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Page Setup

How do I alter page orientation?
1. Click to display the ‘Layout’ ribbon.
2. Click the ‘Orientation’ button.
3. Choose one of the two options 

provided.

How do I alter page margins?
1. Click to display the ‘Layout’ ribbon.
2. Click the ‘Margins’ button.
3. Click one of the options provided.

OR

a. Click ‘Custom Margins’.
to display the ‘Page 
Setup’ dialogue box.

b. Enter new values.

How do I alter the vertical alignment of 
the page?
1. Click to display the ‘Layout’ ribbon.
2. Click the ‘Page Setup 

Dialogue Box Launcher’ 
button in the bottom right of 
the ‘Page Setup’ section of 
this ribbon.

3. Click the ‘Layout’ tab.

4. Use the ‘Vertical Alignment’ 
drop down menu to 
display and choose from 
the alignment options 
(top, centred, justified and 
bottom).

5. Choose which section of 
your document to apply 
these changes to, this point 
forward, whole document 
etc.

6. Click ‘OK’.

The examples below show each of the 4 different vertical 
alignment options.


