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Chapter 3: Modify the structure and appearance of text
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Apply paragraph formatting

The line spacing of this paragraph is set to the default, 1.08 lines. A paragraph can contain one word,
one sentence, or multiple sentences. You can change the look of a paragraph by changing its
indentation, alignment, and line spacing, as well as the space before and after it. You can also put
borders around it and shade its background. Collectively, the settings you use to vary the look of a
paragraph are called paragraph formatting.

The line spacing of this paragraph is set to Double (2 lines). A paragraph can contain one word, one

sentence, or multiple sentences. You can change the look of a paragraph by changing its indentation,

alignment, and line spacing, as well as the space before and after it. You can also put borders around it
and shade its background. Collectively, the settings you use to vary the look of a paragraph are called

paragraph formatting.
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the Line And Paragraph Spacing menu. Clicking one of the last two options

@ TIP You can also adjust the space before and after selected paragraphs from
adds or removes a preset amount of space bebween the selected paragraphs.
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@ SEE ALSO For information about setting margins, see "Preview and adjust page layout”
in Chapter 12, "Finalize and distribute documents,” of Microsoft Word 2016 Step by
Step
by Joan Lambert (Microsoft Press, 2015). For information about sections, see "Control what
chapter.

.
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Periodically you might want to experiment with structural or content modifications, or you might simply find
that a change you've made didn’t work as intended, and want to undo your changes. The Office apps
provide three levels of change reversion:

* You can undo one change at a time (and redo that change if you want to).
* You can undo all the changes in the current app session.
e You can roll back to a previous version of the document.

T ST 36 SiFear
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TIP The First Line Indent marker is linked to the Left Indent marker. Moving the Left
@ Indent marker also moves the First Line Indent marker, to maintain the first line indent
distance. You can move the First Line Indent marker independently of the Left Indent marker
to change the first line indent distance.
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TIE In this book, we show measurements in inches. If you want to change the
measure- ment units Word usas, open the Word Options dialog box. On the Advanced
page, in the
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TIP You cannot increase or decrease the indent beyond the margins by
using the Increase Indent and Decrease Indent buttons. If yvou do need
(4]
extend an indent beyond the margins, yvou can do so by setting negative indenta-
i i b
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@ TIP Unless the paragraph alignment is justified, the right edge of the paragraph will be

ragged, but no line will extend beyond the right indent or outdent.
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TIP Inserting a line break does not start a new paragraph, so when you apply para-
graph formatting to a line of text that ends with a line break, the formatting is applied
to the entire paragraph, not only to that line,

SEE ALSO For information about page and section breaks, see "Control what appears
on each page” in Chapter 12, “Finalize and distribute documents,” of Afcrosoff Word
2076

icrosnft Press, F015)
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TIF When you manually align a tab and set a tab stop, Word removes any
default tab stops to the left of the one you set.
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the Underline button on the Home tab, and then in the list, click the underline style you
want to apply.
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Apply character formatting

MPORTANT The case options vary based on the selected text. If the
selection ends in a period, Word does not include the Capitalize Each Word
option in the rotation. If the selection does not end in a period, Word does not
include Sentence case in the rotation.
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T IMPORTANT If wou have selected an entire paragraph, clicking Clear All
Formatting will clear character and paragraph formatting from the para-
graph and reset it to the default paragraph style.

ST TG BT, e 29% 559, 379 F591 (BHG TRTR6 I8 ©IF 4% S,
(Y0, [#F T (T T (72 TR ATTIET FA© |

1. IEf A% Fa@ 5 Y5 [0 Fae4.

2. T 2% SRS T, I OF7H f§F FF TFo THT HIN I72 CRETAHS
(@RS T ST Fely B |
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3. W& IR o, 7% T ofFe a1 gqhge.

4. ST S T I, AN THH TN TS T TAg© FA® G 5 TIC
STRAT CT6 FpeT |

5. W& IF% SIS I, 7T I OF I

Character formatting and case considerations

The way you use character formatting in a document can influence its visual
impact on your readers. Used judiciously, character formatting can make a
plain document look attractive and professional, but excessive use can
make it look amateurish and detract from the message. For example,
using too many fonts in the same document is the mark of inexperience,
so don't use more than two or three.

