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• Select Text 

 

 

• Margins 

 

Microsoft Word margins are defaulted to 1 inch for the top and bottom, 

and 1 inch for the left and right. To change your margins, use the 

Margin button found on the Layout ribbon. 

 

 

Create Margins 

• Select the entire document text, by pressing the Ctrl key, then place 

the mouse pointer anywhere on the left margin, and then click once 

on the right mouse button. 

• Select the Layout tab. 
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• In the Page Setup group, click on the Margins button. 

• The predesigned margins panel will appear. 

 

 

 

 

 

• Change the margin by selecting the top margin button (top and 

bottom 0.5” – Left and Right 0.5”). 
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Line Spacing 

• Microsoft Word 2019 defaults the line spacing to double space (2.0). 

Line spacing affects an entire paragraph or document. Use the Line 

Spacing button on the Home Ribbon to change line spacing. 

• Add Spacing 

o Make sure the entire document is still selected. 

 

 

• Click on the Home tab. On the Paragraph group, click on the Line 

Spacing 

• button, and then select 1.5. 

 

 

• Apply Format Format a Document 

• Formats can be applied to any text within your document. The 

formatting styles are the most common way to change the appearance 

of text in a document. 
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o Select text, and then click on your desired format from the 

Home ribbon. 
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Additional Font Options 

• Additional font options are available, such as font effects, special 

styles and previewing font changes. You can view additional options 

by clicking on the Home tab, and then click on the Dialog box launcher 

on the Font group. 

 

• Add All Caps 1. Place the Insertion point before the first line of the 

document. 2. Type the text, Roof top gardens, and then press twice on 

the Enter key. 3. Select your new title text, and then click on the Bold 

button. 
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Text Alignment 

• Microsoft Word 2019 aligns paragraphs four different ways relative to 

the left and right margins: left, center, right and justified. The Word 

2019 default paragraph alignment is left. You can change paragraph 

alignment by clicking on an Alignment button, located on the Home 

ribbon on the Paragraph group 

 

Alignment Option Examples: 

• First button - Align Text Left 

• Second button - Center Text 

• Third button - Align Text Right 

• Fourth button - Justify Text 

 

Add Center Alignment 

Select the title text, ROOF TOP GARDENS, and then click on the 

Center button. 

 

 

View Modes  

 

 

Microsoft Word has five view modes. 

 

 

• To select a view mode, click on the View tab. 

• In the Document Views group, select your desired view mode. 
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