Creating Customized Ruled Paper

[This document was developed by Subhashini Balagopal and Patti Young, Richmond Community Schools, 300 Hub Etchison Pkwy., Richmond, IN 47374.  Permission to photocopy is granted for non-commercial purposes if this credit is retained.] 

For simple ruled paper:

1. Open Microsoft Word.

2. Click View-Toolbars and select Standard and Formatting.
3. Click the Justify button 
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 or press Control+J.

4. Select a font size based on the size of spacing between the lines. Draw one line using the _ underscore key.

5. Highlight this line, and copy and paste it for the rest of the page.

For ruled paper with bold lines or colored lines:

1. Open Microsoft Word.

2. Click View-Print Layout to view the entire page.

3. Click View-Toolbars and select Tables and Borders.

4. Click the Draw Table button 
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 then click on one corner of your page and draw a single box across the length of your page. (See below)

	


5. Now select a font size based on the size of spacing you need.

6. Press the Tab key on your keyboard to fill the page with boxes. (See below)

	

	

	


7. Highlight all the rows then click the arrow beside the Outside border button 
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 on your Tables and Borders toolbar. You will see a box that looks like this 
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8. Click the Left Border 
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 and the Right Border 
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 buttons to erase the outside lines. (See below)

	

	

	


9. If you want to make the two middle lines bold, click the arrow beside the Line Style button 
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 and the arrow beside the Line Weight button 
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 to select the type of line and the thickness you want. Your cursor will turn into a pencil. Now click the lines you want to change. (See below.)

	

	

	


10. To change the color of the lines, click the Border Color button  
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 and pick a color. Your cursor will turn into a pencil. Click the lines you want to change to the color you have selected.

11. When  you’re done, click the Draw Table button 
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 to change the pencil back to a regular cursor.

Use the different options to experiment with a variety of ruled lines. Have fun!

(Note: If you typically draw tables using the Insert Table button 
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 go right ahead and use it. ()

TIP: To set up a page for legal size or other paper, click File/Page Setup/Paper Size tab, and then select the size of paper you want to use.

AN ASSIGNMENT FOR FUN!

Try drawing the table shown below with the Draw Table button 
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, the Line Style 
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, and Line Weight 
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 buttons. Use the Shading Color button 
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 to color some of the cells gray. 

	
	
	

	
	

	
	
	
	

	


WOW! YOU DID IT!

Now use the Eraser button 
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 to erase some of the lines! Have fun!
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