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Introduction

This booklet is the companion document to the Word 2016: Working with Graphics workshop. The booklet will
show users how to insert graphics and text boxes into a Word 2016 document using the tools found on the
Insert tab, and how to edit them.

Learning Objectives

After completing the instructions in this booklet, you will be able to:

e Insert graphics in the form of Pictures, Clipart, Shapes, Video, and Screenshots.
e Modify and format graphics.

e Transform and format shapes.

e Insert video into your document.

e Discover how Text Wrapping works.

e Insert text boxes and link them together.

e Insert text into shapes.
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Working with Graphics

The use of graphics will enhance your documents and allow you to provide the reader with additional
information in the form of a visual aid. The following section explains the various graphics features in
Word 2016.

Inserting Pictures
The following explains how to insert an existing picture saved to your computer into your Word

document:

1. Click the Insert tab (See Figure 1).
2. Inthe lllustrations group, click the Pictures button (See Figure 1).
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Figure 1 - lllustrations: Pictures

3. The Insert Picture dialog box will appear. Select the picture you wish to insert from your computer.
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Figure 2 - Insert Picture Dialog Box
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4. Click the Insert button.
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Inserting Online Pictures

The Online Pictures tool provides access to online picture resources such as Microsoft Clipart and Bing
Image Search. The following explains how to insert online pictures into your Word document from a
variety of internet sources.

Note: The Online Pictures icon has replaced the Clip Art icon seen in previous versions of Microsoft
Word.

1. Click the Insert tab (See Figure 3).
2. Inthe lllustrations group, click the Online Pictures button (See Figure 3).

Home Design Layout References Mailings Review View ACROBAT

B Cover Page - ) r
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Figure 3 - lllustrations: Online Pictures

3. The Insert Pictures window will open.
In the search box next to Bing Image Search, type a word or phrase that describes the desired
image (See Figure 4).

5. Press Enter.

Insert Pictures

> Bing Image Search

Search the web

Trees

Figure 4 - Insert Online Pictures
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6. A list of your search results will appear (See Figure 5).
7. Click the desired picture you wish to add and click the insert button (See Figure 5).

b bing  Trees EI

Sizev Type~  Color~  Creative Commons only +  Clear filters

[hese results are tagged with Creative Commons licenses; raview the license to ensure you comply. Show all results

‘ou are responsible for respecting others’ rights, including

: 1 item selected. I Insert I [ Cancel ‘
opyright. Learn more here.

Figure 5 - Clip Art Search Results

Note: The procedure is the same for inserting images using Bing Image Search.

Modifying Graphics with Picture Tools
After inserting a picture, you can make changes to the size, brightness, shading, etc. by accessing the
Picture Tools. The following explains how to access the Picture Tools:

1. Click the graphic to select it. The Picture Tools - Format contextual tab appears.

E e @os Word_2016_PC_Working_With_Graphics.decx - Word Picture Tools
File Hame Insert Design Layout References Mailings Review View ACROBAT Q Tell me what you want to do..
Eﬂ E% j;t Compress Pictures - e

== E

. o E‘g Change Picture
Remaowve Corrections Color  Artistic —
Background - ~ Effects~ 1<l Reset Picture ~ 7| 8L Picture Layout -

z Picture Border =
- && Picture Fffects -

ki
ki
ki

Adjust Picture Styles P

Figure 6 - Picture Tools

2. Click the Picture Tools - Format contextual tab. The Picture Tools - Format groups will appear in
the ribbon.

H ®%-Q - Ward 21 Kirigy_ With Graphice

File jome et Design Layout e Mailings v View  ACROREAT © Tell me wiat yroa want to da, Kathryn Cresch Morgan £
FEI - 2! Compress Pictures . | Piciure Border - = j\LI Bring Fomed - [ Aligni-
i ;; - e 2
& | ™ : z - = = =R S
5 2 = i Change Pictute el |l ot ol ot el E E = LB Picture Effects = Serich Backyra 1 Grow

