SET WATERMARK IN WORD 2010

A watermark is a picture that shows up faintly behind the text on a word document page. When
you drafting a document, you can watermark the document with Draft Copy stamp, or you can
watermark a duplicate document with Duplicate stamp. Microsoft Word allows you to stamp with
watermark using simple steps explained in this chapter.

Set Standard Watermark:

Following are the simple steps to set standard watermark in word document. A standard
watermark is the one which is already defined by words and can not modify their font or color etc.

Step 1: Open a word document in which you want to add a watermark.

Step 2: Click the Page Layout tab and then click Watermark button to display a list of standard
watermark options.
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List of standard watermarks

Step 3: You can select any of the available standard watermarks by simply clicking over it. This
will be applied to all the pages of the word. Assume we select Confidential watermark.
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To change the overall look of your document, choose new Theme elements on the Page
Layout tab, To change the locks available in the Quick Style
Quick Style Set command. Both the Themes gallery and the|CQuick Styles gallery provide reset
commands so that you can ahways restore the look of your focument to the original

llery, use the Change Current
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Set Custom Watermark:

Following are the simple steps to set custom watermark in word document. A custom watermark is
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the one which can be modified text and its font, color and size etc.

Step 1: Open a word document in which you want to add a watermark.

Step 2: Click the Page Layout tab and then click Watermark button to display a list of standard

watermark options. At the bottom you will find Custom Watermark option.

Page lelynut tab Watermark Button

-

frakls Coabest Lipdsti hom O%ie som
A Cuotom Yebomen:

2 SenclfNstirngi

Wi d9-o = ,L Docurmentl |- Microsoft Word |__!.@ﬂ1
“ Home Insert Page Layaut Referegpes Iailings Rewview View Add-Ins £ a
| [y Cnentation = 9= ) Watermark = Indent Spacing o
o = Fom 2 Eom :
. Amrange
i E:0em = ':: 10 pt = -
11 ] Faragraph
RIS R AR R RN Y 50
] [ &
T TGN T 6 WGTEOM (that are designed to coordinate with the ¢*
| illeries to insert tables, headers, footers, lis-|
1] co iocks. When you create pictures, charts, or
Il diz rent document look.
|
o [N 1 ) E— sted text in the document text by choosing
[}  log s es gallery on the Home tab. You can also f
[l tes 1e Home tab. Most controls offer a choice =
. |
: _' usl ng a format that you specify directly. =
|
i - . p— 3
'l . [ — ¥
Fage:1 U‘!l DRAFT CRERNT ] AR | - |E$ B3 8B 1% '_:.' ':-I = .-t-: i
e = 4

|
Custom Watermark Ootion



Step 3: Click over the Custom Watermark option which will display Printed Watermark dialog

box.
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Custom watermark parameters

Step 4: Now you can set a picture as watermark or you can set predefined text as watermark or
you can type your text in Text box available at Printed Watermark dialog box. We will set text
watermark as DUPLICATE and set its font color and font size. Once all the parameters are set,
click OK button to set the parameters.
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Custom watermark

Remove Watermark:

Following are the simple steps to remove an existing watermark from a word document.



Step 1: Open a word document from which you want to delete a watermark.

Step 2: Click the Page Layout tab and then click Watermark button to display a list of standard
watermark options. At the bottom you will find Remove Watermark option.
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Remove watermark Option

Step 3: Click Remove Watermark option which will delete existing watermark from the
document.



