
1. Introduction to Hyphenation:
● Hyphenation is the process of breaking words at the end of lines to

improve the appearance and readability of text in a document.
● It helps prevent excessive spacing between words and reduces the

likelihood of large gaps or rivers of white space in paragraphs.
2. Inserting Automatic Hyphens:

● Word offers automatic hyphenation as a feature that automatically
inserts hyphens at the end of lines to break words.

● Users can enable automatic hyphenation by navigating to the "Layout"
tab in the Ribbon, clicking on the "Hyphenation" button in the "Page
Setup" group, and selecting "Automatic."

3. Customizing Automatic Hyphenation:
● Users can customize automatic hyphenation settings by adjusting

options such as the maximum number of consecutive hyphens
allowed, minimum word length, and exceptions to hyphenation rules.

● Word provides options to fine-tune hyphenation settings to achieve the
desired balance between line breaks and readability.

4. Manually Inserting Hyphens:
● In addition to automatic hyphenation, users can manually insert

hyphens to break words at specific points in the document.
● Users can place the cursor at the desired location within a word and

press "Ctrl + -" on the keyboard to insert a hyphen manually.
5. Reviewing Hyphenation:

● After enabling automatic hyphenation or manually inserting hyphens,
users should review the document to ensure hyphenation is applied
appropriately and does not result in awkward word breaks or readability
issues.

● Users can adjust hyphenation settings or manually edit hyphens as
needed to improve the overall appearance and readability of the text.

6. Disabling Hyphenation:
● If automatic hyphenation is not desired for a specific document or

section, users can disable hyphenation by navigating to the "Layout"
tab in the Ribbon, clicking on the "Hyphenation" button, and selecting
"None."

● Disabling hyphenation removes hyphens from the document,
preserving word breaks as they appear without automatic insertion of
hyphens.

7. Using Hyphenation for Justified Text:
● Hyphenation is particularly useful for justified text, where word spacing

is adjusted to create even margins on both sides of the text block.



● Without hyphenation, justified text may result in uneven word spacing
and gaps between words, affecting the document's readability and
appearance.

8. Considerations for Hyphenation:
● While hyphenation improves readability and appearance, users should

consider the context and content of the document when applying
hyphenation.

● Hyphenation may not be suitable for certain types of documents, such
as headings, titles, or documents with specific formatting
requirements.

9. Conclusion:
● Hyphenation is a valuable feature in Microsoft Word for improving the

appearance and readability of text by breaking words at the end of
lines.

● By effectively using automatic hyphenation or manually inserting
hyphens, users can enhance the overall quality and professionalism of
their documents.


