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Paragraph Formatting & Page Layout

What you will find in this section:
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! Adjusting the zoom

' Viewing your document in

different ways

Zoom Control

€/ Keyboard shortcuts to
speed up your work

You can ‘zoom in’ to get a close up view of your document or ‘zoom out’ to see more of
the page at a reduced size. Zooming does not change the printed size.

Using the Zoom Slider to change the zoom

1. Click and drag the slider to increase or decrease the zoom level

100% (-)

L

@ .:EJ

Using the View Tab to change the zoom

1. Click on the View tab

2. Click on Zoom

Choose the option
you need from the
choices available.
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A preview will
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3. Click in the circle next to the zoom level you require
Or

Change the percentage box with the up and down arrows
4. Click OK

Each view has its own zoom

Outline View, Web Layout View, Print Layout View, Draft View and Print
Preview all have a separate zoom control.

Essential

Using the Zoom to view different page layouts

In addition to changing the percentages of the views, you can also use the icons within

the Zoom group to view pages in different ways.

page in the window
Zooms the document —_— Ig Two Pages

Zooms the document so
_JJ One Page you can see the whole

so 2 pages fit in the

=] Page Width
window ¥

Zooms the document so
the width fits the window

Different Views of Your Document

Word 2007 has different ways of looking at your document depending on which task
you are carrying out. Each view allows you to concentrate on a different aspect of your

work.

Changing the view with the View Tab

1. Click on the View Tab = "=
2. Click on the view you require within the Document Views group
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Print |Full Screen Web  Outline  Draft
Layout | Reading Layout

Document Views

Changing the view with the icons

Click on the icon required from the bottom left of the screen

Outline View

Print Layout View
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Full Screen Reading & i Draft View
Web Layout Views
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