Remove  Coiections Colar Affsic o — = — — = Pasitian Wrap' =

Background . - Effects= = Reset Picture = | ™ ey Picture Layout = Tew- o Selection Pane k Rotste -
Adjust Ficture Strtes I Amangr Sge iz

Figure 7 - Picture Tools Groups
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Adding Styles Your Graphic

Graphics have preset styles under the Picture Tools — Format tab that you can use to alter the color,
border, and any special effects to the shape. The following explains how to apply a style to a shape:

1. Inthe Picture Styles group, click on a style of your choice.

E Picture Border ~
&& Picture Effects -

Fr‘]a Picture Layout ~

L ] Y TE—— et w3 —
Picture Styles

("

Figure 8 - Picture Styles

2. Click the drop-down arrow to access additional styles.

Picture Styles

g | E’_ Picture Border ~

et |~ (D Picture Effects ~
@}3 Picture Layout -

("

Figure 9 - Accessing Additional Picture Styles

3. To access additional formatting options, click the dialog launcher in the lower-right corner of

the Picture Styles grouping.

| aindll| ol st
acEm— D cm———— Te— T MR
Picture Styles

_ [-__' Picture Border ~

| G Picture Effects ~

Y

e [‘;3-3 Picture Layout ~

Figure 10 - Picture Styles Dialog Box

4. The Format Picture options will appear to the right of your document (See Figure 11).
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Figure 11 - Format Picture Options
Re-Sizing a Graphic
The following explains how to re-size graphics:

1. Click the graphic to select it. The sizing handles will appear around the border of the picture.

Figure 12 - Sizing Handles

2. To resize the picture so the dimensions remain proportional, place your mouse over one of the

corner sizing handles, click, and drag. If you drag a side sizing handle you will change one
dimension only.

3. The curved arrow at the top of the picture allows you to rotate the picture.

;—ﬁj

Figure 13 - Rotational Arrow

4. To resize the picture to a specific value, enter number for the height and width in the Size
grouping under Picture Tools — Format (See Figure 14).
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Figure 14 - Size Grouping

5. You can also enter a specific size value by clicking the Size dialog box.

gl

Kathryn Creech Morgan

i Bring Forward |¢_ Align ~ # El] Height: [1.1" A
1 5end Backward 1 Group E"
rop =1 . | i
: Selection Pane Zk Rotate = ol EOF Wt 7 N
Arrange Size F

Figure 15 - Size Dialog Box Launcher

6. The Layout window will appear. Set the dimensions by entering the height and width or set the
scale by entering the height and width in the Scale section.

Pasition | Text Wrapping J Size |

Height
@ Absolute 102
Relative relative to }Page
Width
© Absolute |1.58"
Relative i :7 relative to Tﬁage

Rotate

Rotation: ﬁ’

Scale
Height: lo0%s B 1009
[¥] Lock gspectrratio o )
[2] Relative to original picture size
Original size
Height: 1.02°

Figure 16 - Size Dialog Box

Note: If the Lock aspect ratio box is checked, changing either the height or width in either section will
also change the other dimension by the same amount.
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Repositioning a Picture

Pictures can be repositioned on the page either by using the Object Position feature, or by dragging the
picture to the new location. Before you can drag a picture, text wrapping must be set to something

other than In Line with Text. See Text Wrapping for more information.

The following explains how to reposition a picture:

1. Click on the picture to be repositioned.

2. Under the Picture Tools — Format tab, click the Position icon.

3. Adrop-down will appear. Select the position layout of your choice.

Note: The position selected also determines the text wrapping for the picture.

Send Backward

Position§ Wrap
Text~ Obr 2election Pane

Arrange

Figure 17 - Position Tool

Position Wrap _ N
Text - Ol Selection Pane

-

In Line with Text

o

With Text Wrapping

L)

e

a

|

o -

A

I More Layout Options...

Figure 18 - Position Options

4. To manually move your picture within the document, left-click on your picture and drag it to its

new location.

