How to insert a Watermark into a
Word document



Watermark

A A Watermark is text or an image in the
background of the document, usually semi
transparent.

A For example, words like CONFIDENTAL or TC
SECRET might be in the background of the
document, while the sentences and
paragraphs overlap the watermark.

A~

0 put in a Watermark, go to the Page Layout
ab.
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Watermark Button

A Click on the Watermark button.
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Watermark Button

A When you click on the Watermark button, it
opens up a menu of different common
watermarks you might use in a document.

Al SGQa alé& &2dz gl vyl 0z
reads your document understands it is
confidential.

A Select Confidential 1 in the Watermark menu.

A Now the word Confidential be on the
background of every page in your document.
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Dralft

Al SGQa alreé e2dz gl yid az
Confidential as your watermark.

A For example, your supervisor wants you to pu
a watermark with the word draft into your

document as a reminder it is not the final
version.

A To put in a custom watermark, first click on
the Watermark button.
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Dralft

A Select Custom Watermark.
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Dralft

A Make sure Text watermark is selected.
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Dralft

A In the Text field, type in the word DRAFT.
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Dralft

A Press the OK button.

A Now, you should have the word DRAFT on the
back of every page in your document.
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