First Level / Microsoft Word 2010

Lab 6: Working with Themes and Styles

Applying a Style

A style is a group of format settings stored under a single
name. Quick Styles are sets of styles that are designed to
work together to create attractive and professional looking
documents.

Each set of quick styles includes all the styles you need to
build a document. For example, you can apply the
“Quote” style if you are quoting something in a
document, or the “Title” style for the document’s main
heading. Using quick styles rather than your own
formatting has several advantages:

The document looks professional and is easy to read.

Styles provide consistency and can apply several
formatting properties at one time.

If you change the formatting properties of a style, all
instances of the style are updated with the
formatting changes.

Apply a style

Choose a style that is appropriate for the text, and then
apply the style.

00  Select the text to which you want to apply the style.

00 Click the Home tab on the Ribbon and click the

style you want to use in the Styles Gallery in the

Styles group.

The style is applied to the document. To view all the

styles in the quick style set at the same time, click the

More button to expand the group.

@ Tip: If the style that you want does not appear in
the Styles Gallery, press <Ctrl> + <Shift> + <S> to
open the Apply Styles task pane. Under Style
Name, type the name of the style you want to use.

Apply a different Quick Style Set

Word’s built-in style sets are professionally designed to
convey a certain tone. Want your document to look more
formal? Use the Formal style set, and the styles will take on
formatting properties that make text look more formal.

00 Click the Home tab on the Ribbon and click the
Change Styles button in the Styles group.

0 Point to Style Set and select the style set you want
to use.

The styles available in the Styles Gallery change to
reflect the style set you selected.

= Exercise
[ Exercise File: Management6-1.docx

Exercise: Apply the Title style to the
“Annual Management Meeting” text.

Apply the Subtitle style to the “Seminar Schedule” text.
Apply the Formal style set to the document.

Reset document quick styles.

Click a style in the Style Gallery to
apply it to text. The current style is
highlighted.

Click the Change Styles
button to select a
different quick style set.

AaBbCcDd | AaBbCcDd AaBhC( AaBhce AdD ; A

Heading 2 Title _ | Change
Styles ~

TNormal | T MNo Spacing Heading 1

Styles

Use these buttons to view other
styles in the quick style set.

Figure 6-1: The Styles Gallery in the Home tab of
the Ribbon.

Table 6-1: Quick Style Sets in Word 2010
o

Clean Default (Black and White)

Distinctive

Elegant
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First Level / Microsoft Word 2010 Lab 6: Working with Themes and Styles

@ Tip: As you point to different styles in the Style S ——
Set list, the document changes to show you how —
it will look with the style set.

Reset Quick Styles

If you decide that you don’t want to use the quick style set ' : =
you applied to the document, you can remove it and reset (===
to its default settings.

0 Click the Home tab on the Ribbon and click the Fancy
Change Styles button in the Styles group. Point T
to Style Set. "

There are two ways you can reset the quick style set:

Reset to Quick Styles from Template: Resets
quick styles to the styles included in the
template attached to the document.

Reset Document Quick Styles: Resets quick
styles to any styles you have modified or added
to the current document.

Modern

Custombuide coursewary pravides

[ Select the reset option you want to use.

The quick styles reset accordingly.

@ Tips

=  Microsoft recognizes that styles are efficient and useful
in creating a document, so they have created sets of
coordinating styles that have all the styles you need to
build a document. In previous versions, users were left
to create most of their own styles from scratch. Now,
styles are very accessible with a wide range of them
prominently displayed on the Ribbon.

= In most cases, choosing a different quick style set e
does not change the font type or the font theme =
being used; it just applies different character or |
paragraph formatting.

Thatch

Traditional Word 2003

Word 2010
(Default)
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Lab 6: Working with Themes and Styles

Creating a Style

A style is a group of format settings stored under a
single name. Styles save a lot of time and ensure that
your documents are formatted in a consistent manner.

There are five different types of styles:

Character: Includes any type of character
formatting, such as font size or type, colors, and
font effects.

Paragraph: Includes any type of paragraph
formatting, such as paragraph, tab, border, and
bullets and numbering formats.

Linked: A combination of character and
paragraph formatting properties.

Table: Provides a consistent style for all
borders, shading, alignment and fonts in tables.

List: Applies similar alignment, numbering or
bullet characters and fonts to lists.

With Word’s quick styles, you probably won’t need
to create new styles very often. But if the need arises,
creating a style is quick and easy.

