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Experience learning made easy-and quickly teach yourself how to create
impressive documents with Word 2010. With STEP BY STEP, you set the pace-
building and practicing the skills you need, just when you need them! Topics
include using styles and themes; sharing, printing, and publishing documents;
editing images from within Word; using SmartArt® diagrams and charts;
creating references, footnotes, indexes, and tables of contents; collaborating with
multiple people at the same time on the same document; and turning your ideas
into blogs, Web pages, and more.

From Insidethe Book: How to Add Watermarks

There might be times when you want words to appear behind the text of a printed
or online document. For example, you might want the word CONFIDENTIAL to
appear faintly behind the text in a contract. When you want to dress up the pages
of your document without distracting attention from the main text, you might
consider displaying afaint graphic behind the text. These faint background
effects are called watermarks. Watermarks are visible in a document, but because
they are faint, they don't interfere with the readers’ ahility to view the
document’s main text.

Inthis exercise, you'll first add a text watermark to every page of a document,
and then you'll add a graphic watermark.

SET UP You need the AuthorsDraft_start document and the OT Sl-Logo picture
located in your ChapterQ9 practice file folder to complete this exercise. Open the
AuthorsDraft_start document, and save it as AuthorsDraft. Turn off formatting
marks and the ruler, and set the magnification so that you can see all the text.
Then follow the steps.

- 1. On the Page L ayout tab, in the Page Background group, click the
Water mark button.
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Y ou can click the thumbnail of a predefined watermark
or click Custom Watermark to define your own.

- 2. Scroll to the bottom of the gallery, noticing the available options. Clicking
any of these options inserts the specified watermark in pale blue on every page
of the current document.

3. Below the gallery, click Custom Water mark. The Printed Watermark
dialog box opens.
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In this dialog box, you can specify a
picture or text watermark.

- 4. Click Text watermark, display the Text list, and then click DRAFT.

5. Ensure that Verdana appears in the Font box.

6. Click the Color arrow, and then click the purple box (Purple, Accent 4).
7. With the Semitransparent check box and Diagonal option selected, click
OK. The specified text isinserted diagonally across the page.
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The text watermark is faint enough to read the text
but bold enough to be noticed.

- 8. On the Page L ayout tab, in the Page Background group, click the

Water mark button, and then click Custom Water mark.

9. Inthe Printed Watermark dialog box, click Picture water mark, and then
click Select Picture. The Insert Picture dialog box opens.

10. Navigate to your Chapter 09 practice file folder, and double-click the
OTSl-Log picturefile.

11. Inthe Printed Water mark dialog box, change the Scale setting to 200%,
and then click Apply.

12. Drag the dialog box by its title bar until you can see the watermark. Then
change the Scal e setting by typing 400%, and click Apply.

13. With the Washout check box selected, click Close. The pictureisinserted
asawatermark at the size you specified.
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The picture watermark adds visual interest
without obscuring the text.

. CLEAN UP Save the AuthorsDraft document, and then closeit.
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Experience learning made easy-and quickly teach yourself how to create impressive documents with Word
2010. With STEP BY STEP, you set the pace-building and practicing the skills you need, just when you need
them! Topicsinclude using styles and themes; sharing, printing, and publishing documents; editing images
from within Word; using SmartArt® diagrams and charts; creating references, footnotes, indexes, and tables
of contents; collaborating with multiple people at the same time on the same document; and turning your
ideas into blogs, Web pages, and more.

From Insidethe Book: How to Add Watermarks

There might be times when you want words to appear behind the text of a printed or online document. For
example, you might want the word CONFIDENTIAL to appear faintly behind the text in a contract. When
you want to dress up the pages of your document without distracting attention from the main text, you might
consider displaying afaint graphic behind the text. These faint background effects are called watermarks.
Watermarks are visible in a document, but because they are faint, they don’t interfere with the readers
ability to view the document’s main text.

In this exercise, you'll first add a text watermark to every page of a document, and then you'll add a graphic
watermark.

SET UP Y ou need the AuthorsDraft_start document and the OT SI-Logo picture located in your Chapter09
practice file folder to complete this exercise. Open the AuthorsDraft_start document, and saveit as
AuthorsDraft. Turn off formatting marks and the ruler, and set the magnification so that you can see al the
text. Then follow the steps.

- 1. Onthe Page L ayout tab, in the Page Background group, click the Water mark button.
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Y ou can click the thumbnail of a predefined watermark
or click Custom Watermark to define your own.

- 2. Scroll to the bottom of the gallery, noticing the available options. Clicking any of these options inserts
the specified watermark in pale blue on every page of the current document.
3. Below the gallery, click Custom Water mark. The Printed Watermark dialog box opens.
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In this dialog box, you can specify a
picture or text watermark.

- 4. Click Text watermark, display the Text list, and then click DRAFT.
5. Ensure that Verdana appears in the Font box.




6. Click the Color arrow, and then click the purple box (Purple, Accent 4).
7. With the Semitransparent check box and Diagonal option selected, click OK. The specified text is
inserted diagonally across the page.
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The text watermark is faint enough to read the text
but bold enough to be noticed.

- 8. On the Page L ayout tab, in the Page Background group, click the Water mark button, and then click
Custom Watermark.

9. Inthe Printed Watermark dialog box, click Picture watermark, and then click Select Picture. The

Insert Picture dialog box opens.

