Microsoft Word Tutorial — Cover Sheet

Purpose of tutorial: To insert a cover sheet into the beginning of a Word document. A cover sheet
should describe the document and provide a front for a professional looking presentation.

Accessing the commands: Insert (ribbon tab named Insert) >Pages grouping > Cover Page

Screenshot:

M SO D g T
Home Insert Page Layout References Mailings
e B EEDP=24d 4

Cover | Blank Page | Table | Picture Clip Shapes Smartart Chart Seree
Page - | Page Break < Art -

_ Builtin |

Alphabet Annual

Austin

Title with a abstract in a block set
against a styled background

[Vear]

Cubicles Exposure
dare Cover Pages from Office.com

it
[£%  Remove Current Cover Page

Step by step process:

1. Click the mouse pointer at the very beginning of the document to place the insertion point
ready for the cover sheet (Ensure the insertion point is flashing before any character within
the document and at the very beginning to enable the cover sheet to be the first page)
Click the “Insert” ribbon tab

Click the “Cover Page” drop down command button located within the Pages grouping
Choose from one of the preformatted cover pages and click on the one of choice

Click and type for each part of the cover sheet now located as page one of the document
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Note: Additional cover page templates can be downloaded / obtained from Microsoft.com

© Scoosh Media Ltd — Authored by Mark Gillan