Page 11 of 30



Text Wrapping

Sometimes you may need to have text wrap around a picture. The following explains how to apply text

wrapping to your document:

1. Click on the picture to apply text wrapping.

2. Under the Picture Tools — Format tab, click the Wrap Text icon.

FORMAT

s

Position|

-

= Bring Forward
Wrap S
Text > E[@ Selection Pane

Arrange

.4\v

Figure 19 - Wrap Text

3. Adrop-down will appear. Select the type of text wrapping that you want to apply to your

picture.

B

Wrap
Tar= E[T;— Selection Pane

In Line with Text
Square

Tight

Through

Top and Bottormn

Behind Text

- I -

In Front of Text

T Meore Layout Options...
Set as Default Layout

Figure 20 - Text Wrapping Options

Note: You can also access the text wrapping options by clicking the layout button that appears when

clicking on a picture.

;
1

Figure 21 - Layout Button
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Inserting Shapes

The following explains how to insert a variety of predefined shapes into your Word document:

1. Click the Insert tab (See Figure 22).
2. Inthe lllustrations group, click on the Shapes button (See Figure 22).

Home o Design Layoue References Mailings Review View ACROBAT

B3 Cover Page~ D B ljg‘; 1 ]EI I I s il store W E?é}

[ Blank Page ; : - ;

J b e Break Table | Pictures inme Shapes fmartArt Chart Screenshot 3 Wy Add-ins - Wikipedia Orjlme

1 Fage brea = Picture = = Video
Pages Tables Illustrations Add-ins Media

Figure 22 - lllustrations: Shapes

3. A drop-down window will appear with a library of shapes to choose. Click on a shape to select

it.
1Y = ,
LY T 1l . s
Shaps SmartArt Chart Screenshot .‘ M
Recently Used Shapes
BExNOCOALLdO
g vt Yy
Lines
SN T LY NG S
Rectangles
I s |
Basic Shapes
EOCOAMNITLOOOORO®
eLto0Orhd 8o
E@ICIINIGIVE SoN (@ En
BECHERIR
Block Arrows
-GS0t pRrIT
€ dVNIpD D DM
(L
Equation Shapes
qF =83 =g
Howchart
O0<7O000F=00Y
CUAN@BG X v AVAD
Qa o

Figure 23 - Select a Shape

4. Your cursor will change to a crosshair | and you will be ready to insert your selected shape.
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5. To draw your selected shape within your document, hold the left mouse button and drag the
cursor to draw your shape.

" A
—>! A

Figure 24 - Click and Drag to Draw Shape

6. Release the left mouse button when you are finished drawing your shape. The shape will be
added to your document.

Modifying Shapes with Drawing Tools
You can modify shapes in a number of ways. The following describes some of the ways that shapes can
be changed:

Re-sizing a Shape
Re-sizing a shape is similar to re-sizing a graphic (picture or clip art). See the section in this booklet on
Re-Sizing a Graphic for more information.

Re-Shaping

After clicking on a shape, the shaping handles will appear (along with the sizing handles) as yellow
squares. A two-dimensional shape can be altered by clicking and dragging the yellow squares to alter a
certain aspect of the shape.

—>

Figure 25 - Re-shaping a 2D Shape
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Accessing the Drawing Tools — Format Tab
Shapes will have their own set of editing tools accessible by a context sensitive tab on the Ribbon. To

access this tab, click on a shape in your document and the Drawing Tools — Format tab will appear in
the Ribbon.

Warkshogp sign-in.docx - Word

Mailings

- ;’L‘smper.u- i\ Text b Wi tion = E] 2 Bring Foreard = |2 Align-
- | [Z Shape Outlins - % Test Diuthine ] Align Text » — I Send Bakaard - 2] Gro

= | CF Shape Effects =

Shaps Syles 5 WardArk Shyles Teak

Figure 26 - Drawing Tools - Format Tab

Adding Styles to your Shapes
Shapes have preset styles under the Drawing Tools — Format tab that you can use to alter the color,
border, and any special effects to the shape. The following explains how to apply a style to a shape:

