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Viewing and Printing
a Document

You can create such a wide variety of documents in Word—from standard let-
ters, memos, and reports to academic papers, flyers, and Web pages—that
Word gives you a broad set of choices for viewing documents onscreen and
printing them. The first four tasks in this part discuss viewing options; the last
three teach you basic printing techniques.




Print Preview and the Print Dialog Box

The Multiple The Close
Pages button button
Prinf preVieW mogen (Pre iew) - Microsoft Office Word 2 03

The Magnifier
button

@l  The Print
dialog
Name [ icarmasiozicarmoscopvos ] Propertios | box
Status: Idle

Type: Canon iR2200-3300 PCLE Find Printer. .. |

15 start 0§ 1moge

Wwhere: 168.146,160.144:LP ™ Print to file
Comment: I Manual duplex
Page range ~Copies

 al Number of copies: |1 5‘ .
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ol number
ronge 'ages | 11 v Collate .
Enter page numbers and/or page ranges Of copies
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Pages sheet: |1 I
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Selecting a View for Your Document

Web Layout

Print Layout

Click

Reading Layout

Deborah Craig October 15, 200
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“Everyone has to find his own way in photography. If you want help in photography, don’t go to famous
7 ~Imogen 1 Reading Layout
Imogen Cunningham was born in 1883 and died in 1976 at the age of 93. She acquired her Qutline
first camera sometime around 19012 and photographed actively until just before her death, In .
Task P: Chri+F1
other words, her career as a photographer spanned 70 plus vears, two world wars, the CIICk askPans
Depression, and almost countless other political, social, cultural, and artistic upheavals. Toolbars [

Naturally, she was influenced throughout her long career by current events and by trends in

the art world. In fact, unlike some artists who perfect a single style and then stick with it, : Ruler
Imogen seemed always eager to grow and experiment, In addition, perhaps more than many o E Document Map
other photographers, her career and work seem to have been formed by her somewhat * 5
unusual family background, individualistic character, and personal circumstances. D Thumbnails
2 —
Ele = 2w ] D Header and Footer
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Zoom..,

In Print Layout view, margin areas and vertical and horizontal rulers are visible, as is
the edge of the page. (The area off the edge of the page is dark gray.)

Open the View menu and choose Normal to switch to Normal view.

In Normal view, you can’t see the margin areas, and you don’t have a vertical ruler.

Open the View menu and choose Reading Layout to switch to Reading Layout
view.

©C00@

Word provides several views you can use to work with your documents.
Print Layout view, the default, shows the margin areas of your document,
50 you can see things such as page numbers. You need to use this view
to work with columns and graphics, among other things. If you are typ-
ing a document that doesn’t contain a lot of formatting, Normal view
should work well. This view doesn’t show your margin areas, but it gives

you an uncluttered view of your text. Reading Layout view is useful if
you need to read through a long document and want to see the text
clearly.
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sometime arcund 19012 and photographed actively work: seem to have been formed
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photographed for a long time.

" From Inogen A Development
In her teens, Imogen saw and wa

want help in photography, don’t g0 to famous
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Washington in Seattle from 1903
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“Everyone has to find his own way in photogrephy. Ifgou
want help in photogrephy, don't go to famous
photogrephers " ~Imogen Cunningham!

Tmogen Cunningham was born in 1883 and died in
1976 at the age of 93. She acquired her first camera
sometime around 19012 and photographed actively

until just before her death. In other words, her carcer

1 Quote by Imogen, apparently overheard at a U.C.
Exiension class she taught in 1970, by which time she was
definitely a“fomous phetogxapher” From Imogen
Curmingham: A Portrai, by Judy Dater, p. 75

* The book Jnogen Cerviingham: Photographs, puts this
date at 1901, as does Inogen! Inogen Cumingham,
Photographs 1910-1972. But Richard Larenzfists it as 1905
or 1908 in hiz more secent (2nd sceningly more carcfully
sescasched) work, Inogen Cunmingham: ldas without Bnd.
Tt seems silly o quibble; there’s no debating thet she
photographed for a long time.

