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Opening Doors, Opening Minds

WORD 2019 - PART 4

Graphics
Although Word is not a graphics program, it offers several ways to jazz up plain old word processing
documents with graphics such as WordArt, line drawings and shapes, clip art, and photos.
Getting Started

Open the file silk_history.docx located in the My Documents folder.

Insertlng Onllne Pictures Insert Design Layout References Maili

Microsoft stopped supporting clip art beginning with the 2013 version -l ]l U r.;_—;f::;-'jT
of Word. In its place a new feature called online pictures is » |:| l__ll;] I:lE" r_ = @

. , i A . je Table  Pictures Online pes lcons aD 5
available. Online pictures provides access to ready-made pieces of ak - EraiTs Models -
computerized graphic art (such as illustrations, borders, and Tables Illustrations
backgrounds) that can be inserted into documents.

To add an online image to a document:

1. Inthe document, click on the location where
you would like the picture to be inserted.

2. Gotothe Insert tab - lllustrations group >
Online Pictures command; the Insert
Pictures window appears in the middle of the
screen. When the Online Pictures Search
Box opens Microsoft is trying to be helpful
and gives you categories that you can search
in like Airplane, Coffee, and Fireworks etc.

3. Click in the Bing Image Search box and e 0
type keyword(s) for the image (e.g. black cat
clip art) and hit enter on the keyboard or click

the search icon. h’ r’ 2
4. Scroll through the list of images, click on one

bvd B Creative Commons only

and click the insert button at the bottom of
the dialog box to insert it into the document.

NOTE: Click Show all results in the yellow oo oyt empacing it g ety comyi I v
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warning box to see all search results.
Once the image is inserted, the Picture Tools contextual tab appears at the end of the Ribbon. Ifitis not
visible, click on the picture to select it.

Document! - Word

ign  Layout  Refeences  Malings  Review  View  Help [ Q) Tell me what you want todo

] = ra v ™
EJ % ompress Picures p—— o || EPictureBorder p Eb E ek | W] thege 7
== B ChangePicture~ || |l | il || il ] e il | O Picture Effects~ | "= i Pl
Remove  Corrections Color Artistic = —_— - _r = At Position Wrap Selection Align Rotate  Crop Sy 65
B o  Effects~ ‘L Reset Picture ~ 5% Picture Layout* o o Tape Em o o o &
Adjust Picture Styles 5 Actessibi.. Anange Size noa

Inserting a Picture
In the document, click on the location where you would like picture to be inserted.

To insert a picture saved on the computer or a flash drive, go

h i Insert Design Layout References Mail
to the Insert tab = lllustrations group = Picture. The —
computer navigates to the most logical place for picture files to { Es= = r<‘> N, @
be located — usually the Pictures folder. Choose a picture e  Table Pictures Online Shapes Icons 3D
from the Pictures folder and click Insert. ik - Pictures - Models =
Tables Hlustrations
Once the image is inserted, the Picture Tools contextual tab r
appears at the end of the Ribbon. If it is not visible, click on the picture to select it.
NOTE: Not all formatting options work on all pictures.
Resizing Images o o
1. Select the image by clicking on it; a border appears with small circles at
the corners and in the center of the border lines
2. Place the cursor on one of the corner circles
3. When the cursor turns into a diagonal double-headed arrow, click and O fo)
drag the picture outward to increase the size or inward to decrease the
size
Choosing a corner box resizes the art proportionally. Choosing a box in the
middle of a border line increases/decreases the size in one direction but not O O

the other, stretching the image.
Rotating an Image

You can also rotate an image by clicking and dragging the rotation symbol at the top of the picture. This will
allow you to rotate the picture in any position you want.
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The second way is to rotate the picture using the Rotate o ] EL\ 1 2

Objects command in the Picture Tools contextual tab > postion Wrap  Bring  Send  Selection Align Rotate
Arrange group-> Rotate Objects. With this command - Text~ Forward~ Backward~ Pane - -
you can rotate Right 90°, Left 90°, Flip Vertical, and Flip Arrange
Horizontal. ST
— " .
"k Rotate~ % 0.48 d

“h Rotate Right 90°
A~ FRotate Left 90°
= Flip Yertical

d.  Flip Horizontal

T Meore Rotation Options...