Bear in mind that lowercase letters tend to recede, so using all uppercase (capital)
letters can be useful for titles and headings or for certain kinds of emphasis.
However, large blocks of uppercase letters are tiring to the eye.

TIP Where do the terms uppercase and lowercase come from? Until the
advent of computers, individual characters made of lead were assembled
to form the words that would appear on a printed page. The characters
were stored alphabetically in cases, with the capital letters in the upper
case and the small letters in the lower case.

OITRT (O PP T2 TTNEHT PP

SRS a5 SeEnse I7 930 o T 8F 7 (TFe A6 F:AT AT JE6) 93
236 38 ASH M@ HTE F1 27 M@ AMof6 BT SRGCER I A@ AHASfeT e
27| CMeTsha*e, Word SIS Sels SIferd1d [Aaeid IR (@3 | el (T HFEF Sifera|
(ofF FA® b ©f (I3 Q0T FFF| I ARGNSTT T3 ST 71 2J-SURITIFT,
& IT TIIARA OITFR F05- 236 JEIIE SITHT 7 (AT T2 | AR JIF FGH
SR TW-CURATTF, A5 THoF HISFTT Telr- ey TET@ 9F6 AT ©Ifei
(ofF F4© FRE|
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sty aFfE SferaT RAE Serema 9376 R (6 H10 Fa00 MET 371 JR© 8y A&7
FAE W TR ©IfH] (S FA© TMES | A 96 ST tofd FI1G N, Al oz
BTG eI, fIA 932 FFHARS FA© TNE:

xS 0 T ARGHSAE FI0© A, A9 ARG ST FA©
S, N MRS ARGHS =00 AN | SIfTFIT 227 20T, Word
TRIFTONT TANSFT =TT F |

I OIFIR ST FAHIOF F9 @S| A=A SifFE Sfas
ST AT, Ty TREF S TN ARG T So2 A6 F90 &S|

»  JEEYE O S5, SA SITHIT SRGHSIAE AN AT AR T
SIS AES, JE6 Tol A{I6d FA® M@, 1 AF0 FFON JE6 (ITJF
236 =fF JET6) KEAe FA© M|

« 93 AT SIFFE S, S 207 G4 A6 T FH @S qT AF0 FFON
A R FA@ @, 972 AFN 9F6 SIfFFIF o BFF T30 A0 Fa0
T |

I AT ST FAF T S AFT6 Tga JE6IS I AT SIfeTF] H3liT6 FA@ |

1. IR @ I AP SIfeF BF FI© b1 AT FHEI T2, fFaffResfm
AR 9F6 FF:

A6 T JEGS OfFTFT BF Fato, [y * 9% IIqrama BF© (95
CIEFI6F) 972 ORAE B CHNIT T 51T ©Iferh] RGN (BHe AT FAH
AT F.

A6 A MATIE SIS BF FAO, Y 1. 976 Seyrmmd BH© (956
RTG T&T TR FAT A 1), 93 SFAE BT COIR 1 HF IfersT
SRGH (BHG A@T FATF AT .

S T 9% HIPIE PG ©IfFTHT 8F FEe, Word THRIFTSNR A6 JEGe AT
TIRYS OIS AN TG FE| AT T3 9FTC A9 AGH BF FA®© AT
fBse, @ Word Fge Sejtetw {11 SIFTE 11 SIREG BIRS FAT 2 9B BT
6! JEOYS AT RAE A2CH & 2| ST C Fate, TIF 957 B,
ST (X B Sh)(eaw (S8 JET6 ©IF AT ATH SiF 7 Fae, 932 ©HTH
SHIfETe, 352 (72 f#% T

@ TiP IF you want to start a paragraph with an astersk or number bukt don’t want bo

format the paragraph as a bulleted or numbered list, click the AutoCorrect Options
button that

appears after Waord changes the formatting, and then in the list, click the appropriakte

[T y [] S | = L U [
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RIS FEBYE TN NRAYS OIS ARGEHSfE FHBT F©
1. Sy ST RGN FHEH FA© b1 (T Aeqaw {6 F04.
2. TR MG B, Sy Seqen 56, fafeifle (¥ (@8 936

