ICT Tips 19th October 2010

Kesteven & Grantham Girls’ School

Zooming
You may find some of the different monitors around school harder to read text on than others. If you are looking at a webpage or an Office document (Word, PowerPoint, Excel etc.) you can zoom in and out to enlarge the text & pictures or show more of the document as necessary. 
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Whilst looking at the document or webpage, simply hold down the Ctrl button at the corner of your keyboard, as shown in red on the right (alternate option in green – you only need to hold down one of these two).
Whilst holding this key, sc​​​​roll your mouse wheel up to zoom in and make the text larger, or scroll down to zoom out. The mouse wheel is between the two buttons on your mouse
When you’re at a level you’re happy with, just let go of the Ctrl button.
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This works in the most common programs – the main Office programs, websites, Adobe Reader – but might not work in every program you use. The best way to find out is to try.
Advanced tip: In Word, there are also special levels of zoom that can make life easier. If you look at the top of the window (just below the blue title bar) you will see a white box with an arrow next to it and a percentage figure, usually 100%, as shown on the right.
If you click the little down arrow it offers you a number of options for the zoom level; the bottom 4 options will adjust the zoom so that you can see the full width of the page, the width of the text (i.e. without the margins), the whole page or two pages side by side. These are often handy to use if you want to check the layout of a page you are working on.
