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Introduction 

This ooklet is the o pa io  do u e t to the Wo d  Le el  o kshop. The o te t assu es 
k o ledge of the Mi osot Oi e  i te fa e, a d uilds o  the o te t o tai ed i  the Wo d  
Le el  ooklet. 
 

Learning Objectives 

Ate  o plei g the i st u io s i  this ooklet, ou ill e a le to: 

 C eate st les a d use the  to fo at do u e t te t 

 Add lip a t a d pi tu es to a do u e t 

 C eate a d odif  ta les 

 I se t se io  eaks i  a do u e t 

 Fo at do u e t te t as olu s 

 I se t a d li k te t o es 

 C eate a d i se t Qui k Pa ts  

 I se t a d odif  d a i g shapes 

 

 



  

Using Styles 

A “t le is a set of fo ai g ha a te isi s that ou a  appl  to te t. I stead of ha i g to appl  se e al i di-
idual fo ai g opio s, ou a  o i e these opio s i to a st le, sa e the st le, a d appl  the st le to 

te t e e  i e ou eed it. 

The e a e a  uilt-i  st les i  Wo d that ou a  use a d odif . You a  also eate ou  o  usto  
st le. 

Applying a Style 

The follo i g e plai s ho  to appl  a st le: 

. “ele t the te t that ou a t to fo at.

. O  the Ho e ta , i  the “t les g oup, s oll th ough the st les ith the up a d do  a o s.

. Cli k to appl  the st le that ou a t.

Figure —“t les Galler  

Modifying a Style Using the Ribbon 

The follo i g e plai s ho  to odif  a st le usi g the i o : 

. “ele t the te t that has the st le at i utes that ou a t to ha ge.

. Fo at the sele ted te t ith the e  at i utes that ou a t.

. Right- li k the sele io , poi t to “t les, a d the  li k Update [style a e] to Mat h “ele io .

Modifying a Style Using the Styles Dialog Box 

The follo i g e plai s ho  to odif  a st le: 

. Cli k the “t les dialog o  lau he  the a o  o  the Ri o  e t to “t les .

. Ho e  ou  ouse poi te  o e  the a e of the st le that ou a t to odif , a d the  li k the a o
that appea s at the ight of the a e.

. Cli k Modif  o  the pop-up e u.

. I  the Modif  “t le dialog o , sele t the e  at i utes that ou a t to appl  to the st le. Fo  fu the
opio s, li k the Fo at uto .



  

Creating a Custom Style 

. “ele t the te t that ou a t to fo at as a e  st le. 

. Fo at the sele ted te t ith the at i utes that ou a t. 

. Right- li k the sele io , poi t to “t les, a d the  li k “a e “ele io  as a Ne  Qui k “t le. 

Working with Graphics Sometimes, the use of graphics will enhance your documents. The following explains the graphics fea-tures within Word . 
Inserting Clip Art 

. Cli k the I se t ta . 

. I  the Illust aio s g oup, li k Clip Art. The Clip A t task pa e ope s. 

. I  the “ea h fo  o , t pe a o d o  ph ase that des i es the lip a t that ou a t. 

. To a o  ou  sea h, do o e o  oth of the follo i g: 

 To li it the sea h esults to a spe ii  olle io  of lip a t, i  the “ea h i  o , li k the a o  
a d sele t the olle io  ou a t to sea h.  

 To li it the sea h esults to lip a t, li k the a o  i  the Results should e o  a d sele t the 
he k o  e t to Clip Art. 

. Cli k the Go uto . 

. I  the list of esults, li k the lip a t of ou  hoi e so that it ill i se t o to ou  page. 

Figure —Clip Art Task Pa e 



  

Inserting Pictures 

. Cli k the I se t ta . 

. I  the Illust aio s g oup, li k Pi tu e. 

. I  the I se t Pi tu e dialog o , a igate to the pi tu e ou a t, sele t it, a d the  li k the I se t 
uto . 

Modifying Pictures and Clip Art 

Ate  i se i g a pi tu e o  lip a t, ou a  ake a a iet  of ha ges to the a  it looks  ha gi g the 
size, ight ess, shadi g, et . The follo i g e plai s ho  to odif  pi tu es a d lip a t: 
 

. Cli k the pi tu e o  lip a t to sele t it. The Pi tu e Tools o te tual ta  appea s.  

