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How to format basic instructions 
These instructions will help you develop basic instructions. The layout is applicable to most processes and 
procedures, and may be easily modified as needed. 
Tools: Computer, tools needed to practice your own instruction design 

 
Materials: Anything needed for testing purposes 

 
Conditions: The ability to save your instructions for later editing, any conditions specific to the instructions you 

are designing. 
 

Caution: The instructions you may need to design may have special considerations, warnings, or needs. Make 
sure you carefully work through your project before deciding your instructions are complete. 
 

1. Place a three-column table on your page   
2. Place Title; Purpose; Tools, Materials, and Conditions; 

Warnings; and any other applicable information into 
the uppermost rows of your table. Merge the columns 
in each individual row in order to create a clean layout 
(See Title, Purpose, Tools, Materials, Conditions, and 
Caution sections for examples). 

  

3. Skip one row   
4. Insert your first step into the left-most column of your 

table. 
  

5. If an image is required (A), insert the image into the 
right-most column of the table. Leave the middle 
column blank.i 

 

 
A. Image inserted into right-hand column 

6. Label your image using numbers, letters, titles, or 
some combination of the three (A). 

  

7. Repeat steps 4 and 5 as needed, making sure that 
consecutive steps are numbered appropriately. 

  

8. Merge the columns in the last row of your table and 
insert a conclusion. 

  

9. Hide the border lines you have used to format your 
table.ii You can do this by using the “Borders” button 
under the “Table Tools”/ “Design” tab. 

  

These instructions should help you develop functional basic instructions. When you are complete your instructions 
should have the same basic appearance as these. 
 

                                                           
i This allows you to control the spacial relationship between of your text and images 
ii For instructional purposes, the divider lines in this table have been left intact. 


