Drawing Lines & Borders

Note: Before you put these tips into action, click Format, AutoFormat, click the Options button, and then click the “AutoFormat As You Type” tab. Make sure the Borders box is checked under Apply as You Type.

Drawing straight lines quickly:

If you want a single-line (border), from right margin to left across your page, starting on a new line, type three hyphens (---) and press Enter. Word instantly transmutes the three little hyphens into a solid line.  Word calls this a “Border” even though it is only a single line. You can draw a line above and below typing with this method, but not the vertical line at the ends. I’ll tell you later how to add the vertical line.

Note: This only works on a blank line. Typing 3 characters on a line after typing does not work.

To draw a double line, type three equal signs (= = =). Press the Enter key and Word draws a double line from one edge of the screen to the next.  

To draw a thicker line, use three underlines ( _ _ _ ). In Word XP, the AutoCorrect icon appears, letting you change your mind or switch this option off. Also remember that you can press Ctrl+Z to undo this if, indeed, all you really want are three underlines (or hyphens or equal signs) in a row.

The above line is an example of the thick line. The interesting thing about this is that you can type on the line after creating it. Try starting with a blank paper, type a few of these lines and then move the cursor into the lines and type.

Adding vertical lines: For this, you must use the Drawing toolbar. Make sure the drawing toolbar is checked. (View, Toolbars) Click the line tool (just right of the “Autoshapes” list). Move the mouse pointer (crosshair) to the end of your horizontal line, click and hold, drag to the other line and release. The line appears selected with file handles at the ends. You can move or resize like any graphic. As you can see by my sample below, getting the ends lined up is difficult. While it is selected, you can change the properties by clicking Format, Autoshape. The line “Weight” used to match the horizontal line is 1.25.
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If you want full borders around text, it is better to use one of these methods:

1. Insert, Text Box or 

2. Highlight the text and use Format, Borders & Shading.

To draw a text box, Click Insert, Text Box. Move the mouse crosshair to the location you want the box, click and drag the size you want. You then type your text or cut and paste text already typed.


Tip: If doing a layout with a number of text boxes do all the typing in a separate document, then create a new document with the text boxes and copy and paste from one document to the other. I used this method to create a newspaper ad with a graphic and 2 boxes of text.
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The can be formatted in a number of ways as the samples show. You can format the text as with normal text. You can format the box with different border styles, border color and background color. I check the semitransparent box to fade the background colors. To format the box, select it, Click Format, Text Box. As you can see from the samples, there are numerous ways to format the boxes. I used copy and paste to duplicate some. I set the “Layout” Properties to “Square”.  The vertical text called Aachen Vertical is available on the web or on one of my CD’s.

Try these variations:

Make a template of lined paper that can be typed between the lines. See the sample I did called “Drawing Lines & Borders sample”.

Make a text box that is full page. Try nested boxes with different colors for picture frame effect:
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Try adding a photo. Resize the outer boxes to fit the photo.


Add a text box with a caption. See the example below. Add names, dates, etc.





The photo will expand or shrink to fit the inside box. I made a full page photo like the one at left and printed on photo paper. The interesting thing is that this is only a low resolution 3x4 photo and is only 76K, but when printed in 8x10, it still has good resolution. Trying this with other programs will normally produce a grainy photo. Think about the possibilities. You can do a page layout of a variety of photos of different sizes and insert any photos for printing.
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The sample 8x10 is on the next page. You can create your own or use that page as a template. Save this file using Save As under a new name, delete all but page 3 and you have your template.





Try to find the variations I used on the various text boxes This one uses “Fill Effects” in “Colors”





This box uses “Texture” effect in “Colors” with a red double dashed line at 5 point weight. Text is 16 point Accent color blue. Do see the possibilities?
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