. 3% 779 300 AT JEHIE OIFFR FRT FA© (FOH| _
. F% 379 AR TAmaE 130 RAE SFFE FRT FA© (@R

IFIEF IT TR 7T A6 O] (ofd Fa©
1. 930 JEGET I RATHE OIfTF (ofF T BF T4

2. A TN FT6! ITFT AIRGAG IF6 oF I 2w v, affResfhE
A@ET AT FFa:

. TSI IREGAT WofF Fa0© 9F IF I (IAMET 2S5 341, G5 o= srsfa
foTy-IET SIfeTFT ARG MY G FAF AT AT BFS

. TS IRGAT (OfF FA© 97 IT THOF (FH &G F41), B7 Shift+Tab
TR BTG, Al TH-JEF OITHT RGN MY A& FAH A |

EEYe ©IFF1 (F, Word =feft NG IET ol JET6 THA HHT0 3| 9376
TS SIa1 (F, Word JfaHife a9 fFEa SoF fofs 3@ Fraze Raa
HAT RIS FE|

TIP For a multilevel list, you can change the numbering pattern or bullets by clicking
the Multilevel List button in the Paragraph group on the Home tab and then clicking the
pattern you want, or you can define a custom pattern by clicking Define Mew Multilevel List.

AF6 OITFIT ST A6 FA©

1. SIfFsE IRGHSE THET FFa T IS AFF JHFI6T Fa0© b1 978
fafResiE Jer @@EET 930 FFa:

. TFF IS BYE, ST S P, (39 F 20076 G SlfeTd] MRGH S
09 (19T,

. NS SR 5B, (3% TP 2T I A AICT ©IfeTP] SMRGH FA© (FTOT.
. R[OS TP A0 PP 9T WS APASFE T 1 T (B0 S |
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TIP You can adjust the space between the bullets and their text by dragging
only the Hanging Indent marker.

@ SEE ALSO For information about paragraph indentation, see “Apply paragraph
formatting” earlier in this chapter.

YT OITRT ARGHS R SR AT AIENR 0T TS
1. JEOYS OS] ARGH (V1o T T TSR F A ST Fa08 B

2. THF MG B, N Seqman 555, (5 e TO (GH6 SO ST I
A0S (FMeT|

3. WS SHE N 997F, FF T ANE1R! T AL SR F3F F74 [0F o=,

G ST TG FA©
1. JECIS Ol A6 T AT JEI6 ToIF A AFI6T FA© |
2. T¥F MG BV, M eeaw 57, 7% $79 06 o

3. WS EI6 S, (1w o 2fefe NG B 281 16 6 Afo1re
FA© AT (T T o6 TIT FA© 519 BI© FF FF

A6 FTH EI6 SIS FA0
1. S JET6 ST, 3% T Ao JE6 MTIA© T2,

2. W AQd JEI6 RRAIS FFF SIS I FF 59 ToiF, 77, I 27% (@1,
13 Rrasfa Age *f7mg (3@ a3 @115 741

3. 3% 3% 3% SR ©IfFrFE g JET6 CTa ST FAC© |
ST T ST FA©
1. FHaYe Ol 1o Fa T F=F 1 SAfel AfFIGT FAC© BT |

2. T AIME BI1F, ST Sej(an 565, 3% Fapal ST A ST o f@a Sl
S|

3. fqAfte eiffsa afsf SIRGT BF 2871 FI@F 011 AHT6T Fa00 A3 T9
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A3fB FTON AT CTeTT ke@I© A0S
1. ST ST ST, FF Fepe agal 77 fFeA7s See@[Ae Fape.

2. WY A A [N @I FPo SIS I3, fafeifEie (F (@F1Er 50 FFa
A fTSTo SAAIGT FBo N7 U, 79T a9, a1 eI

-

fF% P 2% (@en, 1 [RFusfia [Ryge afatg (3@ 9376 =TT s
3. 3% 3% (5% 9w O Tgd q9f=: P J@ 00|
236 TAfAEfEe T2 936 ©Ifer] T SIfTF1F 9T BF FA©
1. 936 fAumie ST AT FIHIE T, OIfeTPT Sle( T FFF Sl (6 FA©
361
2. AT FFA RIS ST, 9T O FF I KA A (b FHA (16
AR S SRS T YeiCo |
3. FFOA RATAES Sepfe fute afifiesiaa Sy @@ a5t s
fF% I TN OIfTFT BF FPe.

e T AT ST (V@ BIFE T, 3R SIFIF A6 FFF AT A
(2057 AW o) (6% I

4, AT (b 2 A1H, SIfFTST ARG GO AP (T FIA0 II% FA© 61 ©f
e | SR 7% I 5% o,

Set Mumbering Value T *

(®) Start new list
(:} Continue from previous list
Advance value [skip numbers)

Set value to:

1 =

Preview: 1.