‘

To crop an image: r i f:

Cropping an Image

When an image is cropped, a part of the picture is removed. Cropping may be
helpful when a picture has a lot of content and you want to focus on only part of
it.

: . . | <
Select the image you want to crop. Click on the Picture Tools contextual tab

- Arrange group-> Crop.

Cropping handles will appear around the image. Click, hold, and drag a handle
to crop the image.

L = |

Click the Crop command again. The image will be cropped.
Text Wrapping
Inserted images do not cover or block out existing

text; instead, Word moves the text out of the way of Format
the image. Adjust how text wraps around a graphic

by selecting the image and using the options in the o | gy | i Picture Border - oo a ﬁl
Picture Tools contextual tab, which appears at the il el | O) Picture Effects - . e —
end of the Ribbon when an image is selected. . ) Alt Position Wrap

‘¥z, Picture Layout Tt - e
Click on an image on the screen. o Accessibi..
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Go to the Format tab = Arrange group - Text Wrapping command to choose

how the image interacts with the text around it. -l []
Wrap  Bring Send

: Text~ Forward - Backward =
The Image can be: ex orwar ackwar

& In Line with Text
e In Line with Text : 2quare
e Square = Tight
° T|ght Z= Through
° Through A Topand Bottom
e Top and Bottom £ Behind Text
e Behind Text & InFront of Text
e In Front of Text A]  Edit Wrap Points
+  Move with Text
It is also possible to Edit Wrap Points, precisely controlling the edges of the Eix Positien on Page
image. This option works best for images that are an unusual shape rather It More Layout Options...
than just rectangular. Set as Default Layout

The Square text wrapping option allows for the most freedom of movement with the image.
Text wrapping examples appear on the following pages.

Note: The Wrap Text tool can also be found next to the picture
when you click on it.

In Line with Text:

A black cat is a feline whose fur is uniformly a
black. It is not a particular breed of cat and mav be mixed or of a specifi
pigmentation is equally prevalent in both male and female cats.

In Westermn historv, black cats have often been looked upon as a sv
specifically being suspected of being the familiars of witches; in ott
considered to be good omens.

Square:

A black cat is a feline whose fur is uniformly all black, or almost
all black. It is not a particular breed of cat and may be mixed or of
a specific breed. The all-black pigmentation is equally prevalent in
both male and female cats.

In Western history, black cats have often been looked upon as a
symbol of evil omens, specifically being suspected of being the
familiars of witches; in other cultures thev are considered to be
good omens.
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Tight:

A black cat is a feline whose fur is uniformly all black, or almost all
black. It is not a particular breed of cat and may be mixed or of a specific

breed. The all-black pigmentation is equallv prevalent in both male and
female cats.

In Westem historv, black cats have often been looked upon as a svmbol of
evil omens, specifically being suspected of being the familiars of witches; in
other cultures thev are considered to be good omens.

Behind Text:

a feline whose fur is uniformly all black, or almost all black. It is not a particular

av be mixed or of a specific breed. The all-black pigmentation is equally
male and female cats.

ory, black cats have often been looked upon as a svmbol of evil omens,

ng suspected of being the familiars of witches; in other cultures they are
ood omens.

Top and Bottom:

A black cat is a feline whose fur is uniformly all black, or almost all black. It is not a particular

breed of cat and mav be mixed or of a specific breed. The all-black pigmentation is equally
prevalent in both male and female cats.

In Westemn history, black cats have often been looked upon as a svmbol of evil omens,

specifically being suspected of being the familiars of witches; in other cultures thev are
considered to be good omens.
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In Front of Text:

a feline whose fur is uniformly all black, or almost all black. It is not a particular

av be mixed or of a specific breed. The all-black pigmentation is equally
male and female cats.

orv, black cats have often been loocked upon as a svmbol of evil omens,

ng suspected of being the familiars of witches: in other cultures thev are
ood omens.

