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Basic Formatting for Word Documents
This document was created with screenshots from a Mac using MS Word for Mac 16.4. and
screenshots from a PC using MS Word 365 for Windows. In most cases the formatting menus
are similar on Mac and PC; when the differences are substantial, instructions and screenshots
are provided for both systems.

NOTE: You can download and install MS Office by signing into https://portal.office.com with
netid@duke.edu. Activate your office software by signing in with netid@duke.edu. Visit
an IT office if you need help.

Line Spacing (Home > Paragraph Ribbon)
Adjust spacing based on document style (APA, MLA, Chicago, etc.) or assignment specifications.

() Autosave @or @A EH v & = ) Word Formatting Tips

Home Insert Draw Design Layout References Mailings  Review View EndNote X9  Tellme
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Line Spacing Options...
Margins (Layout > Margins)
Generally, use 1-inch margins on left, right, top, and bottom (1 inch = 2.5cm).
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Home Insert Draw Design  Layout References
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L o5 S 1 et 25, i Click here to customize margins to meet
Custom Margins... <«— | assignment formatting instructions.
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Alignment (Home > Paragraph Ribbon)

Use left alignment for the rest of your paper
Use center alignment for your title. (but check requirements for headings and
subheadings in longer papers).
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Indentation
e Paragraph (first line) indentation: This is blank space at the beginning of the first line of
each paragraph in your paper. The fastest way to create indentation is by pressing the
Tab key, usually on the upper left of the keyboard. Correct tab spacing can be set using
the menu as shown below.
e Hanging indent: Use in your APA-format reference list when the first line starts at the
margin and following lines are indented.

Set with the ruler
Paragraph Indentation Hanging Indent

1 1 @ 1 i Y 1
\:i ] ] ] i i

Put the cursor on the first line where you
want the hanging indent and then drag
the bottom triangle (not the box below it)
0.5 inch to the right for hanging indent.

Put the cursor where you want the
indentation in your text and then drag the
top triangle 0.5 inch to the right for
paragraph indentation.

Set using menus

For Mac: Format > Paragraph > Indents and
Spacing to open Paragraph Settings
window.
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For PC: Home > Paragraph Setting
(Click this button to open Paragraph—
Settings window) Paragraph
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Paragraph
etz isisEldlals i Line and Page Breaks  Asian Typography
General

Alignment: | Left

Outline Level: = Body Text

Select “First line” for
paragraph indentation and
set to 0.5” or 1.25cm.

Indentation \
oft: [0 | 2 /
Special: = First line By: |0.5" °
Right: 0" z

Automatically adjust right indent when document grid is defined

Select “Hanging” for hanging

; : ~ " »~ indent and set to 0.5” or
Special: Hanging & By: 05 0 o— |
. 1.25cm.

Page Breaks (Insert > Pages > Page Break)

Insert a page break at the end of your paper (after your conclusion) to ensure that your
reference list begins on a new page.

@ AutoSave @ ofF
Home Draw De
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Pages, Table Pictures !
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Cover Blan
- Page Page\ Break
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Page Numbers (Insert > Page number)
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assignment instructions.

Uncheck this box if you don’t
want a page number to appear on
the first page (e.g., when you
have a title page).

@ Word Formatting Tips

N View EndNote X9 Q Tell me
= AN
v W N ij DD“
s v Wikipedia Media Links Comment Header Footer Page
Number
3 4 S 6 A 7
Select bottom or top of page and Page Numbers
left, right, or center as specified in o
-] =

» Bottom of page (Footer)

Alignment: =
Right = I
- how number on first page [
Format... Cancel m

Headers and Footers (Insert > Header/Footer)
The header is the text that appears in the top margins on all pages. The footer appears in the

bottom margins.

&% Word Formatting Tips — Saved to my Mac ~

Select type of header/footer from
the options provided as specified in
assignment instructions or citation
style manual.

View  Zotero
Click to add header and/or footer. - " N
/ [::é v (E) :u:kmark ﬁ;:l D : @ i i
Media L—-El Crose-rafarance Comment Header  Footer NE;Q:M
(Mo -[0- [A-4-A=-5  TI-

Built-in

Blank

Tiype bare]

Blank (Thras Columns)

[iype rare] [Tvps nere] Iivps nese]

Badge

[DOCUMENT TITLE]

Bandad

[* Edit Header
[ Remove Header
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Different First Page (Header & Footer > Different First Page)

e The Header & Footer tab only appears once a header and/or footer has been added. It
can also be brought up by double-clicking the area where the header or footer would
be.

