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Briefing document template word



By Foye Robinson If you are working with an existing or completed Word document, you can format parts of the document or the entire file. Using bullets and numbering is a quick way to emphasize lists and paragraphs within your document. A wide page margin can be reduced to better
suit your content. You can use tabs to align objects that do not align correctly with a spacebar. Formatting a document makes one stand out. Create bullets for a list of items or paragraphs by highlighting it on your page. Select the Home tab on the ribbon, and then click the Numbering or
Bullets button. Bullets will be applied to the selected list. Select the Home tab on the ribbon and select the Multilevel List button to create bullets if your list has more than one level. The Multilevel List gallery will expand, allowing you to choose the type of list you want to create. To place
items on the same level, press the Enter key after each item. To place it on a different level, press Enter, and then press Tab. Items below the new level will be indented. Select the text where the tabs will be set or place the insertion point in the area where you want to apply the tabs. Select
View and Ruler on the ribbon to make the rule visible. Then click the button to the left of the ruler to choose the tab alignment you want (left, center, right, decimal, or bar). Each time you click the button, the alignment of the tab will change. Select Left Tab for alignment. Then click a number
(dot) in the ruler to set a left tab there. To set additional tabs, click a different number in the rule. To change the alignment of the tab, change the Left Tab button to another tab. Place the cursor after any text you want to format and press the Tab key. The text will be formatt in the set tab.
Then click the Page Setup button to open the Page Setup dialog box. Select the Margins tab and choose the margins you want to apply. Go to the Orientation section and select Portrait or Landscape for your page. Click the Layout tab and go to the Page section. To vertically center the
page content, change the Vertical Alignment to Center. Then click OK to return to the document. Choose the amount of text you want to display on a specific page by inserting a page break. To insert the break, select Insert and Page Break on the ribbon. To delete a page break, select View
and Draft on the ribbon. Then click the page break line and press the Delete key. If you have an existing Microsoft Word document that would increase a you're working on, you have some options. But if you want an entire document to be added to the pages of a second Word document,
your best bet is to know how to insert a document into Word. The instructions in this article apply to Word 2019, Word 2016, Word 2013, Word 2010, and Word for Microsoft 365. Word will insert the document into the current document without changing the applies to any of the documents.
Images, tables, shapes, and other objects in the existing document will also be transferred to the new Word file. Changes made to the contents of the inserted document will not affect the original Word document. Start Word and open the document in which you want to insert another Word
document. Alternatively, select New &gt; Blank Document to open a new blank Word document in which to insert an existing document. Place the cursor at the point in the document where you want to insert an existing Word file. Select the Insert tab. Select the drop-down arrow next to
Object in the Text group. Choose File Text from the drop-down list that appears. The Insert from File dialog box opens. If you select Object from the Object drop-down menu, you can embed an existing Word document as a file that can be clicked on the Create from File tab of the Object
dialog box that appears. Alternatively, you can create a new blank document that becomes an object that can be clicked when saved by using the Create New tab in that dialog box. This is a useful way to reference a document regardless of the text in the existing document. Navigate to and
select the Word file you want to insert into the current Word document. Select Insert. Word will insert the document into the current document. Save your changes to the merged file, if desired. You can repeat the steps to insert additional Word documents into the Word file you are currently
working on. If the file you want to insert has headers and footers that you want to transfer to the new file, add a section break before selecting the insertion point in the new document. Place the cursor at the point in the document where you want to insert an existing Word file. Select the
Layout tab. Select the Breakdowns drop-down arrow in the Page Setup group. Select Next Page to add a section break and insert the Word document from the next page, or select Continuous to add a section break and insert the Word document from the same page. Insert the Word
document by following the same steps listed above. The header and footer will only apply to pages in the newly inserted document. Add tags or keywords to Microsoft Word documents to make it easier to find documents. By default, when you save a Word document, there are no tags saved
along with it, but you can add your own before or after you make the document. The instructions in this article apply to Word 365, Word 2019, Word 2016, Word 2013, and Word 2010. Tags are useful when you have multiple related documents in a single folder or a flash drive, for example,
and each document has a non-descriptive or nearly identical file name such as project.docx, otherproject.docx and otherproject1.docx. To quickly find related files in a folder, classify each file by applying a tag. Then search the folder for a specific tag to search for documents with that tag.
