Inserting Borders into a Document

· Click on Format on the menu bar, select  Borders and Shading, then click on Page Border. 
· Click on Box from the setting choices

· Select a line style, colour and width 

· Check to make sure that you will apply the border to the whole document

· Look at the preview and when you are satisfied with the result click OK
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To insert Border Art

· Click on Format on the menu bar, select Borders and Shading, then click on Page Border 

· Click on Box from the setting choices

· Go to the box Art then click on it and select your border it will appear in the preview box. You can only change the width  

· When you are satisfied with the result click OK
