Microsoft Word
Inserting Images

Images or photographs can be inserted  into a text document and formatted in Microsoft Word.

1. Insert an Image Located on your Computer
Click in the document wherever you wish to insert the image. Wherever you see the flashing cursor, that’s where the image will be inserted. If you wish to insert a picture that is located in a file on your computer, click:
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Click the arrow beside the “Look in” box and a drop down window will appear. Select the file where your picture is located. If your picture is located in a folder in “My Documents” click “My Documents”. The list of folders in “My Documents” will appear in the window. Double click the folder (eg. “My Pictures”) where the image is located and that folder will open up. Click the image and click the “Insert” button. (Double clicking the image will also automatically insert it)
2. Insert a Clip Art Image

Click in the document wherever you wish to insert the image. Wherever you see the flashing cursor, that’s where the image will be inserted. If you wish to insert clip art, click:
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The following window will appear:

The Clip Art window is usually located on the right hand side of the screen with the active document still open and visible on the left hand side of the screen.
In the “Search for” box, type in a key word that describes what kind of picture you are looking for. If you are looking for a picture of a school, type in “School” and click the “Return” button.

The computer searches on the Microsoft site on the Internet for the clip art. Thumbnails (ie. small versions) of all the pictures related to school located on the website appear in the bottom section of the clip art window. You can use the clip art scroll bar to view all of the thumbnails.

If you wish to view a larger version of the image before you insert it into your document, move the cursor over the image, click the arrow that appears on the right hand side and click “Preview/Properties” at the bottom. A larger version of the image appears in another window. When you are finished previewing the image click “Close”. 

To insert the image, move the cursor over the image, click the arrow that appears on the right hand side and click “Insert”. The image will now be inserted into your document exactly where the flashing cursor was located.

3. Move the Image

If you have inserted the image on a line on its own in your document, you can choose to move the image along the line by using the text alignment icons on the toolbar at the top of the page.
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In order to move the image, you must first select the image by clicking it. When you do this, a black border appears around the image to show that it is selected. You will also notice that black boxes appear in the four corners and on the four sides of the image. These are called “handles”. With the image selected, you may click one of the four text alignment options. So, for example, if you wish the image to be in the centre of the page click the centre alignment icon and the image moves to the centre of the page.
4. Putting a Border on the Image
Select the image again by clicking it.

The borders toolbar should be at the top of the page. If this toolbar cannot be seen click “View”, “Toolbars” and “Tables and Borders”. This should allow you to view the borders toolbar.
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The line style is the first option. Click on the arrow beside the line style and choose an option. Next, click on the arrow beside the line size and change the size of the line as desired. Then click on the arrow beside the line colour and choose a colour for the border. Lastly click on the border icon (the last one that shows the box) and this should insert the border onto the image.

5. Resizing the Image
In order to make the image either larger or smaller, first select the image by clicking it. Again, you will notice that when you do this, a black border appears around the image to show that it is selected. You will also notice that black boxes appear in the four corners and on the four sides of the image.

Move the cursor over the black box in the bottom right hand corner of the image and a double headed arrow appears. To make the image larger, click the black box (a cross will appear), hold and drag the cursor away from the centre of the image. To make the image smaller, click the black box, hold and drag the cursor towards the centre of the image. By doing this, you maintain the aspect ratio of the image ie. the width/length ratio stays the same and the image itself has not been altered except that it has become larger or smaller.

6. Format the Image
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The image you insert into a document can also be moved much closer to the text in a variety of ways. This is done by using the “Format Picture” option. Insert an image into the beginning of a paragraph of text. Right click the image and click “Format Picture”. The “Format Picture” window appears. Click the “Layout” tab at the top of this window and the following window appears:
[image: image5.jpg]Format ure

X

| Colors andLines | Size Picture | 1= | web |
‘Wrapping style
T
o ot ot = b &
In ‘he with text Square Tight Behind text  In front of text
Horizontal alignment

Left

Right





You now have many different options:
Square:
This inserts an invisible square around the image and places the text beside this square.

Tight:
This allows the text to rest tight around all of the contours of the image.

Behind Text:

This places the image as a background in the paragraph

In Front of Text:
This places the image in front of the text, blocking whatever text is behind it.