Text is enlarged, and is displayed in pages. Click the Allow Multiple Pages but-
ton to switch from displaying two pages to displaying one.

Click the down arrow on the vertical scroll bar to view the next page. To again
view two pages at a time, click the Allow Multiple Pages button.

To adjust the size of the text as it's displayed onscreen (this doesn’t change how it
prints), click the Increase Text Size or Decrease Text Size button.

When you are finished, click the Close toolbar button to switch back to the previous 4% %
view. End

What Is a Screen? Removing White Space
In Reading Layout view, Word uses the term screen to refer to the pages In Print Layout view, you can
you see on the screen. It does this to help you remember that the amount hide the white space. Point to
of text you see on an onscreen page in Reading Layout view doesn’t the lower edge of the horizon-
bear any relation to what will appear on the printed page. Rather, the tal ruler, and click the Hide

screens just divide up the text into amounts that you can scan easily. White Space ScreenTip is
visible. To return the white
space to view, click the same
place again.



Magnifying a Document
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Note the Zoom box at the right end of the Standard toolbar. By default, Word displays
documents at 100% magnification. Click the down arrow fo the right of the Zoom box.

e Click the magnification percentage that you want to use.

e Word applies the setting you chose.

Depending on the resolution of your monitor and the size of your text,
there may be times when you want to zoom in on your text to enlarge it
so that you can get a better look at it, or zoom out to shrink it to see
more of the page. Zooming doesn’t affect the size of the text when it
prints; it only affects its appearance on your screen.
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the art werld, In fact, unlike some artists who perfecta single style and then stickwith it,
Imogen seemed atways eager to grow and ezperiment. In addition, perhaps more than many
other photographers, her career and work seem to have been formed by her somewhat
- unusual farity background, individualistic character, and personal circumstances,

The Adventure Bagins: jon and Early Dk

In her teens, [mogen saw and was apparently greatly affected by Gertrude

R photographs. This experience may have helped her to dream that, as a woman, shecould set

- her sights on being a photographer. She attended the University of Washington in Seattle

N from 1903 to 1907, where she majored in chemistry, with an emphasis on photographic

: processes. To support herself, she worked part time for the botany department making lantern
z slides, which may have contributed to her lifelong fascination with plants and gardening,

- After graduating she worked at the Edward Curlis studio in Seatile from 1907 to 1909, where
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To use a sefting that isn’t one of the options in the Zoom list, click the current entry in

the Zoom box, type a new number (you need not type the percent sign), and press
Enter.

Word applies the setting you typed.

Using Other Zoom Settings
When you are using Print Layout view, the end of the Zoom list contains
four handy options for zooming to the width of your page, the width of

your text, the entire page, and two pages. Feel free to experiment with
these seftings.
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Comparing Two Documents Side By Side

[English Muffins

2 cups water
4 teaspoons sugar
2 teaspoons salt

Dissolve 4 teaspoons (2 packets) of active dry yeast in a 1/2 cup of 115 to 125
degree water. Let sit while you combine in a large mixing bow]

1 cup scalded (steaming, but not quite boiling) milke

- Now add the dissolved yeast and to the milk mixture mix thoroughly.

Sift 8 cups of white flour. Mix in 4 cups of flour into the liquid ingredients. Cover
the bowl and allow the sponge to rise in a warm spot (about 85 degrees) uatil it
collapses (between 1 and 2 hours).

fino - Microsuf Office Word... - [ D[]

...... ... EJEI) [ enatsh Mutine -
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©C00@

[ Poo i sect TmICe

English Muffins

Dissolve 4 teaspoons (2 packets) of active dry yea:
degree water. Let sit while you combine in a large

1 cup scalded (steaming, but not quite boiling) m:
2 cups water

4teaspoons sugar

2 teaspoons salt

Now add the dissolved yeast and to the milk mme

Sift 8 cups of white lour. Mix in 4 cups of lourin :

e bowl and allowihe sponge o is i 2 warm sp

n1 ct

‘English Mauffins

Dissolve 4 teaspoons (2 packets) of active dry yeas
degree water. Let sit while you combine in a large

