Accessing Print Preview

Before you print a document, you may wish to preview the document. Print Preview has different magnifications for

viewing the document. You can zoom in and out and make final adjustments before printing.

Print Preview

1. Click the Print Preview button on the Standard toolbar or click the Eile menu and select _\

Print: send the document
to the printer

—— One Page: view
one page of
document

Zoom: zoom from
10% to 500%
percent

Shrink to Fit:
decreases the font size
to reduce the number
of pages
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Magnifier:
zoom in and out
or click the
button to turn it
off and edit the
document

Multiple Pages: view
multiple pages of
document at one time

View Ruler: turn the ruler
on and off
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Context Sensitive
Help: access help
topics

Close: return to the
Word window

Full Screen: view as much of

the document as possible
without toolbars and other
distracting elements
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