QA (AT I 9316 TS OS] B AT A BT FHC© &SN
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AutoComed | Math AutoCorredt AutoFormat A5 You Type
Replace a1 you type

£ "straignt quotes” with “smart quates” [ Orelinats 15t) with superscript
A Fractians (1/2) with fraction character i4) [ Hyphens (- with dash (—)

[ *Bold* ana_ialic_ with real formatting
] ntemnet amd netwiork paths with hyperinics

Apply a4 you type
] dutomatic bubeted lists
] Barcer nes
[ muint.in Heading styles

Automatically a3 you type
7] Format beginning of Nt item (ke the ane betare it
[ Set et and first.indent with tabs and backipaces
] merine stytes based on yaur tarmatting
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GCHDG BN CTA A>T Foel

ST ARASFE ATTSNT T35 FA® THH 23T Tely AFTANE TF A2 Ae[(%aw [FeT
ST 3T (@ Fe S @ 91 T (S T 728 FE 932 A3 (T (71|
FIIMO NG FE M, A N2 T4, IFRCTE (BT AFT0F FA® TES,

AT CTA AR P Sofoan. TS SFReef, A 976 AT FNEAT (ofF FAC© AN

N (@fSEHE T SfeniTe 3T A2 RATI/T A6 NI BT F© FITF FT (@@ NG|

contents” in Chapter 13, "Reference content and content sources,” of Microsoff Word
2076

@ SEE ALSO For information about tables of contents, see "Create and modify tables of

icrosoft Press, 2015

CTAT SITTST Fee

OIS T AT ((TTF T, AMITF AT F8), Ae(oaw [FAvS (T TRA TIH 3%
SICBR I) AT SO@F T S@ge AH© ME | CEAISfE 9356 JfRAe e CHNEG
RAGT FH1 27| fCHLFCT, HIFT @ AT TTET CHAG T4 f6fs F@ | [ange
CNEE TS a3 st A e sege FA® I @ FeT AfE (ifTs siRmsfia
ST 27T AT | 9% WIS ey F3f6 R 99, JEnIe 9T RAFE o IF1ES
37, 5o 93 fRRFEs afE treiaferm sy W fRfew s1dy tret a3k 2ReAfers, Tgfs,
FAYES, FTE T2 AN STMASfTF JoT Id {0 01l oge T@@ |

fEeba0t, ST samRer S e 2 B et swenface Soters | ausifey
ST CTAT (JST FA0@ SME AT (ISR ArfF 2R [T F@F o1 (8T 9w
A |

naBbCeDc| AaBbCcDe AaBbCe AaBbcer AaB  azebcer

TMormal | TMoSpac., Headingl Heading2 Title Subtitle
AoBbCcDt AaBbCcDv AoBbCcD:¢ AaBbCeDd AaBbCcDd  AsBbCcDd
Subtle Em... Emphasis  Intense E... Strong Cuote Intense Q...

AABBCCDL AfBBCCDL AaBbCcld  AaBbCcDe
Subtle Ref... IntenseR.. BookTitle 1 List Para..,
A4 Create a Style

A Clear Formatting

. Apply Styles...

TR GMEAGT Go1F 673 F@ 9356 g, F1FT AN Cat sy
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236 CET AT NS THTHS TR teta S fofe F@ a3z 9 e s
T BYAa fE%0 T 972 P HE3 TT92E FF, ©R (ST IFMY ST I |
9% FIAC, O ARTE IE AT T 357 9376 e gerF tofd F@ | e
ARG T ST FAF T, A 9776 fSF W1t O 536 FE T2 A376 T)f AT
G TS FA© NES IM@ IF2 A CT TA® [ fSF [Tam|

@ SEE ALSO For information about document theme elements, see "Change the document
theme,” later in this chapter,

SBRA (6 fEOR BIE TP HAMIGL A (A TSI I

This Document

Title

Headrg |

TITLE o T Title Title

Headng |

Reset to the Default Style Set

Save as a New Style Set...