O  Select the text that contains the formatting of the
new style.

00 Right-click the selection, select Styles, and
select Save Selection as a New Quick Style
from the contextual menu.

The Create New Style from Formatting dialog
box appears. You may add formatting or change
formatting properties for the style here.

Click the Name text box and enter the style’s name.
Click OK.

The style is added to the Quick Style Gallery.

Other Ways to Create a Style:

Click the Home tab and click the Dialog Box
Launcher in the Styles group. Click the New
Style button in the Styles task pane and apply
style formatting in the Create New Style from
Formatting dialog box. Give the style a name
and click OK.

= Exercise
[ Exercise File: Management6-2.docx

Exercise: Select “The Internet and Travel” line; add
bold formatting and change the font size to 14 pt.

Create a style named “Seminar” based on this text.

Apply the style to the “Better Team Communication” and
“Exploring Childcare” text.

-

Create New Style from Formatting

Name:
Seminar

Paragraph style preview:

Stylel

l oK ’[ Modify... ]’ Cancel

"

Figure 6-2: To create a new style from formatted text,
just give the style a name.

Create New Style from Formatting L‘ﬁ
Properties
Name: Seminar
1
Style type: Paragraph v ‘
Style based on: 12 No Spacing .2 }
Style for following paragraph: | 2 Seminar 3
Formatting
Calibri (Body) v | 11 : B 7 U Automatic v]
E|F F = =| = = = 1 i= =
he Intemet and Trave!
Style: Quick Style
Based on: No Spacing
Following style: Seminar
v | Add to Quick Style list Automatically update
Q) Only in this document New documents based on this template
Format ~ ‘ ‘ oK l Cancel |

Figure 6-3: Create a new style and add formatting
properties to it in this dialog box.
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Lab 6: Working with Themes and St

yles

Modifying and Deleting a Style

If a style doesn’t quite have the formatting attributes you
would like, or if you created a style that you no longer
want to use, styles are easily modified and deleted.

Modify a style

In most cases you won’t need to change a style in a
Quick Style set because the styles are designed to work
together. Rather than modifying one of these built-in
styles, you may want to consider creating a new style.
Still, you may run into a situation where you want to
modify a built-in style or a style that you’ve created.

0 Select text that uses the style you want to modify.

O Apply the formatting you want to add to or remove
from the style.

O Right-click the style in the Styles Gallery and select
Update [style name] to Match Selection from the
contextual menu.

The style is modified to acquire the

formatting properties of the selected text.
Other Ways to Modify a Style:
Right-click the style in the Styles Gallery and
select Modify from the contextual menu. Or,
click the Dialog Box Launcher in the Styles
group, click the list arrow for the style you want
to modify and select Modify. Edit the formatting
of the style in the Modify Style dialog box.

Delete a style

If a style is no longer needed, it may be deleted altogether.

[ Click the Dialog Box Launcher in the Styles
group. The Styles task pane appears.

[ Click the list arrow of the style you want to
delete and select Delete [style name] or Revert to
[style name] from the list.

A dialog box appears, asking to confirm deletion

of the style.

@ Tip: If there is no option to delete the style, Word
may instruct you to revert to a similar style,
which effectively deletes the style.

O Click Yes.

The style is deleted and the default “Normal” style,
or a style similar to the deleted style, is applied.

= Exercise
[ Exercise File: Management6-3.docx

Exercise: Modify the “Seminar” style so the font size is
11 pt. Notice that the other instances of the style are

modified. Delete the “Seminar” style.

Modify Style

Properties
Name: Seminar
Style type Linked (paragraph and character »

Style based on: %2 No Spacing i“

Style for following paragraph: | £2 Seminar z‘

Formatting

Calibri (Body) Automatic v |

J#EE - w

=

(]
]

FEOFE

]
=y
Il
]
Wil
i

14

The Internet anc ig |

Font: 14 pt, Bold, Style: Linked, Quick Style
Based on: No Spacing

V| Add to Quick Style list
©Q/ Only in this document

Automatically update

New documents based on this template

| Format~ ‘ ‘ OKV e Canc;

Figure 6-4: The Modify Style dialog box.

iSty!es

v x|
| clear Al
Normal w
| Seminar EH
Update Seminar to Match Selection
™ Modify..
Revert to No Spacing... I}
Remove from Quick Style Gallery
EMphasis a
Intense Emphasis a
Strong a
Quote puc:}
Intense Quote 3
Subtle Reference a
Intense Reference a
Book Title a
List Paragraph .
Header Ia
Show Preview
| Disable Linked Styles
@ @ @ Options...