1 cup scalded (steaming, but not quite boiling) m:
2 cups water

4 teaspoons sugar

2 teaspoons salt

« Now addthe dissolved yeast and to the milk mixtu

Sift 8 cups of white flour. Mix in 4 cups of flour in *

T thebowl and allow the sponge to rise ina warm sp"
e > temgert
B o T R 2

Page | Sec i [T

i ct IF

[andow |

Mew Window

arrange All

Compare Side by Side with English MuFHn{- draft. |

Split

1 English Muffins - draft
E 2 English Muffins - final

\

flanea: (hatraan 1 2nd D hayer)
= u@s S " i—

English Muffins

Dissolve 4 teaspoons (2 packets) of active dry year
degree water. Let sit while you combine in a large

1 cup scalded (steaming, but not quite boiling) m:
2 cups water

4teaspoons sugar

2 teaspoons salt

ow add the dissolved yeast and to the milk mixtu

Sift 8 cups of white flour. Mix in 4 cups of flour in *
the bowl and allow the sponge to rise in a warm sp >

2

Sec 1 T [A T T Gl

°

Dissolve 4 teaspoons (2 packets) of active dry yeat
degree water. Let sit while you combine in a large_|

1 cup scalded (steaming, but not quite boiling) m:
2 cups water

4 teaspoons sugar

2teaspoons salt

Mow add the dissolved yeast and to the milk mixty

Sift8 cups of white flour. Mixtin 4 cups of four in *
the bowl and llow the sponge o rse in 2 iz

Click

Open the two documents that you want to display side by side. (For now, open only
these two documents.)

Open the Window menu and choose Compare Side by Side with document

name.

The documents are arranged side by side and the title bar of the active document is
dark. To activate the other document, click anywhere in its window.

Try using the scroll bars and changing the zoom setfting on one document to control
both documents at the same time.

When you have two versions of a document and want to compare them
side by side, you can easily arrange your Word window to do so with a
click of the mouse. Once the two documents are aligned side by side,
scrolling or zooming one of them scrolls or zooms them both, making it
easy fo scan both documents at the same time.
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Compare Side by Side toolbar.
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Seeing More of Both Documents

If you can't see the entire width of both documents when they are set up
side by side, you might want to experiment with increasing the resolution
of your Windows XP display. To do so, right-click a blank part of your
desktop and choose Properties in the menu that appears. In the Display

Properties dialog box, click the Settings tab, and drag the Screen res-
olution slider to the right to increase the resolution. Click OK, and then
dlick Yes when Windows asks if you want to keep the changed settings.

Compare Side by Side *
A4 | dose Side by Side

Click

To break the side by side arrangement, click the Close Side by Side button on the

Open a third document, switch o one that you want to compare, and open the Window
menu. No document name is appended to the Compare Side by Side with command.

Choose Compare Side by Side with. In the dialog box that opens, click the docu-
ment that you want to compare with the one that's currently displayed, and click OK.

Word displays those documents side by side. Click the Close Side by Side button
in the Compare Side by Side toolbar to restore each to its previous size and position.




Previewing a Document
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With the document that you want to print displayed in the Word window, click the
Print Preview button on the Standard toolbar.

Word switches to Print Preview mode. Press the Page Up and Page Down keys
on your keyboard to bring different parts of the document into view.

To view several pages at the same time, click the Multiple Pages button on the
Print Preview toolbar and drag to select the number of pages you want to view.

Word displays the number of pages you selected. Click the One Page button to
return fo viewing a single page.

©C00@

Word enables you to see what a
printed document will look like
before you actually send it to the
printer. Using Print Preview is a
great way to avoid wasting paper,
because you can spot problems in

your document before you print.
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The Early Career: Pictorialism with an Edge

When she returned to Seattle, Imogen opened a portrait studio. At the beginning of her

career, as though most of her working life, her primary concern was earning a living. She did =1 0%
commercial work for most of her life, and didn’t seem to necessarily see any contradiction or

rigid separation between commercial work and “art” photography.

