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Word 101: WordAr t 
 
Word Art is a fun feature of Microsoft Word that allows you to format text in ways that are more 
colorful and creative than standard fonts. This is very useful for making flyers, posters, or other 
“eye-catching”  promotional materials, so knowing how to use this feature can be very helpful in 
the workplace. Here’s how to use it: 
 
Step 1: Click on the “ Insert”  menu, select “Pictures”  and then select “Word Art”  like this: 

 

 
 

Step 2: This will bring up the WordArt Gallery window, which allows you to select the style you 
want to use. To select a style, just click on the square that looks the way you want your text to 
appear and click “OK.”  
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Step 3: This will bring up the “Edit WordArt Text”  window, which looks like this: 

 

 
 

Step 4: Enter your text in the editor window, adjust the font style, size, and other properties (bold, 
italics, etc.), and then click “OK.”  Your newly formatted text will appear, like this: 
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Step 5: Once your text is on the page, it is technically a picture, so you can treat it like any other 
graphic image in Word – that is, you can stretch or shrink it by selecting it and dragging the 
corner until it is the size you want, like this: 
 

 
 
Step 6: The final result looks like this: 
 

 
 

Knowing how to use WordArt is a skill that can be very valuable in an office setting, so you 
should experiment with the different WordArt styles to get familiar with using them and find out 
which ones you like the most. 


