2 Ways to Change Margin on One Page Iin
MS Word

« Using the Page Setup Dialogue Box
« By inserting Section Breaks

Method 1: Using the Page Setup Dialogue
Box

In this method, we’ll walk you through the steps of changing your margins by
accessing the Page Setup dialogue box in MS Word. This method is the quickest
way to get the job done, as this creates section breaks for you automatically.
Here are the steps to access the Page Setup dialogue box.

Step 1: Open up an MS Word file.

Before we get started, let’'s open up an MS Word file first. Better yet, use your
own personal document where you need margins changed on one page. There’s
really nothing to worry about as we are only changing the margins. None of your
contents should be changed or deleted. Remember to simply hit the CTRL +

Z keys on your keyboard to undo any changes.
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce vitae sodales nisl, mattis bibendum
odio. Fusce portiitor, quam nec dapibus suscipit, orci blandit risus, id pulvinar dui enim sed enim. Morbi
ut odio finibus, volutpat ex vitae, euismod augue. In ullnces lectus ex, eu bibendum negue cursus eu
Nunc sed auctor turpis. Integer sit amet uma non arcu finibus molestie. Suspendisse blandit felis a leo
pellentesque, non rhoncus sapien porta. In at justo sit amet mauris iaculis tincidunt sit amet ac elit

Maecenas vel dolor pharetra elit elementum eleifend.

Morbn felis eros, tnstique sit amel tempor guis, fermentum sit amet nunc. Fusce sagithis vel fels ut
laoreet. Aenean fristique lacinia uma, nec pharetra ex bibendum eget. Integer auctor mi id dolor
porttitor sagittis. Cras non eros odio. Class aptent tacili sociosqu ad litora torquent per conubia nostra
per inceptos himenaeos. Nulla at congue guam, laoreet iaculis sem. Donec ac commedo odio
Quisque pretium metus sit amet nunc venenatis, eget geishas torpor ullamcorper. Praesent in sem

pharetra umna ullamcorper dignissim ac al lacus. Nullam condimentum tempus sem nec blandit.

Lorem ipsum dolor sit amel, consectetur adipiscing et Fusce vitae sodales nisl, mattis bibendum
odio. Fusce porttitor, quam nec dapibus suscipit, orci blandit risus, id pulvinar dui enim sed enim. Morbi
ut odio finibus, volutpat ex vitae, evismod augue. In ulirices lectus ex, eu bibendum neque cursus eu
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Step 2: Select the content.



With your document open, go ahead and select the part of the content you want
in different margins. Take note that you can either select an entire page or a
single paragraph.

For this example, we'll select the second paragraph from our main text.
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce vitae sodales nisl, mattis bibendum
odio. Fusce porttitor, quam nec dapibus suscipit, orci blandit risus, id pulvinar dui enim sed enim. Morbi
ut odio finibus, volutpat ex vitae, euismod augue. In ultrices lectus ex, eu bibendum neque cursus eu.

Munc sed auctor turpis. Integer sit amet urna non arcu finibus molestie. Suspendisse blandit felis a leo

pellentesque, non rhoncus sapien porta. In at justo sit amet mauris iaculis tincidunt sit amet ac elit
Maecenas vel dolor pharetra elit elementum eleifend.
Morbi felis eros, tnistique sit amet tempor quis, fermentum sit amet nunc, Fusce sagittis vel felis ut

lacreet. Aenean ftristique lacinia urna, nec pharetra ex bibendum eget. Integer auctor mi id dolor
porttitor sagittis. Cras non eros odio. Class aplent taciti soci ad litora per bia nostra,

o q

per inceptos himenaeos. Nulla at congue quam, laoreet iaculis sem. Donec ac commodo odio.
Quisque pretium metus sit amet nunc venenatis, eget geishas torpor ullamcorper. Praesent in sem
urna ignissim ac at lacus. Nullam condimentum tempus sem nec blandit.

P

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce vitae sodales nisl, mattis bibendum
odio. Fusce porttitor, quam nec dapibus suscipit, orci blandit risus, id pulvinar dui enim sed enim. Morbi
uf odio finibus, volutpat ex vitae, euismod augue. In ulirices lectus ex, eu bibendum neque cursus eu
Nunc sed auctor turpis. Integer sit amet uma non arcu finibus molestie. Suspendisse blandit felis a leo
pellentesque, non rhoncus sapien porta. In at justo sit amet mauris iaculis tincidunt sit amet ac elit
Maecenas vel dolor pharetra elit elementum eleifend.
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Step 3: Access the Page Setup dialogue box.

Go to the Layout tab on the Ribbon and click on the small box with a down
arrow key found at the bottom-right corner of the Page Setup group. This will
launch the Page Setup dialogue box right in the middle of your screen.
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce vitae sodales nisl, mattis bibendum
odio. Fusce porttitor, quam nec dapibus suscipit, orci blandit risus, id pulvinar dui enim sed enim. Morbi
ut odio finibus, volutpat ex vitae, euismod augue. In ultrices lectus ex, eu bibendum neque cursus eu.
Nunc sed auctor turpis. Integer sit amet uma non arcu finibus molestie. Suspendisse blandit felis a leo
pellentesque, non rhoncus sapien porta. In at justo sit amet mauns iaculis fincidunt sit amet ac elit

- Maecenas vel dolor pharetra elit elementum eleifend.

