Insert a picture in a Text Box in Microsoft Word 

By using a text box, the photo will be automatically sized to fit the text box (you won’t have to resize it as long as the text box is in the correct proportion to the photo).
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Draw the text box – Select the text box tool from the drawing toolbar (If you don’t see the drawing toolbar:  in the Menu Bar click on View, click Toolbars, click Drawing)

With the text box selected (“handles” should be visible), go to the Menu Bar, click Insert, click Picture, click From File.  Locate the file, double click it.  The picture should appear in the text box.
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If you want, format the textbox: Double click an edge of the text box to open the formatting window.  

To change the “border”, click the Colors and Lines tab, under Line, drop down and select the color, you may change the style and weight also.

To be able to “move” the text box, click the Layout tab; select either square or tight (experiment).

Crop a picture within Microsoft Word (also within PowerPoint)
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Be sure the “Picture” toolbar is visible (if not, click View, click Toolbars, click Picture).  Click on the picture you want to crop. Click the “Crop” tool.  Place the “Crop” tool on the midpoint at one side and drag it, do this separately for each side of the picture.
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