Word 2003

Page Setup |File| (Page Setup)

To change the margins or orientation of the document click on File>Page Setup. Change
the top, bottom, right, left margins in the margins section. Change the Gutter indention
(used for 3 hole punch) and gutter position in the same section. Charige the Orientation
to Portrait or Landscape in the Orténtation section by clicking o1 your choice
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documents then click on the “Default” button and click “Yes” when prompted.



