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By Indeed Editorial TeamPublished October 8, 2021Effective formatting can make your documents easier to read, visually appealing and organized. Adding a page border is one way to elevate your document and attract the attention of readers. If you're designing a flyer, writing a resume, creating a title page for a paper or want to change the look of
your document, there are a few simple steps to take to add a border around your text. In this article, we list some benefits of adding a page border in Word, provide a step-by-step guide on adding borders and offer tips for using Word to complete work-related documents.Benefits of adding a page border in WordAdding a border can offer many
benefits to your document or paper, including:Visual appealAdding a page border can make your document more unique and visually appealing. Word offers a variety of page borders you can select from to meet your unique needs. You can use a themed border with colorful images to create a flyer for an event. A plain border can help elevate the
appearance of a report or academic paper. You can also customize your page border, combining effects or choosing where on your document you want the border to appear.OrganizationAnother benefit of using a border is the organization it can bring to your document. You might choose to have a page border on the title page of a paper or report.
This can help important pages stand out from the rest. In a resume, a border can help unify your information and make it appear more cohesive.ReadabilityBorders can also positively affect your document's readability. Using borders can give printed documents a cohesive feel and help readers know bordered pages belong to the same collection.
Using borders for important sections or pages can draw readers' attention to the content on the page.Related: How To Make Business Cards in Microsoft Word (With Template)How to add a page border in wordTo add a page border in your Word document, follow these steps:Open Microsoft Word. Open either a new document or open an existing
document where you want to apply the page border.Select the "Design" tab. Find the navigation tabs at the top of your application's viewing window and select the fourth tab from the left labeled "Design."Click "Page Borders." At the right end of the design ribbon, there's an icon of a white page with an orange border and the label "Page Borders."
Select the icon by clicking on it.Choose a setting, style, color, width, design and location for your border. Explore different border options and styles and select the one you want to choose for your document. You can see an example of how the selection would look by viewing the preview image on the right of the border selection window.Related: 10
Tips for Resume Border DesignHow to add an art border in WordWord also offers art border options. You can choose a colorful graphic that makes your document appear more festive and striking. Here's how:Open "Page Borders." From the design tab, open the page borders window.Find the "Art" drop-down menu: Near the bottom-middle of the
window, you can see the word " Art" above a box with a down arrow. Select the down arrow to view the art options.Make an art selection: Scroll through the drop-down menu until you find a border option you like. Notice there are a variety of themes, images and designs to choose from.Related: How To Plan an Office PartyHow to add a page border
to only select sides or pagesWord also allows you to choose where you want your page border to appear. You can apply it to the complete document, the title page, every page but the title page or to a single page. You can also select the sides of the page where you want the border to appear. Here's how:Open "Page Borders." Select the "Page
Borders" icon from within the design ribbon.Click the icons within the "Preview" section. In your page borders window, there are four icons next to the preview image, two on the left side of the preview page and two on the bottom.Select where you want the border to appear. Choose where you want the border to go by selecting from the four icons
and use the preview to see the effects of your selection. Click the two icons on the left of the preview page to control the top and bottom border selections, and the two icons on the bottom of the preview to control the left and right borders.Choose where to apply your page border. Beneath the word "Apply" there's a drop-down menu box with a down



arrow. Select the arrow and choose where in your document you want the border to appear.Tips for using Word for work-related documentsHere are some additional tips you can use to create school- or work-related documents in Word:Keep your document simpleWord offers many enticing features that can enliven your document and enhance its
readability and uniqueness. When using features like borders, images or other visual tools, be selective about how many you use at once. By applying additions sparingly, you can keep your document uncluttered and easy to read. Using a single effect or well-placed effects can add emphasis to your content, but too many at once can detract from your
message.Related: How To Create a Cover Letter Template in WordTrack changesIf you're collaborating on a work document or want to track changes to an original document, Word offers a "Track Changes" feature for easier editing. The changes appear in a new color, meaning you can easily differentiate new content from old. To access this feature,
follow these three steps:Select the review tab. From the main menu options at the top of your program, choose "Review."Click "Track Changes." In the fifth section from the left, labeled "tracking," select the track changes option. It's represented by an icon of a page with red edits and a pen.Choose "Track Changes." Choose the first option, "Track
Changes" from the drop-down menu. This allows you to view the edits you're making in the document.Choose recognizable fontsWhen writing a document for professional use, like when creating a resume or report, try to adhere to standard formatting suggestions. Choose a recognizable font like Times New Roman or Helvetica. Use black text on
white paper with 1-inch margins and 12-point font. Making these selections can keep your document clean, professional and easy to read.Explore optionsWord offers many useful features and helpful visual aids. Besides page borders, you can add pictures, graphs, word art and tables to a document. Consider exploring the various tabs within the
program on an unimportant document to learn what features it offers. Improving your familiarity with the program can make it easier to find relevant tools that can elevate your work.Please note that none of the products mentioned in this article are affiliated with Indeed.

