
Creating MS Word Documents: 
Here are some Samples of the skills that will be required for creating and editing Word documents 

in the CAD & Mechanical Design programs. 

 

 
This is an example of a document page that would be used in class. It is a professional business look, with 

easy to read text – common in engineering offices to document projects and communicate with customers. 

 

Highlights:  

 

- Different font 

size and bold for 

the first heading. 

 

 

 

 



 
 

- A “Header” created at the top of the first page that repeats on each page of the document 

 

- A “Footer” at the bottom of each page as well: 

 
This Footer only shows the current page number (the number is an inserted field that updates for 

each new page added in the document) 

 

- Sometimes we will need to “Copy” and then “Paste” a section of text to a new location: 

 

 

 

 

 

 

 

 

 

 

 

- Also need to use Spell Checking and Grammar Checking so that the documents we create 

are professional and let the reader know that we are detail oriented. 

 

 

 

 

 

 

 

 

 

 



Saving and Printing: 

 

 
Saving a document to a specific Folder (in this case the Folder is ‘2015 Class’), under a specific 

Folder called ‘Data’, all inside of ‘Drive C’ (the main hard drive) 

 

 
Set up the Format and Print the document 