SIS (76 FaT 316 CTefa i@ oIt FaT1 @1 Jfte (1 CTeit GT6(6 @1 F FeRsfia a3 Tike
ST AT FE

@ TIP Style sets provide a quick and easy way to change the look of an existing document.
You can also modify style definitions by changing the template on which the document
is based. For more information about styles and templates, see “Create custom styles and
templates” in Chapter 15, "Work in Word more efficiently,” of Microsoft Word 2076 Step by
Step by Joan Lambert (Microsoft Press, 2015).
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QIR
1. T7F G O, FF T 0T SIS I 97|

Styles v X || Styles v
Default T
Mormal 1T| Default m
Mo Spacing T
Heading 1 Ta Normal T
Heading 2 b} No Spacing T
Heading 3 a
Heading 4 Ta Headl'ng 1 13
Title 1
nading 2 12
subtitle 13 H“admﬁ* - -
Subtle Emphasis a Heading 3 13
Emphasis a
Intense Emphasis a HE‘Gdn‘In’]Q‘ 4 18
strong a .
]
Quote Ta T|t|e -
Intense Quote 3 SUBTITLE 1a
Subtle Reference a
Intense Reference a Subtle Emphasis a

[] show Preview [
|| Disable Linked Styles || Disable Linked Styles

Options... Options...

T I O JL]’!E: l.)ﬂ IS TIOOLD Ooove Ors ngr r\.l'l.l
w right or left edge of the app window to dock it.

| Show Preview

can drag it by its title bar to the

SBIRE ST (1 CT4 qui© X ©f AHTow 00
1. A CTT 519, AT ST 3% Fa oL
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Style Pane Options ? et

Seledt styles to show:

In use s
Select how list is sorted:
Alphabetical et

Select formatting to show as styles:
Paragraph level formatting

Font formatting
|:| Bullet and numbering formatting

Select how built-in style names are shown
Show next heading when previous level is used
|:| Hide built-in name when alternate name exists

@ Only in this document D Mew documents based on this template

e 1T 2oy sTT3 AT ¥28 FACO, SIFTRIG IAF PO ATST

2. W& T B 957 SIEST IGT AT (@@ 9F0 FF 992 O F7F I 5F o
. T (TS S5 T oo Fapey wifersy, fafafie a3 s s

. TRFE GAEE BN FAT CTANSH S S T TIRNET ey ST
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. TRRE TGN A AH© ST FAT CTEAF Sl S
. TONE A ISNE AT W IS GHAG T CAST Ffa F&

. NR e ofefefe O, WY (BAEAG NFT T AT TS (GHEB (I
FRA© ST G S FE
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CT Tl TR S e 1 e
1. A TR H1%, A% ©IFH A6 Fa 1 A% I T (W1 (63 IH
T4 STt AF(% Gl (W15 Fa©
1. & G B, TN AT S, Juf¥e SIaftre Fd 5 93 OETE FF T
SBIR SRS (15T Fba.
I SN (A& 9F(0 G e

1. [T AEET 9F0 T

AET CIA B, IO 0T FP, o Slabe ¢ FPd AT O FF
FA SHIRT ST (A ST

AT T S, SB1RfbMe S1d-FF FFa 932 ©OIFTE FF T o1 SHElE
CIGEGICH

2316 Sraffee Tt FE@TST FAe
1. QoI BT SIS FH@ 1T AT Y AT ey o6 FFaT |

TIP If the style you want to apply is a paragraph style, you can position the
cursor anywhene in the paragraph, If the style you want to apply is a character
style, you must select the text.
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T CT6 A6 Fae
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Navigation T X | FaciLITIES
Search document o -
OFFICE
Headings ~ Pages  Results The Consolidated Messenger front office and lobby is located at the front of the building and serves as the main
% entrance for our office employees and our customers.

4 General Administration
The front office space consists of a counter with three stations, each with phanes and computer terminals with

Contact Infarnation high-speed connections. The lobby provides a package preparation area and bins of retail items (envelopes, tape,

4 Facilities marking pens, etc ) for customers, and a bank of mailboxes. The waste receptacles in the package preparation
Office area should be emptied every night or more often as neaded to ensure @ neat appearance. The retail bins should
Warehouse be checked and restocked throughout the day as needed. The office employees are responsible for both of these

activities.

