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Open Word and
Select book

In Layout

select margins
and go to
custom margins

Enter 1" top and bottom,
.75" Left and .5" right.

When Mirror margins are
selected, left and right
become inside and outside.

Select Whole document.

Lastly select Layout
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To enter your custom size
hit the + sign to get a new
entry line.

Enter a name for your
—® custom size like 6 X 9
books for instance

Enter 6 the width and 9 in
the height. Margins should

= » be 0. They will be set in
your document.

Hit OK to save

Important! Be sure to hit OK
in all the Layout and Margin
boxes as they appear when
you back out of this process.
If you happen to forget this,
you may repeat the entire
process.

Once back in your document you should see the
changes in your document size and margins.
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