10. Navigate to your Chapter 09 practice file folder, and double-click the OT SI-L og picturefile.

11. Inthe Printed Water mark dialog box, change the Scale setting to 200%, and then click Apply.

12. Drag the dialog box by its title bar until you can see the watermark. Then change the Scale setting by
typing 400%, and click Apply.

13. With the Washout check box selected, click Close. The pictureisinserted as awatermark at the size
you specified.

Janea ne 20 sand wepad oz v b dunalaz vans sz rg vase ab ks
n'\-"nl'-'rllm\rrnlr'uv\- el s akthue of eanra o
bebeie aboar O cn ard windewe Dld‘roo’lr Shew rche Mize = nrl!m:r\.rlnn
Trakvire) Fand i =, T, (0T

ArE m«-w':rd:- nIpE ww&r-’.\rlm Zraar :'\.lhl\.iuut’-n{w:?
Usarag sergzoal wtnrbra sy bockabar bogprring ol rcevec bk aduli
Inamracr Shauas unmimmmn i al VierosectPrans, a1 scharfar
tnkaie ard 3w edks-orsan dnrezraty ol ?’uihrﬂ:

Joan Lambert
Fmarclums snebod in Dhar Drsimiong @ vla e i atmeni nel ey Bue 7123 yuvs o dos
Proaldeyr el TR Ie a2 peperedbdsder 10k ro == Teans s ol rach s el
Ivbs Wiz o wnE ey aneelres urdal ralas e wne ma s sbde o g en
v fearmnmaake

Juaria s Micraask Carfied “ronariHCT, o Hermak Swcind Apphcstins
Spalalm PO Iz, aMlorore e ]l Tedhrakeg s Spsedu i | 11:-1
ard thu wrther o mannfan v daces beskr abeue Windees ard SR G
Windawe and Hasl

Cnline Traiming Solutions, Inc. {OTSI}

TS s b it weadurtin ol ceand Wivlass
rnrlp;rr\-'\-urr'v\- 1'II rrhw- 'munlr Ir :rn\-vh TN ON

The picture watermark adds visual interest
without obscuring the text.

- CLEAN UP Save the AuthorsDraft document, and then closeit.
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Editorial Review

About the Author

Joan Lambert has worked closely with Microsoft technologies since 1986 and in the training and
certification industry since 1997. As President and CEO of Online Training Solutions, Inc. (OTSl), Joan
guides the translation of technical information and requirements into useful, relevant, and measurable
resources for people who are seeking certification of their computer skills or who simply want to get things
done efficiently.

Joan is the author or coauthor of more than three dozen books about Windows and Office (for the Windows,
Mac, and iPad platforms) and three generations of Microsoft Office Specialist certification study guides.
Joan is a Microsoft Certified Professional, Microsoft Office Specialist Master (for Office 2013, Office 2010,
and Office 2007), Microsoft Certified Technology Specialist (for Windows and Windows Server), Microsoft
Certified Technology Associate (for Windows), Microsoft Dynamics Specialist, and Microsoft Certified
Trainer.

Joyce Cox has 20+ years' experience developing training materials on technical subjects for non-technical
audiences, including dozens of books about Office and Windows.

Users Review
From reader reviews:
Henry Carlino:

Information is provisions for folks to get better life, information presently can get by anyone in everywhere.
The information can be ainformation or any news even a huge concern. What people must be consider while
those information which is within the former life are difficult to be find than now's taking seriously which
one is acceptable to believe or which one typically the resource are convinced. If you receive the unstable
resource then you have it as your main information we will see huge disadvantage for you. All those
possibilities will not happen inside you if you take Microsoft Word 2010 (Step by Step) as the daily resource
information.

Blanche Dobos:

Do you have something that that suits you such as book? The guide lovers usually prefer to pick book like
comic, small story and the biggest the first is novel. Now, why not seeking Microsoft Word 2010 (Step by
Step) that give your pleasure preference will be satisfied by simply reading this book. Reading addiction all
over the world can be said as the means for people to know world much better then how they react when it
comes to the world. It can't be mentioned constantly that reading addiction only for the geeky man but for all
of you who wants to always be success person. So , for every you who want to start looking at as your good
habit, you may pick Microsoft Word 2010 (Step by Step) become your starter.



Mathew Holstein:

The book untitled Microsoft Word 2010 (Step by Step) contain alot of information on the item. The writer
explains your girlfriend idea with easy method. The language is very straightforward all the people, so do not
necessarily worry, you can easy to read this. The book was written by famous author. The author brings you
in the new era of literary works. It is easy to read this book because you can read more your smart phone, or
program, so you can read the book within anywhere and anytime. If you want to buy the e-book, you can
open their official web-site and order it. Have a nice study.

Margaret Garcia:

Publication is one of source of expertise. We can add our information from it. Not only for students but also
native or citizen will need book to know the change information of year to year. As we know those ebooks
have many advantages. Beside we add our knowledge, may also bring us to around the world. By the book
Microsoft Word 2010 (Step by Step) we can consider more advantage. Don't that you be creative people? To
become creative person must choose to read a book. Just simply choose the best book that suitable with your
aim. Don't become doubt to change your life by this book Microsoft Word 2010 (Step by Step). You can
more appealing than now.
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