1. Inthe Shape Styles group, click on a Style of your choice.

Workshop sign-in.docx - Word

Layout References Mailings Review Vi
+| 23 ShapeFill -

- Eﬂhapeﬂutline"
7| &3 Shape Effects -
Shape Styles r

Abc

Figure 27 - Shape Styles

2. Click the drop-down arrow to access additional styles.

Woarkshop sign-in.dook - Word

Layout References Mailings Review Vi

- | Z2 Shape Fill -
Abc Abc - L# Shape Outline -
L Shape Effects -
Shape Styles Fa

Figure 28 - Accessing Additional Shape Styles
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3. To access additional formatting options, click the dialog launcher in the lower-right corner of

the Shape Styles grouping.

Workshop sign-in.docx - Word

Layout References Mailings Review Vi

- | Z2 Shape Fill -
Abc Abc - L# Shape Outline ~
T ¥ Shape Effects -
Shape Styles

Figure 29 - Shape Styles Dialog Box

4. The Format Shape options will appear to the right of your document.

Format Shape s
T —

D U I

Rl

E Line

Figure 30 - Format Shape Options

Applying Color to Your Shape
The following explains how to add/change the color of a shape:

1. Inthe Shape Styles group, click the drop-down arrow for Shape Fill.

Woarkshop sign-in.dook - Word

Layout References Mailings Review Vi

m <2 Shape Fill =

i Shape Outline -
T Shape Effects -

Shape Styles Fa
Figure 31 - Shape Fill

2. Select a color to apply it to your shape.
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Changing the Shape Outline
The following explains how to change the outline for a shape:

1. Inthe Shape Styles group, click the drop-down arrow for Shape Outline.

Workshop sign-in.docx - Word

Layout References Mailings Review Vi

»| £2 Shape Fill -
Abc 1 m - IE Shape Outline ~ I
- Shape Effects -

Shape Styles Fa
Figure 32 - Shape Outline

2. Adrop-down menu will appear. From here you can alter the color, thickness (weight) of the

outline, and add dashes.

E Shape Outline = A
Theme Colors

Standard Colors

HN EEEREN
Mo Qutline

wy  More Outline Colors...

= Weight 3

iz Daghes k

Figure 33 - Shape Outline Drop-down
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Switching Shapes

The following explains how to switch shapes in the document:

1. Inthe Insert Shapes group, click the Edit Shape icon. A drop-down menu will appear.

ABENNOO - |[Xedishape-] [ —
OAL LD I+D ‘changeshape ’
2 =]
5 % D0 N £ Edit Points
Insert Shag - S
o TR ¢ W R e AR S M =

Figure 34 - Edit Shape Icon

2. Click Change Shape. A list of shapes will appear.
3. Select a shape from the options available to switch it with your selected shape.

Add Text to a Shape

To add text to your shape, simply click on your shape to select it and begin typing. Your text will
automatically fill into the shape. Adjust your shape as needed to make additional space for your text.
Text can be formatted like regular text in the document.

Figure 35 - Entering Text into Shapes

Inserting SmartArt

SmartArt graphics provide a visual representation of information or ideas. The following explains how
to insert SmartArt graphics into your Word document.

1. Click the Insert tab (See Figure 36).
2. Inthe lllustrations group, click on the SmartArt button (See Figure 36).
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Figure 36 - lllustrations: SmartArt

3. The Choose a SmartArt Graphic window will open. Select a SmartArt graphic from the list
(See Figure 37).

4. Click the OK button (See Figure 37).

Choose 3 SmartArt Graphic
T List 2
[‘ All l 1 El
8B List % =
% Process =
G ycle — u
: (==
45y Hierarchy = ] = 0 =
. e = 5|
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& Office.com E‘ B ———= I blocks of information, Mazimizes both
' horizontal and vertical display space for
shapes
I_|
: I Cancel

Figure 37 - Choose a SmartArt Graphic
5. The selected SmartArt graphic will be inserted into your Word document.
Editing SmartArt Graphics
Once inserted into your Word document, your SmartArt can be edited and customized by accessing

the SmartArt Tools tab. The following explains how to access the Design and Format tabs:

1. Click on the image of your SmartArt graphic. The SmartArt Tools contextual tab will appear at
the top of the screen.

ACROBAT Format

s HH
Change -

Colors ~

Layouts

Figure 38 - SmartArt Tools
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a. To alter aspects of the SmartArt design, click the Design tab.

