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Aligning text 
 

Microsoft Word 
 

 
 
 
 
 

1. Highlight the text you would like to align 
 
 
 
 

 

Left  

Centre  

Justified  

Right  



Information Commons - IT Help Sheet 
 

Page 2 of 3 

 

2. Click   for Right Alignment 
 

  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Using the Right Alignment is 
easier to layout your address on 
the right side on the business 
cover letter. 

Yeah, and then I use the rest of 
the letter Left Alignment! 



Information Commons - IT Help Sheet 
 

Page 3 of 3 

 

  For Centre Alignment 
 

 
 
 

For Justified Alignment 
 

  
 

Justified Alignment 
makes an essay looks 
more professional. 

Centre Alignment is 
suitable for the 
party invitation card 
or your assignment 
cover sheet! 