® The most common different first page formats are:

O Headers on all pages except the first
o Page numbers on all pages except the first

Double-click in the header or footer area &*| Word Formatting Tips -

to bring up the options tab.

. . . . v/ Ditferent First Page
Check this box if you want a different first SeTSTTOT & ven Pages
page header/fOOter' ous v/ Show Document Text

Header from Top:

Bl I

Footer from Bottom:

Bulleted and Numbered Lists (Home > Paragraph Ribbon)

Bulleted lists are for items that don’t need to be in = v =
order. it Library

None ® O | * °e

- v

You can customize the style.

Define New Bullet...

Numbered lists are for steps or items that must go
in sequence.

|

2— v| a—
= -

j

[N 170

Numbering Library

1. 1

You can choose between number and letter Nome | 2 2;
options. 3. 3)
| A. a)

I B. b)

1. C. c)

Making a list:
1. Click on the line where you want the list to start.
2. Click Bullet or Numbering (shown above)
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3. Type your first item, then press Enter to add the next one.

4. Press Enter twice to end the list.

To turn existing text into a list:
1. Select the lines of text.
2. Click Bullet or Numbering.

To create a sub-point, press Tab at the start of a list item. e Main point
o Sub-point1
To move a sub-point back to a main point, press Shift + ®* Sub-sub-point
Tab. o Sub-point2
Table Creation (Insert > Table)
e Nol-I-RReR=
m Draw Design Layout Reference
ol == =ML -TE
o .\nserl Table |
Hover over the boxes to set the number OOO0O0O00000
CO 000008000
of rows and columns. Oooooooooo
OOO000000con
| I
| I
|
|
Click on Insert Table to add more rows
or columns than the default options.
Insert Draw Design Layout References Mailings
= H D DG 0-B -

Adjust the number of rows and columns
as per your need.

Page
Table
sreak

Table Size
Number of columns: &
Number of rows: 2

Pictures Shapes Icons

3D
Models

SmartArt  Chart £
2 1

Insert Table

<3 <>

Auto-fit Behaviour
© Initial column width: C
Auto-fit to contents
Auto-fit to window

Set as default for new tables

Cancel
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Table Styles (Select Table > Table Design)
You can quickly add a pre-set style to your table to make it more visually appealing.

Click the four-headed arrow to @
. /I"ame| NetID
select the entire table. John Smith js12
Jane Doe jd34
Bill Gates bg56
Elon Musk em78

Click Table Design and choose one |, i o
eferences lailings  Review View Zotero(' Table Design ) Table Layout

of the existing Word table pre-set
styles.

A\ —

Shading Border
Styles

You can also select cells, rows, or Name NetID Email
. /' John Smith js12 js12@duke.edu
columns to customize colors then N Jane Dog jd34 jd3a@duke.edu
. . Bill Gates bgh6 bg56@duke.edu
click on Table Design and choose Flom Musk pae om78@duke edu

Shading to add a background color.

Word Count (Status bar at the bottom left of Word window)
This allows you to view the number of words in an entire document or a selected part of the
document.

Total word count (for the entire document, including your name, title, etc.)
Document word count is shown on the Word Count
bottom left of the window in the status -

ba r. ‘ Pages 3
Words 278
Characters (no spaces) 1,405
Characters (with spaces) 1,670

Click on the number of words in the status Non-Asian words: 278

. Asian characters: 0
bar to see details. Paragraphs 31
| Lines 74

Include footnotes and endnotes

Close

|

page3of3 (278 w@ 0% English (United States)

Selection word count (for specific parts of a document)

Hold down the left mouse button to select | presentations, etc.,
text.

o ”Walk-ins are availa

The number of words in the selected text policy below.)

are shown in the status bar.
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Configure English Proofing Language (PC: File > Options > Language)(Mac: Tools > Language)
To access options related to proofing your documents, you may need to download the proofing
tools first.

On a PG, first click on File at the
top left of the ribbon.