During this time, Imog:n 5 phetagraphs bear the strong imprint of pictorialism—imitating
~ the subjects, style, ions of pre-Raphael , and also influenced by the

O . romanticized proy am Morris and Dante Gabriel Ross:m as well as the atmospheric
lighting of the Irjlr These soft-focus, storytelling images are unabashedly
B idealized. She pINQag d her friends acting out scenes in the woods, draped with gauzy
playfulness absent from many pictorial photographs. Although they are most et
from the past, they give a wide berth to the insipidity, predictability, and mora
that pervaded so many pictorial photographs. In many ways Cunningham’s lat
abandoned this approach, becoming much more “straight” and sharply focuse:

them—particularly some of the multiple images—retained an element of the d
and romantic style she began with

~
. Certain of Cunninghan’s wosks ot this early period have a sharper pdge that maless theen B CI' k
: stand out from the pictorialist fray. Several of her poriraits from the period are much more IC

*
= olg]= mg) m J

head on. realistic. and sharolv focused than the pictorialist images. In fact. for commercial

Page 2 Sec 1 219 a1t Inl Coll REC| [TRK] [ExT] [ovR

Click the Magnifier toolbar button if it isn't already selected. (If you are displaying
multiple pages, click the page you want to magnify as well.)

The mouse pointer changes to a magnifying glass with a plus sign. Click on the area
of the page you want to magnify.

The document is magnified, and the plus sign in the magnifying glass changes to a
minus sign. Click again to zoom back out.

To close Print Preview, click the Close button in the Print Preview toolbar. A
End

0000

Fit Your Document on One Page

If your document is spilling over onto two pages and you'd like to get it
to fit on one page, you can click the Shrink to Fit button on the Print
Preview toolbar (the third button from the right) to make the text fit on a
single page.
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To print one copy of your document, click the Print button on the Standard toolbar.

For other printing options, such as printing multiple copies of a document or a portion
of a document, open the File menu and choose Print to open the Print dialog box.

If you have more than one printer, select the one you want to use in the Name drop-
down list.

To print only the page on which the insertion point appears, click the Current page
option button.
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Word assumes that you will Frequenﬂy want to print one comp|ete copy
of your document, so it provides a toolbar button to let you do just that.
If you need to customize your print job, however, you'll find all the
options you need in the Print dialog box, which you open by issuing the
File, Print command. Before you follow these steps, make sure that
your printer is turned on.

Printing Multiple Pages
on One Sheet of Paper
Word can scale your document
pages. To print more than one
document page on a sheet of

paper, choose the number of
pages in the Pages per
sheet drop-down list in the
Print dialog box.
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To print a range of pages, type the desired page numbers in the Pages text box.

To print only a block of text, select the text you want to print before displaying the
Print dialog box, and then mark the Selection option button.

To print multiple copies, type the number of copies you want in the Number of
copies text box.

When you’ve made your choices, click the OK button. AN
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Closing the Print

Dialog Box

If you display the Print dialog
box but then decide you're not
ready to print yet, click the

Cancel button instead of the
OK button to close the dialog
box without printing.




Printing an Envelope
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4563 35% Street NW
Seattle, WA 98365

T am writing to tell you how pleased I am with your Chinese television programming.
When I first heard about a non-profit Chinese language television station that did not
broadcast any advertising, I thought there must be some catch. But in fact your

organization completely lives up to its reputation. ~
[[Tools | z
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If you used Word to type a letter, and that letter features the recipient’s mailing
address, open the letter now.

Open the Tools menu, choose Letters and Mailings, and choose Envelopes
and Labels.

The Envelopes and Labels dialog box opens. Click the Envelopes tab.

Word finds the address in the document you have open. Edit it in the Delivery
address box if needed.
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Printing an envelope in Word is : : :
Choosing a Different Envelope Size

To print on a different size envelope, click the Options button in the
Envelopes tab of the Envelopes and Labels dialog box. Display the
Envelope Size drop-down list and select the desired size. (If you don't
see the size you want, click Custom Size at the bottom of the list, and
click OK.) Then click OK to close the Envelope Options dialog box.

simple. You check to make sure
that the address is right, put the
envelope in the printer, and issue
the command to print. Word
assumes that you want fo print on
a standard business-size enve-
lope, but you can choose a differ-

ent envelope size if necessary.
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‘When prompted by the printer, insert an envelope in your printer's manual Feeder.