Phane System

e
AT The office hours are from 8:00 A.M. to 3:00 P.M., Monday through Saturday. Customers who rent mailboxes have

IRBEE St e access to them 22 hours a day.

Office Supplies
4 Accounting WAREHOUSE
Bookk
aoKkeeper The rear of the building contains the warehouse, which occupies the major pertion of the building space. The
e g P jor p g spi
coumEh: warehouse is divided into four separate areas: Receiving, Shipping, Packaging, and Inventory storage
Bank
g . The Receiving area consists of two loading docks (also used for Shipping}, and 2 12 xa2 ft. area with
L e racks for holding incoming packages. The racks are divided by shipping company.
R chving Pk o SHIE . The Shipping area just opposite the Receiving area shares the loading dock space and also has 2 12 x
12 ft. area with racks for holding packages waiting to be shipped. The racks are divided by shipping
Receiving ltems to Packag... company.
‘ s
Processing Orders . The Packaging area has two tables, and two racks that contain various size boxes, bubble wrap, tape,

I Assessing an Order Styrofeam peanuts, and labeling materials.

Creating an Invaice . The Inventory area has three racks for overflow supplies.
I Processing an Invoice

e o afE JfRg FEEA TSwHe &

=SB S T AF6 T ASTART (ST (s A= | AGHARS (ST NET
TA® 3G GHAG 9T (e 1 (A (e 9| (@FFeIsT THEG BYa G (GHE 932 T4
&1 q1 B1af6 MCHARA (<o HIRNF FE 1)

Paragraph ? >

Indents and 3pacing  Line and Page Breaks
General
Alignment: Left e

Dutline level: | Level 1 b |:| Collapsed by default

Eo dﬁ Text

Indentation Level 2
Level 3
Left: Level 4 Special: By:
Level 5 ; : -
Right: Level & [none) Sl =
Level 7
[ Mirror indej | aya| 8
Level 9

@AFFSTST THED SAGER (ST M 73 (I B TI20H I
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(ST 1 (N (ST 9 AGHARS (ST TSN TFECEHT (TN FIIENT 3T T
3| AT @SEMTE He@ FIEE R SAfFe 3 932 ST[mE I Al Tl
TR o TS RNE 318 F@ | Al afsfo FraEmem Aied R o
(H0E A3 AN FAG AN 93 (ASEPT H@ HEAHSHE (G @ st s
eSS e M|

TGO HAE AT FEAT T4 FAO
1. N (SO T, FF FPeT N AT FOWAT T FICo |

TIF Only headings that are styled with the document heading styles appear in
the Mavigation pane.

(ST T FIEAT TS EIRIES b® A
1. & @S e, Tmfiie @ (F@8 aFh FFa:

T 996 P T Ui a6 ST faes A, SR FrEwEneit
e A At SANEERSH (e Fs FF|

T 96 FEENER I i 93576 T 2-F e F1ET e A1, O
o2 P IS SAHEETSE (@t (HaE o Aot FF I

TIF If there is no triangle next to a heading, that heading does not have
subheadings.

e e anfae 91 75te Fae|

1. a3 JR© @E 07N TQ@CR, OF IW O 9376 ags awfa Fam a3 Famems
T T | O fafee (T (@18 a6 Fapa:

T4 fageit 956 Vsl (@1 §5a fage 27, ©IRET PG SNaeTar
< TN oty fagsiftre & T

fAgsfs 9316 ST fags 2T, THEN AT (377 a7l Fa0e fagsite
#% 3341
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JAF A AT FFa

AFNF (ofy FAT AST Y 9T GIEDGI T f6fs F@, 932 GNEGT (GIET a6 147
AT f3fEe 231 I 39 STiEe [, $0 AR TS1ET TNIT I N AF6 [T 97 g
FE| AF6 T CIAT AfFIGT T8, AP AT SN (A 9 fo7 & J@sr Faw

