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1. How to modify the style which is already prepared in Writer?

¢ Open the document
¢ Click More styles in Style box of the Formatting tool bar
¢ Right click on Heading 1 under the Paragraph category of Style

i skyles

¢ From the window that opens, change font family, style and size in

window and select Modify.

Font. Change the colour in Font of Font effects.

Family: Skyle: Size: Font color:
Liberation Sans v | Bold v [130% v | [l DeepPink v
¢ Click OK
2. What are the things to be remembered while creating a new style?

¢ Give a name to the style
¢ Decide the size, colour, family and style of the font
¢ Decide the distance from the margin
¢ Decide the alignment of lines
3. How to create a new style in writer?
¢ Open the document in writer
¢ Click More styles in Style box of the Formatting tool bar

¢ Right click Heading in the Paragraph section of Style window and
select New.

¢ From the window that opens, select the Organizer Indents !
Organizer tab and give a new name for the style
new style in the name box of Style Name: [Untitled1

Select the suitable one fror%ri
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Change font family, style and size in Font. Change the colour in Font
of Font effects.

+ Click OK.

4. How to create a Table of contents (Index table) in a document?

¢ Open the document.
¢ Take the cursor to the place where the table of contents appear.

¢ Insert ——» Table of contents & index —® Table of contents, index
or Bibliography

¢ In the window that appears, give suitable heading in the title box of
type and background colour under the background for the table of
contents

-

Type | Enkries | Styles  Columns | Background

Type and Title

¢ Click OK.
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