Word Tips

"Nudge" a drawing object in small increments
1. Select the drawing object you want to nudge.

2. On the Drawing toolbar, click Draw, point to Nudge, and then click the direction you want to nudge the object. 

You can also nudge an object by selecting it and pressing the arrow keys. Press CTRL and the arrow keys to nudge it in 1-pixel increments.  Reminder:  Be sure you have changed its layout to permit freedom of movement.

Outline Indents - Lists
You can change the level of items in a simple list by pressing TAB or SHIFT+TAB, or by clicking either Indent button on the Formatting toolbar:
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Rotate a graphic
Only drawing objects can be flipped or rotated. If you can convert an object to a drawing object by ungrouping it and then grouping it again, you can flip or rotate it. You won't be able to convert a bitmap (.bmp) drawing object. 

· To convert an object, select it, click Ungroup on the Draw menu, and then click Group.

If you can't convert the object, open it in another drawing program (Paint), rotate it there, and then save it. When you reopen it in Word, it appears rotated.
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If you intend to create a document that will have many graphics and some text, you may find it easier to control the layout by typing your words in text boxes you draw rather than just “on the paper”.  Make sure the layout for graphics is “tight”.

Insert a text box:
On the Drawing toolbar, click Text Box 
Click or drag in your document where you want to insert the text box. 

You can use the options on the Drawing toolbar to enhance a text box — for example, to change the fill color — just as you can with any other drawing object.
If you want to overlap graphics, use Order from Draw in the drawing toolbar.  If the drawing toolbar is not open,  click View (in the Menu Bar), point to Toolbars, click on Drawing to place a checkmark by it.
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