- Morbi felis eros, tristique sit amet tempor quis, fermentum sit amet nunc. Fusce sagittis vel felis ut
- lacreet. Aenean tristique lacinia uma, nec pharetra ex bibendum eget. Integer auctor mi id dolor
porttitor sagittis. Cras non eros odio. Class aptent taciti sociosqu ad litora torquent per conubia nostra,
4 per inceptos himenaeos. Mulla at congue quam, laocreet iaculis sem. Donec ac commodo odio
~ Quisque pretium metus sit amet nunc venenatis, eget geishas torpor ullamcorper. Praesent in sem
pharetra urna ullamcorper dignissim ac at lacus. Nullam condimentum tempus sem nec blandit

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce vitae sodales nisl, mattis bibendum
odio. Fusce porttitor, quam nec dapibus suscipit, orci blandit nisus, id pulvinar dui enim sed enim. Morbi
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Alternatively, you can simply double-click the gray part of the Ruler.
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce vitae sodales nisl, mattis bibendum
adio. Fusce porttitor, quam nec dapibus suscipit, orci blandit risus, id pulvinar dui enim sed enim. Morbi
ut odio finibus, volutpat ex vitae, euismod augue. In ultrices lectus ex, eu bibendum neque cursus eu.
Nunc sed auctor turpis. Integer sit amet uma non arcu finibus molestie. Suspendisse blandit felis a leo
pellentesque, non rhoncus sapien porta. In at justo sit amet mauns iaculis tincidunt sit amet ac elit.

- Maecenas vel dolor pharetra elit elementum eleifend

- Morbi felis eros, tristique sit amet tempor quis, fermentum sit amet nunc. Fusce sagittis vel felis ut
“ laoreet. Aenean tristique lacinia urna, nec pharetra ex bibendum eget. Integer auctor mi id dolor
porttitor sagittis. Cras non eros odio. Class aptent taciti sociosqu ad litora torquent per conubia nostra,
| per inceptos himenaeos. Nulla at congue guam, laoreet iaculis sem. Donec ac commodo odio.
- Quisque pretium metus sit amet nunc venenatis, eget geishas torpor ullamcorper. Praesent in sem
pharetra urna ullamcorper dignissim ac at lacus. Nullam condimentum tempus sem nec blandit.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce vitae sodales nisl, mattis bibendum

s

odio. Fusce porttitor, quam nec dapibus suscipit, orci blandit risus, id pulvinar dui enim sed enim. Morbi
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Step 4: Change the margin.

On the dialogue box, change the margin format by typing your desired
measurements in the Top, Bottom, Left, and Right margin fields. Then, click
the Apply to drop-down menu and select Selected text.
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Click on the OK button to save the changes. Otherwise, click on

the Cancel button.
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Congratulations on using the Page Setup dialogue box to change the margin on
one page in MS Word!

Method 2: By Inserting Section Breaks

This method allows you to quickly insert section breaks within your document as
you create it. This is often the preferred configuration before setting up the
margins for each section.

Here’s how you can insert section breaks in MS Word.

Step 1: Open up an MS Word document.

Before anything else, we’ll need to open up an MS Word document. Feel free to
use your own personal documents for this guide if you already have one
prepared. Don’t worry about messing up your document, as this method won'’t
change or delete any of your content.
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce vitae sodales nisl, mattis bibendum
adio. Fusce porttitor, quam nec dapibus suscipit, orci blandit risus, id pulvinar dui enim sed enim. Morbi
ut odio finibus, volutpat ex vitae, euismod augue. In ultrices lectus ex, eu bibendum neque cursus eu.
MNunc sed auctor turpis. Integer sit amet una non arcu finibus molestie. Suspendisse blandit felis a leo
pellentesque, non rhoncus sapien porta. In at justo sit amet mauris iaculis tincidunt sit amet ac elit

Maecenas vel dolor pharetra elit elementum eleifend

Morbi felis eros, tristique sit amet tempor quis, fermentum sit amet nunc. Fusce sagittis vel felis ul
laoreet. Aenean fnstique lacinia uma, nec pharetra ex bibendum eget. Integer auctor mi id dolor
porttitor sagittis. Cras non eros odio. Class aptent tacili sociosqu ad litora torguent per conubia nostra,
per inceptos himenaeos. Mulla at congue guam, laoreet laculis sem. Donec ac commeodo odio.
Quisque pretium metus sit amet nunc venenatis, eget geishas torpor ullamcorper, Praesent in sem

pharetra umna ullamcorper dignissim ac at lacus. Nullam condimentum tempus sem nec blandit