0 Put the envelope in your printer and click the Print button.

Feeding the Envelope

If you aren’t sure how to insert
your envelope into your printer,
look at the Feed area in the
Envelopes and Labels dialog

box. It shows the orientation for
your envelope in your printer.

Setting Your Return
Address

Word stores your return address
in the User Information tab of
the Options dialog box (to view
this dialog box, open the Tools
menu and choose Options),
and uses it in several ways. You
can change it here anytime.

Word automatically includes your return address on the envelope. If you have
envelopes with a preprinted return address, mark the Omit check box.

If you do want to print a return address, make sure the Omit check box is cleared,
and that the address in the Return address box is correct (editing it if necessary).

No Delivery Address?
You can follow the steps here
even if you don't have a docu-
ment that contains the recipi-
ent's address onscreen. You just
have to take the extra step of
typing the delivery address in
step 4.




Printing Labels

Start
E Envelopes and Labels

Speling and Grammar... F7

a shud ~
Research.., Alt+Click address: [E] Use ssturn adchess
Language 3

1N
o=
B
<
ey

=

Karen Wang |
. =
wWord Count.., Cllck NID TV =
@1 NPT 4563 35% Street MW Cancel
i Seattle, WA 98365 Options.e,
Speech 3
:
Shared Workspace Delivery point barcods Label
y[% Track Changes CtrH+-Shift+E Prink Avery standard, 2160 Mini
(3 Full page of the same label Address
Compare and Merge Documents.. . O Single label
Protect Document. .. Rowi Columm l:l
Opline Collaboration » ] Add slectronk: postage
| Letters and Mailngs ) Mail Merge Wizard. .. Befare printing, insert labels in your printer's manual feeder.
Macro 3 Show Mail Merge Toolbar
Templates and Add-Ins... |E| Envelopes and Labels. .
‘25 AutoCorrect Options... ] Let:vizard. ..
Customize. ..
Options...

Envelopes and Labels

‘ Envelopes -_ahzls
o Address: + [ Use return address Brint
Karen Wang |

e |
4563 35 Stees N
Click Seattle, WA 98365
L 5
::% W Dclivery point barcode Label
"!0:0‘%‘ Print Avery standard, 2160 Mini
,::‘::" @ Eul page of the sams label Address

0 «_,,;, o[BI oo [

':‘0 [ Add electronic postage

ick
Before printing, nsert labels in your printer's manual feeder, C I IC

Open the Tools menu, choose Letters and Mailings, and choose Envelopes
and Labels.

The Envelopes and Labels dialog box opens. Click the Labels tab.

Type (or edit) the address you want to appear on the label in the Address box.
To print your return address, mark the Use return address check box.

Click the Options button to display the Label Options dialog box.
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The steps for printing labels are
very similar to those described in
the previous task for printing
envelopes. The one difference is
that you'll probably need to
choose a label type other than the
default because labels come in

such a wide variety of sizes.
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Click

Click your labels’ product number in the Product number list, and click OK. (If you
don't have Avery labels, choose a different brand from the Label products list.)

Mark the Full page of the same label option button if you want a whole page

Single label

Row[s_ 2] con
[[] Add electronic postage

Label

Avery standard, 5161
Address

=

efore printing, insert labels in your printer's manual feeder.

of labels with the same address on each one.

If you want a single label, mark the Single label option button, and then enter the

label’s row and column number.

Put the sheet of labels in your printer, and click the Print button.

Finding the Product
Number

To find your label’s product
number, check the label’s
packaging.

Printing Sheets of Labels
Even though Word allows you to print a single label at a time (see step
7), it is not a good idea to run a sheet of labels through a laser printer
more than once. Doing so can cause labels to come off inside the printer,
something that is not cheap to repair.