PageBorders.org is a collection of free printable borders and frames to use with Microsoft Word, Photoshop, and other applications. Use them to create flyers, invitations, stationery, and more. Choose from borders featuring animals, holiday themes, nature themes, and sports designs, and much more. The borders are sized for use with 8.5 x 11 paper.
Create Free Printable Tags Online in Minutes. Choose from Dozens of Professional, Ready-made Tag Designs That Are Easy to Customize, Edit, and Print. With Template.net’s Tag Templates, You Easily Create Tags by Editing Images, Text, Backgrounds, Colors, Borders, and Layouts. Create headings using Word’s styles labeled “Heading 1,” “Heading
2,” etc. Don’t just make text big, bold, or underlined. Why Headings Matter Benefits to Students with Disabilities. Screen reader users will be able to hear which blocks of text are headings and what level each heading occupies in the hierarchy of the page. You can do it on your own. Creating a postcard and designing is easy nowadays when you have
Microsoft Word or Microsoft Publishers. You may want to print one postcard on a single page or four postcards on a single page. Our article is about the later one. Here are all the tools. Here are all the tools you need to, A computer with MS word or ... Jun 30, 2021 - Microsoft word is a word processor software developed by Microsoft in 1983. It is
the most commonly used word processor software. ... The design tab contains document designs that you can select, such as documents with centered titles, offset headings, left-justified text, page borders, watermarks, page color, etc., as shown in the below image ... Oct 13, 2020 - 1. Open Microsoft Word and pick a template. First, open Word and
search for ‘resume’ by selecting the search icon in the top right-hand corner. This will bring up a range of options. Choose ‘templates’, which will display your choice of resume templates, and then select the one that you like best: For our examples, we chose Microsoft ... page up places the cursor at the top of the page. page down places the cursor at
the page bottom. caps lock causes all the letters that you type to appear as capitals. spacebar adds spaces between words. return creates a paragraph break or ends a line early. backspace deletes text to the left of your cursor. For example, if you insert an Odd Page Section Break at the end of page 3, the next section will start on page 5. You can add
page breaks, but Word for the web can’t add section breaks yet. If you have the Word desktop application, use the Open in Word command to open the document and add section breaks there. May 26, 2021 - 25 Top Free Microsoft Word Border Template Designs to Download 2022. Before looking for free Word border templates on the web, check
Envato's free offerings first. Try out various premium template files (not always Word templates) at no cost to you. ... You want your document with the Microsoft Word borders to look good. After all, depending on ... Oct 13, 2020 - 1. Open Microsoft Word and pick a template. First, open Word and search for ‘resume’ by selecting the search icon in the
top right-hand corner. This will bring up a range of options. Choose ‘templates’, which will display your choice of resume templates, and then select the one that you like best: For our examples, we chose Microsoft ... Edit your Labels. After clicking New Document your labels will appear on your Word Document. (TIP: To see the borders between
labels, go to the Layout tab, and under Table Tools, click View Gridlines) You can now change your font, make changes to your labels or add images or more information. When finished, click the File tab, click Print, and click the Print button. Jul 26, 2021 - Let's start by learning how to make a basic table in Microsoft Word: 1. Insert a Table. You can
create a basic Microsoft Word table in one of two ways: Method 1. The Insert Tab. Click on the Insert tab, then click the Table button on the ribbon. The Insert Table panel appears. Drag the cursor over the squares to specify the number of columns ... Create headings using Word’s styles labeled “Heading 1,” “Heading 2,” etc. Don’t just make text big,
bold, or underlined. Why Headings Matter Benefits to Students with Disabilities. Screen reader users will be able to hear which blocks of text are headings and what level each heading occupies in the hierarchy of the page. For example, if you insert an Odd Page Section Break at the end of page 3, the next section will start on page 5. You can add
page breaks, but Word for the web can’t add section breaks yet. If you have the Word desktop application, use the Open in Word command to open the document and add section breaks there. May 23, 2017 - Designing such an advertisement will be a very beneficial role for Microsoft Word students or people learning Advanced Microsoft Word skills.
