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Graphic file types Word can import

You can insert many popular graphic file formats into your document. You don't need a filter to insert Windows metafiles (.WMF) or bitmaps (.BMP). If you didn't install the filter you need when you installed Word on your computer, you can run Setup and add the filter.

Computer Graphics Metafile (.cgm)

CorelDRAW graphics filter (.cdr, .cdt, .cmx, and .pat)

Encapsulated PostScript (.eps)

Encapsulated PostScript (.eps) filter

Enhanced Metafile (.emf)

FlashPix (.fpx)

Graphics Interchange Format (.gif)

Hanako graphics filter (.jsh, .jah, and .jbh)

Joint Photographic Experts Group (.jpg)

Kodak Photo CD graphics filter

Macintosh PICT (.pct) file

Microsoft Windows Bitmap (.bmp, .rle, .dib)

PC Paintbrush graphics filter (.pcx)

PhotoDraw (.mix)

Picture It! (.mix)

Portable Network Graphics (.png)

Tagged Image File Format (.TIFF)

Windows Metafile Graphics (.wmf)

WordPerfect Graphics import and export filters (.wpg) 

Inserting a Picture from ClipArt
1. Pull down the Insert menu, choose Picture, choose ClipArt.
2. In the Task Pane, type in topic in the Search box and press Enter
3. Click on a picture in the Task Pane to insert it
4. To perform another search, click on the Modify button 
Inserting a picture From File
1.  Pull down the Insert menu, choose Picture, and then From File
2.  Select the picture desired and double-click on it.  If you want to link to the file (the file does not become a part of the Word document, it is only linked to it), click on the drop-down arrow on the Insert button and choose Link to File.  The advantages of linking are that your Word file will not take up as much memory and if you change the graphic, it will also be changed in your Word document.
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Sizing a Picture

1.  Click on the graphic to select it

2.  Once selected, the graphic has little black boxes or white circles around it called selection handles.

3.  Point to any selection handle.  When the mouse pointer changes to a double-black arrow, click and drag.  The graphic will size in the direction you drag it.

Cropping A Picture

If a graphic you insert has unwanted space around it, you can very easily crop it.  

1.  Select the picture

2.  Select the Crop tool from the Picture toolbar  

3.  Drag a selection handle of the picture and watch how Word crops the picture.

Formatting the Picture

1.  To change the format of the picture, double-click on the picture. (If this doesn’t work, right-click the picture and choose Format Object.)

2.  Change Colors and Lines, Size, Layout (text wrapping—see below), and Picture options such as color, brightness, and contrast.
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Text Wrap

To change the way text wraps around a picture or to stop text from wrapping:

1. Double-click on the picture (If this doesn’t work, right-click on the picture and choose Format Object.)

2. Click on the Layout tab and choose the desired wrapping
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Moving a graphic

In order to move the graphic anywhere on the page, you’ll need to set text wrapping first.

1.  Click on the graphic to select it

2.  Point anywhere in the middle of the graphic.  When the mouse pointer changes to the four-headed arrow, drag the graphic to the desired location.

Editing a Picture

To Edit an imported graphic:

1. In Print Layout view, right-click the graphic and choose Edit Picture. Word displays the graphic and the Picture and Drawing toolbars in a separate picture editing window.

2. Edit the graphic using the tools on the Drawing toolbar. 

3. If you've changed the size of the graphic, click the Reset Picture Boundary tool on the Picture toolbar to make the graphic's boundaries fit the new size. 

4. When you finish editing, click the Close button on the Picture toolbar to return to your document. 

Wordart

WordArt is a graphic feature of Word that allows you to take text and form it into all kinds of shapes.  

1.  Pull down the Insert menu

2.  Choose Picture
3.  Choose WordArt [image: image3.png]



4.  Type the text you want displayed

5.  Choose a font and size and click on OK.

6.  Use the tools on the WordArt toolbar to make changes to your WordArt.  If the toolbar is not showing, pull down the View menu, choose Toolbars, and choose WordArt.

Screen Capture

It is very simple to take a “picture” of your computer screen and then place it in a document as a picture.

