrait . Landscape is a page format horizontally, while
Portrait formats the page vertically. Depending on the content of the drafted text, you can select the page by
purpose. Compare the example below to see how page orientation affects the appearance and space between text
and images.


https://tipsmake.com
https://tipsmake.com/c/application/
https://tipsmake.com/c/office-information/
https://tipsmake.com/word-2013-complete-guide-part-6-aligning-page-layout

SPECIAL THAKKS The Brighton

R ]
SPECIAL THANKS The Brighton Players wrstsshiden P'::’::
foEeas's Herdeaen present Yooon asance P
Fonter - W arneres Paraar
Foon mereris
e PRODUCTIONSTAEF "
Aristophanes’ Comen Semmwalt A Fogm
PROOUCTINSTAFF o
L perie Kpin Jur Daage
Lo Wihie: Sar Dualgn Tarie baare Carumar
s The b lhe
Sepsis Fimen Visswy Man Waksse: Vgting rogas
Fi—— Frogs g
Landscape Portrait

To change page orientation:
1. Select the Page L ayout tab - Page layout .

2. Click the Orientation command in the Page Setup group.
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3. A drop-down menu will appear. Click on Portrait or L andscape to change page orientation.
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4. The page orientation of the document will be changed.



II. Alignment

The margin is the space between the text and the edge of the document. By default, the margin of the new
document is aways set to Normal , which means that the distance between the text and the edge of the paper
will be set to 1 inch. Depending on the individual needs of users, Word allows you to change the margin of the
document.

Toformat page margins:

Word has arange of predefined margin sizes for users to choose from.

1. Select the Page L ayout tab, then click the M ar gins command.
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2. A drop-down menu will appear. Click Predefined margin sizetoselect a suitable size asyou like.
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3. The margin of the document will be changed.
Use custom margins:
Word also allows you to customize the size of the margins in the Page Setup dialog box.

1. From the Page L ayout tab, click Margins. Choose Custom Margins. from the drop down menu.
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2. The Page Setup window will appear.

3. Adjust the parameters accordingly. Then, click OK to save.
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4. The margin of the document will be changed.

I11. Set paper size

By default, filesin Word 2013 will be in paper format of 8.5 inches x 11 inches. Depending on the project, you
may need to adjust the page size of the document accordingly. It isimportant to note that before modifying the
default page size, you should check the appropriate paper size for the printer before determining the default
paper size.

Changethe paper size

There are many paper sizes available in Word to choose from.



1. Select the L ayout tab, then click the Size command.
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2. A drop-down menu will appear. The current paper size will be highlighted. Click the predefined margin size
to select the available paper size that fits your document.
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3. The paper size of the document will be changed.
Customize paper size
Word also allows you to customize the paper size in the Page Setup dialog box.

1. From the Layout tab, click Size . Select M ore Paper Sizes from the drop-down menu.
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2. The Page Setup window will appear.

3. Change the Width and Heigth values ( height ), then press OK .
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4. The page size of the document will be changed.

1. Alternatively, you can open the Page Setup dialog box by navigating to the Page L ayout tab and clicking
the small arrow in the lower right corner of the Page Setup group.
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Don't see what you're looking for?

Check out the full set of page
formatting options.
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1. Note: You can use Word's Set as Default feature to save all formatting changes you have made and
automatically apply to new documents later.



See also: Word 2013: Instructions for using Microsoft and OneDrive accounts
Having fun!

Y ou finished reading the article "Word 2013 Complete Guide (Part 6): Aligning page layout” 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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