RS : Z
Add Shape = + Promote ove U — o ! — .

[ Add Bullt Demote + Move Down
T Tt Pane . & Right to Left

Cieabs Sragh Loxoits Smaricd Shyles

T e I : U N |
. Pt o4 — N -| | Change - - _ - -

Colars -

Figure 39 - SmartArt Tools: Design

Note: The SmartArt Tools: Design tab contains tools that will allow you to alter the layout of the
selected design, change colors, and select from preset styles.

b. To format aspects of the SmartArt graphic, click the Format tab.

23 Shap=Fill -
- | L Shage Ouilline

* | O Shape Effacts - T TexkEffects -

Shapes Styles i} Wordbt Shyles

Figure 40 - SmartArt Tools: Format

Note: The SmartArt Tools: Format tab contains tools that will allow you to change the shape of your
SmartArt, add preset styles to the shape and words, and choose individual aspects of the SmartArt
graphic to modify (e.g. changing the shape fill or outline).

Inserting Charts
Adding charts to your word document can help readers visualize a relationship among sets of data. The
following explains how to add Charts to your word document.

1. Click the Insert tab (See Figure 41).
2. Inthe lllustrations group, click on the Chart button (See Figure 41).

Home o lesign Layout References

B3 Cover Page~ D E |:E!L l_zg' r|:| =4
Chart

Elank Page
) Table = Pictures Online Shapes SrnartA
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Pictures - 9 -
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Figure 41 - lllustrations: Chart
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3. The Insert Chart window will appear. Click on the chart you wish to use (See Figure 42).
4. Click the OK button (See Figure 42).
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Figure 42 - Insert Chart

Note: Hover your mouse over the picture of a graph for an enlarged preview of the chart.

5. The selected chart will be inserted into your document.

Editing your Chart

Once inserted into your Word document, your Chart can be edited and customized by accessing the

Chart Tools tab. The following explains how to access the Design and Format tabs:

1. Click on your chart. The Chart Tools contextual tab will appear at the top of the screen.

Workshop sign-in.docx - Word

Chart Tools

References  Mailings  Review  View  ACROBAT  Design

[ Abc ] [Hbc} [Hbc] Abc Abc

22 Shape Fill -

- E Shape Outline =

-

L& Shape Effects -

Figure 43 - Chart Tools
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a. To alter aspects of the Chart’s design, click the Design tab.

Hame Irsert Design Layaut References Mailings Rewei Wiew ACROBAT Design Format

e R

£t dol.
1+ L] -_— - 1 -
I '-ﬂn il Lt [] I |; i i _mﬁl [/_ ! I I
AddChart Quick = Change | Il L’_lg' I_ |_|_ || |. |l Switch Row? Select Edit Refresh | Change
Element - Layout~ | Colops - Column Data Data- [ Chart Type

Chart Layouls Chart Styies Dats Type

Figure 44 - Chart Tools: Design

Note: The Chart Tools — Design tab contains tools that will allow you to alter the layout of the selected
chart, change colors, select and edit your data, and select from preset styles.

b. To format aspects of the SmartArt graphic, click the Format tab.

Figure 45 - Chart Tools - Format

Note: The Chart Tools — Format tab contains tools that will allow you to add preset styles to the shape
and words, arrange and position your chart within your document, and format specific areas of your
chart (e.g. axis, chart title, values, legend, etc.).

Inserting Screenshots

The screenshot feature in word will allow you to capture a designated window or area of your screen,
and insert it as a picture in your document. The following explains how to add screenshots to your
word document:

To take a screenshot of an active window:

1. Open the program or website you wish to take a screenshot of (make sure the window is not
minimized).

Click the Insert tab (See Figure 46).
3. Inthe lllustrations group, click on the Screenshot button (See Figure 46).