Here's how to add tags to a Microsoft Word document: Go to File &gt; Save As. In Word 2010, 2010, this step. Choose where to save the document and enter a name for the file. In the Tags text box, type the desired keywords. Word automatically places a semicolon at the end so you can
add multiple tags. Word might recommend tags as you type. Select an automatic suggestion, if one fits your needs, and use your custom tags. Save the document. You can add tags to a Word document even if you don't have the application installed. Here's how: Open Windows Explorer
and search for the Word document. Right-click the file and choose Properties. Go to the Details tab. In the Tags text box, type the keywords. Select OK to save the labels and close the dialog box. Once you have added tags, edit or delete tags using the method described above. You can
also remove all tags from a Word file by following these steps: Locate the document in Windows Explorer. Right-click the file, and then choose Properties. Go to the Details tab. Select Remove the following properties from this file. Select the Tags check box. Select OK to save your changes
and close the dialog box. A hyperlink in a Microsoft Word document allows readers to jump from the link to a different place in the document, to a different file or website, or to a new email message. In Word documents, the hyperlink text has a different color than other text and is underlined.
Hovering over a hyperlink displays a preview of where the link is going. Selecting the link will direct you to the other content. Below is how to use each type of hyperlink and how to insert or delete a hyperlink in a Word document. The instructions in this article apply to Word for Microsoft 365,
Word 2019, Word 2016, Word 2013, Word 2010, and Word Starter 2010. There are different types of hyperlinks. Choose the one that points your readers to the most useful information to complement your document. When you choose this option, the hyperlink opens a website or file. For
example, if you're writing an article about your camping trip to Rocky Mountain National Park, provide a hyperlink to the appropriate section of the National Park Service so readers can quickly find the information they need to plan a similar trip. Another use might be if you wrote an article
about the National Park Service and the document is available to your readers, link to the Word file you created. When the reader selects the hyperlink, that file opens. Another type of hyperlink jumps to a different place in the same document when selecting. Often called an anchor link, this
type of does not take the reader away from the document. When a document is long and includes header-formatted sections or chapters, create a table of contents at the beginning of the document. Include hyperlinks in the table of contents so that readers can jump to a particular header.
You can also use this type of hyperlink at the end of each section to return to the top of the document. A hyperlink can create a new document when When you add this type of hyperlink, choose whether to make the document at link time or later. If you choose to create the new document
when you create the hyperlink, a new document opens, which you can edit and save. After that, the hyperlink points to that document, just like the Existing File or Web Page option. If you choose to create the document later, you are prompted to create the new document when you select
the hyperlink after the hyperlink has been created. This type of hyperlink is useful if you want to link new content to the current document but do not yet want to create the new content. Instead, provide the hyperlink so that you remember to work on the document later. When you create the
document, it is linked to the main document. The last type of hyperlink you can create in Microsoft Word is one that points to an email address so that when selected, the default email client opens and starts composing the message with the hyperlink information. Choose a subject for the
email and more than one email address to which the message should be sent. This information is prepopulated for readers when they select the hyperlink, but they can change this information before sending the message. This type of hyperlink is useful for situations where you want
readers to contact you to set up a meeting or request additional information. To add and remove hyperlinks in a Word document: Highlight the text or image you want to link. Right-click the text and choose Link or Hyperlink (depending on the version of Microsoft Word). Select the type of
destination you want to link to, and then fill in the appropriate information. Choose Existing File or Web Page, go to the Address text box, and then type a URL. Choose Place in this document, and then select a location within the document. Choose Create New Document, go to the New
Document Name text box, and then type the name of a new document. If necessary, in the Full Path section, select Change to change the document folder. In the When to edit section, choose whether you want to edit the document now or later. Choose Email address, go to the Email
address text box, and then type the email address to which you want readers to send email. In the Subject text box, type the subject. Select OK. The text now appears as a hyperlink in the document. To delete a hyperlink, right-click the link text, and then choose Delete Hyperlink. Hyperlink.
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