Through:

A black cat is a feline whose fur
black. It is not a particular breed
specific  breed. The all-black
both male and female cats.

is uniformly all black, or almost all
of cat and mav be mixed or of a
pigmentation is equally prevalent in

In Western history, black cats
of evil omens, specificallv being
witches; in other cultures they are

have often been looked upon as a svmbol
suspected of being the familiars of
considered to be good omens.

Edit Wrap Points:

A black cat is a feline whose fur T
black. It is not a particular breed |
specific breed. The all-black |
both male and female cats.

“._ is uniformly all black, or almost all
of cat and mav be mixed or of a

o Dbigmentation is equally prevalent in

In Western history, black cats |
of evil omens, specificallv being |
witches; in other cultures they are

\ have often been looked upon as a symbol
\ suspected of being the familiars of
p considered to be good omens.

Moving Images

The position of images can be changed a number of ways:

e With cut and paste
By deleting the object and choosing a new location to insert it

By positioning the blinking cursor in front of the object and using the space bar and enter key to
move it just like text (if the text wrapping is set at In Line with Text)

Hover the mouse over the image and when the mouse becomes of four headed arrow click and drag

the item to move it. NOTE: This does not work when the image is set to the default In Line with Text
text wrapping setting.
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Alignment Guides

Alignment guides is a new tool in Word 2019. Alignment guides line up images with text and page margins.
When you move an image the alignment guides (green lines) will turn and help align the image.

If the alignment guides (green lines) do not appear when you move an image go to Page Layout tab >
Arrange group = Align = Use Alignment Guides

:Se:[i-:ulmre: or silk production, has a long and colorful history unknown to most people.
For centuries the West knew _little about silk and the people who made 1t. Pliny, the
ERcman historian, wrote 1n his Natural History in 70 BC "51lk was obtained by removing
:lhe down from the leaves with the help of water...”. For more than two thousand vears
the Chinese kept the secret of silk altogether to themselves. It was the most zealously
;guarded gecret in history.

DRIGDT OF 5ILK - LEGEND OF LADY HSI-LING-SHIH
Chinese legend gives the title Goddess of Silk to Lady Hsi-Ling-
Shih, [wife of the mythical Yellow Emperor, who was said to
have ruled China in about 3000 BC. She 1s credited with the
mtroduction of silkworm rearning and the invention of the loom.
Half a silkworm cocoon unearthed in 1927 from the loess soil
astride tne Yellow River in Shanxi Province, in northern China_ has
been datzd between 2600 and 2300 BC. Another example 15 a group
of ribbadns, threads and woven fragments, dated about 3000 BC,
and found at Quanshanvang in Zhejiang province. More recent
archeological finds - a small 1vory cup carved with a silkworm
desigirand thought to be between 6000 and 7000 years old, and
spmmng tools, silk thread and fabric fragments from sites along the lower Yangzi Biver —
Itex eal the origins of sericulture to be even earlier.

You will also see a small blue anchor in the left margin. This is known as the object anchor and it helps
you know where the image is anchored to the text. This does not appear if you image is texted wrapped In
Line with Text.

Deleting Images

Shapes, clip art, pictures, and textboxes can be deleted individually by clicking on the object and hitting the
Delete or Backspace key on the keyboard.

Undo Command
oS- The Undo command reverses your previous step. The keyboard shortcut for undo is Ctrl+Z.
Image Adjustments

Word offers several options for changing the way images appear in your document. For example, you can
add a frame, make image corrections, change the image's color or brightness, and even add some stylish
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artistic effects. These options are located in the Adjust and Picture Styles groups on the Picture Tools
Format tab.

To make adjustments or experiment with the look of an image, select the picture and go to Picture Tools
Format tab - Adjust group

Corrections: This command provides tools to sharpen or soften the image to adjust how blurry or clear it
appears. This also provides a tool to adjust the brightness and contrast, which controls how light or dark the
picture appears.

& Picture Border - | i

- ~
:== o) Jal Compress Pictures z
= - g B2 Change Picture~ | ol amat] il ol et el - Q PicturcEffects~ =
Remove  Comections Color Artistic = = B9 &N -\ &= —— - At Positi
Background Effects - ‘=] Reset Picture ~ * B Picture Layout~ | Tex
Sharpen/Soften Picture Styles Accessibl...
. PRERETR

L $ 1 2 3 4 s

Color: This command provides options to adjust the image's saturation (how vivid the colors are), tone (the
temperature of the image from cool to warm), and coloring (changing the overall color of the image).

