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WHAT’s New? l

@lit Text of a Document in Print Preview \

Print preview displays the complete look of your document
when it is printed...

But did you know that you can edit your document in Print
Preview and retain the updates when you return to the
x Normal view?

Read below to know more about this feature. j

NOTE: Productivl.Ty is a regular email publication of Information Security and
IT Governance under NCVI. For comments and suggestions, kindly email:

ict-process@pijlhvillier.com
(Qad( | | Next > l Missed an issue? Click here to visit the Productivl.T.y section
in Mylink for back issues.
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How to Edit Text of a Document in PRINT PREVIEW
MS Word 2003 MS Word 2007

In the Print Preview toolbar, click the Magnifier icon |=
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3 . In the Print Preview toolbar, uncheck the Magnifier checkbox in the

Preview group.
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This will disable the magnifier tool and change the mouse pointer to an insertion point marker (or I‘beam), similar to what you use and see in Normal

view.

When the pointer changes from a magnifying glass to an I-beam, you can now make your changes to the document.
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The Intemet is a global system of interconnected computer networks that use the
standard Intemet Protocol Suite (TCP/IP) to serve billions of users worldwide Rtis a
network of networks that consists of millions of private, public, academic, business, and
govemnment networks, of local to global scope, that are linked by a broad array of
electronic, wireless and optical networking technologies The Intemet cames a vast
range of information resources and services, such as the inter-inked hypertext
documents of the World Wide Web (WWW) and the infrastructure (o support electronic
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The Iintemet is a global system of interconnected computer networks that use the
standard Internet Protocol Suite (TEP/IP) to serve billions of users worldwide Itis a
network of networks that consists of fuillions of pnivate, public, academic, business, and
govemment networks, of local to global scope, that are linked by a broad array of

electronic, wireless and optical n ng technologies The Intemet cames a vast
range of information resources apd services, such as the inter-linked hypertext
documents of the World Wide Web and the infrastructure to support electronic

mail ID‘

Linet tradihianal rammiinicatane mardka inclodinn Inlanhana moeis len and talsneinn

ICTP_027_07062011

Productivl.T.y tip 47_(Word) Edit Text of a Document in Print Preview_07062011

Page 3 of 4




When you close the Print Preview, updates on your document are retained when you return to the Normal view.

Updates in Print Preview Normal View after Update
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When you are in a Print Preview and you are about to print your document but need to edit a part of your document, instead of shifting back and forth
between the Normal view and Print Preview, try editing in the Print Preview! Though simple, when accumulated, might save a lot of your time.
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