Home elaign Layout References Mailings
B Cover Page~ D l__‘ E‘ 1)

Blank Page
) Table  Pictures Online Shapes SmartArt Chart |5creenshot

Page Ereal o Pictures -

Pages Tables Illustrations

Figure 46 - lllustrations: Screenshot
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4. A drop-down window will appear. Under Available Windows, you will see a thumbnail preview
of all open windows.

_|._ a Store W

Soreenshot -.‘ My Add-ins Wikipi

Available Windows

a4 Screen Clipping

Figure 47 - Screenshot: Available Windows

5. Click the thumbnail preview to insert the screenshot into your document.

To take a screenshot of a section of your screen:

1. Open the program or website you wish to take a screenshot of (make sure the window is not
minimized).

2. Click the Insert tab (See Figure 48).

3. Inthe lllustrations group, click on the Screenshot button (See Figure 48).

Home lesign Layout References Mailings

S B3 L3 Lg O ] o

Tahle

-

Pages Tables

Pictures Online 5hapes Smarthrt Chart |5creenshot

Page Ereal Pictures =

Illustrations

Figure 48 - lllustrations: Screenshot
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4. A drop-down window will appear. Click on Screen Clipping.

o ﬁ Store w

Screenshot .‘ My Add-ins - Wikips

Available Windows

=

&4 Screen Clipping

Figure 49 - Screenshot: Screen Clipping

5. Your screen will turn grey and a black crosshair will appear + Hold down the left mouse
button and drag the crosshair over the area of your screen you wish to capture.

6. Release the left mouse button when you are finished capturing. Your screenshot will
automatically be inserted into your document.

Inserting Video into your Document

New to Word 2016 is the ability to insert online videos into your document. When inserted into your
document, the video will show a still image of the video. When clicked, the video will openin a
separate window and will play. When printing out your document, the video will look like a picture.

Note: To use this feature, you will need an internet connection. Videos will not play if the computer
accessing the document is not connected to the internet.

To add video to your document:

1. Click the Insert tab (See Figure 50).
2. Inthe Media group, click on the Online Video button (See Figure 50).

Home - Design Layout References Mailings Review View

E:f Cowver Page F ’_.—‘ --—-:] -
[] Blank Page - g "@" l'z‘> rl:l I I o M Store

b Break Table  Pictures E;Inlir'le Shapes SmartArt Chart Screenshot &3 My Add-ins - Wikipedia
) L5322 22 - Pictures - -

Pages Tables Illustrations Add-ins Media

Figure 50 - Online Video
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3. The Insert Video window will appear. A list of search options are presented.

Insert Video

b Bing Video Search

Search the web

fm  YouTube
The largest wo

=
=

iwide video-sharing community!

a From a Video Embed Code

site

Search YouTube

Pacte the embed code to insert a video from a web Paste embed code here

Figure 51 - Insert Video

4. In one of the search boxes, type a word or phrase that describes the desired video you wish to

search for (Figure 52 shows a YouTube search for Elephants).

You i
YouTube o 4 N I E'ephanﬂi
The largest worldwide video-sharing community!

Figure 52 - Insert Video: YouTube Search

5. Press Enter.

6. A list of your search results will appear.

4BACK TO SITES

Yo YouTube

Elephants
s 508787 search results for Elephants P

Interesting Facts About ELEPHANTS
3:07 - edidyouknow

1 item selected.

Insert

Cancel

Iy

Figure 53 - Video Search Results
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7. To preview the video, mouse over the image and click the magnifying glass.

Figure 54 - Preview Video

Insert

8. Click the desired video you wish to add and click the Insert button.

The video will be added to your document. It will show a still image from the video that will display in
the document as a picture (this is the image that will also appear if you print the document). To play
the video, click the play button on top of the still image (See Figure 55).