Document - Word

set  Design  Layout  References  Mailings  Review  View  Help Q@ Tell me what you want to do

L Picture Bordes =

I Compress Pictures R — —
cm ol ‘ [ - a L=
Atitic PChangePicture- || ol |oml| [onf] onf o e | | el - O PictureEffects- | TS

s utistic -
- Effects~ ¥ Reset Picture ~ = E%:Plctuvehyout' Text
Picture Styles ru Accessibi

Color Saturation

Color Tone

(€1

Recolor

‘BaE|m 538
dddaasadaas
N8 AL & &l_
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Artistic Effects: This command provides options add artistic effects such as pastels, watercolors, and
glowing edges.

@ Tell me what you want to do

Mailings  Review  View  Help

[Z Picture Border -

=] 3l Compress Pictures = [
- Ll S so o S|
~ 5o Change Picture o et | =l - ) Picture Effects ~ P

Effects = i Reset Picture ~ = | L Picture Layout ~ Text
Picture Styles » Accessib
Vo I S T I S S T SRR MO Sy,

&y  Astistic Effects Options

Picture Styles Group: This group contains a variety of styles you can apply to your picture, such as frames,
borders, and soft edges.

Format 2 Tell me what you want to do
L= Picture Border ~

= =]

L& Picture Effects ~

qla

= =B o =20 = =

—_— - e == e — 1 == iz
5L, Picture Layout ~ Text
Picture Styles = Accessib

5 g N T e e S ey R s R Ry R e e ey ] o RS S S,
o o

o o
o O
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Picture Effects: This command provides options to manually add shadow, reflection,
bevel, and 3-D rotation effects to an image. Several preset options are also available.

glow, soft edges,

- | 5 Pictuwe Border ~ [ ==

— — o —— W — —~— - ———
= -_ el e S = - L Pictuse Effects -

Preset

Shadow

L

Glow

TR

Drawing Shapes

L A

L

Word offers several tools for creating graphics from scratch, including Shapes. Go
to the Insert tab - lllustrations group = Shapes command and choose a shape
from the drop-down menu. “Freehand” shapes can also be drawn using the
options under the Lines heading; the last two icons, Freeform and Squiggle, are
deal for drawing.

Once a shape is drawn, its color, outline, and more can be customized. When the
shape is selected, the Drawing Tools contextual tab appears at the end of the
Ribbon and provides options for controlling the appearance and format of the
shape.

December 2019
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Shape Color

To change the Fill Color of a shape, go to the Drawing Tools Format tab - Shape Styles & Shape Fill -
group - Fill Color command down arrow.

Choose from the colors on the menu or click More Fill Colors to view additional choices or create custom
options. Gradient, Texture, and Pattern effects can also be added to the shape.

£¥ Shape Fill

Theme Colors Mo Gradient

I I I I I I I I I Variations
| |

Standard Colors

L EEEEN
Mo Fill
wy  MoreFill Colors...
Picture...
[ Gradient 3 D y o
Texture N More Gradients...

Line Color/Weight T pt

The Line Color of a shape can also be changed by going to the Drawing Tools pt
Format tab > Shape Styles group - Shape Outline command down arrow. % pt
1pt

Choose a color from the menu or click More Outline Colors to see additional options. 1% pt
2% pt

The Weight (thickness) and style of a line can also be altered.

4% pt ———

6 pt I

== More Lines...
Rotating and Reshaping
A shape can be rotated by positioning the mouse on the circler clockwise arrow
above the shape and clicking and dragging.
N
Some shapes also have a reshaper in the form of a small yellow square. ]
Clicking and dragging this symbol alters the proportions of the shape. For /
example, using the reshaper on a cylinder makes the top of the cylinder appear
small or larger while leaving the rest of the shape the same.
I

Shape Effects

Various effects can be applied to shapes through the Drawing Tools tab - Shape Styles group - Shape
Effects drop down menu. The available effects are:

e Shadow
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3 Shape Fill -

o Reflection L% Shape Outline - ﬂ

° G I OW &3 Shape Effects =

e Soft Edges ‘

o Bevel D Shadow >

e 3-D Rotation [ getiection »
NOTE: Certain effects sometimes eliminate other formatting options like outlines and () siow '
gradients. Softfdges
|COﬂS |j 3-D Rotation *

Easily insert Icons and Scalable Vector Graphics (SVG) files into your word documents. Once they're in
place, rotate, color, and resize them with no loss of image quality. These icons are free to use; there's no
royalty or copyright.

