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Tutorial A5 Including Layout Guides                                                                                                (20 points)
1. To begin making layout guides, first go to your ribbon and select __________________________.

2. If you wish to adjust margins, select the ________________ drop down arrow, and now you can use preset margins that have been created, or you can select, at the bottom of this menu, ___________________________ margins.
3. The layout guide dialog box appears.  You can decide how you want your ______________________________ to look like.

4. If we select _________________________, we can decide whether we want _________________ guides or __________________ guides.

5. You have an option to add a ___________ guide between columns and rows.

6. You can also create ________________ guides.  Baselines guides will help you line up your ________________correctly.

7. If my font size is 11 pt, I probably want to keep my offset at _________________.
8. Do baseline guides show up on your document?

9. If you wish to see your baseline guides, go up to your ribbon and select the _____________ tab, and select ___________________________________.

10. What else can you change in the Page Design tab (list four)?

11. What are the two options in Page Design for Orientation?

