
Using Text Alignment in 

Microsoft Word 
 

Preparing the Document 
 

 Program……………....Microsoft Word 

 Save As………………Text Alignment 
 

The Assignment 
 

1. Open Microsoft Word. 

 

 

2. In the Styles group under the Home tab, choose the No 

Spacing Style option. 

 

 

 
 

 

 

3. Change the font size to 12. 
 

 

 

4. Type your name and section, press ENTER 2 times.  
 

 

 

5. Type the following paragraph.  Do NOT press ENTER at the end of each line; type across the page.  Let 

the program go down to the next line for you… 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Make sure to capitalize and make bold the correct words.  Stop!  Notify the teacher that you are done 

typing the first paragraph. 
 

 

 

 

7. Save your document frequently…. 
 

 

 

 



 

8. After typing the paragraph, select the entire paragraph (including the tabbed space). 
 

 

 

 

 

 

 

 

 

 

 

9. Use the Copy button in the Clipboard group, and copy the paragraph….  
 

 

 

 

 

 

 

 

 

 

 

 

10. Click right after the last period of the paragraph… 

 Press ENTER 2 times,  

 PASTE a copy of the paragraph….  
 

 

 

 

 

 

 

 

 

11. Repeat step #9 two more times.  You should have a total of 4 paragraphs on your page.  You can use the 

PRINT PREVIEW to view the entire page at once. 
 

 

 

 

 

 

12. Use the correct buttons in the Paragraph group to align the paragraphs… 

 1
st
 paragraph, Align Text Left (it’s already done!)………………………………  

 2
nd

 paragraph, Center…………………………………………………………. 

 3
rd

 paragraph, Align Text Right………………………………………….. 

 4
th

 paragraph, Justify………………………………………………..…………………. 

 

 

 

13.  Your document should look like the example at the top.  Let me see your screen BEFORE you print. 


