 Graphics in MS Word

Whenever you work with a graphic keep in mind you may need to change its layout to “Tight” so you can move it around (Right click picture, Format picture, click the Layout tab, click Tight, OK).  You may resize a graphic - drag diagonally from a corner to keep it in proportion without distortion.  You may need to “Bring to Front” or “Send to Back” with the graphic selected, click the Draw option at the bottom left, click Order, make your selection.

A.  Insert clipart where your cursor is currently located in the document:

1. [image: image1.png]


Insert

2. Picture - Clip Art

3. locate what you want*

4. click it 

5. click the insert button (icon only)
6. close the Insert ClipArt window

B.  Insert picture that is a graphic file at the cursor position

1. Insert

2. Picture - From File

3. locate desired file

4. double click the file

*When you are locating clipart, you may type in a word in the Search for Clips box, press enter. If you still don’t see something you want, click on the Clips Online tab at the top - if you are at school you will automatically be on the Internet (this only works if Internet Explorer is your default browser -it won’t work with Netscape); if you are at home, you must be connected to the Internet before clicking the Clips Online tab.  Once at Microsoft’s Design Gallery Live follow the on-screen instructions to search for clipart.

C.  Insert graphic from the Internet -  2 methods
Method a:  Copy and Paste

Within Internet Explorer (not Netscape) find the graphic you want, right click it, copy, put cursor where you want graphic in your document, paste

Method b:  Save graphic file and use later 

(if you are using Netscape you’ll have to do this, you may do this in Internet Explorer also)
Within your browser, find the graphic you want, right click it, Save Picture As, Locate the folder you wish to save it in, Give it a filename (or keep the given name), Save.  Now you can insert it by placing your cursor where you want it:  Insert - Picture - From File - locate desired file - double click the file.

D.  Insert photo from digital camera (insert a graphic file)-


 this activity is a way to print a group of photos.  If you have Windows XP –

 use Photo Printing Wizard (instructions elsewhere) instead.

NOTE:  You should have already taken the photos and seen them, edited them if necessary.  You need to know the name of the photo file including its type (jpg, .bmp, and others).

1. Start - New Office Document - Blank Document

2. File - Page Setup - Margins

3. Top, Bottom, and Footer should be set for .7; Right and Left .5, click OK

4. Format, Columns, Two, OK

5. Insert - Picture - From File

6. Locate the correct location, filename (If you don’t see the file where you thought it was, be sure the correct file type is indicated, or just drop down to “all files”)

7. Double click the photo filename 

8. Resize it if you wish - drag diagonally from a corner to keep it in proportion without distortion

9. In order to have “freedom of movement” for the photo you will have to change its layout to “square” or “tight”:  Right click picture, Format picture, click the Layout tab, click Square or Tight, OK

10. Enter text if you wish.  As you continue inserting photos and text they will advance to the next column as needed.
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