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce vitae sodales nisl, mattis bibendum
odio. Fusce portfitor, quam nec dapibus suscipit, orci blandit risus, id pulvinar dui enim sed enim. Morbi
ut adio finibus, volutpat ex vitae, euismod augue. In ultrices lectus ex, eu bibendum neque cursus eu
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Step 2: Insert section breaks.
With your document ready, start inserting section breaks before and after the
page that you want in a different margin format. For this example, we’ll insert
section breaks before and after the second paragraph.
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce vitae sodales nisl, matti
odio. Fusce porttitor, quam nec dapibus suscipit, orci blandit risus, id pulvinar dui enim sed
ut odio finibus, volutpat ex vitae, euismod augue. In ultrices lectus ex, eu bibendum neque
Nunc sed auctor turpis. Integer sit amet urna non arcu finibus molestie. Suspendisse blanc
pellentesque, non rhoncus sapien porta. In at justo sit amet mauris iaculis tincidunt sit ¢
Maecenas vel dolor pharetra elit elementum eleifend.

Morbi felis eros, tristique sit amet tempor quis, fermentum sit amet nunc. Fusce sagittis
laoreet. Aenean ftristique lacinia urna, nec pharetra ex bibendum eget. Integer auctor
porttitor sagittis. Cras non eros odio. Class aptent taciti sociosqu ad litora torquent per con
per inceptos himenaeos. Nulla at congue quam, laoreet iaculis sem. Donec ac com
Quisque pretium metus sit amet nunc venenatis, eget geishas torpor ullamcorper. Prae

S T
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Place your cursor at the start of the page that you want margins changed. Go to
the Layout tab and click the Breaks drop-down menu. Then, select Next
Page under the Section Breaks group.
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Insert a section break and start the new
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\ t tempor quis, fermentum sit amet nunc. Fusce sagittis vel felis ut
sectien breskand satthenes ma nec pharetra ex bibendum eget. Integer auctor mi id dolor

| section on the same page.
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Fusce vitae sodales nisl, mattis bibendum
odio. Fusce porttitor, quam nec dapibus suscipit, orci blandit risus, id pulvinar dui enim sed enim. Morbi
ut odio finibus, volutpat ex vitae, euismod augue. In ultrices lectus ex, eu bibendum neque cursus eu.
Nunc sed auctor turpis. Integer sit amet urna non arcu finibus molestie. Suspendisse blandit felis a leo

pellentesque, non rhoncus sapien porta. In at justo sit amet mauris iaculis tincidunt sit amet ac elit.
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If your document has multiple pages, you’ll notice that the rest of the main text
has been pushed down the succeeding pages.

e E - I + 130%

Finally, place your cursor at the end of the page and insert another section break.
From our example, notice that the second paragraph is now on a single page.
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Morbi felis eros, tristique sit amet tempor quis, fermentum sit amet nunc. Fusce sagittis vel felis ut
laoreet. Aenean Iristique lacinia urna, nec pharetra ex bibendum egel. Inleger auctor mi id dolor
porttitor sagitiis. Cras nen eros odio. Class aptent taciti sociosqu ad litora torquent per conubia nestra,
per inceptos himenaeos. Nulla at congue quam, laoreet laculls sem. Donec ac commode odio.
Quisque pretium metus sit amel nunc venenatis, eget geishas torpor ullamcorper. Praesent in sem
pharetra uma ullamcorper dignissim ac at lacus. Mullam condimentum tempus sem nec blandit.
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Step 3: Change the margin format.

Once you’ve successfully set up the section breaks, you can start changing the

margins for that section already. Go to the Layout tab and click
the Margins drop-down menu. Once the different preset margin formats are
displayed, select one from the selection that suits your needs.
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If what you need is not in the options, select Custom Margins. This will launch
the Page Setup dialogue box in the middle of your window.
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Morbi felis eros, tristique sit amet tempor quis, fermentum sit amet nunc. Fusce sagittis vel fells ut
laoreet. Aenean tristique lacinia urna, nec pharetra ex bibendum eget. Integer auctor mi id dolor
porttitor sagittis. Cras non eros odio. Class aptent taciti sociosqu ad litora torquent per conubia nostra,
per inceptos himenaeos. Nulla at congue quam, laoreet iaculis sem. Donec ac commodo odio.
Quisque prefium metus sit amet nunc venenatis, eget geishas torpor ullamcorper. Praesent in sem
pharetra uma ullamcorper dignissim ac at lacus. Nullam condimentum tempus sem nec blandit.

On the dialogue box, type in your desired measurements for each of the

margins.
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Set As Default
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Voila! You've just inserted section breaks to change the margin on one page in

MS Word.

Editing Margin on One Page in MS Word

Editing margins is as easy as a-b-c. Microsoft Word offers several ways to edit
margins. Even preset margin formats can still be modified to your preference. All

these options can be found in the Page Setup dialogue box.

To access the Page Setup dialogue box, simply follow the steps we’ve laid out in
Method 1. Once you’ve launched the Page Setup dialogue box, you can just
change the Top, Bottom, Left, and Right margin fields to your required

measurements.



