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(Ee default page orientation in Word 2019 is Portrait.

To change page orientation:
Step 1: Select the Layout tab.
Step 2: Click the Orientation option in the Page Setup group.

Step 3: A drop-down menu will appear. Select either Portrait or Landscapeto¢
the required page orientation.
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he page orientation of the document will be changed accordingly.

epending on your requirements, you may need to
djust your document’s page size. It’s important to
ote that before modifying the default page size, W
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tep 2: Clickthe Size option in the Page Setup group.
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?tep 3: A drop-down menu will appear. The current
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size. The page size of the document will be - wien LA
changed.
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t, the page size of a new document is 8.5 inches by 1linches. | }

e blank area/space between the text and the edge of the page is called a margin. |
ew document’s margins are initially set to Normal, which leaves one inch of space
ween the text and all four sides. Word allows you to adjust the margins of your
ment‘to suit your needs and offers several preset margins to choose from.

fange the page margins:

Select the Layout tab.

C c th Matgihs 6pi:ion in the Page Setup group.

jown men Happ ar‘:‘fCliyi‘M’k to select the predefined margin size you
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