. Cli k the Pi tu e Tools o te tual ta . The Pi tu e Tools g oups appea  i  the i o . 

Figure —Pi ture Tools 

Re-sizing a Picture 

The follo i g e plai s ho  to e-size a pi tu e: 
 

. Cli k the pi tu e to sele t it. Ci les a d s ua es, alled sizi g ha dles, appea  a ou d the o de  of the 
pi tu e. 

 

 

 

 

 

 

. To adjust the size of the pi tu e a d keep the di e sio s p opo io al, pla e ou  ouse o e  o e of 
the o e  sizi g ha dles i les , li k, a d d ag. If ou d ag a side sizi g ha dle s ua e  ou ill 
ha ge o e di e sio  o l . The otate adjusto  g ee  i le  allo s ou to otate the pi tu e. 

. You a  also esize the pi tu e  li ki g the “ize dialog o  lau he  o  the Ri o . 

Figure —“izi g Ha dles 

Figure —“izi g Dialog Bo  Lau her o  the Ri o  



  

. “et the di e sio s  easu e e t  e te i g the height a d idth o  set the s ale  e te i g the 
height a d idth i  the “ ale se io . 

 

If the Lock aspect raio o  is he ked, ha gi g either the height or idth i  either se io  ill also ha ge 
the other di e sio   the sa e a ou t. 

Figure —La out Dialog Bo   

Repositioning a Picture 

Pi tu es a  e eposiio ed o  the page eithe   usi g the O je t Posiio  featu e, o ,  d aggi g the 
pi tu e to the e  lo aio .  

Note: Befo e ou a  d ag a pi tu e, ou ust ha ge the te t appi g to so ethi g othe  tha  the de-
fault sei g, hi h is I  Li e ith Te t .  “ee Te t W appi g o  the follo i g page. 

The follo i g e plai s ho  to eposiio  a pi tu e: 

. “ele t the pi tu e. 

. Cli k the Pi tu e Tools o te tual ta  so that the Pi tu e Tools appea  o  the Ri o . 

. I  the A a ge g oup, li k Posiio . 

. “ele t the posiio  la out of ou  hoi e. The posiio  also dete i es the te t appi g fo  the pi -
tu e. 

Figure —The Arra ge Group o  the Ri o   
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Text Wrapping 

“o ei es ou a  eed to ha e te t lo  a ou d a pi tu e—this is alled te t appi g . The follo i g 
e plai s ho  to appl  te t appi g to ou  do u e t: 

. “ele t the pi tu e. 

. I  the A a ge g oup, li k Te t W appi g.   

. I  the Te t W appi g list, sele t the t pe of te t appi g that ou a t see Figure . 

Figure —Te t Wrappi g List  

Tables 

A Ta le o sists of o s a d olu s that i te se t to fo  o es alled ells. You a  i se t te t o  
g aphi s i to ells, a d ou a  ake the ta le itself isi le o  i isi le. 
 

Creating a Table Using the Table Menu 

The follo i g e plai s ho  eate a ta le usi g the Ta le Me u: 
 

. Cli k the I se t ta . 

. Cli k Ta le. 

. O  the I se t Ta le dialog o , o e ou  ouse poi te  o e  the ells u il ou ha e the u e  of 
o s a d olu s that ou a t i  the ta le a d the  li k. The Qui k Pre ie  feature ill displa  the 

ta le i  the do u e t as ou o e the ouse. 

 

 

 

 

Figure —I sert Ta le Dialog Bo   



  

Creating a Table Using the Insert Table Command 

The follo i g i st u io s e plai  ho  to eate a ta le usi g the I se t Ta le Co a d. 

. Cli k the I se t ta . 

. Cli k Ta le. 

. Cli k the I se t Ta le… o a d i  the I se t Ta le dialog o . 

. E te  the u e  of o s a d olu s eeded i  the ta le. 

. Cli k OK. 

 

Figure —I sert Ta le Dialog Bo   

Creating a Table Using the Drawing Tools 

. Cli k the I se t ta . 

. Cli k Ta le. 

. I  the I se t Ta le dialog o , li k Dra  Ta le.  

. The ouse poi te  ha ges to a pe . Cli k a d d ag the pe  to d a  the oute  o de  of the ta le. 

. D ag the pe  to d a  li es to eate ells he e e  ou a t i side the o de . 

. Cli k outside the ta le to etu  to the egula  ouse poi te . 