Figure 6-5: If a style is very similar to another style, you
may be asked if you want to revert to that style rather than
delete the style.
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Lab 6: Working with Themes and Styles

Working with the
Styles Gallery

The Styles Gallery makes it easy to view and access styles
in a document. This lesson shows you how to organize
which styles are displayed in the Styles Gallery.

Add a style to the Styles Gallery

If a style you want to use doesn’t appear in the Styles
Gallery, you can move it into the Styles Gallery so it
is easily accessible.

00 Click the Home tab on the Ribbon and click the
Dialog Box Launcher in the Styles group. The
Styles task pane appears.

[ Click the Options link in the Styles task pane.
The Styles Gallery Options dialog box appears.

O Click the Select styles to show list arrow and select
All styles. Click OK.

The Styles task pane displays all the styles available
in the document.

0 Point at the style you want to add to the Styles
Gallery. Click the list arrow and select Add to
Quick Style Gallery.

The style appears at the beginning of the
Styles Gallery.

Remove a style from the Styles Gallery

Removing a style from the Styles Gallery does
not remove the style from the document.

[ Click the Home tab on the Ribbon and right-click the
style that you want to remove from the Styles Gallery
in the Styles group.

This will remove the style from the gallery, but it
will still be available in the document.

00 Select Remove from Quick Style Gallery from
the contextual menu.

The style no longer appears in the Styles Gallery.

= Exercise
[ Exercise File: Management6-4.docx

[ Exercise: Remove the “List Paragraph”, “Book Title”
and “Emphasis” styles from the Styles Gallery.

Move the “Book Title” style back into the gallery.

Style Pane Options ‘M
Select styles to show:
Recommended v ‘
Select how list is sorted:
As Recommended v l

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

Q) Only in this document New documents based on this template

i ODC \ Cancel

Figure 6-6: Configure how the Style Pane works in
the Style Pane Options dialog box.

Styles v X

| clear Al

Normal

| No Spacing

Heading 1
Heading 2
Heading 3

Title

Subtitle

Subtle Emphasis
Emphasis
Intense Emphasis
Strong

Quote

Intense Quote

Subtle Reference

Intense Reference
|| Book Title

o o BB oo oo BEiRB BB

Update Book Title to Match Selection
™ Modify.

Delete Book Title...

Add to Quick Style Gallery
[Tty t7y ol

Figure 6-7: Make styles quickly accessible by
adding them to the Quick Style Gallery.
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First Level / Microsoft Word 2010

Lab 6: Working with Themes and Styles

Creating a New Quick
Style Set

If you create a group of styles that you would like to use
together, you can save them as a new quick style set.

00 Click the Home tab on the Ribbon and add
and remove styles in the Styles Gallery.

To create a quick style set, you can use a
combination of styles you have created, and styles
from other quick style sets.

The styles that appear in the Styles Gallery will be
included in the new quick style set.
O Click the Change Styles button in the Styles group.

[ Point to Style Set and select Save as Quick
Style Set.

The Save Quick Style Set dialog box appears.

0 Click the File name text box and enter a name for
the Quick Style Set.

If you create other customized elements, use the same

naming scheme so you can easily identify which
parts are designed to go together.

0 Click Save.

The quick style set now appears in the Change Styles
button list with the other built-in quick style sets.

= Exercise
[ Exercise File: Management6-5.docx

Exercise: Create a new quick style set named
“Management”.

f |
W) Srve Quick Sty Set —‘-‘

@

|
|
‘ Quonge Tite
- Hide Folcer Tools = -
|

Figure 6-8: The Save Quick Style Set dialog box.

Change
Styles ~
v | Clean A Style Set >
Default (Black and White L Colors »
Distinctive A| Fonts »
Elegant w Paragraph Spacing *
Fancy Set as Default
Formal
Management 5
N
Manuscript v
N
Modern
Simple C
Thatch »
Traditional \ A
_

Word 2003

Word 2010

Figure 6-9: Quick Style Sets created by the user appear
in the list with the Quick Style Sets available in Word.
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Lab 6: Working with Themes and Styles

Selecting, Removing, and
Printing Styles

Styles form a bond between text that uses the same style.
Use this common bond to work with text.

oTips

= You must turn on the Keep track of formatting option
to select, remove, or print styles. To do this, click the
File tab and select Options. Click the Advanced tab
and make sure the Keep track of formatting check
box is selected.