To capture the entire screen:

1.  Press the Print Screen (Prt Scr) key on your keyboard
2.  Open the document where you want the picture of the screen and click on the Paste tool.

To capture just the current window:

1.  Press the Alt-Print Screen (Prt Scr) key combination

2.  Open the document where you want the picture of the screen and click on the Paste tool.

Microsoft Word Drawing Tools

1.  Click on the 
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  tool to display the drawing tools.

2.  You can draw with these tools anywhere in your document.

3.  You can draw circles, boxes, lines, freeform objects, text boxes, and call out boxes.  You can fill them with patterns and colors and change the line styles and colors.

4.  You can size the objects and move them just as you would graphic objects.

To Draw a Straight Line

Hold down the Shift key while drawing the line and the computer will force a straight line.

To Draw a Perfect Circle or Square

Hold down the Shift key while drawing with the Oval or Rectangle tool.

To Flip Objects

To make a mirror image of an object, flip it. 

1. Select the object

2. Click on the Draw menu, choose Rotate or Flip, and then choose either Flip Horizontally or Flip Vertically
To Rotate Objects

1. Select the object. The green rotate handle will appear at the top of the object. (Note: To rotate an inserted graphic, you must set text wrapping on the object. Then you will be able to see the green rotate handle.)


















2. Click on the green rotate handle and drag. To constrain the rotation to 15-degree angles, press down the Shift key while dragging the green rotate handle.

To select more than one object at a time

Select the first object.  Then hold down on the Shift key and click on the other objects one at a time. 

-OR-

Click on the Select Objects tool [image: image5.png]


 and drag over the objects to be selected.

Grouping objects to make one object

You may want to group several objects that you have drawn in order to size or move them at the same time. (You can only group drawing objects, not pictures that have been inserted.)

1.  Select all of the objects (Shift-click on each object)

2.  Click on the Draw menu and then Group
Drawing Freeform Objects(Freehand Drawing)
To draw shapes other than circles and squares, use the freeform tool.

1. Click on AutoShapes and then Lines
2. Click on the Freeform tool [image: image6.png]



3. To draw with straight lines, click once to start the object.  The mouse will now have a line attached to it.  Click again to set the next point.  Continue for each point of the object.  End where you started.  If you don’t want to end where you started, then double-click on the last point, or press the Esc key.

4. To draw like using a pencil, click and drag to draw the object.  Again, end where you started, or double-click at the end or press the Esc key.

Adding Text to Autoshapes

1. Right-click on the shape and choose Add Text
2. Type the desired text.  You can format the font and paragraph settings of this text just as you would any other text.

TEXT BOXES

Use a text box  [image: image7.png]


 when you want to place text or a graphic behind or in front of the main text. A graphic added to a text box resizes itself to fit the text box, and if you type more text than a text box will hold, you must resize the box to make the text visible.
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Diagrams (Office XP Only)
You can insert the following types of diagrams easily into Office XP documents: Organizational Chart, Venn, Cycle, Pyramid, Target, Radial.
1. Click on the Diagram tool [image: image9.png]


 on the Drawing toolbar
2. Choose the type of diagram and click on OK.
Saving Graphics from the Web

1. Locate a desired graphic

2. Right-click on it and choose Save Picture As…

3. Navigate to the desired location and click on Save
Copying Graphics from the Web

1. Locate a desired graphic

2. Right-click on it and choose Copy
3. Open the file you’d like the graphic in, right-click, and choose Paste 

Inserting a Microsoft Excel chart

1. Open the chart in Excel and click on the Copy tool 
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2. Open the Word document and click on the Paste tool 
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3. To paste the chart in as a link to the chart or as a picture, pull down the Edit menu and choose Paste Special.

This is a text box laid over a graphic





Green Rotate Handle





The Magic key


The Shift key is the magic key when drawing in the Office programs.  It allows you to draw straight lines, perfect circles and squares, and select more than one object at a time.





Text boxes don’t automatically resize when you add text or graphics.





Sizing Arrow





Tip:


Sizing a graphic by a corner keeps the graphic in proportion, so it doesn’t get too tall, too skinny, etc.





Moving Arrow
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