Figure —The Outer Border of the Ta le  



  

Modifying a Table 

Whe e e  ou li k i side the ta le, the Ta le Tools Desig  a d La out ta s appea , a d the Ri o  dis-
pla s a a iet  of opio s fo  odif i g the ta le. 

Figure —Ta le Tools Desig  Ta   

Figure —Ta le Tools La out Ta   

Splitting Cells 

The follo i g e plai s ho  to split ells i  a ta le: 

. Cli k i  the ell that ou a t to split, o  sele t uliple ells. 

. I  the La out o te tual ta , i  the Me ge g oup, li k “plit Cells see Figure . 

. I  the “plit Cells dialog o , set the u e  of o s a d olu s i to hi h ou a t to split the ells. 

. Cli k OK. 

Merging Cells 

The follo i g e plai s ho  to e ge ells i  a ta le: 

. “ele t the ells that ou a t to e ge i to o e. 

. I  the La out o te tual ta , i  the Me ge g oup, li k Me ge Cells see Figure . 

Inserting Rows and Columns 

The follo i g e plai s ho  to e ge ells i  a ta le: 

. Cli k i  a o  o  olu . 

. I  the La out o te tual ta , i  the Ro s & Colu s g oup, li k the opio  of ou  hoi e see Figure . 

Deleting Cells, Rows, Columns, and Tables 

“ele t the o s, olu s, o  ells that ou a t to delete To delete a si gle o , olu , ell, o  the e i e 
ta le, li k i side it. . 

I  the La out o te tual ta , i  the Ro s & Colu s g oup, li k Delete, a d sele t the opio  of ou  
hoi e see Figure .  



  

Changing Cell Size 

The e a e se e al a s to ha ge the size of o s a d olu s i  a ta le, oth  sei g the di e sio s 
a d  d aggi g the ell o de s. 

. Cli k i side the o  o  olu  he e the size eeds to e adjusted. 

. I  the Ta le Tools La out ta , i  the Cell “ize g oup, ha ge the easu e e t i  the height a d/o  
idth ields. Cli ki g Distri ute Ro s o  Distri ute Colu s dist i utes the easu e e t ou set e e l  

a oss all o s o  olu s. 

 

 

 

 

 

. If ou a t te t that ou t pe i side a ell to ap, athe  tha  the olu  e pa di g as ou t pe, the  
follo  the steps elo : 

A.  Cli k the Ta le P ope ies dialog o  lau he  i  the Cell “ize g oup see Figure . 

B.  Cli k the Opio s uto  i  the Ta le P ope ies dialog o . 

 

 

 

 

 

 

 

 

 

 

 

C.   I  the Ta le Opio s dialog o , u - he k the Auto ai all  esize to it o te ts  o . 

 

 

 

 

 

 

 

 

D.   Cli k OK to lose Ta le Opio s, a d the  li k OK to lose Ta le P ope ies. 

Figure —Cell “ize Group  

Figure —Ta le Properies 

Figure —Ta le Opio s 



  

Moving a Table The following explains how to move a table: 
. Ho e  the ouse poi te  o e  the ta le, a d the  o e the poi te  o e  the Ta le “ele to   i  the 

top let o e  of the ta le. 
. Cli k a d d ag the ta le to the e  lo aio  i  the do u e t. 

Figure —Ta le “ele tor 

Section Breaks 
 

A se io  eak is a pa iio  i  a do u e t that allo s ou to appl  dife e t la out opio s to dife e t 
se io s of the do u e t. Fo  e a ple, se io  eaks a  e used to appl  dife e t heade s a d foote s, 
page u e i g, a d page o ie taio . This t pe of se io  eak is alled a o i uous se io  eak. 
The e a e also othe  t pes, su h as e t page, e e  page, a d odd page eaks. 

Inserting a Section Break 

The follo i g e plai s ho  to i se t a se io  eak: 

. Cli k the Page La out ta . 

. I  the Page “etup g oup, li k B eaks. 

. I  the “e io  B eaks e u, sele t the opio  of ou  hoi e. 
 

 

 

 

 

 

 

 

 

 

 

 

 

. To e a le ou to see the e a t lo aio  of the se io  eak, li k the “ho /Hide  uto  o  the 
Ho e ta . 

Figure —Page Break Opio s 

Figure —“e io  Break 



  

Using Section Breaks 

“e io  eaks ha e a a iet  of uses i  a do u e t. The follo i g e a ple des i es ho  to use a se io  
eak to displa  dife e t page u e i gs i  sepa ate se io s of a do u e t. 

