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Adding A Watermark To A Microsoft Word Document

A watermark in computer terms refers to a faint image or words  ‘underlaid’ on a piece of paper, not impacting on the visibility of what is printed on the paper.  The most common watermarks used are the words DRAFT and CONFIDENTIAL, but in Word you can place any words or images as a watermark.  So, you could include your organisation (or a funders) logo  as a watermark on certain documents.
To add a watermark, open a word document and from the main toolbar choose Format, background and Printed Watermark.
If you choose to have a watermark, the appropriate greyed out options will become available.  Selecting a picture watermark requires you to locate and choose a picture and scale it to fit as you wish on the page.  Choosing Auto will enlarge the picture to the page width/height maintaining the aspect ratio.  Clicking washout will ensure that the image does not impact on overprinted text. 

If you choose a text watermark, you enter the text required, its font and size and as above this can be done automatically with the faded below the main text option being called semitransparent.  The only additional options here are to place the text horizontally or diagonally and to choose the colour for the watermark.

It is always worthwhile experimenting with watermarks as their effect will differ according to the quality of your printer.  A colour watermark on a colour inkjet printer may look dramatic, but will have a cost and time overhead.  Once you have set up a watermark, it will appear on every page in that document.  If you want it to be a standard feature for a particular type of document just save it as a template.