Then click Options at the PC: & autesae (@ o)
bottom of the list. ’
File Home  Insert
NOTE: There may be three dots
at the bottom. Click this to see
options. 8 Account

Options

On a Macg, click on Tools.

Word Options

Format Tools Table Window
pc. Mac: e —
General 2 v & spelling and Grammar
Click on the language option. Display Layout | Thesaurus...
Hyphenation...
Proofing 5? v Translate
The bottom box of this option Save Transiste L
. . Word Count...
window shows the proofing Iypogrepky e Ot
Ianguages- Language Check Accessibility
Accessibility
Track Changes

If English isn’t an option in your
language list, select “Add a
Language” and install the

Office authoring languages and proofing

Manage languages used for creating and editing documents, including proofing tools such as spelling and

proof'ng tools. grammar check.
English (United States) <preferred> Proofing installed
If Engllsh is an optlon but |t Chinese (Simplified, Mainland China) Proofing available Save to accoun; ATaLanguage...‘

shows “Proofing available,”
click this text to install proofing
tools.
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Change Proofing Language (Status bar > Language > select proofing language)
If your system language is not English, changing this setting will help to identify grammar,
spelling, and mechanics issues that may need correction.

Right click the language at the
bottom of the window in the
status bar. Language options
will appear in a new window.

Select English or a different
language to enable proofing.

NOTE: See Configuring English
Proofing Language above to
ensure proofing tools for
English are installed.

Select “Detect language
automatically” if you want
Word to automatically adjust
the proofing language.

If you want to change Word’s
proofing language for all
documents, click the “Set As
Default” button.

Language ?

Change proofing language for:
Selected text ) Current Document
Mark selected text as:

Chinese (Simplified, Mainland China)
English (United States)

Afrikaans
Albanian
Alsatian (France)

Amharic
Arabic (Algeria)
Arabic (Bahrain)

The speller and other proofing tools automatically use
dictionaries of the selected language, if available.
(] Do not check spelling or grammar

B oetect language automatically

Set As Default QK Cancel

Page 1 of 1 0 words English (United States) | Text Predictions: Off

Synonyms (Right click word > Synonyms)
This gives you suggestions for words with similar meanings.

Right-click on the word you want
synonyms for.

Choose “Synonyms” from the
menu. A list of similar words will
appear.

You can choose “Thesaurus” at
the bottom of the list of
synonyms to see more.

QLUUIVU PELEVEDS 1T LHE HHNDUILdiice Ul neiping wiil

g coachey nts with texts tha
[l not helg i s that they thems:
orhelpr{ * » been written wh
explicitly ED o | of use of Al on tl
0 Paste Options:
7 B0
vriting pra i o ly address parts c
i the coagq— Pg”
i Synonyms > obviously
tmg’ coa 77 Rewrite Suggestions clearly
3S. A) Read Aloud openly
5% Translate plainly
@ Link > overtly
Text Predictions: Off 3 New Comment E Thesaurus.
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Track Changes (Review > Tracking > Track Changes)
This option allows any changes made in the document to be seen by you and others viewing the

document. This feature is often helpful when working on a document with multiple team
members. Additionally, professors may ask you to track changes in your documents to better

understand how the writing developed.

Click Review on the toolbar.

Click Tracking and then click the dropdown
menu arrow to select Track Changes for
everyone editing the document or only
your changes.

Mailings View

| . . . 3

z| B [ &

Tracking | Compare = Protect Hide
~ - ~ Ink ~

Compare Ink

E% E} EI;IX R Previous

[3 Next

Track || Accept Reject
Changes v v 4

b For Everyone

u [} Just Mine

E‘é Lock Tracking

You can quickly view suggested changes in
a document by selecting previous or next.

After review, changes will need to be
accepted or rejected by clicking the
appropriate option.

Alternatively, you can right-click on the
change in the document and select accept
or reject.

% E_\Bl/ @( |E Previous

=) Next
Track Accept  Reject E;_e_
Changes v ~ he

Tracking

a

N D Accept Deletion
e B‘( Reject Deletion
Track Changes

@ Link

the

@ New Comment

For more details about the features mentioned here or information on other features, visit the
Microsoft Support website at https://support.microsoft.com/en-us.
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