If you select the “Square” or “Tight” options you can also choose to have the image on the left, centre or right by clicking on the appropriate radio buttons. When you have finished making your selections, click “OK”.

7. Crop an Image

To remove any unwanted parts of an image you need to “crop” it, or cut out the unimportant bits. To do this you use the crop tool on the picture toolbar.



[image: image6]
[image: image7.jpg]eI RO R AP W S A kAR -





If you cannot see the picture toolbar, click “View”, “Toolbars” and select the “Picture” toolbar and it should appear.

Click the image you wish to crop. The handles appear around the image. Click the “Crop” icon on the “Picture” toolbar. When you move the cursor over the image, it will have the crop button attached. Left click, hold and drag any of the handles on the image to crop it. As you do this a dotted line appears showing you what you are cropping. If you have cropped too much of the image, you can click and drag back to re-include some of the section of the image that you cropped.
8. Insert Text on the Image

You can insert text on top of an image in order to, for example, label it. To do this, you use the text box icon on the “Drawing” toolbar.
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If you cannot see the drawing toolbar, click “View”, “Toolbars” and select the “Drawing” toolbar and it should appear.

To insert a text box, click on the text box icon on the drawing toolbar. Click and drag a text box over the image. A box with a clear background surrounded by handles and a shaded area outside will appear. Click inside the textbox and the flashing cursor should appear. Type your text in the text box. If there is not enough room in the box for your text, drag any of the handles out to create more room in the box. You can also format the text in the text box in any way you wish eg. You can change the font style, size, colour, position. Just select the text and click on the appropriate icons.
To move the text box to another area of the image, hold the cursor over the shaded area of the text box until a four headed arrow appears. Left click, hold down and drag the text box to a different position on the image.

9. Group the Objects

To group the image and the text box means that you will be able to “glue” the two objects together so that wherever you move them the text box will stay in its position on top of the image.
To group the objects, click on the image to select it. Hold down the “Shift” key while clicking on the text  box.
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Click on “Draw” on the Drawing toolbar and select the “Group” option. The two objects are now grouped together and can be moved as a single image.

10. Insert a Callout
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To insert a callout onto an image, click “Autoshapes” on the drawing toolbar. Click the “Callouts” option and then select any of the callouts. A cross will appear. Click, hold and drag and a callout begins to form. When you are happy with the callout, let go of the mouse. If the callout is not the size you wish it to be, select the callout by clicking it and the handles appear. Click and drag any of the handles to make the callout either smaller or larger.
To insert text into the callout, click the text box icon on the drawing toolbar (as in No. 8 above). A cross will appear. Click and drag a text box inside the callout. Let go of the mouse when the text box fills the inside of the callout. Click inside the text box and insert text as normal. This text can also be formatted in the normal way. Some of the text may disappear if it is too large for the text box. To fix this, either make the text smaller to fit in the text box, or make the text box larger to accommodate the text by clicking and dragging on any of the text box handles.

If a border has been inserted onto the text box inside the callout and you want to remove it, select the text box by clicking it. Right click and select “Format AutoShape”. Click the “Colours and Lines” tab (if not already in view). Under “Line”, click the arrow beside “Colour” and select the first option “No Line” and click “OK”. The border should now have disappeared.
The callout and the text box can now be grouped together as described in No. 10 above. They can then be both moved together as one single image. To do this, select the callout by clicking on it. A shaded box should appear around it. Move the cursor over this shaded box and a four headed arrow should appear. Click and hold down and move the callout into position. When in position, let go of the mouse.
11. File Size
Inserting images into a Word document greatly increases the file size of the document. Images take up a lot of space compared to text on its own. This document has a file size of 40 KB without the images. With all the images inserted, this increases to 270KB. Resizing the images as has been demonstrated in this module does not decrease the file size of the image. The size of the image on the page is the only thing that has changed, not the file size of the image itself.
This may only be an issue for you if you wish to e-mail a document that has a lot of images in it. Because the file size of the document increases depending on the number and quality of images that have been inserted, this document will then take longer to both send and receive by e-mail. Such a document will also take up more room if you wish to save it on a memory stick.
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