Insert an icon

1. SelectInsert > Icons.

File Diraw [:h:-ngn Lﬂ}l’fal.l! References Malllngs

K = | al

Cover Blank Page  Table Pictures Online Shapes
Page~ Page Break o Pictures -

o) SmartArt
1 | Chart

Do
hodels = Gie 2creenshot

Pages Tables IMustrations

2. Scroll through the icons or jump to a category by clicking a name in the navigation pane at the left.
You can search for icons by using the box near the top left corner.

Insert lcons e @
R Accessibility -
Accessibility A .

| 3 & it 7 B B A
Analytics

Animals

Apparel ¢ E':' @

AMTows

Arts Analytics

Body part

S R T /N7 (O P N
Buildings

Business d ]ﬂl "‘"\.l |N Hl ];T\i_.[ ]E[
Celebration -
Commerce

Cancel

Communication
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3. Choose an icon and then click Insert at the lower right.
Insert multiple icons at the same time by clicking each of them before clicking Insert.

Technology and electronics

08 O ||

4. Rotate, color, and resize your icon

3d Models

A new kind of clip art

As stated above Word does not have traditional clip art, but 3D models are a new kind of clip art: The online
library of ready-to-use three-dimensional graphics has many graphics to choose from that you can use as-is

or adapt.

Adding 3D objects

On the Insert tab of the ribbon select 3D Models and then From a File or From Online Sources. (For this

class we will choose From Online Sources.)

@ r:l .. =n 4

20 SrmartSort Chart Screens
Plodels — -

EE:I Frorm a File...
@& From Online Sources...

In the dialog box that appears you can browse, or search for, 3D images from the catalog.

Select one or more images and click Insert.

Once it's inserted you can use the controls to =] B¢
manipulate the image: [

Use the 3D control to rotate or tilt your
3D model in any direction. Just click, hold and drag
with your mouse.

2 Q

Drag the image handles in or out to make
your image larger or smaller.

You can still use the rotation handle to
rotate your image clockwise or counter-clockwise,
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but you'll get a much better experience using the 3D rotation control we talked about above.
Arranging

Objects can be layered (stacked on top of one other) and ordered through the Drawing Tools contextual
tab > Arrange group - Bring to Front and Send to Back commands. Click the downward pointing arrows
next to these commands for more options.

-l []

Ering Send 5§
Forward -~ Backward ~

Practice Exercise: Layering Objects

Draw a lightning bolt shape.

Insert and Icon of a building.

Click and Icon over the lightning bolt shape

To move the Icon in front of or behind the shape go to Drawing Tools contextual tab ->
Arrange group

Click Bring to Front or Send to Back command

PonpE

o

Grouping Objects

You may want to Group several objects together, which combines them into one so that they can be moved
or edited as a bundle rather than individually.

To group objects:

1. Click on the first object
2. Hold down the Ctrl key on the keyboard and select the others by clicking on each one with the

mouse
3. Click on the contextual tab at the end of the Ribbon
4. Go to the Arrange group = Group command E Group ~

NOTE: When working with different types of objects, such as a shape and a text box, more than one
contextual tab may be visible (for example, Drawing Tools and Text Box Tools). The Group command can
be found under either contextual tab.

Ungrouped Objects: Grouped Objects:

December 2019 14



To separate objects again:

1. Select the grouping
2. Click the downward pointing arrow next to the Group command
3. Select Ungroup from the drop-down menu

Objects in Word are automatically snapped to a grid that is underneath the document. To see the grid, select
View Gridlines from the Align command’s drop-down menu (or click the checkbox next to Gridlines in the
Show/Hide group of the View tab).

i
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