Select text that uses the same style

You can select all occurrences of a style in a document.

00 Click the Home tab on the Ribbon and right-click the
style in the Styles Gallery in the Styles group.

O Select Select All Instance(s).

When the text is selected, you can work with the text
as usual, such as to apply a different style, modify the
style, or add formatting.

Remove a style from text

If you change your mind about using a style, you can

easily remove the style from all text in the document.

00 Click the Home tab on the Ribbon and click the
Dialog Box Launcher in the Styles group. The
Styles task pane appears.

O Click the list arrow for the style you want to remove
and select Clear Formatting of All Instance(s).
The style is removed from text in the document.

Print styles

You can print a summary of all the styles in a document,
which includes a description of each style’s properties
and settings.

0 Click the File tab and select Print.

The Print tab appears.
00 Click the Print all pages list arrow and select Styles.

0 Click Print.

= Exercise
Exercise File: Management6-6.docx

Exercise: Apply the Strong style to “The Internet
and Travel” and “Better Team Communication” lines.

Select all instances that use the Strong style and add
underline formatting to them.

Remove all instances of the Strong style.

Print a style summary for the document.

W id=2-0 v Management6-6 - Microsoft Word e L) -

AaBbCcD¢ AoBbLCcDd AaBbCcD

. NP
R

Y Moo

Annual Management Me¢

The Internet and Travel
10:00 - 12:00 Room 212
sohn

ns, High Energy Computer Corp.

Better Team Communication
1:00-2:30  Room 220
Susan Flint, Synergy Inc

felt ignored or misunderstood at a staff meeting? Do you feel your work is unappreciated

kers? Susan Fliat of the renowned management consulting firm, Synergy Inc., will discuss

effective communications techniques for the office

Exploring Childcare
3:00-5:00 Room 115
« »

45 266 | D | Track Changes OFf | 21 3 100%

Figure 6-10: Select all text that is formatted using a
certain style in the document.

Styles v X

Clear All

Normal T
No Spacing 1a
Heading 1 1a
Heading 2 1a
Heading 3 I3
Title I3
Subtitle b L]
Subtle Emphasis a
Emphasis a
Intense Emphasis a
Strong E[

Update Strong to Match Selection
W Modify..
Select All 2 Instance(s)
Clear Formatting of 2 Instance(s) D&
Delete Strong...

Remove from Quick Style Gallery

|| Show Preview
| Disable Linked Styles

E‘ @ @ Options...

Figure 6-11: Remove the style from all text to which it has
been applied.
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Lab 6: Working with Themes and Styles

Comparing and Cleaning
Up Styles

The Style Inspector helps identify styles and other
formatting in the document.

Clean up styles

If text isn’t updating to style changes the way you
expected, or if text is not included in a style selection as
you anticipated, it may not be formatted with a style.

00 Click the Home tab on the Ribbon and click the
Dialog Box Launcher in the Styles group. The
Styles task pane appears.

00 Click the Style Inspector button in the Styles
task pane.

The Style Inspector appears.

00 Click the text you want to check or clean up.
The Style Inspector shows the underlying paragraph
and character styles that are used in the current text.

If the Plus: area below the paragraph or character
style references other formatting properties, those
formatting properties have been added manually and
are not part of the underlying style.

[ Use the controls in the Style Inspector to clear all
styles and formatting, create a new style, or
reveal formatting.

Compare formatted text to other
formatted text

Comparing text makes it easier for you to identify the
formatting attributes applied to text.

00 Click the Home tab on the Ribbon and click the
Dialog Box Launcher in the Styles group. The
Styles task pane appears.

00  Click the Style Inspector button in the Styles
task pane.

The Style Inspector appears.

(0 Click the Reveal Formatting button. The

Reveal Formatting task pane appears.

= Exercise
[ Exercise File: Management6-7.docx

Exercise: Apply the Intense Reference style to the
“Exploring Childcare” line.

Use the Style Inspector to check the formatting of the
“Better Team Communication” line.

Compare the text of the “Better Team Communication” line
and the “Exploring Childcare” lines.

Apply the Intense Reference style to the “The Internet and
Travel” and “Better Team Communication” lines.