Advertisement designs contain high-quality images, text, and layout. And these designs are created by experts. ... This is the easiest page layout option, in which you can learn about page borders in MS ... page up places the cursor at the top of the page. page down places the cursor at the page bottom. caps lock causes all the letters that you type to
appear as capitals. spacebar adds spaces between words. return creates a paragraph break or ends a line early. backspace deletes text to the left of your cursor. After clicking New Document your labels will appear on your Word Document. (TIP: To see the borders between labels, go to the Layout tab, and under Table Tools, click View Gridlines) You
can now change your font, make changes to your labels or add images or more information. When finished, click the File tab, click Print, and click the Print button. Jun 30, 2021 - Microsoft word is a word processor software developed by Microsoft in 1983. It is the most commonly used word processor software. ... The design tab contains document
designs that you can select, such as documents with centered titles, offset headings, left-justified text, page borders, watermarks, page color, etc., as shown in the below image ... Jan 04, 2022 - The Microsoft direct ones are probably all you need. They have the basic look (year to a page or month to a page) and can be quickly changed in design and
text to suit you. Changing the calendar. Each calendar template is just a Word document that you can, and probably should, change to suit yourself. The main text elements have styles. Aug 15, 2021 - Method 1: Creating a Certificate Using the Word Templates. Microsoft Word has an assortment of certificate templates readily available. All you have to
do is pick one and begin editing. Highlighted below are the steps to follow to access the templates: Select the Template to Use. Open Word, and on the side menu, click on New. Jan 04, 2022 - The Microsoft direct ones are probably all you need. They have the basic look (year to a page or month to a page) and can be quickly changed in design and text
to suit you. Changing the calendar. Each calendar template is just a Word document that you can, and probably should, change to suit yourself. The main text elements have styles. page up places the cursor at the top of the page. page down places the cursor at the page bottom. caps lock causes all the letters that you type to appear as capitals.
spacebar adds spaces between words. return creates a paragraph break or ends a line early. backspace deletes text to the left of your cursor. Nov 11, 2018 - We should be thankful for these developments because now we can skip the quill and ink and jump straight into Microsoft Word. Using a Microsoft Word Résumé Template. Microsoft Word offers
a bunch of résumé templates. Some are beautiful; some are not. We’ll let you decide which style fits you best, but here’s where you can find them. Go ... Nov 11, 2018 - We should be thankful for these developments because now we can skip the quill and ink and jump straight into Microsoft Word. Using a Microsoft Word Résumé Template. Microsoft
Word offers a bunch of résumé templates. Some are beautiful; some are not. We'll let you decide which style fits you best, but here’s where you can find them. Go ... A collection of free page border designs with themes related to children. Download borders featuring crayons, toys, and more. Each border is sized for 8.5 x 11 paper. Use the border in
programs like Microsoft Word to create flyers, stationery, handouts for your class, or anything else. Free downloads are available with a watermark. Sep 26, 2021 - First, open Microsoft Word (or any other software you’re comfortable using). ... Search for Christmas clip art borders and choose one from this page website. Copy the border (make sure
it’s free!) and paste it into your document. ... Lovely designs and all very useful - thank you very much. Reply. Julie says: December 18, 2020 at 11:49 pm ... Microsoft Word. Microsoft Excel. Microsoft Publisher. ... Enjoy these FREE hand-drawn Doodle Border designs for your creations. There are 14 borders in total - 7 borders offered in blackline
(black lines with transparent center) and the same 7 borders offered in black and white (black lines with white fill). ... Page Borders and Frames Simple ... You can do it on your own. Creating a postcard and designing is easy nowadays when you have Microsoft Word or Microsoft Publishers. You may want to print one postcard on a single page or four
postcards on a single page. Our article is about the later one. Here are all the tools. Here are all the tools you need to, A computer with MS word or ... Jul 26, 2021 - Let's start by learning how to make a basic table in Microsoft Word: 1. Insert a Table. You can create a basic Microsoft Word table in one of two ways: Method 1. The Insert Tab. Click on
the Insert tab, then click the Table button on the ribbon. The Insert Table panel appears. Drag the cursor over the squares to specify the number of columns ... May 23, 2017 - Designing such an advertisement will be a very beneficial role for Microsoft Word students or people learning Advanced Microsoft Word skills. Advertisement designs contain
high-quality images, text, and layout. And these designs are created by experts. ... This is the easiest page layout option, in which you can learn about page borders in MS ... Aug 15, 2018 - Open Word and click on the Design tab. Under Page Layout, click Page Borders. Click Page Border in the Borders and Shading window. Select the ... Sep 26,

2021 - First, open Microsoft Word (or any other software you’re comfortable using). ... Search for Christmas clip art borders and choose one from this page website. Copy the border (make sure it’s free!) and paste it into your document. ... Lovely designs and all very useful - thank you very much. Reply. Julie says: December 18, 2020 at 11:49 pm ...
Microsoft Word. Microsoft Excel. Microsoft Publisher. ... Enjoy these FREE hand-drawn Doodle Border designs for your creations. There are 14 borders in total - 7 borders offered in blackline (black lines with transparent center) and the same 7 borders offered in black and white (black lines with white fill). ... Page Borders and Frames Simple ... Aug
15, 2021 - Method 1: Creating a Certificate Using the Word Templates. Microsoft Word has an assortment of certificate templates readily available. All you have to do is pick one and begin editing. Highlighted below are the steps to follow to access the templates: Select the Template to Use. Open Word, and on the side menu, click on New. Jun 30,
2021 - Microsoft word is a word processor software developed by Microsoft in 1983. It is the most commonly used word processor software. ... The design tab contains document designs that you can select, such as documents with centered titles, offset headings, left-justified text, page borders, watermarks, page color, etc., as shown in the below
image ...
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