AEA|
Dffice
|Aa AO Aa
E--P . ﬁ- Ll L} | R E-- Ll EEEnEN EEEEE
Office Facet Integral lon Board... Organic
Aa A | Aa .
E---- - f------ E------ aEE. LU L B L L]
Retrospect Slice Wisp Banded Basis Berlin
Aa U | Aa Aa Ag_|
---Bll- | - E”‘\.---a | M- L L L i) L L L]
Celestial Circuit Damask Depth Dividend Droplet
i T : = T T i =
| Aa Aa 'Aa | A Aa
:- Ll | EmmEmn :------ :- L1 L UL | -
Frame Headlines Main Event Mesh Mr:tropolltan Parallax
Aa Ao A A Aa
E-' .' L] | - 9 j- L :-- amE | mEEE. EEEEEE
Cuotable Savon Slate Vapor Trail View Wood Type
Reset to Theme from Template
|'|i| Browse for Themes...
'!_"E Save Current Theme...

Word 2016-93 f&%6 360ra 306 fI (3@ ([ (F8TF I[F (77
Ffeft Rmg 936 sffife TG (6 972 T8 (6 932 936 FifFe To1T A T@®|

« IS T (TG 96 T°6 AE—a16 FEEeE oe 13 TRt 36 GG 5y
T970 2| 3% %6 OIE, P a3 I w6 932

» SORA I SAMESFER FHIeT 436 7 (G afeft Ates 936 g g
TA@ | SRS, AT (TG 73 Fofb FHEe™ 932 St @SIES tiie
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Change the document theme

Ay I 96 AT FFITT TAM T2 FES O F T8 N H6 T2 FEA o], I
Ay Sammsfae fiffe Famw 93 (e ME|

Custom

|

Office

T

AYSA
OTSI-Corporate

Office

Office 2007 - 2010
Grayscale
Blue Warm
Blue

Bluell

Blue Green
Green

Green Yellow
Yellow
Yellow Orange
Orange
Orange Red
Red Orange
Red

Red Violet
Violet
Vialet Il
Median
Paper
Marquee
Slipstream
Aspect

Customize Colors...

3

? |
4]

Aa

Ariyl-'ﬁmes Mew Roman
Arial

Tirmes Hew Boroan

Calibri Light-Constantia
Calibri Light
Constanha

Century Gothic-Palatino ...

Century Gothic
Palatino Linotype

Consolas-Yerdana
Consolas
Werdana

Arial Black-Arial

Arial Black

Arial
Garamond-Trebuchethds

Garamond
Trebuchet A5

Gill Sans MT
Gill Sans MT
Gill Sans MT
Trebuchetiis

Trebuchet MS
Trebuchet M5

Customize Fonts...

[]

Office

Office Office 20... Subtle S0.. BandedE...
Smokey G... G|EWIEdgE Grunge T... Fmstsld G
]I I E
Top Shad... Inset Milk Glass Riblet
Reflection  Extreme S... Glossy

-

SR BB

o

TIP In addition to colors and fonts, you can control the more subtle design elemeants,
such as paragraph spacing and visual effects that are associated with a theme.

St I A Samasfera ash i i F@e 31 arstfa senes g smy T[592F
FA© STHH (O &1, A aFf6 g 2 2T skfermelfe st Fare e ot
TIEG A (BT 2 STl F, el 2 syrenfae G Soerd F&e1 TREF,
ATANE TFETG R (HIGTE FFHH T RAHT FA© @ 1, AT A A-@EE 6
&0, SISy RfETE 1 (@ESTE AT ([ (FIET FINT KITTT FI©@ MNE|
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@ TIP The default Document Themes folder is stored within your user profile. On a default
freestanding installation, the folder is located at C:\Users\ <user name
\WAppData\Roaming\Micrasoft\ Templates\Document Themes. [n a corporate environment

with managed computer configurations, the user profile folder might be located elsewhere.

fE%e6a0T, Word T3 agd, H13T afite Office f J@1S @I 36 2016-9, s Rwfe
MANFSNE AFH T TETG, I GHGT Ty T B6 a2 FEEE Sy FNfAfT 26
SRRE At (@ %t s Fa0e M|

TIP If multiple people create corporate documents for your company, you can ensure
@ that everyone’s documents have a commaon look and feel by assembling a custom
theme and making it available to everyone, Use theme elements that reflect your corporate
colors, fonts, and visual style, and then save the theme to a central location or send the
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