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Formatting a Word Document 
 

Have you completed an assessment task and need some help to give it a professional touch?  

Here are just a few recommendations that will give your work a competitive edge.  You may 

know how to do the following formatting, but the list below will become a great check list 

when finalising your work. 

Margins 

Set you margins to narrow to give your document room to move.  This will allow you room to 

space your work, especially when you need to incorporate pictures. 

 

 

 

 

 

 

 

 

Headings  

When creating a heading for a task, a professional look is achieved by using the ‘heading and 

title’ options.   Headings should be centred. Keep them simple and clear. 

 

 
 

 

How to set margins to narrow. 

How to create a professional title. 

How to create a professional heading. 
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Subheadings 

Subheadings should be slightly different from the body of your work and the heading/title.  It 

is ideal to use your subtitle options in Word. Subheadings do not need to be centred. Keep 

them simple and clear (as in this document). 

 

 

 

Font  

Calibri or Times New Roman 12 are the most suitable fonts to use when creating a 

professional document.   

Consider spacing your assignment to 1.5 to make it easier to read. 

 

 

 

 

 

 

 

Headers 

Including your name as a header on a document is advisable.  Not only does it look 

professional, but if page happens to get lost they can be identified. 

Simply click on the header tab, then choose the top option ‘blank’. Type your full name in the 

‘type here’ box. Then click on close header. Your name will now appear on all pages. 

 

 

How to create a subheading. 

How to adjust spacing. 

How to add a header. 
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Page Numbers 

Including page numbers on documents is essential (generally at the bottom of the page looks 

best). 

 

 

 

 

 

 

 

 

 

Cover page  

Include a professional cover page.  Your cover page should include your full name, your class 

and the title of the assessment. 

 

 

 

 

 

 

 

 

 

How to add page numbers. 

How to add a cover page. 
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Justifying text 

When you have finished your document, make sure that your text is justified.  This is the 

preferred text alignment for report style documents. Make sure that you DO NOT justify your 

Title/Heading, make sure that it is centered. 

 

 

Peaks and Widows 

Where possible try not to let paragraphs creep across two pages. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Justifying text. 

INCORRECT - The final paragraph should be moved to the second page. 

CORRECT - The final paragraph has been moved to the second page. 
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Images  

Select images carefully.  Size them appropriately, they should not dominate a Word 

document.  If there is a group of images on a page, make them similar in size and format them 

so that you can position each image carefully. 

 

 

 

 

 

Include a descriptive caption for each image (as seen above).  To do this, you just need to 

draw a textbox and include appropriate text. 

 

 

 

 

 

 

 

 

 

Borders  

Page borders around a report are not essential and often detract from your written work. 

 

 

 

Formatting pictures 

Drawing a text box for a caption. 
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Bullet points  

Bullet points are a great way to make lists within a document. Keep them simple. 

 

 

 

 

 

Spell Check & Grammar 

Make sure that you spell and grammar check your work when you have finished. 

 

 

 

 

However, if you want to use an amazing tool, consider Grammarly.  It is a free attachment to 
Chrome.  Simply download it.  Then you will be able to upload your completed document to 
Grammarly and it will give your work the polished touch. 

 

 

 

 

 

 

 

 

 

Inserting SIMPLE bullet points. 

Using the spelling and grammar check in Word. 
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References/ Bibliography 

See Mrs Kane for the JFHS Referencing guide,  

OR  

Follow the instructions below to use the Word referencing tool, 

 

 

 

 

 

 

 

OR 

Follow the steps below to reference books and web sites. 

 

Presentation 

When you submit your work make sure that it is either stapled, in a plastic folder or plastic sleeve. 
But if it is a really important task and you want to be fancy consider binding your work. 

Last piece of advice - KISS – KEEP IT SIMPLE STUPID – (not meant to be rude), but this a funny reminder 
to keep your formatting simple and it will make it look FANTASTIC! 

Referencing instructions using Word. 


