Page Setup

in MS Word 2021

Paper Size, Orientation and Margins



B Page Orientation

Access: Layout Tab - Page Setup group - Orientation

File Insert Design Layout Refere
PORTRAIT LANDSCAPE [E = Breaks v
(Vertical) (Horizontal) 1° Line Numbers ~
Margins [Orientation| Size Columns 2~ ine Numbers
v v v v < Hyphenation v
e Height > Width — A4 = e Width > Height — A4 = ! - be Typhenation
21x29.7 cm 29.7x21 cm | 3 D .
- Portrait !
e Default orientation in ¢ Tables, charts,
Word 2021 certificates -
: Land
¢ Best for: letters, ¢ Wide content fits D ancscape

reports, essays landscape best



“, Paper Sizes

Paper Slze m Common Use - % [% - S

File Home Insert Design Layout References Mailing

A4 21.0cm x 29.7 cm Most common worldwide — — f— e
offices and schools Mﬂf o% ISD CO“S i Lne Numbers | = Lefe {
M M e ¥ b Hyphenation v =+ Right: §
A5 14.8 cm x 21.0 cm Booklets, notepads — half of D[] L ==
A4 Tabloid I
D 11" % 17"
Letter 8.5 x 11 inches USA and Canada standard [ e,
Legal 8.5 x 14 inches Legal documents, contracts | S
' O s
A3 29.7cm x42.0 cm Posters, large diagrams — [ % s
double A4 - o
D 8.27" x 11.69"
B5 17.6 cm x 25.0 cm Books, journals and : o % ..
magazines e
BS(-JIS) }
Access: Layout Tab - Page Setup group —> Size dropdown ' orePaper S




%, Page Margins

Margin Top / Bottom | Left / Right | Best Use Fle Home Insert Design Layout Referer
Preset O & D = e
Margins| Orientation  Size Columns 2~ Line Numbers

Normal 2.54 cm (1") 2.54 cm (1") Standard I " b2 Hyphenation ~
(default) documents, reports OB e e hetemos [T
I! left 08" Right 0.5"
Narrow 1.27 cm (0.5") 1.27cm (0.5")  Maximise content; Normal
flyers [ P
Wide 2.54 cm (1") 5.08 cm (2") Side notes or Narow
binding space : D left 05 Rght 05"
Moderate 2.54cm (1") 1.91cm Slightly more than T oo
(0.75") Normal @ Left:  0.75" Right:  0.75"
Mirrored 2.54 cm (1") Inside/Outside  Double-sided with @ Top T Bottom: T
binding L Left: 2 Right: 2
Mirrored- i}
‘?‘ m ITniE;e: :II.ZS' E)?J:ts?dn;::ll'
& Custom Margins Steps 3 . oftce 2003 Detaut
T Tcpl: 1" . E:)tt(::mﬂ.' .
e  Layout Tab - Margins - Custom Margins... > enter ! I
Top/Bottom/Left/Right values in cm - OK o customwargins.




»" Key Takeaways — Page Setup

Quick Recap

Orientation: Portrait (vertical, default) vs Landscape (horizontal) — Layout Tab = Orientation

Most common paper size: A4 (21 x 29.7 cm) — set via Layout Tab - Size

Margins: Normal = 2.54 cm all sides | Narrow = 1.27 cm | Custom via Layout - Custom
Margins

LibreOffice: Format - Page Style for all page setup options
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