“ e a io:  You a e eai g a epo t ith a o e  page a d a  e e ui e su a . You ould like to ha e 
page u e s o  the pages of the epo t itself, ut ot o  the o e  page o  e e ui e su a . 

 

. Cli k at the e d of the e e ui e su a  te t. 

. I se t a o i uous se io  eak. 

. Cli k a he e o  the o e  page o  e e ui e su a . 

. Cli k the I se t ta . 

. I  the Heade  & Foote  g oup, li k Page Nu e . 

. “ele t the page u e  lo aio  a d st le f o  the displa ed lists. 

. You should o  see a “e io   heade  a d foote , a d a “e io   heade  a d foote . The “e io   
heade  a d foote  should also e la eled “a e as Pre ious. 

. Cli k o e to pla e ou  u so  i  the “e io   heade  o  foote  he e e  ou pla ed the page u -
e . 

. I  the Na igaio  g oup of the Heade  & Foote  Tools o te tual ta , li k Li k to P e ious u e tl  
a i ated  to dea i ate, a d eak the li k et ee  the t o se io s’ heade s a d foote s. 

. Cli k to sele t the page u e  i  the “e io   heade  o  foote  he e e  ou pla ed the page u -
e s . 

. I  the Heade  & Foote  g oup of the Heade  & Foote  Tools o te tual ta , li k Page Nu e . 

. Cli k Re o e Page Nu e . 

. Cli k i  the “e io   heade  o  foote . 

. I  the Heade  & Foote  g oup of the Heade  & Foote  Tools o te tual ta , li k Page Nu e . 

. Cli k Fo at Page Nu e s. 

. I  the Page Nu e  Fo at dialog o , i  the Page Nu e i g se io , li k “ta t at a d e te  a  i  
the o  see Figure . 

. Cli k OK. 

Figure —Page Nu er For at 



  

Removing a Section Break 

The follo i g e plai s ho  to e o e a se io  eak. 

. Cli k the “ho /Hide  uto  o  the Ho e ta . 

. Poi t to the se io  eak a d li k o e. 

. P ess the Delete ke . 

Columns 
 

You a  use Wo d’s olu s  featu e to eate a e slete -st le la out fo  a do u e t. You a  eate 
the olu  st u tu e efo e ou sta t t pi g, a d the  e te  the te t; ho e e , ou a  i d it easie  to 
t pe the te t i  pa ag aph fo at, a d the  appl  the pa ag aph st u tu e. Re e e  that, eithe  a , the 
te t al a s lo s f o  o e olu  to the e t. 

Creating Columns 

 

The follo i g e plai s ho  to eate olu s ithi  ou  do u e t. If ou do ’t a t to appl  olu s to  
spe ii  a eas of ou  do u e t, i se t se io  eaks to sepa ate that te t f o  a ea of the do u e t that 

ill i lude olu s. 

. I se t se io  eaks efo e a d ate  the te t that ou a t to fo at as olu s efe  to the “e io  
Breaks se io  ithi  this do u e t to see detailed i st u io s that e plai  ho  to do this p o edu e . 

. Cli k i side the se io  that ou a t to fo at i to olu s. 

. Cli k the Page La out ta . 

. I  the Page “etup g oup, li k Colu s. 

Figure —Colu s Dialog Bo  

. “ele t the u e  of olu s. 

. If ou ould like a isi le li e et ee  olu s, li k the Li e et ee  he k o . 

. If ou do ’t a t e ual- idth olu s, u - he k the E ual olu  idth he k o , a d e te  the 
idth of ea h olu  i  the Width a d spa i g a ea. 

. Cli k OK. 



  

Text Boxes 
 

A te t o  is a o tai e  fo  te t. You a  use te t o es to pla e te t at spe ii  lo aio s i  a do u e t, 
a d fo at the te t o  ith a o de , shadi g, et . Also, ou a  ha e te t lo  f o  o e te t o  to a -
othe . 

Inserting a Text Box 

 

The follo i g i st u io s e plai  ho  to i se t a te t o  i to ou  do u e t. 

. Cli k the I se t ta . 

. I  the Te t g oup, li k Te t Bo . 

. “ele t f o  the list of p e-dei ed te t o es also alled pull uotes , o , li k D a  Te t Bo . 

