Add Borders To Page

You can add borders of your choice to word pages by following the simple steps given
below.

Step (1): Click the Border Buttonto display a list of options to put a border.
Select Border and Shading option available at the bottom of list of the options as
shown in above screen capture. This will display a Border and Shading dialog box.
This dialog box can be used to set borders and shading around a selected text or page
borders.
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Border Setting  Border Styles Border Application Options

Step (2): Click Page Border tab which will display a list of border settings, styles and
options whether this border should be applied to the whole document or just one page
or first page.

Step (3): You can use Preview section to disable or enable left, right, top or bottom
borders of the page. Follow the given instruction in preview section itself.

Step (4): You can customize your border by setting its color, width by using different art
available under style section.
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On the Intart tab, the gallecies Inclucde Roms that are detigned to coordinate with the cverall
look of your document. You can use these galleries ta insert tables, headers, footers, lists,
covet pages, and other document bulidiog blocks. Whan you Create pictures, charts, o

& they alio cocedinate with your dociammnt look,

-

You can easily change the formatting of selected tent in the o test by choosing @
look for the selected text from the Quick Styfes gallory om the Morme tab. You can alse format
text Seectly by wsing the other contrels on the Home tab, Mot contrels offer & cholce of
wsing the look from the current theme or using a format that you specify directly,

To change the overall look of your document, choose new Theme slements 00 the Page
Layout tab, To charge the locks avallabie in the Ouick Style gallery, use the Change Current
Quick Seyle Set commuand, Both the Thames gallecy and the Cuick Styles gallery provide reset
commands 10 that you can always restore the look of your document 10 the origined
contalned inyour current template




