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Microsoft Word 



watermark

While using Microsoft Word, 
you can add image watermark or text watermark in 
documents
-



you can add image watermark or text watermark in documents 

Click Design > Watermark, then select Watermark from the 

drop-down list



and then: design > watermark > custom watermark,

-(A) check the image watermark option and select the image as you 

need,or

- (B) check the text watermark option and configure the selected text 

and its formatting style

-To remove the watermark, 

click Design > Watermark >

Remove Watermark.



Adding a border to the pages of a Word document 

can make it neat in the printout

- Go to Design> click Page Borders button 



In the Page Border

click the Top, Bottom, Left and Right Border buttons in Preview, 

then select the border style you want, then click the OK button





Click Design >Page Color

Shows a list of colors

Select the color and automatically changes the 

background color



To add footer and date 

Click Insert > Footer > Edit Footer to access 

the footer edit mode



Then click Design > Quick Parts > Field

-In the field window, you need:

Select Document Information in the drop-down list



Select field type( date )then press> ok



Any question…..?