Figure —Te t Bo es 

. Begi  t pi g a d ou  te t ill appea  i side the te t o , epla i g the pla eholde  te t. 

. To o e the te t o , li k the o de  of the te t o  a d d ag a d d op at the e  lo aio . Te t i  the 
do u e t ill lo  arou d the te t o  as it ould a pi ture. 

. You a  otate the te t o   li ki g a d d aggi g the g ee  i le; ou a  ha ge the shape  li k-
i g a d d aggi g the ello  dia o d. 

Figure —Te t Bo  



  

Flowing Text Between Text Boxes 

 

The follo i g e plai s ho  to allo  te t to lo  et ee  te t o es. 

. Dou le- li k the o de  of the i st te t o  to displa  the Te t Bo  Tools i  the Ri o . 

. Delete a  te t i  the se o d te t o  You a  o l  lo  te t i to a  e pt  te t o . 

. I  the Te t g oup, li k C eate Li k.  
 

 

 

 

 

. The ouse poi te  ill ha ge to a pit he . 

. Mo e the ouse poi te  o e  the se o d te t o  the ouse poi te  ill ha ge to a pou i g pit he  
a d li k the ouse uto  o e. 

 

 

 

 

 

 

 

. Whe  the i st te t o  is full, the te t ill egi  to lo  i to the se o d te t o .  

Figure —Create Li k Buto  

Figure —Pouri g Pit her E a ple 

Quick Parts 

 

Qui k Pa ts a e a olle io  of eusa le pie es of o te t that a  e i se ted i to a do u e t. Buildi g 
Blo ks a e o te t ite s that a e al ead  eated a d sto ed as Qui k Pa ts. You a  also sto e a  s ippets 
of te t o  i ages as Qui k Pa ts. 

Creating a Quick Part 

 

The follo i g e plai s ho  to eate a Qui k Pa t. 

. “ele t the o te t that ou a t to sa e as a Buildi g Blo k. 

. Cli k the I se t ta . 

. I  the Te t g oup, li k Qui k Pa ts. 

. I  the e u that appea s, li k “a e “ele io  to Qui k Pa t Galle . The Create Ne  Buildi g Blo k dia-
log o  ill ope . 



  

. I  the Na e ield, e te  a des ipi e a e. 

. I  the Galle  a d Catego  ields, ou a  use the default opio , o , ou a  sele t a othe  f o  the 
d op-do  list. 

. Cli k OK. 

Figure —Create Ne  Buildi g Blo k Dialog Bo  

Inserting a Quick Part 

 

. Usi g the ouse poi te , li k i  the do u e t he e ou a t the Qui k Pa t i se ted. 

. I  the Te t g oup of the I se t Ta , li k Qui k Pa ts. 

. Cli k Buildi g Blo ks O ga ize . 

. Lo ate the ite  i  the Buildi g lo ks list see Figure , li k to sele t it, a d the  li k I se t. 

Figure —Buildi g Blo ks Orga izer 



  

Creating Graphic Elements 

 

You a  use the olle io  of shapes i  Wo d to add isual i te est a d la it  to ou  do u e ts. Ma  of 
the shapes a  e used as-is ; ho e e , ou a  also o i e shapes to eate ou  o . 

Drawing Shapes 

 The following explains how to include shapes in your documents: 
 

. Cli k the I se t ta . 

. I  the Illust aio s g oup, li k “hapes. 

. I  the “hapes galle , li k the shape that ou a t see Figure .  

Figure —“hapes Me u 

. The ouse poi te  ill tu  i to osshai s as ou o e ou  ouse poi te  o e  the do u e t. 

. To d a  the shape, hold do  the ouse uto  a d o e ou  ouse poi te . As ou o e ou  
ouse poi te  a oss the s ee , ou ill see the shape de elop o  the s ee . 

Figure —A  E a ple of O e of the “hapes 



  

Modifying Shapes 
 

You a  odif  shapes i  a u e  of a s. The follo i g des i es so e of the a s that shapes a  e 
ha ged: 

Re-sizing  
The follo i g e plai s ho  to e-size a shape: 
 

. Cli k the shape to sele t it. Ci les a d s ua es, alled sizi g ha dles, appea  a ou d the o de  of the 
shape. 

