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‘On the Insert tab, the galleries include items that sre designed to coordinate with the oversll look of
your document You can use these galleries to insert tsbles, headers, footrs, lists, cover pages, snd
ather document buikding blocks. When you create pistures, cherts, ardiagrams, they slso caordinate
with your current document look.

You can easily change the formstting of selested text in the document text by choosing & look for the
selected text from the Quick Styles gallery on the Home tab. You can skso formst text directly by
using the other controls an the Home tab. Most controls ofier a choice of using the look from the
cumant theme o using a formst that you specify directly.

Ta change the overall laok of your dacument, choose new Theme slements an the Page Lsyouttsh
Ta change the looks svailable in fhe Quick Style gallery, use e Change Cumant Quick Style Sat
command. Bath the Thames gallery and the Quick provi that
you can shways restore the laok of your dosument fo the oniginal contsined in your current templste.
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2. Select the File tab
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3. Select the Save button
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Information about Document4

4. Name the file then click the dropdown menu on the Save as type option, select PDF
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5. Select Save button to have document stored as PDF
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