
ICTP_045_11062012     Page 1 of 6 
ProductivI.T.y tip 116_(Word) Add Drop Caps in a Document_11062012 
 

 
 
 

 
 
 
 
 
 



ICTP_045_11062012     Page 2 of 6 
ProductivI.T.y tip 116_(Word) Add Drop Caps in a Document_11062012 
 

Add Drop Caps in a Document  
1. Place the insertion point at the beginning of the paragraph where you want to add a drop cap. 

 
 

MS Word 2003 MS Word 2007 
2. On the Format Menu, select Drop Cap…  OPTION 1: 

2. On the Insert Tab, under the Text group, click on Drop Cap then select 
Dropped or In margin. 

 
 

You may hold the mouse pointer over your choice to see a preview in your 
document.  
(Also refer to DROP CAP POSITIONS below.) 
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3. Drop Cap dialog box will appear. In the Position, select Dropped 
or In margin. (Refer to DROP CAP POSITIONS below.) 

 

Notice that the the first letter of a paragraph is displayed in a large font 
depending on the selected drop cap position. 
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4. Notice that the bottom part of the window (Options) becomes 

active/enabled. If desired, you may change the following drop cap 
settings: 
 Font – font of the dropped letter only. This does not change 

the font of the whole paragraph. 
 Lines to drop - number of lines that the letter drops. 
 Distance from text - how far away the letter should be from the 

text. 

 
 

5. Click OK. Notice that the the first letter of a paragraph is 
displayed in a large font depending on the selected drop cap 
position. 

 
 
 
OPTION 2: 
2. On the Insert Tab, under the Text group, click on Drop Cap then select 

Drop Cap Options….  
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3. Follow Steps 3 to 5 for MS Word 2003. 

DROP CAP POSITIONS: 

 Dropped – will display the first letter of a paragraph in a large font, 
wrapping all the text around the large letter. 
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 In margin - will put the larger letter completely in the left margin. 
 

 
 

 
We value your feedback. Please help us improve our ProductivI.T.y releases by filling out the “Serbisyong Bida” online survey form. 

You may also email your comments and suggestions to ict-process@pjlhuillier.com. 

Click here for back issues of ProductivI.T.y in MyLink. 
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