
© Hannah Stoltz  

1 

 

CHAPTER SIX :  FORMATTING DOCUMENTS 

 
You can format entire documents in much the same way you can format paragraphs. The same basic 

concepts you learned in Chapter Five, such as indenting and adding backgrounds, can be applied on a 
larger scale to the pages in a document. 
 
 

This Chapter Will Include: 
 

 Adjusting Page Margins 
 Landscape View 
 Adding Page Borders and Backgrounds 

 Applying Themes 
 Using Templates 

 
 
 

Adjusting Page Margins  
 
Page margins  can be changed to allow you more or less space for text in a document. By default, every 
new Word document has 1ò margins on the top and bottom and 1.25ò margins on the left and right.  
 
To change page margins, follow these steps: 

 

1. On the Menu toolbar , select File  and then Page Setup . 
2. Make sure the Margins  tab is selected. 
3. To change the margins, click anywhere in the margins boxes and replace the current numbers 
with new ones. The standard margin for writing papers is typically 1ò on all four sides. 
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4. When you are finished, click OK to apply any changes you made. 
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Lands cape View  
 
Landscape View  changes the width of the margins, making the left/right margins shorter and the 
top/bottom margins longer.  

 

 
 

To change a document to landscape view, follow these steps: 

 
1. Open the Page Setup Dialog Box  and ensure that the Margins  tab is selected. 
2. Click Landscape  in the Orientation area. Note that all four margins will adjust to comply with 

the new view (typically, the left/right and top/bottom margins will switch).  
3. Under Preview , make sure Whole Document  is selected in the Apply t o list. 
4. Click OK. 

 
 
 

Adding Page Borders and Backgrounds  
 
You can add borders, backgrounds, and watermarks to a document to draw attention to it. Note, 
however, that background images will not print by default unless you specify such in the Print Dialog 

Box  (see Chapter One). 
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To add a page border, follow these steps: 

 
1. Click on Format  in the Menu toolbar  and select Borders and Shading . 
2. In the Borders and Shading Dialog Box , make sure the Page Border  tab is selected. 

 

 
 

3. The options here are essentially the same ones you saw when applying borders to a paragraph in 
Chapter Five; the only addition is the Art  box at the bottom of the window. Here, you can choose 
different border images not available when adding borders to paragraphs.  

4. When you are done, click OK. 
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To add a page background, follow these steps: 

 
1. Return to Format  on the Menu toolbar  and hover your mouse over Background . Here, you 

can choose a plain background color, customize your background, or add a Watermark. 
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2. For now, click Fill Effects  to open the Fill Effects Dialog Box . There are four tabs here, each 
with different options.  

a. Gradient : allows you to select up to two colors and change the way they blend 
together. 

b. Texture : allows you to select a preformatted texture from a list.  
c. Pattern : allows you to select a background pattern from a list. You can also change the 

colors of the pattern in this tab.  
d. Picture : allows you to select a picture saved on your computer to add as a background.  
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3. To save your settings, click OK. 
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To add a watermark, follow these steps: 

 
1. On the Menu toolbar , select Format  and scroll down to Background . Click on Printed 

Watermark  in the menu that appears.  
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2. In the Printed Watermark Dialog Box , you can select either a picture watermark or a text 
watermark. 

3. To add a picture watermark, check the circle next to Picture watermark  and then click Select 
Picture . A window will open where you can choose a picture saved on your computer to add as 
a watermark. 

4. To add a text watermark, check the circle next to Text watermark  and fill in the appropriate 

fields. 
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5. Click Apply  to add the watermark. The dialog box will remain open if you need to make 
additional changes. 

6. When you are finished, click OK. 
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Applying Themes  
 
Microsoft Word comes with several themes that can be applied to a document. These themes include a 
background, pictures for bullets, header styles, and text colors. However, if you have not specified 
header styles already in your document, or if you are using custom bullets, they will be unaffected when 
a theme is used.  
 