Style Inspector v X
Paragraph formatting
No Spacing Ii‘

The Plus Flus: <none> Ii‘
areas display
formatting Text level formatting
that has been Default Paragraph Font Ii‘
added to the -
Sty|e that is Plus: Underline Ii‘
formatting the
text. E| IE| Clear All ‘

Figure 6-12: Use the Style Inspector to
investigate formatting differences in text.
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Lab 6: Working with Themes and Styles

00 Click or select text to view its formatting.

The formatting properties of the selected text are
displayed in the Reveal Formatting task pane.

0 Click the Compare to another selection check
box in the Reveal Formatting task pane.
Now you can compare the formatting of the selected
text to other text in the document. Notice that when

the text is compared to itself, there are no formatting
differences.

00 Click or select the text to compare to the previously
selected text.
The formatting differences between the two instances
are displayed in the Reveal Formatting task pane.

00 Close the Reveal Formatting task pane and
Style Inspector when you are finished.

Page: 1 of 1 | Waords: 2/166

B
=

A M| | clearan

- 2
(W) el @ -~ Management6-7 - Microsoft Word =20 X |
- S -0
= & A A # find
’ hbn (Body)  + 11 = 1= < ik 4
| |canimody i 1K | o ® 0l Y aupbceod AsBbcedd AaBheo | A | b
2 - x Replac
Pase Bz (e % @ v.-A-Exzam - & ’ NoSpaong Heading1 |, Change . .
1 7:‘5:)"& v x |Reveal Formatting v X
¥ s S T e e |
1| clear at | Selected text
Better Team Communication Normal T Better Team Communication
1:00 - 2:30 Room 220 No Spacing 2
Susan Flint, Synergy Inc. Heading 1 o EXPLORING CHILDCARE
i Heading 2 [
Have you ever felt ignored or misunderstood at a staff meeting? Do Heading 3 @ | Compare to another selection
by your co-workers? Susan Flint of the renowned management con i a Formatting differences
effective communications techniques for the office. Subtitle B (] Font
Subtle Emphass o r w"ﬁ Ri-‘};wnte
EXPLORING CHILDCARE Emphasis a i
3:00-5:00 Room Style Inspector Itense Emphosis a Mot Small caps -> Small caps
Jack Lake, Human Resq haracter Spacing:
Paragraph formatting Strong e Not Expanded by / Condensed
Quote o by -> Expanded by 0.25 pt
Ina recent employee allen
z No Spacing Intense Quote n
childcare program asa old a
i Subtle Reference a
childcare programs an B ~ /| laged 1t [ Siense Reference 2l
k Tithe e
Text level formatting bacosbb
List Paragraph T
INTENSE REFERENCE Heoder »
Plus: <none> 5
. Options

Figure 6-13: The Reveal Formatting task pane displays formatting
differences between text selections in the document.
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Applying Document Themes

Word 2010’s document themes provide a consistent

and professional look for your documents. Each

document theme consists of three design elements:
Theme Colors: A set of eight coordinated colors used
in formatting text and objects in the document.

Theme Fonts: A set of coordinated heading and
body font types.

Theme Effects: A set of coordinated
formatting properties for shapes and objects.

@Tips
= Document themes work best when saved in .docx
files. They may not display correctly in .doc format.

Apply a document theme

Applying a document theme affects all elements of the
document: colors, fonts, and effects.

O Click the Page Layout tab on the Ribbon and click
the Themes button in the Themes group.

A list of built-in document themes appears. The
default theme is “Office,” which is highlighted in
orange.

@ Tip: If the theme you want to use doesn’t appear
in the list, it may be saved somewhere else. If a
theme is saved elsewhere on your computer or
network location, click Browse for Themes to
go to the theme’s location.

00  Select the document theme you want to apply.

The formatting associated with the document theme
is applied to the document.

Mix and match document themes

You are not bound to the colors, fonts, or effects that
are assigned to a document theme. You may mix and
match theme colors, theme fonts, and theme effects.

00 Click the Page Layout tab on the Ribbon.

00 Click the Theme Colors, Theme Fonts, or Theme
Effects button in the Themes group and select the
colors, fonts, or effects you want to use.

The change is applied to the document. The
document theme isn’t changed, but it is no
longer applied.

= Exercise
[ Exercise File: Management6-8.docx
[ Exercise: Apply the “Opulent” document

theme. Apply the “Metro” theme font.