Figure 55 - Video in Document

Text Boxes

A text box brings focus to the content inside and is helpful for showcasing important text (e.g. headings

or quotes). You can use text boxes to place text at specific locations in a document, and format the text
box with a border, shading, etc.
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Inserting a Text Box

The following instructions explain how to insert a text box into your document:

1. Click the Insert tab (See Figure 56).
2.

In the Text group, click the Text Box icon (See Figure 56).

=P o=

Layout References Mailings Review View ACRCBAT Design Format Q Tellme whatyou want to de.. 0
|_—| | }-l & 'j‘ﬂ & Hyperink A {Quick Parts > E.’ Signature Line -

| . N 2 ﬁ Store W 5 [ = H
Table i = o % Shapat Sroita Ihl 5 m+h Wikipedia O |& 1> Bockrmark c : Header F P | | ey Dac= & Time

able ictures Online Shapes Smartfirt Chart Scresnshot -] o - Wikipedia nline 2 amment eader Focter Fage ext

5 &P My Add-ins = A= o i ~

- Pictures - - Video = 5] Cross-reference - =  Mumber- | Box- Drop Cap D Object

Iables Hustiations Add-ins Media Links Comments Headar & Footer Text
Figure 56 - Text Box Icon

3. Alist of pre-defined text boxes will appear. Click on a text box.

A E] Quick Parts ~ D’, Signature Line ~

7C Equation ~

am
b=
4 WordArt~ 3 Date & Time ) Symbol =
ety : } Embed
Box~ Drop Cap | Object ~ Flash
Built-in

Simple Text Box

Austin Quote Austin Sidebar

Figure 57 - Text Box Gallery

4. The Text Box will be inserted into your document. Click on the Text Box and begin typing to add
your text.
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5. To move the text box, select the text box, then drag the border of the text box the new
location.

Figure 58 - Move a Text Box

6. You can re-size your text box the same way you re-size pictures. Refer to the section in this
booklet on Re-Sizing a Graphic for more information.

Drawing a Text Box
In addition to selecting a preset text box, you can also draw your own text box and insert it into your

document. The following explains how to draw a text box:

1. From the Insert tab, click the Text Box icon.

e what you want to do...

D D A [£] Quick Parts ~ Q“SignatureLine -
#

4 WordArt - Date & Time
Header Footer Page Text . _
- =  MNumber~ | Box~ Drop Cap ™ Object -
Header & Footer Text

Figure 59 - Text Box Icon

2. Alist of pre-defined text boxes will appear. At the bottom of the window, click on Draw Text

N

Facet Sidebar (Left) Facet Sidebar (Right)

Box.

—

L_Q;" More Text Boxes from Office.com
I Draw Text Box

Figure 60 - Draw Text Box

3. Your cursor will change to a crosshair | and you will be ready to draw your text box.
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4. To draw your text box within your document, hold the left mouse button and drag the cursor to
draw the text box.

=

Figure 61 - Click and Drag to Draw Text Box

5. Release the left mouse button when you are finished drawing your text box. The text box will
be added to your document and you can begin entering text.

Flowing Text between Text Boxes
It is possible to connect two empty text boxes so your text can flow from one box into the other. The

following explains how to allow text to flow between text boxes:

1. Delete any text in the second text box (Text will only flow into an empty text box).
2. Select the Text Box to display the Drawing Tools — Format tab in the Ribbon.

3. Inthe Text group, click the Create Link button.

Hﬂ Text Direction =
[5] Align Text ~

G2 Create Link

Text

Figure 62 - Create Link

4. The mouse pointer will change to a pitcher. @

5. Move the mouse pointer over the second text box (the pitcher will change to a pouring pitcher)
and left click the inside of the second text box.

®,

Figure 63 - Link to the Second Text Box
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6. When the first text box is full, the text will begin to flow into the second text box.

The Asian elephants are smaller (2 1/2 to 3 meters) tall. They

than the African. They grow to he weigh about 11,000 pounds which
between 18 and 21 feet (51/2to 6 is 5 1/2 tons (5,000 kilograms or
1/2 meters) long and 8 to 10 feet five metric tons).

Figure 64 - Linked Text Boxes

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu

KSU Student Helpdesk

e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu
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