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Download Article Learn how to insert a lined or art border in Microsoft Word documents on desktop Download Article Do you want to make an outside border in your Microsoft Word documents? You can easily add a solid or dotted border to an entire page or selected content. You can also use Microsoft Word's included designs to create an artistic
border for themed event flyers. This wikiHow will show you how to create a border around text, images, or pages in Microsoft Word using your Windows or Mac computer. To add a page border, click "Design" — "Page Borders". Select a border setting, style, and page application. Click "OK". To add a border around content, select the content. Click
the "Home" tab, then the arrow. Click "Borders and Shading..." and select as style. 1 Open a project in Microsoft Word. This looks like a W on top of a blue square. Microsoft Word is available to install for Windows.[1] You must have a subscription to use Office 365. Use this method to add a lined border around a Microsoft Word document. This is
different from changing the margins. 2 Click Design. This will be in the top toolbar, between Draw and Layout. Advertisement 3 Click Page Borders. You can find this at the left side of the Design section, next to Page Color. It will have an icon of a page with a yellow border. 4 Click Page Border. This is the middle tab on the Borders and Shading
window. You may already be on this tab. 5 Select a border setting. In the left-most column, click the border option that you want to use. Select from: None, Box, Shadow, 3-D, and Custom. If you want a simple border to go all the way around your page, select Box. To add a border with fun images, click the Art drop-down menu and select from Word's
art gallery. This border can be used for themed flyers for holidays and events. 6 Select a border style. In the "Style" column, scroll down until you find the border style you want to use, then click the style. Select from the various solid and dotted line styles. If needed, you can also change the border's color and width from the Color and Width drop-
down menus, respectively. 7 Select pages to use. If you created a new section earlier in this method, click the "Apply to" drop-down box, then click the section to which you want to apply the border in the resulting drop-down menu. To apply the border to the first page of your section, click This section - first page only in the drop-down menu. 8 Click
OK. It's at the bottom of the page. This will apply the border to your document's specified page(s). Advertisement 1 Open a project in Microsoft Word. This looks like a W on top of a blue square. Microsoft Word is available to install for Mac.[2] You must have a subscription to use Office 365. 2 Click Design. This will be in the top toolbar, between Draw
and Layout. 3 Click Page Borders. You can find this at the left side of the Design section, next to Page Color. It will have an icon of a page with a yellow border. The Borders and Shading window will open, set to the Page Border tab. If it isn't already on the Page Border tab, click it now. 4 Select a border setting. In the left-most column, click the
border option that you want to use. Select from: None, Box, Shadow, 3-D, and Custom. If you want a simple border to go all the way around your page, select Box. To add a border with fun images, click the Art drop-down menu and select from Word's art gallery. This border can be used for themed flyers for holidays and events. 5 Select a border style.
In the "Style" column, scroll down until you find the border style you want to use, then click the style. Select from the various solid and dotted line styles. If needed, you can also change the border's color and width from the Color and Width drop-down menus, respectively. 6 Select pages to use. If you created a new section earlier in this method, click
the "Apply to" drop-down box, then click the section to which you want to apply the border in the resulting drop-down menu. To apply the border to the first page of your section, click This section - first page only in the drop-down menu. 7 Click OK. This is the blue button. This will apply the border to your document's specified page(s). Advertisement
1 Open a project in Microsoft Word. This looks like a W on top of a blue square. 2 Click Home. This is in the top toolbar, between File and Insert. 3 Select content. Click and drag your mouse across the text or image(s) around which you want to place a border. This method will place a border around an entire selection of images and text together. If
you want to place a border around a single image, double-click the image. Select a preset style from the Picture Styles section, or click Picture Border to set the color, weight, and design of the border.[3] 4 Click next to the "Borders" button. The Borders button resembles a square divided into four smaller squares; you'll find it in the "Paragraph"
section of options in the toolbar, just right of the paint bucket icon. A drop-down menu will open. On a Mac, click the Format menu item at the top of the screen instead. 5 Click Borders and Shading.... It's at the bottom of the drop-down menu. A new window will open. On a Mac, you'll find this option in the middle of the Format drop-down menu. 6