Themes
Built-In -

2a B2 |

Office Adjacency

Aa WH

Apothecary Aspect

Aa_j|Aa ]

Civic Clarity

Aa ﬂ Aa] a

Couture Elemental Equity Essential

Aa]AaiAa]

Executive Flow Foundry Srid -

Aa l

Reset to Theme from Template
@il Browse for Themes

o | Save Current Theme

Figure 6-14: The built-in list of Document Themes in
Word coordinates colors, fonts, and shape effects.

Theme Colors

A

[A]-

Theme Fonts

Theme Effects

Figure 6-15: Customize a document theme by mixing
and matching colors, fonts, and effects.
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Lab 6: Working with Themes and Styles

Creating New Theme
Colors and Fonts

You will probably be able to find a document theme that
suits your needs among Word’s built-in options.
However, you can also create your own customized
theme colors and fonts.

0 Click the Page Layout tab on the Ribbon and click
the Theme Colors or Theme Fonts button in the
Themes group.

O Select Create New Theme Colors or Create New
Theme Fonts from the list.

A dialog box appears where you can select the colors
and fonts you want to use.

O Select the colors and fonts you want to use.

0 Click the Name text box and type a name for the new
color or font theme.

If you want to coordinate new theme colors and
fonts, save them under the same name, just as they
are with built-in themes.

0 Click Save.

If you want to use the new colors and fonts
together, save them under the same name so that it
is easy to identify that they go together.

QTips

=  You can’t create your own theme effects. You
can only create your own theme colors and fonts.

= To remove a custom theme color or font, click the
Theme Color or Theme Font button. Right-click
the option you want to delete and select Delete.
Click Yes to confirm the deletion.

= To edit a custom theme color or font, click the
Theme Color or Theme Font button. Right-click
the theme color or font and select Edit.

= The colors and fonts that appear in the dialog box are
based on the previously selected theme. Click the
element you want to change and select More Colors
for additional color options.

= Exercise

[ Exercise File: Management6-9.docx

[1 Exercise: Create a new theme color named “Acadia”.

Create New Theme Colors

Theme colors

Text/Background - Dark 1

Text/Background - Dark 2
Text/Background - Light 2
Accent 1
Accent 2
Accent 3
Accent 4
Accent 5
Accent §
Hyperlink

Followed Hyperlink

Name: |Acadia

Text/Background - Light 1 ||

LY S
Sample
[
Text
v
e o 1
- ol
-
.
J ype:
| -
-
e
; v
v
[~
‘ Save I Cancel

Figure 6-16: Creating a new theme color.

EOENENEN ccotve
B EmEEm
BETEEOEEE rfound -

Figure 6-17: Theme elements that you have created
appear in a special Custom section at the top of the list.
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Save a New Document Theme * Exercise

Exercise File: Management6-10.docx
You can use theme fonts or colors that you have created

to create an entire document theme. For example, you ' Ehxedrc'se: Apply the custom Acadia theme color to
could create a document theme that uses specific colors LSRR
and fonts for your organization. Apply the Foundry theme font and save a new document

. theme named “Acadia”.
You can save any combination of theme colors, theme

fonts, and theme effects as a new document theme.

0O Apply the theme colors, fonts, and effects you want to
use in the new document theme to the document.

This can be a combination of items you have

created, and built-in items. W Managements-10 - Mcrosoft Word =

0 Click the Page Layout tab on the Ribbon and click AlE ] L -3 atr "
- = al- - s jaopt wil,

the Themes button in the Themes group. = | N T

Custom alhu

A list of built-in themes appears.

0 Select Save Current Theme.

Built-In
The Save Current Theme dialog box appears. Aa ] Aa | Aa ] Aa ]
When you give the new document theme a name, use A A ;i ; \ nent Meeting
a naming scheme similar to other items, such as the =3 |E=3 C’W a8 ]
theme colors or fonts, so that it is easy to identify that Apohecary  Aspect  Austin__  BlkTie
they go together. Aa_J[Aa 1 |As ’I Aa )

0 Click the File name text box, enter a name, and click
the Save button.

ing industry. More and more companies an *

v
each new customers. John Barrons, a respe
*

»

The document theme is now available under the
Themes button in the Themes group.

aTips Figure 6-18: You can save your combination of theme

[ colors, fonts, and effects as a new document theme.
=  When you save a new document theme, it becomes

available in all Office programs.

= To remove a custom document theme, click the
Themes button. Right-click the custom theme and
select Delete. Click Yes to confirm the deletion.
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