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Microsoft Word Exercise #16: Themes
Here is a lesson which I think many of you with interests and talents in art and design will enjoy.  You can change the entire look of a document by applying one of Word’s 80 different themes.  A theme is a unified look that incorporates the following:

· heading styles

· text styles (yesterday’s lesson)
· lists with specially designed bullet characters

· background colors

· fill effects with images

Each theme provides color schemes and graphical design elements that project a special image or tone.  We will be working with some of these today.  Please pay close attention because much of what you will learn can be applied when designing larger projects such as web pages, reports and presentations.
1. Type in or open your résumé from your floppy disk.

2. Select your entire document by typing <CTRL>-<A>.
3. On the Format menu, click Theme  The Theme dialog box appears.

4. In the Choose a Theme list, scroll down until the Nature theme appears and then click Nature.  In the space below, describe the change which took place in three sentences.  Make particular reference to font and bullet styles.

5. Now choose the Vivid Colors checkbox to brighten the colors in the theme.

6. Click the OK button.  In the space below, describe the change which took place.

7. Try experimenting with at least three other themes.  Pay particular attention to those which you think are most appropriate for résumés.  These should reflect a serious style and tend to make little or no use of  graphics and other fun things.  In the space below, lists the ones you tried.  Which ones do you think were appropriate for résumés?  Which were inappropriate?  Which do you like best?