Select a border setting. In the left-most column, click the border option that you want to use. Select from: None, Box, Shadow, 3-D, and Custom. If you want a simple border to go all the way around your text, select Box. 7 Select a border style. In the "Style" column, scroll down until you find the border style you want to use, then click the style. Select
from the various solid and dotted line styles. If needed, you can also change the border's color and width from the Color and Width drop-down menus, respectively. To add a border with images, click the Art drop-down menu and select a design. 8 Select pages to use. If you created a new section earlier in this method, click the "Apply to" drop-down
box, then click the section to which you want to apply the border in the resulting drop-down menu. To apply the border to the first page of your section, click This section - first page only in the drop-down menu. 9 Click OK. This will apply the border to your document's specified page(s). Advertisement Add New Question Question How can I place a
border around a picture I've inserted into a document? You do what is shown above, but instead, you click on the picture before you go through the steps. Question How do I put a border around a table in Microsoft Word? Go into Format --> Borders and Shading. There you'll find options for borders you can apply to the table. Question What three
options can I set regarding a picture border? The three option you can set are: small, medium and large. Ask a Question Advertisement Written by: wikiHow Technology Writer This article was co-authored by wikiHow staff writer, Rain Kengly. Rain is a tech writer and editor for wikiHow with over 5 years of professional writing experience. In the past,
Rain has worked with other creative writers as a Writing Tutor at San Francisco State University and has published gaming features, guides, and news articles for a variety of media outlets. Rain shares a lifelong passion for writing and gaming and is eager to grow alongside new tech inventions. This article has been viewed 1,180,360 times. Co-
authors: 17 Updated: April 30, 2025 Views: 1,180,360 Categories: Microsoft Word Print Send fan mail to authors Thanks to all authors for creating a page that has been read 1,180,360 times. In this chapter, we will discuss how to work on borders and shades in Word 2010. Microsoft Word allows you to place a border on any or all of the four sides of
selected text, paragraphs, and pages. You can also add different shades to the space occupied by the selected text, paragraphs, and pages. This chapter will teach you how to add any of the borders (left, right, top or bottom) around a text or paragraph or a page and how to add different shadows to them. Add Borders to Text Following are the simple
steps to add border to any text or paragraph. Step 1 — Select the portion of text or paragraph to which you want to add border. You can use any of the text selection method to select the paragraph(s). Step 2 — Click the Border Button to display a list of options to put a border around the selected text or paragraph. You can select any of the option
available by simply clicking over it. Step 3 — Try to add different borders like left, right top or bottom by selecting different options from the border options. Step 4 — To delete the existing border, simply select the No Border option from the border options. Note — You can add a horizontal line by selecting the Horizontal Line option from the border
options. Otherwise type --- (three hyphens) and press ENTER. A single, light horizontal line will be created between the left and the right margins. You can add borders of your choice to word pages by following the steps given below. Step 1 — Click the Border Button to display a list of options to put a border. Select the Border and Shading option
available at the bottom of the list of options as shown in the above screenshot. This will display a Border and Shading dialog box. This dialog box can be used to set borders and shading around a selected text or page borders. Step 2 — Click the Page Border tab which will display a list of border settings, styles and options whether this border should
be applied to the whole document or just one page or the first page. Step 3 — You can use the Preview section to disable or enable left, right, top or bottom borders of the page. Follow the instruction given in the preview section itself. Step 4 — You can customize your border by setting its color, width by using different art available under the style
section. You can have similar or even better borders as given below. Add Shades to Text The following steps will help you understand how to add shades on a selected portion of text or a paragraph(s). Step 1 — Click the Border Button to display a list of options to put a border. Select the Border and Shading option available at the bottom of the list of
options as shown in the above screenshot. This will display a Border and Shading dialog box. This dialog box can be used to set borders and shading around a selected portion of text or page borders. Step 2 — Click the Shading tab; this tab will display the options to select fill, color and style and whether this border should be applied to a paragraph or
a portion of text. Step 3 — You can use the Preview section to have an idea about the expected result. Once you are done, click the OK button to apply the result.