 

 

 

 

 

. To adjust the size of the shape a d keep the di e sio s p opo io al, pla e ou  ouse o e  o e of the 
o e  sizi g ha dles i les , li k a d d ag. If ou d ag a side sizi g ha dle s ua e  ou ill ha ge 

o e di e sio  o l . The otate adjusto  g ee  i le  allo s ou to otate the pi tu e. 
. You a  also esize the shape  li ki g the “ize dialog o  lau he  o  the Ri o . 

Figure —“ize Dialog Bo  Lau her o  the Ri o  

. “et the di e sio s  easu e e t  e te i g the height a d idth o  set the s ale  e te i g the 
height a d idth i  the “ ale se io . 

 

If the Lock aspect raio o  is he ked, ha gi g either the height or idth i  either se io  ill also ha ge 
the other di e sio   the sa e a ou t. 

Figure —La out Dialog Bo   

Figure —A  E a ple of O e of the “hapes 



  

Re-shaping 

A t o-di e sio al shape a  e alte ed  li ki g a d d aggi g the side sizi g ha dles of the o je t. This 
ha ges o e di e sio  of the shape o l . Also, so e t o-a d-th ee-di e sio al shapes ha e a ello  dia-
o d, su h as the a o  i  Figure , that ou a  li k a d d ag to alte  a e tai  aspe t of the shape. 

 

 

 

 

 

Shape Styles 

The follo i g e plai s ho  to appl  a st le to  a shape: 
 

. Cli k the shape to sele t it. 

. Cli k the D a i g Tools o te tual ta  o  the Ri o . 

. I  the “hape “t les g oup, li k the Mo e  uto  to ope  the “hape “t les galle . 
 

 

 

 

 

.    Cli k the st le of ou  hoi e.  
 

Figure —Arro  With A Yello  Dia o d 

Figure — More Buto  for “hape “t les 

Figure — A aila le “t les for “hapes 

Adding Fill Color 

The follo i g e plai s ho  to add olo  to a shape. 
 

. I  the “hape “t les g oup, li k the a o  fo  “hape Fill see Figure .   

. Cli k the olo  of ou  hoi e. 

Figure — “hape Fill  for “hape “t les 



  

Changing the Outline 

The follo i g e plai s ho  to ha ge the outli e fo  a shape. 
 

. I  the “hape “t les g oup, li k the a o  fo  “hape Outli e see Figure . 

. Cli k the outli e olo , eight, a d st le of ou  hoi e. 

Figure — “hape Outli e  for “hape “t les 

Changing the Shape 

The follo i g e plai s ho  to ha ge the shape. 
 

. I  the “hape “t les g oup, li k the a o  fo  Cha ge “hape see Figure . 

. Cli k the e  shape of ou  hoi e. 

Figure — Cha ge “hape  for “hape “t les 

Add Text to a Shape 

The follo i g e plai s ho  to add te t to a shape: 
 

. “ele t the shape. 

. Cli k the Dra i g Tools For at ta  o  the Ri o  . 

. Cli k Te t Bo  that is lo ated i  the I se t “hapes se io  of the Ri o  see Figure .  
 

 

 

 

 

 

. A te t o  ill appea  o  the shape, a d the u so  appea s i side the shape. T pe the te t. Te t a  e 
fo ated just like egula  te t i  the do u e t. 

Figure —Te t Bo   



  

Inserting Screenshots into Your Document 

The follo i g des i es t o a s to aptu e a d i se t s ee shots i to ou  do u e t. 

Inserting Screenshots of an Open Window into Your Document 

The follo i g des i es ho  to aptu e a d i se t the s ee shot of a  ope  i do : 

. Ma i ize the i do  that ou a t to aptu e a s ee shot fo . 

. I  Wo d, sele t the I sert ta . 

. Cli k “ ree shot lo ated i  the Illustraio s se io . 

. Cli k the i age that ou a t to i se t i to ou  do u e t. 

Figure —“ ree shots  

.   The i age ill appea  i  ou  do u e t. 

Capturing and Inserting a Specific Area of the Screen 

 

The follo i g des i es ho  to aptu e a d i se t a spe ii  a ea of the s ee : 
 

. I  Wo d, sele t the I sert ta . 

. Cli k “ ree shot lo ated i  the Illustraio s se io . 

. Cli k “ ree  Clippi g see Figure . 



  

Figure —“ ree shots 

. Use ou  ouse to f a e the a ea of ou  s ee  that ou a t to aptu e.

. The i age that ou aptu ed ill appea  i  ou  do u e t.


