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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 . 
 

 
 

In the Print Preview toolbar, uncheck the Magnifier checkbox in the 
Preview group. 

 
 

 
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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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 

 

 

 
 
 
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. 
 

 
 
 
 
 
 


