Lesson 3 Accessibility Spacing & Zoom & Read
Mode

Increasing Spaces between Words

Once a document is typed, it can sometimes make the document more accessible to
increase the spaces between words by using the Replace tool. The following explains how to
increase spaces between words using the Replace tool.

1. Click the Home tab (1).
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2. In the Editing group, click on Replace. (2)
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Fing and Replace
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4, In the replace with; field, press the spacebar to equal number of spaces that you want to inser
between each word.

5.Click the Replace All button.
6. The space between word in your document will be increased.
Zoom

The tool magnifies the document on the screen, making text large (or smaller). Note that using the
zoom tool will not change the appearance of the document when it is printed. The zoom tool can be
found on the View tab in the Zoom grouping (1) or on the right-side of the status bar at the bottom
of the document. (2).
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To adjust Zoom via the View tab.

1. Click on the view tab. (3)
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2. In the Zoom grouping, click on Zoom. (4)
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3. The Zoom window will appear, in the Percent field, adjust the number relative to how much you

want to zoom infout (5).
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4. Click on OK.

To adjust Zoom via the Status Bar:

1

Click the minus or plus button to zoom your document infout.(6)
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2. You can also drag the slider to the left or right to zoom in or out.(7)
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Read Mode

New in Word 2013 and beyond is the Read Mode. When activated, word will hide the
ribbon and the menu. Read Mode will automatically fit the pages to your computer, use
columns and large font sizes to improve readability,(or if you are using a tablet, resize the
page to fit your device). While in read mode, you can also change these options to suit your

needs, The following explains how to enter Read Mode.

1. Click the View tab.(1)
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2. In the View section, click Read Mode (2).
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3. Your document will now display in Read Mode. To navigate through the document, click the
arrows within left/right margins. (3)

phant's tisks may welgh as mach as 130 pou nds (B0 klograms) aach . The Tusks of Atrikcan cow (lemale] ala-
phans vy ally welgh stiout 20 po mrds (i klogiams j each. Mdle siephan i tusks 2re sually wners| oot (o
couple meters) leng. tlephants we o thoir fusks for digging roots from the ground to st and for pecling bark
from trees to gat, They alsa use them to fight other animals. Male elephants may use their tusks when they
are fighting esch other for mates (Honda & Flamenco, 3310

Thae trunks of slaphants are amazing! They are very strong and can §ift tree tranks. Fer many years peaple
have ted ined elephants ta bft and carry thangs. Eleghants use their brunks te pack food from the ground and
fromtiees and placs it [n thelr mouths, The ends of their trunks have twe noserily, Their trunks alse have ey
E ihde fingorlike lips st the ond for towiching and gracping abjects These fingor _like lips ara difforont frarm the
Fips arewrd ther mouths. Afncan slephants kave two of these hps on ther tranks, aad Asan elepharts have
one, The elephants can move and control these finger-like lips, which haw seasitive hairs on them. Eephams
'l suck water jolo Bheic trunks and sguirt @ into thels mouths o on their bodiss, Squirting wates ouss theic
Borfies helps koep eleghants cool i the hot sunst e,

Eleeh ants like to ool off and taks baths. Semetins whien they are. swimeming they will g0 under witar #nd
breathe through their trunks, just like peogle do with snorkals. Trwn ks are alco ueeful for dust baths. Ela-
prhanes spay dust cver their badies W get o of bugs and parasites {Rramet, 1019), 3

4. To return to editing your document, click the View tab (4).
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The rwi‘ elephants see made of ivory, hory & very valuable, and many pecple ke 1o carve € Tor jeselry or
desorations. Mt e someti mes llegally Bl alephants just to gt thear tesks. Mala elephants hawe larger

fusks than lamakes. Fermale Asian elephants do not have tusks. The tusks of African Temale slephants are not

wisile beyond thois lipe (Eramer, 2010). Tecks bogin growing at iwe years of age. An Alrican bull (malo) el

phent’s Tusks may weigh as much as 130 pounds |60 kilograms) each. The tusks of African cow [female] ele-

phants wsuelly weigh about 20 pounds [nine kilograms) each, Male elephants' tusks are usually several feet {a

couple meters) long. Blephaiis use their Tusks for digging roots frorm the ground 1o ear and for peaiing bark

fiom Droes b0 eat, They 3lce v them to fight other snimali. Male alophants may ueo their tieske whor they

are fighting e2dh other for mates (Hoada & Flamenco, 2010). a4

5. Click on Edit Document to return to the Print Layout view.(5)
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Questions

1. Explain to steps for Read Mode.
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