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WORD2007Tips

Introduction

Many features c0MSWORDar e useful as | ong as you know t he
dondt know what 6s happeni n ¢erearelsamg suggaestiondbtieat e x t r
we have frequently made to students writing essays or colleagues writing paipeifar

functions arggenerallyavailable with MSNVORD under the Macintosh operating systems, but

the menus and screen shots would look different.
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Showing your Text in Larger or Smaller Views

Webve noticed beginners squinting at their sc
Althoughthisfunt i on is rel ated t o Wi ndoymshave coindlese wor t h
control over how big you make the text look on your scieand this has nothing to do with

changing the point size of the text in your document ! (Some beginners have attaatgd

the size of their text and been irritated when their printouts come out with a dozen worg in 48

print per page.)

First of all, you can use thdew | Zoorfunction to make your page fit your preference.

t Word 2007 Tips v5.docx - Microsoft Waon

.
&)
. Home Insert Page Layout References Mailings Review View Developer

;I ﬂ 58 Web Layout |V Ruler Document Map L_% i Ll one Page

= Outline Gridlines Thumbnails ~ © & # [0 Two Pages
Print |Full Screen Zoom  100% i
Layout | Reading =l Draft Message Bar = Page Width
Document Views Show/Hide ; Zoom

Clicking on theZoombutton(see green arrow abovefings up a menu with plenty of useful
options.
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 500%; " Page width " Many pages:
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Preview
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Il n addition, the View menu offers a variety o
useful arePrint Layoytwhich shows what the documenitidook like when it is printed in final

version, andraft which allows one to cram as much text as possible into the screen. Here are

two versions of this page using those options.

Notice that the draft view omits headers and fodt@s images) and that it can use the entire
screen to display text instead of wrapping at the margins. To do the latter (show text all over the
window), one must set an option in @&ice Button | Word Options | Advanced | $daaw
wrapped within the document winddWwis option will be explained below.

Finally, if you have a rolleon your mouser trackbal) holding down thesJ key and rolling the
roller makes your text appear larger or smaller. Be careful to roll slowly or your text will quickly
become illegible.
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